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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. ISO 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 as well as practical solutions for creating, organizing, and
maintaining documents, including:

* A discussion of different kinds of documents, including electronic media and
QMS requirements
* Identifying and defining responsibility
* Understanding the relationship between documents and records
* Tips for document writers
* Managing and maintaining documents
* Issues of accessibility
* Handling revisions and deviations
* Writing document control procedures
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Editorial Review

About the Author
Expert Advice!
Denise E. Robitaille has helped companies in diverse fields such as electronic assembly, cutting-edge
biotechnology, machine shops and packaging manufacturers to achieve ISO 9000 registration. Her work also
encompasses training and auditing. She is a RAB-certified lead assessor, and ASQ Certified Quality Auditor
and senior member of the American Society for Quality. Robitaille is also a member of the U.S. TAG to
ISO/TC 176, the committee responsible for updating the ISO 9000 standard series. She is the author of
numerous articles as well as The Corrective Action Handbook, The Preventive Action Handbook, The
Management Review Handbook and Root Cause Analysis, all published by Paton Press.

Users Review

From reader reviews:

Isabel McNeal:

As people who live in typically the modest era should be update about what going on or details even
knowledge to make these people keep up with the era which is always change and progress. Some of you
maybe will update themselves by studying books. It is a good choice in your case but the problems coming
to anyone is you don't know what kind you should start with. This Document Control is our recommendation
to cause you to keep up with the world. Why, because this book serves what you want and need in this era.

Todd Voss:

Now a day individuals who Living in the era wherever everything reachable by connect to the internet and
the resources within it can be true or not call for people to be aware of each data they get. How a lot more to
be smart in obtaining any information nowadays? Of course the solution is reading a book. Reading through
a book can help people out of this uncertainty Information specifically this Document Control book as this
book offers you rich data and knowledge. Of course the data in this book hundred pct guarantees there is no
doubt in it everbody knows.

Kevin Blais:

This Document Control is brand-new way for you who has interest to look for some information as it relief
your hunger info. Getting deeper you onto it getting knowledge more you know otherwise you who still
having small amount of digest in reading this Document Control can be the light food to suit your needs
because the information inside this particular book is easy to get through anyone. These books produce itself
in the form which can be reachable by anyone, that's why I mean in the e-book contact form. People who
think that in e-book form make them feel drowsy even dizzy this e-book is the answer. So there is absolutely
no in reading a book especially this one. You can find what you are looking for. It should be here for anyone.
So , don't miss this! Just read this e-book type for your better life and knowledge.



Megan Jordan:

A number of people said that they feel uninterested when they reading a publication. They are directly felt it
when they get a half portions of the book. You can choose often the book Document Control to make your
current reading is interesting. Your own skill of reading expertise is developing when you similar to reading.
Try to choose simple book to make you enjoy to learn it and mingle the opinion about book and looking at
especially. It is to be first opinion for you to like to wide open a book and go through it. Beside that the
publication Document Control can to be your friend when you're sense alone and confuse with the
information must you're doing of this time.
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