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	QUALITY PROCEDURE MANUAL




QUALITY ASSURANCE RECORD KEEPING

1. PURPOSE

To provide procedure details for Quality Assurance Record keeping.
2. SCOPE

Applicable to quality records kept by the Quality Assurance Department.
3. RESPONSIBILITY

3.1 QAM is responsible for retention of records for items specified in this part.

4. REFERENCE

4.1 GAM/CAAM/MOE Part 3.5 Certifying Staff Records

4.2 GAM/CAAM/MOE Part 3.6 Quality Audit Personnel 

4.3 GAM/CAAM/MOE Part 2.1 Supplier Evaluation Procedure and Subcontract Control Procedure 

4.4  QPM Part 2-5 Vendor Approval

4.5  GAM/CAAM/MBP Chapter 3 Approved Weighing Engineer

5. PROCEDURE

5.1 Details of document record keeping are as follows.

	No
	Description
	Type of documents
	Duration 
	Medium

	1
	Certifying staff records 
	1. Identity

2. Date of Birth 

3. Certifying staff Company Approval

4. Experience 

5. Copy of AMEL license (if applicable)

6. Copy of Diplomas

7. Copy of training certificate 

8. Continuation training record 

9. Certifying staff assessment record and its associated documents 

10. List of Approval Holder (kept separate from above details)
	3 years 
	Hard Copy/Soft Copy

	2
	Quality audit record  
	1. Audit Notification (for scheduled audit)

2. Audit Report (if applicable)

3. Audit Checklist

4. NCR (if applicable)
	3 years from closure of audit finding
	Hard Copy/Soft Copy

	3
	Vendor 
	1. Vendor Quality Assurance Evaluation Questionnaire

2. Vendor Evaluation Questionnaire

3. Applicable Vendor approval documents 

4.  Approved Vendor List 
	3 years 
	Hard Copy/Soft Copy

	4
	Quality Personnel
	1. Resume

2. Company Employment Letter

3. CAAM/DGTA Post Holder Acceptance (for Post Holder)

4. Quality Auditor Authorisation (if applicable)

5. Employee Training Record

6. Relevant Certificate
	3 years
	Hard Copy/Soft Copy
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5.2 The documents specified above are under the supervision of the QAM and shall be retained for a duration as specified in the table above.

5.3 Access to the records above are restricted only to the Quality Assurance Department, unless otherwise specified, or with the agreement of QAM.
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