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	PURPOSE
	To develop a procedure to control the records to demonstrate conformance to specified requirements and the effective process of the quality system.  

	INPUTS
	· Record NMD activities.

	ACTIVITIES

	Area Manager
	Quality Manager

	
	

	OUTPUTS
	· Quality records controlled

	PROCEDURE DESCRIPTION

	1. This procedure starts when the necessity to record something arises.

2. It defines which format (printed or software) is needed to record the results obtained in some activities.  Documents that determine the record’s origin, describe the identification (code), appropriate collected method and location, responsibility for record production, retention period. 
3. Records have to be legible, properly identified and readily identifiable.
4. Quality records are maintained in accordance with such procedures.  The results are recorded in accordance to indications given in the procedure. 
5. To store, classify and recover quality records, the NMD uses a file clerk or software format, both correctly identified. The records are collected in safety areas protected from damaging agents (fire, chemical products)
6. The control table describes the connexion between records and documents, and defines the minimum time to maintain the quality records in storage, after this time, the records are destroyed. 
Some records are recorded in data processing support, but depending on the type of record, the server requires an authorization to consult them, for example: a private password. 

The NMD has an antivirus system, which updates automatically. To prevent losing information from the server, all files from it are copied on a hard copy. 
7. To prevent the unintended use of obsolete records, after the storage time required, the records are destroyed.  

	Records
	Responsible to realize hard copy
	Frequency
	Format

	QMS
	Quality Manager
	Weekly
	CD










































































































































































































































































































































































5. Delete the records 





4. File the records





2. Printed or software format 





1. Necessity to generate a record





3. Record the results








