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1.0
PURPOSE:
To allocate specific numbers to Integrated Management System documentation for its identification and reference.

2.0
SCOPE:

It will cover the 4 levels of IntegratedManagement System documentation made for ISO 9001.
3.0
RESPONSIBILITY:

	Level 1 & 2
	Management Representative 

	Level 3 & 4
	Respective Department Managers & DIV/Business Unit Managers


4.0
DEFINITIONS:

	Level 1
	 Integrated Management System Manual

	Level 2
	Integrated Management System Procedures & Quality Plans.

	Level 3
	Work Instructions, Job descriptions, Raw material specs, Finished product specs, Technical specs., Process specs, ISO Standards, Organogram, External Documents & Legislative requirements

	Level 4
	It includes all IMS Records and Forms


5.0
GUIDELINES:

	S#
	DOCUMENT TYPE
	NUMBERING SYSTEM
	EXPLANATION


	5.1
	INTEGRATED MANGEMENT SYSTEM MANUAL

( IMSM )
	IMSM
	IMSM --means Integrated Management System Manual.


	5.2
	Integrated Management Systems Procedure
(IMSP)
	IMSP ORIGINATING DEPARTMENT CODE/ CONCERNED DEPARTMENT/PROCEDURE/ NO IN ASCENDING ORDER. (Note) Phase one is only for MR documents
	e.g.
IMS-Man-Ex-P-01    for control of documents and record.


	5.3
	Quality Plans
(QP)
	QP ORIGINATING DEPT CODE / CONCERNED DEPARTMENT/ NO. IN ASCENDING ORDER
	e.g.; 
QPQA/BUF/03

Quality Plan for finished Products of Business Unit Flexible, Originated by QA and it is number three Quality Plan.



	5.4
	Work Instructions
     (WI)


	WI ORIGINATING DEPT CODE / CONCERNED DEPARTMENT/ISO CLAUSE REF / NO. IN ASCENDING ORDER
	e.g.;

WIREP/CSD /8.0/ 01 
Means that this is a work instruction originated by Reproduction for CSD department against Process clause 8.0 of ISO 9001:2008 and it is the first work instruction.

	5.5
	Job Descriptions (JD) 
	 JD ORIGINATING DEPT CODE / CONCERNED DEPARTMENT/ NO. IN ASCENDING ORDER
	e.g.;

JDPOLYLAM/BUFC/01

Means that this is Job Description originated by Poly Lamination for BUFC and it is the number one Job Description.



	5.6
	Raw Material Specifications

(RM)

  
	SP ORIGINATING DEPT. CODE / CONCERNED DEPARTMENT/RM /NUMBERING IN ASCENDING ORDER
	e.g.;

SPQA/ BUF/RM/31 
Means that it is the 31st Raw Material Specification originated by Quality Assurance of Business Unit Flexible.

	5.7
	Finished Product Specifications
( PROD ) 
	SP ORIGINATING DEPT. CODE / CONCERNED DEPARTMENT /PROD /NUMBERING IN ASCENDING ORDER
	e.g.;

SPCPD/BUCP/PROD/01 
Means that this Product Specification is originated by CPD for BUCP and it is number one.  

	5.8
	Process Specifications (PS)  
	SP ORIGINATING DEPT. CODE / CONCERNED DEPARTMENT/PS/NUMBERING IN ASCENDING ORDER
	e.g.;

SPFP/BUF/PS/03 
Means that this Process Specification is originated by Flexible Packaging of the Business Unit Flexible, it is number three.

	5.9
	Technical Specifications
(TS) 
	SP ORIGINATING DEPT. CODE / CONCERNED DEPARTMENT/TS/NUMBERING IN ASCENDING ORDER
	e.g.

SPFP/BUF/TS/02
Means that this technical specification is originated by FP for BUF and it is number two.

	5.10
	Standard Operating Procedures
(SOP)


	SOPCONCERNED SECTION/PARENT DEPARTMENT/ISO CLAUSE NUMBER/NUMBERING IN ASCENDING ORDER
	e.g.

SOPFP/R&D/6.2/19
Means that this procedure is for Flexible Packaging under clause 6.2 of ISO 9001:2008 and it is document of R&D. It is number nineteen. 

	5.11
	Quality Records
(QR) 
	QR ORIGINATING DEPT. CODE/ CONCERNED DEPARTMENT/
NUMBERING IN ASCENDING ORDER 
	e.g.

QRQA/BUF/18

Means that the quality record originated by Quality Assurance for BUF and it is the number eighteen.

