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1.0 Purpose 
ABC Farms has established a document control system that controls all documents and data that relate to satisfying the elements of the ISO 14001 standard and ensures that they can be located, are periodically reviewed and revised, that current version are available at all locations where operations essential to the EMS are performed, that obsolete documents are promptly removed from all points of use, and that obsolete documents are retained when necessary for legal and or knowledge preservation. 


2.0 Related Documentation
Training and Document Control Chart #xxx
EMS Documentation Template #xxx 


3.0 Procedure

3.1 The Responsible Party will assure that all documents are legible, dated (with revision dates), readily identifiable, kept orderly and retained for a specified period.

3.2 The Responsible Party will control the development or modification of any EMS documents. EMS Documents shall be developed using the EMS Documentation Template #xxx. The revision date is the date the document was revised. The effective date is the date when the newly approved document becomes effective (training should be completed within the specified period after this date). Revision #s begin with 0, which is the first documented version of this document under the EMS system and are updated subsequently as revisions are made. The document # will begin with XXX. 
3.3 The Responsible Party will assure all EMS documentation will be uniquely identifiable by the form number. The most recent version of all documents shall be listed on the Training and Document Control Chart #xxx.

3.4 The Responsible Party, or designee, will be responsible for moving obsolete electronic versions of a document to the obsolete file and placing new documents on the data storage/maintenance disk once the document has been submitted as approved.

3.5 The Responsible Party, or designee, will replace existing hard copies of any controlled documents that have been revised. Controlled procedures will have a statement in the footer that states “****Controlled copies of this document are on green paper or are on the computer data storage/maintenance disk ****”
3.6 All controlled copies of controlled documents shall be copied onto green paper.  Any document other than the original signed document which is not on green paper is not a controlled copy.  

3.7 The Responsible Party will assure all documents made obsolete by revised or new documents will be stamped “Obsolete” or will be discarded. Hard copies of obsolete procedures will be maintained in the obsolete files.  

3.8 The Responsible Party will assure that all new or revised external documents that are referred to in procedures, if appropriate, will be listed in the Training and Document Control Chart #xxx. The document control matrix will include at a minimum the name of the reference material and location.  
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