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1. APPROVAL

Document Control

Document: E-MP-7 — Administration, Document and Record Management
Version: 1.0
Released: Insert Date

Review Date: + 1 year

Prepared By: Insert Person Position: Insert P
Reviewed By: Insert Person Position:
Approved By: Insert Person Position:

This procedure is reviewed to ensure its contfinuing relevance 10
it describes. A record of contextual additions or omissionsg

Amendment Record

Context

Version Date

To effectively develop,
1.0 Insert Date  and maintain (s
hardcopy) doc

The latest rev. nis procedure is on Insert Your Company intranet site.
It is the responsi .y of the individual to ensure that any hardcopy is the current revision.

A printed version of this procedure is uncontrolled, except when provided with a document
title and revision number in the field below and marked as ‘Controlled Copy'.

Administration, Document and
Rev: 1.0
Record Management

Uncontrolled Copy: R4 Controlled Copy: R4 Date: Insert Date

Document Title:
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2. PURPOSE

The purpose of this procedure is to provide methods for the administration,
development and maintenance of documents, in accordance with applicable
requirements of ISO 14001 Environmental Management Systems, auditing and
contfinuous improvement processes.

3. SCOPE

This procedure applies to the requirements for document contro Ul the
environmental management system applied at Insert Yous Compa
followed by all personnel (where appropriate).

tg
Documents controlled by this procedure include, but Q/(o(o
¢ The environmental management manual. (/Q
¢ Documented information. g?.
e Operational procedures, reports and fg#es. v/
¢ Management review minutes.
¢ Specifications and drawings.

¢ Infernal and external documa {é/&
e Emails. C)
=0 &5

v

\ 4
4. TERMS AND DENITIC O\$

Term é
Audit Evidence 'fi <</Q‘ Piements, records and may also include
i
AN

0.
I4
VN g Q’O
Documents O Ent, record or other information which is
Informatio- ned or the operation of processes or is required by the
anviromnental management  system. It can include
atographs, diagrams, videos, process maps, procedures

\ . can be on any medium, i.e. paper or electronic.

L N relation to an employee, has the same meaning as it has
in the Privacy Act 1988 of the Commonwealth.

Proces. A set of interrelated or interacting activities which uses inputs
to deliver outputs.

Record Document(s) stating results achieved or providing evidence
of activities performed.

Uncontrolled An informal copy of a document for which no attempt is

Document made to update it after distribution.
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