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Document Control

Overview:

This procedure describes how to amend and issue new procedures for the Hydrology Operations Manual. Only the portfolio

holder can authorise changes to the procedures covered under their portfolio.

Is this a new
Procedure?

Save the old version "

|

Amend existing procedure

F

Portfolio holder sends draft
procedure to coordinators
and manger for comment

|

—

Portfolio holder reviews
comments after 5 working
days

Changes
required?

Obtain version number from
portfolio holder **

Write procedure using the
template (correct header) **

]

Update Version number and
version date in the header

—

Save files as PDF’s **

!

Update table of contents and
also save this as a PDF **

!

Save as a webpage for
Hilltop users &

!

Portfolio holder emails
affected staff ™

Draft procedure is updated

Notes:

" Refer to the table of contents:
\\ares\Hydrology\Catchment Data ISO9001-2008
QMS\Operations Manual\Word
Versions\cd_om_0.2_Contents.docx

" save old files in the old versions folder:
\\ares\Hydrology\Catchment Data ISO9001-2008
QMS\Operations Manual\Word Versions\Old Versions

¥ Save files using the naming conventions:
Procedures: cd_om_## Text description

Log sheets/guides: cd_om_#.#_app #_Text description
Save in: \\ares\Hydrology\Catchment Data 1SO9001-2008
QMS\Operations Manual\Word Versions

* Save the file as a PDF and copy to ‘the TQM
server’ as well:

Save original PDF’s: \\tgm\hydrology\sops\ This will
automatically copy through the fire wall to our website ans
also will sync with your laptop when you next sync.

** Update the Table of contents, with hyperlinks

to PDF’s:

\\ares\Hydrology\Catchment Data 1SO9001-2008
QMS\Operations Manual\Word
Versions\cd_om_0.2_Contents.docx

NOTE: hyperlinks need to be to:
http://tgm.horizons.govt.nz/hydrology/SOPs/cd_om_X.XX_X
XXXXXX.pdf

-When you put a file in the TQM sever (\tgm\hydrology\) it
automatically is copied through the firewall to the web server
(http://tgm.horizons.govt.nz/hydrology/) This is visible to the
public. Do not put confidential information here. If the file is
or contains confidential information, point the hyperlink to an
internal server. (e.g.\\Ares\)

Save PDF version and copy to
“\tgm\hydrology\sops\” as above.

% Save the table of contents as a single page web

page:
\\tgm\hydrology\SOPs\cd_om_0.2_Contents.htm

™ Send email out to staff informing them of a
procedure change.
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