(Company Name)
QSP-2
Records Management


RECORDS MANAGEMENT PROCEDURE
1.0 PURPOSE

The purpose of this procedure is to define policies and guidelines for the management of company records.

2.0 REFERENCES

(Company Name) Quality Manual
QSP-1, Document and Data Control
3.0 APPLICABILITY

This procedure applies to all areas within whose efforts effect the collection of records relating to process or product.

4.0 DEFINITIONS

Quality Record–All data taken and other objective evidence supporting the implementation and maintenance of the quality management system.
5.0 RESPONSIBILITY

The President is responsible for this procedure.

6.0 PROCEDURE

· The President will identify quality records and create a system to store and retrieve them.  Records storage, security, maintenance responsibility, and retention requirements are defined in the table at the end of this procedure.

· Whenever practical, quality records will be filed chronologically (by date), then by part number and/or by form number.  Additionally, records may be filed by customer or supplier where appropriate.

· The departments generating quality records will collect them and deliver them to the appropriate office for retention.

· All records deemed “sensitive” shall be identified with a “YES” in the “Sensitive?” column in the table at the end of this procedure.  This implies that it is in our best interest to limit access to these records and to ensure secure disposal when they are expired.

· Appropriate controls will be implemented to limit access to “sensitive” records while they are maintained by (Company Name).  Paper records should be kept in secure cabinets and/or offices.  Electronic records should have password protection or other appropriate means of limiting access.

· Once their retention time has expired all paper records should be disposed of by any practical means (recycle, throw in trash, etc.) unless denoted as “sensitive”.  Those records identified as “sensitive” must be disposed of in a secure way such as shredding, burning, etc.

· Electronic records should be deleted when their retention time has expired. Any “sensitive” electronic records should be overwritten to ensure that they cannot be retrieved.  Any file back-ups containing sensitive records should also be purged or destroyed.
· Requirements for back-ups and virus protection on company computers are defined in QSP-1, Document and Data Control. 

	Records
	Media
	Form #

(if applicable)
	Maintenance Responsibility
	Storage

Location
	Sensitive?
	Retention Time

	Management Review Worksheets / Completed Balanced Scorecards
	P/E
	QSF-19
	President
	P-Operations office
E-H:/ISO/Management Review/Year/Filename
	YES
	3 years

	CSAT Surveys 
	P
	QSF-15
	President
	Operations office
	NO
	3 years

	
	
	
	
	
	
	

	Requests for Quote
	P/E
	QSF-10
	
	P-Operations Office

E-H:/ISO/Quotes/Filename
	YES
	

	
	
	
	
	
	
	

	Job estimate & review checklists
	p
	QSF-7
	President
	Operations office
	YES
	3 years

	Quote Checklists
	P
	QSF-11
	President
	Operations office
	YES
	7 years

	
	
	
	
	
	
	

	Supplier Approval Forms
	P
	QSF-6
	Quality Manager
	Operations Office
	NO
	7 years

	Purchase Orders
	P
	QSF-8
	President
	Operations office
	NO
	3 years

	PPAP files
	P/E
	N/A
	President
	P-Operations office

E-H:/ISO/PPAP/Filename
	YES
	Life + 1 year

	
	
	
	
	
	
	

	Completed 1st piece / in-process / final inspection reports
	P
	QSF-6
	Quality Manager
	Inspection Office
	NO
	7 years

	Completed Job Travelers
	P
	QSF-3
	Quality Manager
	Inspection Office
	NO
	7 years

	Maintenance Records
	P
	QSF-25
	Quality Manager
	Operations office 
	NO
	3 years

	
	
	
	
	
	
	

	Calibration Records
	P
	N/A
	Quality Manager
	Inspection Office
	NO
	7 years

	NCR / Corrective Action Requests
	E
	QSF-14
	President
	E-H:/ISO/CA’s/Filename
	YES
	3 years

	Audit Summary Reports
	E
	QSF-23
	Quality Manager
	E-H:/ISO/Audits/Year/Filename
	YES
	3 years

	Audit Analysis & Scoring Reports
	E
E
	QSF-24
	Quality Manager
	E-H:/ISO/Audits/Year/Filename
	YES
	3 years

	Employee Competency Matrix
	E
	QSF-18
	President
	E-H:/ISO/Training/Filename
	NO
	Updated on an Ongoing Basis

	Any Additional Employee Training or Certification Records
	P
	N/A
	President
	Operations office
	NO
	Length of employment + 1 year

	Employee Orientation Checklists
	P
	QSF-22
	President
	Operations office
	NO
	Length of employment + 1 year

	Training Effectiveness Surveys
	P
	QSF-21
	President
	Operations office
	NO
	3 years
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