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PURPOSE:
· To define the system used for the management and control of Operating Documents in the Clerk of the Superior Court Business Management System.  
SCOPE:
· This procedure applies to all Operating Documents directly used in the Business Management System (BMS) that are subject to document management and control.  It establishes the format, the numbering system for controlled documents, and the responsibilities relating to document management.  It also identifies the designated authorities for proper approval of documents prior to use, and it describes how only the latest versions of documents are available for use.

· Examples of documents to be managed are Policies (POL-), Procedures (PRO-), Report Spec Sheets (RSS-), as well as some Reports, Charts, Tables, and Business Process Models (BPM-). Some Forms (F-) and Reference Documents may also be required to be managed. 

· New documents or major revisions may require training.  

· Write/Change access to documents is managed by network restrictions and limited to the Document Control System Administrator, the Management Assistant, and Network Administrators.  Domain Users have Read-only access to controlled electronic documents.  These measures ensure that a document has been properly approved, is properly controlled, and made available for use.  Note: If a document is listed with a hyperlink in the Controlled Document Index within the approved document location on the Management-designated network drive, the user can be assured that it is properly approved for use by virtue of its presence there. 
· Included in this process is feedback pertaining to revisions. 

· It is recognized that there are legitimate reasons for obsolete or superseded documents to be kept within the Business Management System (preservation of change history, archival purposes, etc.). Obsolete and superseded documents must be managed to ensure that they are not used in place of a document that has precedence. Obsolete and superseded documents must be kept in directories identified as such or in locations outside of the Management-designated network drive and the associated hyperlink removed from the Controlled Document Index.  It is usually best to destroy outdated printed documents.  But outdated printed documents (if they are to be retained) shall be marked obsolete as appropriate and / or kept in an appropriately labeled storage box, file folder, drawer, file cabinet, etc.
· Links to pertinent reference documents of external origin (such as statutes) that support documents used in the Business Management System shall be maintained in the Controlled Document Index.
· Any controlled document may be copied or printed to facilitate use; however, it must be understood that all copied or printed documents are to be regarded as “uncontrolled” and could become outdated in a relatively short period of time (except for the one master copy held by the Document Control System Administrator, if such copy is deemed necessary).
RESPONSIBILITIES:
· Each functional area head (Manager/Supervisor) is responsible for identifying what documents within their responsibility are to be managed, and are also responsible for getting them generated, approved, and kept current. 

· It is the responsibility of the Document Control System Administrator to review each document for instructional clarity and adherence to formatting conventions, and to move for use properly approved documents into the Management-designated network drive and create the associated links in the Controlled Document Index for such documents and pertinent documents of external origin (i.e., statutes), as well as to move obsolete documents out of the active folder(s) and archive them as necessary. With the access restrictions in place, a document can only be released to the approved location(s) on the network if done so by the Document Control System Administrator or designee.

· The Document Control System Administrator is responsible for keeping track of and assigning document control numbers and revision levels.

· No individual can both author and singularly approve a document.  The next level of Management above the author in the functional area to which the document pertains, and the Document Control System Administrator, must approve managed documents within the Document Control System.  Approval should be done by the lowest level of Management possible / practical that is directly involved in the function of the document.
· It is the responsibility of the functional area heads (Managers/Supervisors) of the applicable end users of a document to advise their staff of a pertinent document’s existence, its access and availability in the Controlled Document Index.  

· It is the responsibility of the respective functional area heads (Managers/Supervisors) to make sure that the staff within their realm of responsibility is aware of the documents necessary for them to do their jobs properly, and make the necessary documents available to their staff.

· Each functional area head (Manager/Supervisor) is responsible for arranging any and all training of their staff that may become necessary as it relates to new or revised documents.
· Users have the responsibility to notify their functional area head (Manager/Supervisor) of outdated or inaccurate documentation and any needed revisions.
DETAILS:
1. Numbering Scheme: Documents will be numbered incorporating the designated Division / Unit codes of the Division / Unit to which the particular document applies.  These codes can be found on the Controlled Document Index.  The following is an example of the numbering scheme used: 

PRO-XXXXXX-NNNN where: 

· “PRO-” is the designate for Procedure (or “F-” for Form, etc.).

· “XXXXXX” is the Division / Unit code to which the document applies.  Documents with an “ODIR” designation in the Division / Unit code space are for general management across multiple Divisions / Units.

· “NNNN” is the unique document number (0001 through 9999) for that Division / Unit.  The “0NNN” series pertains to reports where corresponding Procedures, Report Spec Sheets, and Charts or Tables exist.  The “1NNN” series pertains to stand-alone documents.
2. Control & Revisions: The Revision Level is maintained through an alpha-format.  No alpha in that position indicates it is the original, first issue document.  An issue and revision level tracking system, by Division / Unit, will be maintained by the Document Control System Administrator to keep track of issued numbers and titles of documents so as not to duplicate numbers (however, titles may be duplicated).  Superseded or obsolete numbers and document titles will be included in that same tracking method.  The Document Control System Administrator will assign the correct document number and/or revision to the document at the time of the approval and inclusion in the Controlled Document Index.

3. Format: The format of Procedures, on official document header, should generally be as follows (when applicable and when this information is not obvious): (See F-ODIR-1003, Procedure Template)
· Purpose, Objective, Event Driver, Procedures, Policies / Related Documents, Other Parties Involved, Time / Volume, Frequency, Performance Measure, System Access Required, Reports / Forms, Definitions, Applicability, and Revision History.  The responsible authority Approved By is to also be included in the designated place on each document.
· If practical, Procedures should include Step, Instruction, Required Result (if applicable) or a flowchart.

· Forms will follow an open format that varies with each form document.
· A flowchart on official document header may be used as a procedure in lieu of the above as long as event drivers and responsibilities are clearly identified.
4. Accessibility: Documents can and should be accessed only using the hyperlinks for the respective documents listed on the Controlled Document Index. A shortcut to the Controlled Document Index may be saved to a workstation desktop to facilitate easy access to the Document Control System.
DOCUMENT PROCESS FLOW:
See BPM-ODIR-1001: Operating Document Control Process Flow for the process of how documents are included in the system.  Similarly, BPM-ODIR-1003: Policy Approval Process Flow shows how policies are included in the system.
POLICIES / RELATED DOCUMENTS:
· ANSI/ISO/ASQ Q9001:2008: Section 4.2.3-Control of Documents
· BPM-ODIR-1001: Operating Document Control Process Flow
· BPM-ODIR-1003: Policy Approval Process Flow
TIME / VOLUME:
· As needed
FREQUENCY:
· As needed 
REPORTS / FORMS:
· F-ODIR-0000: Controlled Document Index
· F-ODIR-1003: Procedure Template form
· F-ODIR-1014: Policy Template form
DEFINITIONS:
· Operating Documents: Policies, procedures, forms, business process models, reports, or other written methods of describing the performance of activities.
· Policies: provide the “Why”;
· Procedures: provide the “What”; the “Who”; “When”, “Where”, and “How”
· Reports (a.k.a., Records): Are used to provide the results (information and data) about activities after the activities have been performed.  They are established to provide evidence of conformity to requirements and the effective operation of the Business Management System.  Sometimes a template referred to as a form is used to collect such data.  
· BMS: Business Management System; The set of Operating Documents (policies, procedures, forms, business process models, reports, etc.) used in developing and deploying strategies, their execution, and all associated management activity.
· ODIR: Office of the Director

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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