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	PURPOSE
	To define the method to control the quality system documents. 

	INPUTS
	· To generate a document of internal origin 
· To ensure that documents of external origin are controlled. 

	ACTIVITIES

	Area Manager
	Medical Director
	Quality Manager

	
	
	

	OUTPUTS
	· Documentation structure controlled
· DOCUMENT CONTROL LIST (F-001)

	PROCEDURE DESCRIPTION

	Document
	Code
	Form
	1. Author
	2. Approved by
	Description of change
	3. Distribution and current revisions
	4. Obsolete documentation identification
	Custodian 
	Retention Period 

	Quality Manual
	DC-001
	-
	Quality Manager
	Medical Director
	Quality manual 0.1: Revisions status
	F-001
	Paper form:
Marked or identify as

OBSOLETE
Software form:
Obsolete documentation files

	Quality Manager
	3 years

	Quality Policy
	DC-002
	-
	Medical Director
	Medical Director
	Quality manual 0.1: Revisions status
	F-001
	
	
	

	Quality Objectives
	DC-003
	-
	Area Manager 
	Medical Director
	-
	F-001
	
	
	

	Organization Chart 
	DC-004
	-
	Area Manager
	Medical Director
	-
	F-001
	
	
	

	Process Map
	DC-005
	
	Medical Director
	Medical Director
	
	F-001
	
	
	

	Job Description
	DC-006
	-
	Medical Director
	Medical Director
	-
	F-001
	
	
	

	New Employment  Orientation
	DC-007
	-
	Medical Director
	Medical Director
	-
	F-001
	
	
	

	Catalogue of Services
	DC-008
	-
	Medical Director
	Medical Director
	-
	F-001
	
	
	

	Document
	Code
	Form
	1. Author
	2. Approved by
	Description of change
	3. Distribution and current revisions
	4. Obsolete documentation identification
	Custodian 
	Retention Period 

	General Procedures
	GP-XXX
	F-002
	Area Manager
	Medical Director
	On header 
	F-001
	Paper form:

Marked or identify as

OBSOLETE
Software form:

Obsolete documentation files
	Quality Manager
	3 years

	Secretary Procedures
	SP-XXX
	F-002
	Area Manager
	Medical Director
	On header 
	F-001
	
	
	

	Radio-pharmaceutical Procedures
	Quality control 
	QP-XXX
	F-002
	Area Manager
	Medical Director
	On header 
	F-001
	
	
	

	
	Preparation
	PP-XXX
	F-002
	Area Manager
	Medical Director
	On header 
	F-001
	
	
	

	Radiophysicical Procedures
	Control
	CP-XXX
	F-003
	Area Manager
	Medical Director
	On header
	F-001
	
	
	

	
	Equipment
	EP-XXX
	F-003
	Area Manager
	Medical Director
	On header
	F-001
	
	
	

	Medical Procedures
	MP-XXX
	F-004
	Area Manager
	Medical Director
	On header
	F-001
	
	
	

	Forms
	F-XXX
	F-XXX
	Quality Manager
	Quality Manager
	-
	F-001
	
	
	

	External origin documentation:  Laws and regulatory
	-
	-
	-
	F-001
	
	
	
	
	


· NMD complies with current law and regulations in accordance with information received for companies or institutions with which NMD has professional relations.
· Document revision shall be indicated using two correlative number digit, i.e.: 01, 02, 03 … 

· Form revision shall be indicated using correlative character of the alphabet, as: A, B, C, (for example: F-002/A)
· The distribution of the documentation could be in paper format or software format, in accordance with DOCUMENT CONTROL LIST (F-001). 

RECORDS:

	Title
	Code
	File Location
	Record Custodian
	Retention Period

	Document control list
	F-001
	Quality Department
	Quality Manager 
	3 years



























































































































































































































































































































































4. Prevent the unintended use of obsolete documents





1. Documentation revision





Up-date documentation





YES





NO





� HYPERLINK "../1.4.%20Forms/F-001%20A%20-%20Document%20control%20list.doc" ��F-001�





3. Documentation distribution





2. Review and approve





1. Document issue





Necessity to generate a document








