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Controlling Documentation

The Insurance Broker 

maintains a master register of 

all controlled forms

Contains ISO9001 

documents

Responsibilities:

The Insurance Broker is responsible for this process

Approval

New documents, whether  

9001 or BS8453 forms must be 

approved for adequacy prior to 

issue

See footer on each 

form: Approval 

Authority

Review & Update

New forms must be reviewed & 

updated as necessary & re-

approval required

Documents are reviewed

During audits & updated

As required

Changes & Current Version(s)

The Insurance Broker ensures 

that changes & current 

versions of documents are 

clearly identified

Changes clearly 

identified in footer of 

forms: (I.e. Version 2 

June 2010)

Available At Point of Use

Documents are made available 

at the point of use by storage 

on local drive on systems 

network

Forms will be clearly 

identified & traceable 

to master listing 

identifying version & 

status. Where 

possible forms will be 

read only / PDF / or

Password protected
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Document Legibility

Documents are checked through  

9001 audits to verify legibility & 

identifiability. Where there are 

concerns a Non-compliance is 

raised

See standard Non 

Compliance

See Non-

compliance 

process

Documents of External Origin

Documents required for 9001 / 

BS8453 / FSA of an external 

original such as Standards & 

Regulations are denoted within 

Document Matrix

See Master register of 

forms

Latest version of external

Documents & Standards are

Checked on the web

Unintended Use of Forms

Forms are prevented from 

unintended use, by housing on 

approved location on server. 

Retention of forms is defined in 

document matrix

Master form matrix 

identifies records retention

Forms will be clearly 

identified & traceable 

to master listing 

identifying version & 

status. Where 

possible forms will be 

read only / PDF / or

Password protected
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Audit

Document control is audited on a 

regular basis as per audit schedule. 

Non-compliance with this process 

will result in NC’s & corrective 

action.

See Non-

compliance 

process
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