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QA Records Transmittal Form – General Instructions


Record Description

Based on the requirements of the procedure, document the following information on the QA Records Transmittal Form:

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

Document Identifier:  Indicate the unique identifier if any of the document (e.g., 2014-11-MA-MOAB).

Document Revision:  Indicate the revision of the document if any.

Record/Document Date:  Indicate the date that the record was authenticated (e.g., the date of the signature for approval of an assessment report).

Page Count:  Indicate the total number of pages of the record package.

Record Package Contents:  Summarize in sufficient detail the contents of the record package such that they can be confirmed by the QA Records Coordinator.

	Receipt Control

The QA Record Generator prints their name, signs and dates the form and transmits the record package to the QA Records Coordinator.

The QA Records Coordinator verifies the accuracy and completeness of the transmitted record package, prints their name, signs and dates the form, files the record package with the QA Records Transmittal Form as the first page, and records the record package in the QA records management system.
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