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	1
	PURPOSE 
	To establish and maintain a system to control and maintain all the records generated at ACMA (both HO and RO).  These records are required to demonstrate conformance to the specified requirements and effective operation of the QMS.

	2
	SCOPE
	Applicable to all records, maintained in soft as well as hard copies.

	3
	RESPONSIBILITY
	Soft Copy: HoDs/MR/ HoD-IT & Systems
Hard Copy: HoDs/ Filing In-charge 




4.  
Description of Procedure:

A)   Identification of Records

1. Each file shall carry a unique title and a number.  A separate list shall be maintained for all files maintained by HO and ROs. The list describes the various headings/ subject under which the files are maintained. 

2. Information on the responsibility for filing, locations, and retention period and method of disposition of each file is highlighted in the specified Format. 
3. For creating a new file for a new event/subject, the Administration Dept. generates a new number and informs all HoDs and RS by sharing updated file.  

B)   Storage of Records at HO/RO:
1. For E-Filing documents, the Coordinators of respective Event/Committee shall be responsible to send the soft copy of document along-with annexures to Person nominated for E-Filing (from Admin Dept) – specifically circulars

2. Files in physical form shall be stored in a central location. The current project files shall be available in the respective work areas. The storage of records in soft file (work stations/laptop) shall be carried out by employees in a manner that enables appropriate and easy retrieval of the records, when required.
3. Physical files shall be stored in the compactor (at HO)/ filing racks (at RO) as per the serial number of the file. The Filing In-charge stores all the relevant papers/files as per the defined work instructions for Filing.
4. ISO files shall be kept under one section in Filing rack.

5. The compactor provides adequate protection for all the records against fire and theft. All old files kept for reference, be labeled as ‘For Reference’; For retrieving any file, File-Card needs to be placed, in place of the file withdrawn by the user.

C)   Disposition of Records

1. The list of files shall be available with the respective HoDs/RS indicating the retention time for various records (Refer Master list of records).  

2. HoDs/RS shall be responsible for disposing off records upon their expiry. Every 6 months, the concerned HoDs/ RS shall review all those records that have become redundant or completed their retention time.  

3. The disposition method includes deletion from the system and archiving them after expiry.

4. The obsolete records shall be either sold as scrap (newspapers, old magazines, etc.) or shall be shredded (customer’s data, old guides, directories etc.).

Note: The retention period for some of the records is defined by law.

D)
Legibility of Records

1. The HoDs/RS of respective process shall ensure that all records required are legible and provide evidence of conformity to product/service requirements and the effective operations of the QMS remain legible.

E)
Soft Copy / Electronic Media

1. All records in Electronic-Form are stored in uniquely identified folders.  The folders are uniquely titled for each main broad heads.  All the users are required to periodically take back-up to preserve and protect the records / data in electronic form.  

2. All records after the retention period shall be deleted.  In case some records are required for reference after the retention period then they shall be maintained in a separate folder with proper identification. 

5.
Interface with other Processes: All Processes

6.
References:
Format: 
· PM/02_F1_Master List of Records
Work Instructions for Filing
Filing In-charge needs to check following while receiving documents for Filing:
For E-Filing: The documents should have all annexures listed in and must be given on time.
For letters: Every letter to have the original and subject file copies together, with enclosures if any. Letters should come for filing within two working days after dispatch.

Incoming Faxes: Filing starts as and when the concerned executive handover the document for filing

Outgoing Faxes: After sending fax the letter along with the fax report is returned to the concerned person for further necessary action and same be given to Filing In-charge, as appropriate.

Circular: After dispatch of the circular, the original circular letter is to be filed 

Verification of Dispatched Documents:

(i) This is to be done by the dispatch personnel as also by Filing In-charge
(ii) The following points are to be verified for;

· Completeness of all the enclosures

· File numbers

· Date of Dispatch

· Whether reference letter is attached to the document

(iii)
If it is found satisfactory then File, otherwise report to the concerned HoD.

Filing: 

· Respective HOD/Team member to ensure filing of documents in respective Files. For E-Filing, same needs to be done by concerned colleague (Admin Dept) appropriately.
· The list of files kept in compactor needs to be maintained by Filing In-charge and same needs to be fixed at the Compactor for immediate reference

· Filing List needs to be updated periodically, whenever there is any addition of new files.

· Quarterly reminder be sent to colleagues to review the filing system and to weed-out old papers.   

· Respective HoDs to review the  compactor files based on retention period specified by them
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