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Hollywood Organic Co-op EDMS Document Lifecycle
The document control process applies to policies, manuals and standard operating that will be governing the Hollywood Organic Co-op EDMS.
  Roles and Responsibilities
1. Document Manager
1. Oversee the daily operations of the Document Control Process
2. Update the document control process and procedural documents to maintain currency with best practices and requirements
3. Manage controlled documents in accordance with approved procedures for document control
2. Employees and Contractors
1. Follow approved procedures for creating, revising, reviewing, approving, controlling, and accessing controlled documents
2. Participate in the controlled document review and approval process
3. Quality Assurance 
1) Establish and operate the Document Control System
2) Function as the document owner for the Document Control policies, processes and procedures
3) Participate in the controlled document review and approval process
4) Establish and manage a system and procedures for managing controlled documents throughout the document lifecycle
5) Maintain the quality record for the document control system in accordance with SOP Record Management
Document Lifecycle 
[bookmark: _GoBack]Documents in Hollywood Organic Co-op EDMS shall exist within a defined controlled document lifecycle.  The following are the proposed primary steps in the controlled document lifecycle (Mahmood & Okumus, 2017).
a. Writing documents
b. Review of draft documents
c. Approval of draft documents resulting in controlled documents
d. Access and use of controlled documents 
e. Periodic review of controlled documents
f. Revision of controlled documents, if necessary
g. Retirement of controlled documents
h. Archival of controlled documents
Explain how e-documents are treated as corporate records that must be retained according to legal requirements and corporate guidelines.
Support and management documents within Hollywood Organic Co-op EDMS will exist within a unique lifecycle that differs from the general lifecycle. Support documents will not require a periodic review because one or more of the following shall apply:
· they are reviewed and approved with their parent procedure (including periodic review)
· they are intended for one-time use and/or 
· they are approved by qualified personnel prior to and/or in conjunction with their use 
The following are the primary steps in the Hollywood Organic Co-op EDMS support document lifecycle.
· Writing support documents
· Review of draft support documents
· Approval of draft support documents resulting in controlled documents
· Effective support documents are made accessible and available for use
· Execution of a support document
· Review and approval of the completed support document
· Archival of completed support documents as controlled records 
Document Retirement
There are two pathways that will be used in Hollywood Organic Co-op EDMS controlled document retirement. Upon release of a new version of a controlled document, the previous version will be retired.  During periodic review or any interim review, a controlled document will be identified for retirement.  In some circumstances, a controlled document shall be retired with no replacement (Cassar, 2016). The Quality Assurance document management department will be responsible for retiring documents in accordance with work instruction Controlled Document Retirement and Archiving 
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