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complete document
control process

1. BEAY PURPOSE

BX: AL REEBRARXHNSEGEIRERE, F—XHRES. FJix. #E. K. #11.
R, B, AERE, BRASEIBI. Wl%%ﬁﬁ%i#ﬂﬁ?%ﬁﬁ%ﬁ Frib s, 5%
XHAIETMEAFER, RERETEARZTHTEH. AU TEMRME, 5 1S09001:2015 R
RS B K,

English: To standardize the full life cycle management of the company's quality management

system documents, unify the procedures of document preparation, review, approval, issuance,
revision, obsolescence, recovery and archiving. Ensure that all documents used in each department
and workplace are the latest valid versions, prevent unintended use of invalid and obsolete
documents, guarantee the standardization, effectiveness and traceability of quality management
system operation, and comply with the documented information control requirements of
1ISO9001:2015.

2. 56El SCOPE

FX: AEFEATASREEEARBENMENRXESR, BAABXMH (REFM. EHFXIF.

(ERZEE SN Iz,jUfF\ KRIEIRE. BEGIE. ERREF) K‘L%ﬁ[ﬁj‘(ﬁt (ER/ATUARAE. BAER

B OERME . IRBRAERE) NER. ERTASMEMINXHERE. £/H. EfSERLK
TH.

English: This procedure applies to all documented information covered by the company's quality

management system, including internal documents (quality manual, procedure documents, work
instructions, process documents, inspection standards, management systems, record forms, etc.)
and external documents (national/industrial standards, customer standards, regulatory documents,
external technical materials, etc.). It is applicable to document management, use, update,
obsolescence and recovery of all departments of the company.

3. KiE5E X TERMS AND DEFINITIONS

2 {4+ Controlled Document

FX: ZEXFH. G—HSEN, SRREGRAZE, NRASTABER, MEIEENERX
. AIMHE—BRER X T,

English: Officially approved, uniformly numbered and issued system documents with full-version

change tracking, only for internal use, stamped with controlled seal, and the only valid documents
on site.
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3.2 dEZ #3214 Uncontrolled Document
FX: (ESE, STINEARSEREER, AMURASISEFER, THEMEIEZNHF.

English: Documents for reference, external issuance or archiving only, without dynamic version
update control and controlled seal.

3.3 {4477 Document Revision
R FAfREEH. T2k, BERARERERE, YELERHRAEHRTER. #FE. EEMNTE.

English: The process of modifying, supplementing and correcting effective documents due to
standard updates, process optimization, management adjustments and other reasons.

3.4 {EE 3 1% Obsolete Document
B3 ERRAEH. tofERE. WESREESFRERA, ~NEERTEA .

English: Expired documents that are no longer applicable due to version updates, standard
abolition, business adjustments and other reasons.

4. BR3x RESPONSIBILITIES

4.1 EEEHK K Management Representative
PX: MFTRERXHREE#], MAEXHENEH. BIT. R BEXHERRENTEmIT.

English: Responsible for the overall approval of system documents, approving document issuance,
revision and obsolescence, and supervising the implementation of document control procedures.

2 {78 5358 Admin/Quality Department (SC{EJAOERT)

R AREFREAOEER], ARXMHNE—HS. Fic. K. @i, @A #17. EREE
BUXMHEAN, BEEBETSRLOURA—EM, BRIXERFH.

English: As the centralized management department of this procedure, responsible for unified

numbering, registration, issuance, recovery, archiving, revision and obsolescence management of
documents; establish general document ledger, control the version consistency of electronic and
paper documents; organize regular document review.

4.3 £ %-ER1 Each Business Department

30 ERARIIARXMRERS . MR, ARMERFRE, REREXGAEERRE, B0
IR XAHETT. (EREIR TR, BRABR R ERB M.

English: Responsible for the preparation, preliminary proofreading, internal use and storage of
documents related to the department; timely feed back document inadaptability problems,
cooperate with the centralized department to complete document revision, obsolescence and
recovery; ensure only valid documents are used in the department.
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4.4 £k 5 T All Staff
¥ PRERERXHERFRIM, FRUEEN. 3%, BEEEXHE.

English: Work in strict accordance with valid documents, prohibit unauthorized copying, altering
and retaining obsolete documents.

5. T{£#= PROCEDURE DETAILS

5.1 X9 K 54 SN Document Classification and Numbering
Rules

B3 ABMERXMANS: —RXMH (REFM QM) | ZREFXME (QP) « =R MELXH
(WIHLSE/HIE) « MRIExRFE (QR) . AMAEXHRIEPORIGE RS HSHE—. Z5LE, kK
REMIRIR.

English: Company system documents are divided into four levels: Level 1 (Quality Manual QM),

Level 2 Procedure Documents (QP), Level 3 Operation Documents (WI/Specification/System),
Level 4 Record Forms (QR). All documents are uniformly and uniquely numbered by the centralized
department with lifelong fixed numbers and independent version marks.

5.2 31445 Document Preparation

B3 BEIIRBUSRERIET R, OREHAIDITERM, HEATES. 56, haXhr
PRk, &FBEMT. TEX. TEMINTT. REITHEES (XHRFIMEITRIER) . RZFAEI]
B

English: Each department shall prepare relevant documents according to business and system

standard requirements, ensuring true, standardized, practical content with clear and executable
clauses without ambiguity. After preparation, fill in the Document Preparation/Revision Application
Form and submit to the centralized department for preliminary review.

5.3 X{-®#% 5t Document Review and Approval

B 1 AAMONXHERN. &S, ERMETTE, 2. BERIXAEBEXMERIISH, 3.4
HEREREEEAREHEMAE 4 FHBLEATPNGER. EXNER, REHMSCHEEELRE
M.

