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DOCUMENT CHANGE ORDER (DCO)

1.0
PURPOSE & SCOPE
To document the procedure used for initiating, processing and implementing Document Change Orders (DCOs) and to provide instructions for using the DCO form.  This procedure is designed to be similar in implementation to that used for the Engineering Change Order (ECO) process.

2.0
AFFECTED DEPARTMENTS
All divisions and departments of Larson Davis 

3.0
REFERENCE DOCUMENTS
D0001.1017 
Document Control System

D0001.1021-1 
Document Change Order (DCO) Form

D0001.1021-2
DCO ledger

D0001.1126-1
Quality Records Matrix

4.0
RESPONSIBILITY & AUTHORITY

4.1
Ownership

Engineering is the owner and author of this procedure and the DCO form.


4.2
Employees
Any employee of the company may request a change to any controlled document listed below (Section 8.1) by completing the "Document Change Order" (DCO) form.  This may be done electronically or handwritten.  The employee submitting a DCO is responsible for the DCO until it is completed.

4.3
Document Control 


Document Control is responsible for:

· Issuing a DCO number

· Tracking the DCO

· Distribution and notification of completed Document Change Orders

· Updating BSD and adding the DCO number to the revision history table in the document

· Updating revision level on Training Needs List (D0001.1005-4)

· Updating revision level on document index for procedures and work instructions

4.4
Author of a Controlled Document

The owner of a controlled document is responsible to review and evaluate the requested change(s) and work with the individual submitting the request to resolve any issues.


4.5
Utah Location 
Quality Assurance, General Manager, Engineering Manager, the responsible Engineer, Sales/Marketing, Production, Logistics, Technician and any other listed position are responsible to review and approve the DCO changes within their area of authority.

Managers are responsible for notifying and training all affected individuals, within their organization, on documented changes to processes, procedures, policies, etc.  

The General Manager has the responsibility to follow up with department managers to ensure that training takes place and that the training was documented.

5.0
DEFINITIONS

BSD:
Business Systems Database that is used for tracking orders, production, logistics, item numbers, etc.

Controlled Document: Controlled documents include the Quality System policies, procedures, work instructions, records, product documentation and other quality or process documents as defined by the Document Control System procedure.  Controlled documents require a DCO to be changed.

6.0
SAFETY PRECAUTIONS
There are no applicable safety precautions for this procedure.

7.0
EQUIPMENT & MATERIALS
· PC capable of running Microsoft Word

· Microsoft Word

· Network connectivity

8.0
INSTRUCTIONS
8.1
Overview
DCO's that are ready for approval are submitted to Document Control.       Submission in the electronic format, using the most current release of the form or template, is preferred. 

The DCO process consumes significant time resources and employees should ensure that the DCO and document being changed are complete, clear and accurate prior to submission.

8.2 
Documents that may be changed by a DCO are:

· Quality Procedures
· Work Instructions
· Policies
· Manuals
· Literature
· Specifications
· Price Lists
Documents that may not be changed by a DCO are:

· Product Design file

· Design Drawings
· Schematics
· Assembly Drawings
· Fabrication Drawings
· Bills Of Manufacturing
· Mechanical Fabrication Drawings
8.3
Document Change Order Form
The individual completing the DCO form must include the following information:

· Originator - this is the name of the individual completing and submitting the form.  
· Date – the date that the DCO is written

· Title - the title of the controlled document for which the change is being requested 

· DOC # - the number of the controlled document

· Current Revision - the revision of the controlled document proposed to be edited

· New Revision - this will be the revision of the document if changes are made

· Reason for change - the author of the DCO will need to complete this section in detail.  Include why the change is needed and the impact of the change.

· Printed Materials Inventory – This section applies to sales literature and manuals.  When a DCO is written to change the revision of these things, one of the three boxes (scrap, use as-is, rework) must be checked to know what to do with the remaining printed materials in inventory. 

· Approvals - Departments that are affected by the proposed changes to the document must review those changes for the impact made on their departments.  An "X" must be placed next to the affected department/function along with the name of the person responsible to ensure that review and approval of the change is completed.  The following guidelines should be used for determination of necessary approvals.

· Approval of the document owner is always required.

· Quality Assurance approval is always required and the approval is for compliance with current quality standards.

