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Mrs. I Goonewardene | Educational programme on TAFE SA X

Mr.M J N Pererea Educational programme on TAFE SA X

Mr. L Perera Awareness programme on TAFE SA X
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Mr. Nirosh Madusanka | ISO 9001 : 2008 Awareness Programme X

Mr. Gisala Hasun ISO 9001 : 2008 Awareness Programme X
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Issue Date :2012—12-20

Control of Records Revision No. :02
Revision Date :2015-07-06

Page No. : 01 of 01

1. OBJECTIVE : To define a uniform procedure for the control of records identified within the QMS.
2. SCOPE : This procedure is applicable for controlling of recirds identified in the QMS.
3. RESPONSIBILITY : MR & Process Owners

4. REFERENCE

Quality records matrix QP-02-F-01

5. PROCEDURE:

5.1 Each record shall carry & unique identification and re:cords are identified by the title.
5.2 All records shall be maintained in a legible and readily retrievable manner.

5.3 All records shall be indexad and filed in their respective files.

5.4 The retention time of records shall be specified in the List of Records maintained by the
MR.

5.5 Each process owner shall ensure that the records thay maintain are protected from
damage or loss during storage.

5.6 All records shall be sent to MR after completion of the retention period and disposed as
defined in the list of records.

5.7 Records in the electronic media shall be controlled by issuing a password.

5.8 Data is regularly backad up in to CDs and stored in & secure area away from the
institute.
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