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Disclaimer: This document provides general guidelines for the development of a record control procedure.  Use of this template does not guarantee conformance to APHIS BQMS Audit Standard requirements.  Auditors will seek to verify the activities described in the procedure created from this template.

1.0
    PURPOSE

 

1.1
This procedure describes the method in which BQMS records will be maintained, retained, and destroyed to provide evidence of conformity.  

  

2.0
   DEFINITIONS 

 

2.1
Please put any terms, acronyms or reference to a glossary here that may apply to this procedure.   
3.0 
RESPONSIBILITY
3.1
Please reference that will be in charge of this procedure: The Quality Management Representative (QMR) or designee (such as a document control manager) is typically responsible to ensure that all required records are controlled. 

3.2
A reference should also be made to the other staff, outside collaborators, or managers, who may handle, fill out, create (such as Management Review minutes), store or receive records. 

4.0
CONTROL OF RECORDS PROCEDURE
4.1
Describe the controls your organization has to ensure that records will remain legible, readily identifiable, and retrievable.  This is easy for electronic records, but be sure to include information about backup systems.  For paper records, describe in general terms your filing system and storage system.  Most records are identified by a heading or title. 


Information about making changes to records can also be included in this portion of the procedure.  Common protocol for written records:  draw a single line through the incorrect entry; write the correction above the incorrect entry; initial the correction.  If there is not enough room to legibly make the correct entry, then number the place that is crossed off, and write the corresponding number and correction in the margin of the record.
4.2 Describe the controls your organization has to ensure:

4.2.1 Identification -- usually done with a title or name on the record.  Records also have to be dated.
4.2.2 Storage -- when, where, how, and how long are records stored?  The requirement is that records that indicate the regulated GE organism(s) have arrived at their intended destinations must be controlled for a minimum of two (2) years.  Records associated with approved field trials must be controlled for a minimum of five (5) years after relevant regulatory obligations for the permit(s) have been fulfilled.
4.2.3 Protection -- how do you protect records?  In file cabinets that are rodent proof and/or protected from fire and sunlight fading?   In computers?  In some cases, paper records are scanned and stored electronically.
4.2.4 Retrieval -- how do you go about retrieving records?  electronic records?  records in the field?  records in storage?
4.2.5 Disposition - describe the disposition of old records.  Do you shred them?  Outsource the disposal?  You may not have done this yet, but this will allow you to make a plan.  Most commonly paper records are disposed of by shredding.  Electronic records are archived.
5.0
REFERENCES
5.1
Put here any references that apply to this procedure

Examples would be:



5.6 Communication 

5.2           Put here any records or forms that apply to this procedure

Examples would be: 



Document status form

Printed copies are uncontrolled documents.                                             
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