· General Manager approval is required for policy and upper-level procedure changes.

· Production Manager approval is required for any document such as a work instruction that has an effect upon the manufacturing process or for any document that is produced and/or shipped by production.  Manufacturing approves clarity and compliance with normal production procedures such as proper revision.
· Logistics Manager approval is required for any document that has an effect on Purchasing, Materials Control and/or Shipping functions or processes.

· Sales approval is required for any document that will be sent to customers or potential customers.  Sales approval is for content.

· Engineering approval is required for any document that contains technical data and/or any document that modifies the production process.  Engineering approval is for technical accuracy and content.

· ISP Manager approval is required for changes to any document related to potentially explosive atmosphere products (ATEX / Intrinsic Safe Products). 
· Other approvals may be solicited as deemed necessary.  If this is desired, enter the title and name of the person from whom approval is needed.

· Distribution – Once a DCO has been completed, an email will be sent to those individuals or functions as indicated on the form.  The email serves as notification that a document has been changed and that training may be required.  An “X” should be placed next to the appropriate distribution to specify the distribution desired.


8.4
Submit the DCO to Document Control

8.4.1
If releasing a new document:

· A document may be created by a DCO.

· New documents are reviewed by the affected functions prior to submission of the DCO form.  The review allows suggestions, comments or other changes to be incorporated prior to the approval process.

· Complete the DCO form (D0001.1021-1) and send the electronic version to Document Control.

· Send the electronic version of the document being released to Document Control.

· Assign revision level in header and in revision history.

8.4.2
If modifying an existing document

· The individual identifying the need for changes to the controlled document should contact the author, or designated representative, and discuss the proposed change(s).

· Complete the DCO form (D0001.1021-1) and send the electronic version to Document Control to begin the approval process.

· The document being changed should be provided as a redlined version and show the proposed changes. (Does not apply to forms since tracking does not work on E-Forms)  Changes to forms are described on the DCO form. (see section 8.7 for pre-approval requirements)

· The document should show the new revision level in header and revision history.

8.5
Processing of DCO

· Document Control reviews the DCO form and the revised document for accuracy and completeness. 

· Document Control assigns a DCO number from the DCO ledger (D0001.1021-2).
· If the DCO is a revision of a prior DCO, Document Control will assign it a DCO revision.
· Document Control will enter into the DCO ledger:

1. The DCO number

2. Who wrote the DCO

3. When the DCO was received

4. When the DCO went out for approvals

5. When the DCO was approved, or if the DCO was rejected

6. When the DCO was completed

7. When the DCO was filed
8.6
Document Control Routes DCO for Approval

· Document Control routes the document for electronic approval.  If the document requires immediate approval, the DCO may be hand carried with a copy of the document to each signatory for signed approval.

· Approval is necessary before a DCO can be finalized.
8.7
Approvals
Each individual that has the responsibility for approval of the DCO should be given the opportunity to review, modify and/or comment on the proposed changes to the controlled document prior to the document and the DCO being submitted to Document Control for final approval. 

Each individual on the approval list for the DCO reviews the changes for possible impact on current processes, documentation, orders, etc., in the individual's area of responsibility.  The individual has the option to accept or reject the changes.

Refer to the "Review, Approval & Release" section of the "Document Control System" (D0001.1017) procedure for additional information on how documents are to be reviewed, approved and released.

8.8
What if document is rejected?

· If a DCO is rejected, the person rejecting the DCO must inform the originator of the DCO and Document Control that the DCO has been rejected.  The originator of a rejected DCO must reach an agreement with the individual rejecting the change and modify the DCO such that it can gain approval. The revised DCO and document are then resubmitted for approvals.  

· If an agreement cannot be reached between the originator and person(s) rejecting the changes, the issue is to be taken to the responsible manager(s) for resolution prior to submitting a revised DCO.

8.9
After Approval of DCO
The Document Control Clerk, or a designated individual, updates the controlled document area and the BSD.  

· Change the document revision in the BSD.

· Change the document revision on Training Needs by Job Title (D0001.1005-4)

· Change the revision on the index listing of documents

· Send Email notices, as indicated on the DCO form distribution section, to the affected managers and/or employees indicating that a new document version has been approved and is available for use.

· Affected Managers have the responsibility to notify their employees of the changes and to ensure that training takes place and is documented.

