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User Guide: Records Control Policy

· When making a change to a record, a single-line cross-out is required along with the initial and date of the employee making the change.

· No erasable (i.e.: pencil) or water soluble (i.e.: non-permanent marker) medium is allowed on records.

· Ink is the only acceptable form used to record evidence on a hardcopy record (preferably blue or black ink with the color red used for indicating a revision).

· No empty blanks are allowed on records (unless blanks are accounted for by the use of an N/A with line running through applicable portions as defined in reference example below).

· When entering a date onto a record, it must include month, day and year.

· When a portion of a record is not required to be completed (ie. router step that is no longer applicable due to a documented deviation), it is the intent to show that the step is allowed to be skipped by recording the following: 

· identification of the individual (initials and/or stamp and/or signature),

· date when information was recorded

· an “N/A” to indicate the step is no longer applicable.





        
An acceptable practice is to record N/A, accompanied by a line running through the portion of the document illustrating the no-longer-required step(s), along with name and date.  This is intended to preclude completion of multiple portions of a singular step.  The line recorded therefore illustrates the no-longer-required portions of a document. 


REFERENCE EXAMPLE ONLY:    


40   SVS123    SVS    FINAL                            N/A, DTM, 10/19/2010

By:____________  Date:___________   Qty:__________

Machine No.:_________________________   

Inspection Completed By:__________Date:________    Qty:_____
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