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DOCUMENT NUMBERING PROTOCOL

1.0

SCOPE & APPLICABILITY
This instruction provides an overview of the document numbering protocol for quality related documents including records, forms, work instructions, procedures, policies, and publications.  Product design files and engineering product documents are numbered per Document Control System, D0001.1017.
2.0

RESPONSIBILITY

QA Manager has the responsibility for maintaining the Document Numbering Protocol.

Document Control issues and maintains the master list of approved documentation in the BSD (Business System Database) by following the protocol.

3.0

MATERIALS, TOOLS, & EQUIPMENT

Basic office equipment

Access to BSD
4.0

INSTRUCTIONS
The part numbers that are given to the documents covered by this instruction all start with the letter “D”.  This enables the grouping of the documents in the business system database.  The numbers are assigned by the level of the documentation and who is the primary user.  The range of numbers set aside for the quality system is D0000.0000 to D0009.9999 and the series set aside at this time for Sales / Marketing literature is D0500.0000 to D0500.9999


4.1

Upper Level Policies and Procedures
Upper level policies and procedures typically are applicable to multiple departments and may represent an official policy for the company.  The documents receive a number of one of the following formats:

D0001.0XXX
This designation is for corporate policies and the Quality Manual.  This includes policies such as the Warranty Policy (D0001.0005) or the Travel Policy (D0001.0007).  The criterion for these documents is that they have a broad-based applicability throughout the company.

D0001.1XXX
This designation is for procedures or processes that are applicable to more than one department and/or are required by national or international standards, i.e. ISO 9001-2000 or ISO 17025.



4.2

Department or Process Specific Documents
Department or process specific documents include work instructions, checklists, forms, posted reminders, etc.  The number given to these documents is based on the department or function to which the document applies.

	Number Format
	Application

	D0001.2XXX
	Administrative, Human Resource & Finance instructions, forms, etc.

	D0001.3XXX
	Marketing & Sales instructions, forms, templates, etc.



	D0001.4XXX
	Document Control instructions.  Engineering processes, forms, instructions, checklists, etc.

	D0001.5XXX
	Purchasing instructions, forms, templates, reports, etc.



	D0001.6XXX
	Logistics processes, instructions, forms, templates, etc.



	D0001.7XXX
	Production processes, instructions, forms, checklists, templates, schedules, etc.

	D0001.8XXX
	Technician specific documentation that includes product specific instructions, checklists, forms and templates.  Also includes process specific and maintenance specific documents.



	D0001.9XXX
	Manufacturing Administrative instructions.  These are not specific to a product or process but to how they are administered and how the results are communicated to other departments or customers.

	D0002.0XXX
	Calibration system administrative procedures for compliance with standards like ISO 17025, ANSI Z540, etc.

	D0002.2XXX
	Quality department instructions for the various levels of inspection, audit plans, report templates, forms, etc.

	D0002.3XXX
	Quality training documents and modules



	D0002.5XXX
	IT department instructions



	D0005.1XXX
	Safety related instructions, forms, templates, reports, training modules, etc.

	
	


5.0

RECORDS
The Document Control Clerk issues the numbers by looking in the BSD and assigning the next available number from the area specified above.  The Document Control Clerk also maintains document numbers that have been assigned to documents in the BSD. 

6.0

DISTRIBUTION
This instruction is available in the QA Work Instruction folder in the online Document Control area.

7.0

REVISION HISTORY

	DCO #
	REV
	DATE
	INITIALS
	CHANGES MADE

	925
	A
	12/20/05
	JEB
	Initial Release

	1105
	B
	6/17/08
	DAR
	Update where document numbers are maintained.

	1236
	C
	7/13/09
	WJO
	Deleted Sales/Marketing info and minor changes
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