English: 1. The centralized department conducts preliminary review on document format,

numbering and compliance; 2. Cross-departmental documents shall be jointly reviewed by relevant
cooperating departments; 3. After preliminary review, submit to the management representative for
final approval; 4. Only approved documents can be incorporated into the system and take effect
officially. Unapproved documents are prohibited from issuance and use.
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5.4 X EZ M 5%riR Document Issuance and Marking

3 1 AERXHRIFAORNISGE—ITH. 5, B (XHRMEK) , TREMERT. M. ik
A, BE. FEA, 2. IBADERNVREXEMZLE [X2] DE, REPKRS, ABERFZER
AR, 3 XIMEHAICHINE [IERIE] BE, MURARER, 4. B8 FXHIIEERERS, R

English: 1. Effective documents are uniformly printed and registered by the centralized department,

establish Document Issuance Ledger to record issuing department, quantity, version, date and
signatory; 2. Paper documents used on-site shall be stamped with red "CONTROLLED" seal and
marked with distribution number as valid controlled versions; 3. External documents shall be
stamped with "UNCONTROLLED" seal without version tracking; 4. Electronic documents are
archived to designated server with hierarchical authority control.

5.5 X {HE&1T#2 %] Document Revision Control

B LRIUREEH. TERE. BRI, FEAHATEERN, FEBVRUETHE, 2
S (XHERHAEITRER) | REEREIERERT. BITRRASHA (NO-ATRXEH)
AOHIERAK. ERIRRSH . KBRS, F5 RS TR,

English: In case of standard update, process change, management optimization, audit non-

conformity and other situations, the responsible department shall put forward revision application, fill
in the Document Preparation/Revision Application Form, and follow the original review and approval
process. After revision, the version number will be upgraded incrementally (A/0—A/1). The
centralized department shall update the ledger, recover old versions, issue new versions and
synchronously update electronic documents.

5.6 3XH1EE. Bl E5$E2 Document Obsolescence, Recovery and
Disposal

X . XHETARERUE, BRRESER, JFAMITREBAMSNK, SEHEWRERITERI RS,
ME [EER] ENE; 2. ERXHREILC (XHEREWSKY . (ERXEG T AMEFEE I EH
8, 3. ERMINMBRE. A, EMERXME, 4 KAERXMENE - XEEBRSREERIR
o

English: 1. After the new version takes effect, the old version becomes obsolete automatically.

The centralized department shall recover all obsolete paper documents from each department
according to the issuance ledger and stamp with "OBSOLETE" seal; 2. Obsolete documents shall
be registered in the Document Obsolescence and Recovery Ledger, which can be archived for
future reference or disposed of in accordance with regulations; 3. Each department is prohibited
from privately retaining, using and copying obsolete documents; 4. Permanently obsolete
documents shall be removed from the electronic document library or marked as obsolete.
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5.7 5p 3 4$2%] External Document Control

3 BEBIEBNERR. 788, FR5E. ZHSEINRXY, BE—RIFAMBIIELHES, BB
B, BRMRXMHPAZIZEIE, KINERXEAIB], KSOMRXHERERDU, #RINK
XA ERB L

English: All external documents such as national standards, industrial standards, customer

specifications and regulations received by each department shall be uniformly submitted to the
centralized department for registration, numbering and validity verification. Valid external documents
shall be included in controlled management and issued to relevant departments; invalid external
documents shall be obsolete and recovered in a timely manner to ensure version compliance and
validity.

5.8 B+ {4+ &2 Electronic Document Management
FX: REBFXHRTEAETE. NRERE, ZitMBEH. MR, &R, BB EE RN
EXBENNEBEFER, FBRELRATE . MR, BBEXHER. EX.

English: System electronic documents are managed by special personnel with authority control,

prohibiting unauthorized modification, deletion and forwarding. All effective paper documents must
be kept with corresponding original electronic versions synchronously to ensure complete
consistency. Electronic documents shall be backed up regularly to prevent loss and tampering.

5.9 X5 51RE Document Borrowing and Storage

3 XHERFEIC, REFE, FEMBHEAS. R #Hi%k. FHIVEEETAREARBIIE
AXf, THEEXHERME, HONESEEARXAERTIRS.

English: Document borrowing requires registration and return within the time limit, prohibiting

unauthorized taking out of the company, altering and tearing up. Each department designates
special personnel to manage departmental system documents and check document validity
regularly. The centralized department conducts special document control inspections quarterly.

6. 165314 REFERENCE DOCUMENTS

h3C: 1S09001:2015 FREEIEEAR Bk

English: 1ISO9001:2015 Quality Management Systems - Requirements

7. B2 Eic 3k RECORDS & FORMS

FxC:
1. QR-01-01 XHZRHIMETTRIEZR
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2. QR-01-02 & &Mk

3. QR-01-03 CHEIEEI & Mk

4. QR-01-04 X & EILT*R

English:

1. QR-01-01 Document Preparation/Revision Application Form
2. QR-01-02 Document Issuance Ledger

3. QR-01-03 Document Obsolescence & Recovery Ledger

4. QR-01-04 Document Borrowing Registration Form

8. fffll SUPPLEMENTARY PROVISIONS

BX: AEFHAREHATHERE BHMERTZAEEN, REHEXXHAESAEFA—MHN, W
KIEF A,
English: This procedure is interpreted by the Quality Department and takes effect from the date of

approval and issuance. If the provisions of previous relevant documents are inconsistent with this
procedure, this procedure shall prevail.
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