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A Simple Guide to Managing Documentation

They’ re supposed to be useful tools, but whether they’ re printouts, computer files, flowcharts, or forms,
documents can often give more headaches than help. And yet without them, most organizations couldn’t
function. SO 9001:2000 and other quality management systems place great emphasis on documents, and for
good reason. Documents aren’t individual, stand-alone elements of the management process. They're
interrelated, formatted in different media, and controlled by various and distinct functions. Keeping critical
information current and in the right hands requires more than just signing off on procedures. Document
control is essential, but where should you begin?

By reading this book. Inside you'll find clear explanations about the document control process aswell as
practical solutions for creating, organizing, and maintaining documents, including:

* A discussion of different kinds of documents, including electronic media and QM S requirements
* |dentifying and defining responsibility

* Understanding the relationship between documents and records

* Tips for document writers

* Managing and maintaining documents

* |ssues of accessibility

* Handling revisions and deviations

* Writing document control procedures
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From reader reviews:
Ricky Hayes:

Do you have favorite book? In case you have, what is your favorite's book? Publication is very important
thing for us to know everything in the world. Each guide has different aim or maybe goal; it means that book
has different type. Some people truly feel enjoy to spend their a chance to read a book. They may be reading
whatever they acquire because their hobby is usually reading a book. Consider the person who don't like
looking at a book? Sometime, individual feel need book whenever they found difficult problem or perhaps
exercise. Well, probably you will require this Document Control.

Calvin Lee

Within other case, little persons like to read book Document Control. Y ou can choose the best book if you
like reading a book. Given that we know about how isimportant some sort of book Document Control. Y ou
can add know-how and of course you can around the world by just a book. Absolutely right, because from
book you can recognize everything! From your country until foreign or abroad you will find yourself known.
About simple factor until wonderful thing you may know that. In this era, we can open abook aswell as
searching by internet gadget. It is called e-book. Y ou may use it when you feel uninterested to go to the
library. Let's examine.

Hazel Gannon:

That guide can make you to feel relax. This book Document Control was vibrant and of course has pictures
on there. As we know that book Document Control has many kinds or genre. Start from kids until young
adults. For example Naruto or Private investigator Conan you can read and think that you are the character
on there. Therefore not at all of book usually are make you bored, any it makes you feel happy, fun and
loosen up. Try to choose the best book in your case and try to like reading which.

Kevin Lewis;

Baook is one of source of knowledge. We can add our expertise from it. Not only for students but native or
citizen will need book to know the up-date information of year to help year. Aswe know those textbooks
have many advantages. Beside many of us add our knowledge, could aso bring us to around the world. With
the book Document Control we can take more advantage. Don't one to be creative people? For being creative
person must want to read a book. Just choose the best book that suited with your aim. Don't always be doubt
to change your life with this book Document Control. Y ou can more desirable than now.
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