· When Printed Materials Inventory is affected, notify the Logistics Manager as to what is to be done with the remaining old revision documents per the instructions on the DCO form.



8.9.1
New Documents
If the approved document is a new document then the following information is entered into the BSD:

· Document Number

· Document Title

· Add notes indicating DCO number and date

· Document Revision

In the approved document:

· Update the revision history table in the document by entering the DCO number.

· File the electronic document as specified on the document creation form or as specified by QA.  This may require creating additional folders and updating access rights.

· File the DCO form electronically along with the approval form.

8.9.2
Existing Document
If the approved document is an existing document then the following information is updated in the BSD:

· Add notes indicating DCO number and date

· If the document was obsoleted by DCO or by the Obsolescence process, include that information as well as the document number that may have replaced it (if applicable).

· Update the Document Revision

To the approved document:

· Accept the changes to the document and remove the redlining to create the final copy.

· Update the revision history table in the document by entering the DCO number.

· File the electronic document as specified on the DCO or as specified by QA.  This is typically done by replacing the old electronic file with the new document.  Save the document using the specified file name.

· File the DCO form electronically along with the approval form.

8.9.3
Document Posting & Release
· Documents that can be made available electronically are posted in a designated online directory for employee access.

· The online directory is controlled by Document Control.  Non-electronic documents may be copied and distributed per the Document Control System procedure.

· Procedures that have restricted access are posted and controlled per the Proprietary Documents section of the "Document Control System" (D0001.1017) procedure.

· Managers and/or employees are notified when changes to documentation have been made and approved.  This may be done using any type of media but it is preferable if notification is sent electronically.


8.9.4
Training & Implementation

· Managers have the responsibility to ensure that their employees are trained on the new and/or revised procedures after they have been approved.  

· Training should take place within 30 days of document approval.
· All employees have the responsibility to implement released and approved procedures.  A Supervisor, Manager, QA and/or Internal Audit review may be used to verify implementation at any time after training has occurred.
9.0
INSPECTION
The approval process provides for the review of the proposed changes and is an inspection of the new revision.

10.0
RECORDS
DCO’s are maintained by Document Control.   Retention is per the Quality Records Matrix (D0001.1126-1).

11.0
DISTRIBUTION
Distribution to employees is via electronic access to the online Document Control area.

12.0
ATTACHMENTS
None

13.0
REVISION HISTORY
	DCO #
	REV
	DATE
	INITIALS
	CHANGES MADE

	DCO45
	B
	10/12/99
	LC
	Add Distribution 

	DCO50
	C
	10/26/99
	LC
	Reference to rejected DCO’s

	DCO
	D
	3/28/00
	LC
	Add redline responsibilities

	180
	E
	12/14/00
	AR
	Text changes made to add clarity.  Added training instruction for managers.

	371
	F
	12/17/01
	JEB
	Rewrote Section 1.0, 4.0, 7.0 and 8.0.  Moved manuals from ECO approval to DCO approval, added workflow approval printout to the documents retained as records, changed DCO retention time from 3 years to 2 years.

	376
	G
	1/15/02
	JEB
	Major rewrite to be consistent with Document Control System procedure.  Added sections from Review & Approval section that were more appropriate for inclusion in the DCO procedure. 

	445
	H
	7/23/02
	CBS
	Clarified when Sales approval is required for a DCO.

	636
	I
	10/1/03
	SLB
	Added DCO ledger in referenced documents and updated the releasing of documents section

	665
	J
	11/3/03
	SLB
	Modified the records area in the way that DCO’s are stored

	799
	K
	8/25/04
	SLB
	Modified the records area and updated the whole procedure to parallel what is being done now

	905
	L
	11/3/05
	JEB
	Updated terminology and titles to current. Removed references to Visual and Groupwise.  Changed author name to “Document Control Clerk” as responsible party.

	1024
	M
	7/23/07
	HKB
	General update

	1108
	N
	5/27/08
	DAR
	Update

	1184
	O
	4/22/09
	KMC
	Removed reference to D0001.1024-2, document creation form

	1238
	P
	7/23/09
	WJO
	File electronically & add revision in history

	1612
	Q
	2/24/16
	LAB
	Add ISP Manager information under Approvals section.
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