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1. PURPOSE
This procedure specifies the requirements, assigns the responsibilities, and lays down the process required for the introduction, withdrawal, revision, and issuance of all Quality System Documents and for document standards.

2. SCOPE
This procedure applies to all Quality System Documents. It is effective from 14th November 2020.

3. DEFINITIONS
Quality Assurance Manager (QAM)

The QAM is the management representative responsible for the operation and maintenance of the Quality System.

Quality System Document (QSD)

Any document originated by Steel trading, MCN which describes part of the Quality System.

4. RELATED DOCUMENTS
Service Quality Review (QOP.011)

Order Shipment (QOP.201)

5. PROCEDURE

5.1 Document identity, Obligatory data / content of a QSD

Each QSD shall have a unique identity. The identity shall be assured by unique document identification, which shall be in accordance with the following rules:

· A unique name and/or number that makes it easy to keep track of documents. Where possible the unique name shall also give information as to contents in addition to type of QSD, e.g. procedure, or form or other type document

· a revision number

· show the date of issuance of revision / issuance

· Name of issuing entity, i.e. Mitsui & Co. Norway AS must be shown on QSD
5.2 Revising a QSD

All proposals as to new and revised QSD’s will be presented at the quality systems review meeting, unless the matter requires prompt attention in which case the matter may be dealt with ad hoc.  

Based on the discussions which take place at that meeting the QAM will make the decision to approve the document. Approval will be evidenced by signing the Change Approval Form (QSF.003). Such change approval forms need not be completed for minor routine updating, such as new names on organisation chart etc. The QAM shall maintain a file containing all completed Change Approval Forms.

5.3 Filing System

Administration maintains a master record of all current projects, detailing project name, customer name/department and MCN trader responsible (see QSF.001). For each entry in the customer master record there will be opened at least one separate customer file. 

If a project results, or is likely to result, in more than one order shipment, then the Order Shipments Control List (QSF.015) should be completed and filed behind the Customer Project File Index (QSF.002) on the project master file.

Administration maintains a Quality Record File with copies of Order Shipment Checklist (QSF.009), Order Shipment and order input Checklist (QSF.019), Compliance with Quality Objectives (QSF.007), Customer Service Quality Review Forms (QSF.006), Proposals for Quality Improvement (QSF.014) and Customer Complaints Form (QSF.016). The file will distinguish between pending items to be discussed at the next QSRM and items already discussed and signed off at the meeting at which they were discussed.

5.4 Record Retention
All QSDs are retained for at least 2 years after the procedure has been updated. 
5.5 Control of Quality Records
The quality system documentation is reviewed semi‑annually at the Quality System Review Meetings and revised accordingly (see QM.01; Section 7.8.1). Changes/improvements may however be made in the intervening period between two Quality System Review Meetings in which case the improvements will be discussed at a Department meeting.

6. ENVIRONMENTAL MANAGEMENT SYSTEMS (EMS)

Since the year 2013 MCN also has an EMS in accordance to ISO 14001 (now 2015 version). In order to save time, effort and therefore money this document control procedure shall be applied to the EMS system. This saves un-necessary duplication. 

The following aspects shall be noted:

All general document control rules stated in this procedure shall be applied. Detailed procedures that refer to specific quality system aspects only are not to be followed in EMS management. Ref. EMS manual EM01 section 4.5. 
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