	5.12
	DOCUMENT CIRCULATED LIST

(DCL)
	DCL ORIGINATING DEPT CODE / CONCERNED DEPARTMENT / NO. IN ASCENDING ORDER
	e.g.

DCL/TCONV/BUCP/01
Means that Document Circulation List of Tissue Conversion of Business Unit Consumer Products and it is number one document

	5.13
	QUALITY RECORD LIST
(QRL)
	QRL ORIGINATING DEPT CODE / CONCERNED DEPARTMENT / NO. IN ASCENDING ORDER
	e.g.

QRL/TCONV/BUCP/01

Means that Quality Record List of Tissue Conversion of Business Unit Consumer Products and it is number one document


6.0 DEPARTMENT CODES

	MANUFACTURING EXCELLENCE
	ManEx

	ELECTRICAL
	ELEC

	MARKETING & SALES
	MKTG

	STOCK PREPARATION PLANT
	SPP

	ENTERPRISE RESOURCE PLANNING
	ERP

	FINISHING HOUSE
	FH

	QUALITY  ASSURANCE
	QA

	PLANNING
	PLNG

	MAINTENANCE
	MAINT

	RESEARCH AND DEVELOPMENT
	R & D

	INSTRUMENTATION
	INST

	DIESEL POWER PLANT
	DPP

	POWERHOUSE
	PH

	WASTE PAPER PLANT
	WPP

	TISSUE MANUFACTURING 
	TM

	STORES & INVENTORY
	S & I

	LOGISTICS FINISHED GOODS
	LFG

	DEVELOPMENT
	DEV

	BUSINESS UNIT MECHANICAL FABRICATION & ROLL COVERS
	BU(MF & RC)

	INDUSTRIAL RELATIONS
	IR

	PLANNING CONSUMER PRODUCTS
	PLNG-CP

	TISSUE CONVERSION
	TCONV

	RAW MATERIAL STORES
	RMS

	BUSINESS UNIT CONSUMER PRODUCTS 
	BUCP

	BUISNESS UNIT FOLDING CARTONS 
	BUFC

	LEMANIC
	LEMANIC

	CUTTING CREASING
	CC

	FOLDING GLUING
	FG

	OFFSET PRINTING
	OP

	BUISNESS UNIT FOLDING CARTONS PLANNING
	BUFC-PLNG

	PRE PRESS
	PP

	HVAC & UTILITIES
	HVAC

	REPRODUCTION
	REP

	BUISNESS UNIT FLEXIBLE PACKAGING
	BUFP / BUF

	BUISNESS UNIT FLEXIBLE PLANNING
	BUF-PLNG

	ACCOUNTS
	ACC

	HUMAN RESOURCE DEPARTMENT
	HRD

	MATERIAL MANAGEMENT
	MM

	ART
	ART

	CAMERA
	CAM

	ADMINISTRATION
	ADMIN

	POLY LAMINATION
	POLYLAM


NOTE 1: 
All Numbering done before will remain Valid till next revision of document takes place.

NOTE 2:

FOR LEVEL TWO DOCUMENTS THE ASCENDING, ORDER NUMBER IS WITH RESPECT TO THE ISO 9001-2008 PROCESS CLAUSE REFERENCE.
NOTE 3:

FOR LEVEL THREE DOCUMENTS THE ASCENDING, ORDER NUMBER IS WITH RESPECT TO THE DEPARTMENT NUMBER OF RECORDS REFERENCE.
NOTE 4:

THE DOCUMENT NUMBER OF THE QUALITY RECORDS SHALL BE WRITTEN ON THE FORM/ RECORD.

NOTE 5:

THE FLOWCHARTS CAN BE NUMBERED AS FC OR FLOWCHART FOR SPECIFIC PLACE WITH DATE & REVISION NUMBER 

EXMAPLE: “FLOWCHART FOR BUF (June 2014 Rev: 5)” 
NOTE 6:

THE ORGANOGRAM CAN BE NUMBERED AS ORG OR ORGANOGRAM FOR SPECIFIC DEPARTMENT WITH DATE & REVISION NUMBER

EXMAPLE:       “ORGANOGRAM FOR QA          (Dec 2014 Rev: 0)”
AMENDMENT HISTORY
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