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What Is Document Control And Why Is It Important?

▪Document Control 
– In simple terms, it is a Process of 

Applying Document Management 
Standards.

▪What is the Intent of a Document 
Control System
– A Systematic Approach creates 

Standardization
– Enhances Compliance Effectiveness
– Improves Quality
– Regulates Security 
– Fosters Increase in Efficiencies

Create/Revise

Review

Approve  

Publish

Control
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Auditing Document Control
• The Requirements 
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2.7 Document Control

• 2.7.1 The facility shall establish and 
maintain documented procedures to 
control all documents affecting quality, 
including, to the extent applicable, 
documents of external origin such as 
standards and customer drawings.

How to Audit? 

• SOP – Standard Operating 
Procedures

• WI – Work instructions

• FO - Forms

• AAR MSRPs

• AAR Field Manual

• Circular Letters & Equipment 
Advisory

• 49 eCFR CHAPTER II

• Customer Drawings

• Supplier Drawings
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2.7 Document Control

• 2.7.1.1 The facility shall complete and maintain a Quality 
Assurance Program Evaluation (QAPE) Checklist 
identifying the corresponding line item from the facility’s 
Quality Assurance Manual and/or procedures that address 
each requirement in the current Specification M-1003.

How to Audit? 

• Quality Manual (prior to and on-site)

• Completed QAPE (prior to and on-site)

• Request for Review, the Appliable documents for Identifying and 
corresponding with line item. Examples below

• Standard Operation Procedures

• Work Instructions

• Applicable Forms

• Dates | Revision

• Material Certs 
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2.7 Document Control
– 2.7.2 The facility shall establish and maintain a 

master list or equivalent document-control 

procedure identifying the current revision status 
of documents.

– 2.7.3 Authorized personnel shall review 
documents and approve them for adequacy prior 
to use.

How to Audit? 

• Review Procedure for Documents Control.

• Throughout the audit when reviewing SOPs | Wis | 
Forms gather. 

• Unique Identifier

• Revision Number or Letter, if used

• Revision Date

• Approver(s)

• Master list (Hard copy of Electronic) 

• Ensure Information from Documents agrees 
with Master List 
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2.7 Document Control- continued
2.7.4 Established procedures shall ensure the following:

– 2.7.4.1 The applicable versions of documents must be available at 
all functional areas, including inspection and test points.

– 2.7.4.2 Applicable standards, internal procedures, and forms 
necessary to demonstrate compliance with this specification and 
any related technical requirements must be maintained in English, 
as well as the appropriate language for the user.

Standard Operation Procedures = Procedimiento Operativo 
Estándar (Spanish)

Work Instructions                         =  작업지시 (Korean)

Customer Drawing 123 rev. 1    = ग्राहक ड्राइंग 123 संस्करण 1 
(Hindi)

How to Audit? 

• Boots on the ground! Go & See!

• Processes (Track/Line, Work Cell and/or Office-Administrative 
Service being provided).

• Team Member’s ability to access required document(s) to 
perform Task or Service.

• Can the Team member read/comprehend the requirements in 
document to perform Tasks?
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2.7 Document Control- continued
2.7.4 Established procedures shall ensure the following:

– 2.7.4.3 Invalid and/or obsolete documents are promptly removed from all 
points of issue or use or otherwise assured against unintended use.

– 2.7.4.4 Any obsolete documents retained for legal and/or reference purposes 
shall be suitably identified and assured against unintended use.

Rev 
1

How to Audit? 

• Works in Conjunction with Boots on the ground.

• Select and record documents at point of use and Validate all the above to 
current Master list 

• Unique Identifier?

• Revision level?

• Approver(s)?

• Handwritten notes?

• Legal document retention Procedure

• How are they Ided?

• How are they stored and protected from use? (Electronic or Hard copy)
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2.7 Document Control- continued
2.7.5 When changes are made to documents, the 
facility shall:

– 2.7.5.1 Ensure that changes to documents are 
approved by authorized personnel.

– 2.7.5.2 Ensure that the changes are processed 
promptly at all specified locations.

– 2.7.5.3 Maintain a record of changes and, where 
practical, identify the nature of the changes.

How to Audit?

• Approvers as designated by procedure? 

• Approvals Dates? - Revision level?

• Distribution Location?

• When did change(s) go into effect?

• If applicable, is there a documented clean point for 
Running change?

• Identify the nature of the change, why? 
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2.7 Document Control- continued
• 2.7 Document Control- continued

– 2.7.6 Written notes on documents are acceptable provided they are made 
by authorized persons according to established procedures.

– 2.7.7 The facility shall revise and reissue documents after a practical 
number of changes have been issued in accordance with established 
procedures.

How to Audit?

• Review the content of the written note(s).

• Review the approver of the notes(s)?

• When was the notes written?

• Does meet Company’s procedure, like 
affecting the Quality?

• How many revision does the established 
procedure allow?

• Does the document supersede another 
document?



11

THANK YOU
11


	Slide 1: 2.7 Document Control
	Slide 2: What Is Document Control And Why Is It Important?
	Slide 3
	Slide 4: 2.7 Document Control
	Slide 5: 2.7 Document Control
	Slide 6: 2.7 Document Control
	Slide 7: 2.7 Document Control- continued
	Slide 8: 2.7 Document Control- continued
	Slide 9: 2.7 Document Control- continued
	Slide 10: 2.7 Document Control- continued
	Slide 11

