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QA Records Indexing Log – General Instructions


	Based on the requirements of the procedure, document the following information on the QA Records Indexing Log:

File Category Number:  Indicate the file category number (from your organizational or site file plan) that corresponds with this record. 

File Category Title:  Indicate the File Category Title (from your organizational or site file plan) for the record package that corresponds with this record..

Record Package(s):  Indicate the unique title of the record package (e.g., Assessment Report 2014-05-IA-EMCBC, EMCBC Quality Assurance Implementation Plan).

Comments:  State any relevant information about the record package including the identification of the item or related activity to which the record package pertains.

Classification / Disposition Authority / Total Pages:  Indicate the classification, disposition authority, total number of pages, and receipt control approval date of the record package.

Hard Copy:  Indicate the confirmation of the hard copy of the record package.

Digital Copy:  Indicate if a digital copy of the record package is also available.  If the hard copy was generated from the digital copy, confirm that the digital copy and hard copy are complete and match each other.
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