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DOCUMENT CONTROL PROCEDURES 

 

Document Control Procedure 

 

1. Purpose  

This procedure outlines the steps for the creation, review, approval, distribution, and 

archiving of documents within MacInnes Brothers Limited.  It ensures that documents are 

accurate, current, and accessible to authorized personnel. 

 

2. Scope  

This procedure applies to all documents created, reviewed, approved, and used within 

MacInnes Brothers Limited including but not limited to: 

• Policies 

• Procedures 

• Work Instructions 

• Forms 

• Reports 

• Specifications 

 

3. Responsibilities 

• Document Owner: Responsible for the creation, maintenance, and review of the 

document. 

• Document Controller: Responsible for tracking and managing documents through the 

approval, distribution, and archiving process. 

• Department Heads/Managers: Responsible for ensuring that the documents are 

reviewed and used by their teams and are kept up to date. 

• Employees: Responsible for using the correct, current version of documents in their 

work. 

 

4. Document Creation 

• Step 1: Document owners create or draft the document, ensuring clarity, accuracy, and 

consistency with organizational standards. 

• Step 2: The document must follow the organization's template or format for 

consistency. 

• Step 3: The document owner submits the draft to the relevant stakeholders for internal 

review. 

 

5. Document Review and Approval 

• Step 1: Once the document is drafted, it is submitted for review by relevant parties, 

such as department heads or subject matter experts. 

• Step 2: Reviewers assess the document for accuracy, completeness, and relevance. 

• Step 3: Upon review, the document may be revised or corrected based on feedback. 

• Step 4: The document is then submitted to the designated authority for approval (e.g., 

management, quality assurance, or compliance officer). 
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• Step 5: The document must be signed or electronically approved to indicate 

acceptance. 

 

 

6. Document Identification Each document should have: 

• A unique document number or identifier. 

• A version number. 

• A document title. 

• The date of creation/ 

• The name or signature of the document owner/approver. 

 

7. Document Distribution 

• Step 1: Approved documents are distributed to relevant stakeholders (employees, 

departments, etc.). 

• Step 2: A controlled distribution list should be maintained to ensure only authorised 

personnel receive the document. 

• Step 3: Documents should be accessible via the company’s document register 

 

8. Document Revision and Updates 

• Step 1: Documents must be reviewed at regular intervals (e.g., annually) or when 

significant changes occur that impact the document’s content. 

• Step 2: The document owner initiates updates and submits for review and approval 

using the same process as for new documents. 

• Step 3: New versions should be clearly marked with the new version number, and all 

old versions should be archived or destroyed. 

• Step 4: The distribution list should be updated to ensure all affected parties receive 

the latest version. 

 

9. Document Archiving and Retention 

• Step 1: After documents are superseded or no longer active, they should be archived 

following company policy regarding document retention. 

• Step 2: Archived documents must be stored in a secure location with controlled access. 

• Step 3: Document retention periods should follow legal or regulatory requirements. 

Upon reaching the end of the retention period, documents should be securely disposed 

of. 

• Electronic Archive – strikethrough in Document Register. 

 

10. Document Control System (DCS) Document Register 

• A Document Register should be used to track the creation, review, approval, 

distribution, revision, and archiving of all documents. 

• A DR provides an easy way to search for, access, and track documents and their 

versions. 

 

11. Training 

• Employees should be trained on document control procedures, including how to access 

documents and adhere to the process of using the latest version. 

• Regular refresher training should be conducted as part of ongoing quality assurance. 
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12. Compliance and Audit 

• Document control procedures should be regularly audited for compliance with internal 

standards and external regulatory requirements. 

• Non-compliance issues should be addressed promptly, and corrective actions should be 

documented. 

 

 


