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Document Control Procedures meeting minutes 8/7/2006 -

Document Control staff will follow these procedures:
Incoming documents from Contractor

1) Accept documents from contractor
2) Check electronic flash against hard copy document
a) Identify discrepancies with Contractor's doc control staff
Stamp w/PMIV number and enter into log book
4) Process document in PMIV and action to OE group
a) Enter file category (if known)
b) Enter keyword(s) (if known)
¢) Otherwise, OE group shall enter such info electronically and doc control staff will update
hard copies, as required
5) Distribute as requested for outside review, in the agreed-upon fashion
6) Assist/train staff as needed
7) Maintain hard copy files

(73]
—

Outgoing documents to Contractor:

1) Do initial QA check for spelling, grammar, correct format
2) Process correctly & action, as identified

3) Copy document for our files

4) Distribute, if needed

Office Engineer staff shall be responsible for:

1) File categories
2) Keywords
3) WBS

For all documents in Category 49;: NOPC; and Safety:

1) Original document shall be filed in its entirety in appropriate main file category (as identified
by Office Engineer)

2) A copy of the cover sheet only will be stamped and filed in cross-referenced files
a) Stamp indicates where entire original document can be found (for auditing purposes)

Cut-off time for all documents out to Contractor shall be 3:30 pm, unless urgent handling is
required. All documents received from the Contractor after the predetermined business day, shall
be processed the following day.
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ADA Notice %dividuals with sensory disabilities, this decument is available in alternate formats. For information call (916) 263-2041 or TDD (916) 263-2044
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