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6.2. Review and approval. 

6.2.1. The QMR will review the information contained within the draft document, 
with regards to its suitability. In the case of documents with a technical 
content or will affect various processes, the QMR will arrange for the 
document to be additionally reviewed by suitable person(s) (i.e. department 
heads). 

6.2.2. Any alteration shall be coordinated with the originator. However, if the QMR 
decides that the document is acceptable, he/she will endorse the 
document for the approval of the Department Manager. 

6.2.3. Review and approval evidence shall be documented using the DRAR stamp 
of the draft document. 

6.3. Registration of documents. 

6.3.1. After the draft document is reviewed and approved, the draft shall be 
forwarded to the DC together with the edited softcopy. It is advisable that the 
softcopy of the draft document should be properly filed by the originator for 
future reference. 

6.3.2. The DC shall enter the details of the document into the Master Document 
Register and will place the final soft copy into the computer system. 

6.3.3. In the case of new documents, the word "ORIGINAL ISSUE" will be recorded 
in the Master Document Register, while for documents with previous 
revisions, the DC will update the Master Document Register and record the 
current revision level and the nature of changes made to the document. 

6.3.4. In the case of obsolete documents, the DC will update the validity in Master 
Document Register and will attach the document with "Obsolete" stamp. 

6.4. Issuance of documents. 

6.4.1. DC shall print the final softcopy and stamped with "Master Copy" in green. 

6.4.2. The DC will arrange for sufficient copies of the Master Copy to be 
reproduced and will stamp the word "CONTROLLED COPY" in blue at the 
bottom of every page of each copy of the document. See Figure 2. 

6.4.3. The DC will then issue the new version to the authorized copyholder, who 
will sign on the list of copyholders specified on the DRAR stamp of the draft 
document to indicate receipt, which is then retained and filed by the DC. 

Check the Master Document Register. 
Veri that this is the current revision before use 

Documents that do not bear the CITEM's official document 
slam s are considered "Uncontrolled" 
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