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complete record control
management procedure

1. E#Y PURPOSE

F3C: e RERETEARMAREBLEXNEELE, F—REBLXMITR, EHE. 7. &
PR B BRHALESREER, BARREILXESL. €. B, el AERET
FRREEE. BRLBWREANKE #E 1S09001:2015 AT K IEH E K.

English: To standardize the management of all quality records of the company's quality

management system, unify the whole process control of identification, filling, storage, protection,
retrieval, retention, borrowing and disposal of quality records. Ensure that quality records are true,
complete, clear and traceable, provide effective basis for system operation, product quality control,
audit and traceability, and comply with the record control requirements of ISO9001:2015.

2. 56El SCOPE

FX: AEFEATASREEEARETEEF~ENAERECE, EAaRRCRSEFILE.
BEXM. i;ﬁ\ TZ. %, 1%, ®&. AR, AF. BEE¥EHE. LeERES. HEMRYER
FRARTHER, ERTASRMINCROESR. RE. B, AMEKBERERE

English: This procedure applies to all quality records generated during the operation of the

company's quality management system, including paper records and electronic records. It covers
records of procurement, production, process, inspection, testing, equipment, personnel, internal
audit, management review, non-conforming product control, corrective and preventive measures
and all other links, and is applicable to the generation, storage, inquiry, archiving and destruction
management of records of all departments of the company.

3. KiE5E X TERMS AND DEFINITIONS

3.1 JREit % Quality Record

X IEAREERGRED . FRERSFRENEERR. IREULENEFVILEXSH, &9
B#WHRERIE, Bk, kE. 8k, BETHEF.

English: Objective evidence documents that prove the quality management system activities,

product and service quality meet standard requirements and the processes are effectively
implemented, which are traceable original vouchers, including forms, reports, ledgers, electronic
logs, etc.

3.2 i B 74 Record Retention Period
FX: REBICXKMNERZBE, MENERFHR, HEETRAELE.
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English: The specified valid storage period of quality records from the date of generation, which
can be disposed of in accordance with the procedure after expiration.

3.3 7% Electronic Record
BXX: MBFXHE. $iE. BA. BESERFUMERLER. FENRERERITE.

English: Quality-related records generated and stored in digital forms such as electronic
documents, data, pictures and logs.

4. i3k RESPONSIBILITIES

4.1 EEEHKFK Management Representative
FX: MEEMAEFZICKBEHR. 4EHN, BB ATREBICXKEELENBRE.

English: Responsible for approving this procedure, record retention period and disposal rules, and
supervising the effective implementation of quality record control in the whole company.

4.2 Si2E/AO0EE L] Quality Department (Centralized Management Department)

B3 AREFEAOR], AFRFE—HECRREER. AELRBESHAN. BEEFHR, HHFLC
XA, HE. B GESNINCRES. 7. RIFPRLEAIMN, BYATIREBIERES
T

English: As the centralized department of this procedure, responsible for uniformly formulating

record form templates, stipulating record numbering rules and determining retention periods; overall
planning of record archiving, random inspection and control; supervising the compliance of record
filling, storage, protection and disposal of each department; establishing the company's general
quality record ledger.

4.3 £ I%-E8171 Each Business Department

FX: MRAMIIEAFREBCRNETES ., RLCE. oXEE. XEF#SKRP, BAETHIL
XA, BREIL, FHRZLERE MEBERICK. R BE. BIRFR-,

English: Responsible for the true filling, timely summary, classification, proper storage and

protection of daily quality records of the department; complete record archiving and borrowing
registration in accordance with regulations, and submit disposal application when expired; put an
end to false records, alteration, loss and damage.

4.4 £4K 53 T All Staff

X PR REWVE SRR . MTHESHEXREIL R, BRICKABHER. TE. BW, EFiex
BN E.

English: Fill in relevant quality records in real time and truthfully in accordance with operation
requirements, ensure the content is accurate, complete and clear, and abide by record
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management regulations.

5. T{£¥2 PROCEDURE DETAILS

5.1 iEFZIRIRE I Record Identification Management

BX: 1. REARELRETR—HSEE, FSANE—. BE, £5F%, B4 QR-0X-
XX, 2. PR ILXREDIFRELRBIR. HS. A, HEBH. BEEA. BZASXEER 3.
EXEEFTFEEM . NEESK. HRER, B, K. %5 EEHRBUBGFEFHIA,
FRERIGICRRE, 4. BFERE—w2E, BREREE. BH. &5, BT RIKRER.

English: 1. All company quality records are managed with unified and unique fixed numbers in the

format of QR-0X-XX; 2. All record forms must be marked with key information such as record name,
number, version, filling date, filler and reviewer; 3. Records shall be filled with clear handwriting, true
content and accurate data, no blank items, missing items and alterations are allowed; filling errors
shall be crossed out and signed for confirmation to retain original record traces; 4. Electronic
records follow unified naming specifications including record type, date and number for easy
identification and retrieval.

5.2 i£ X 7§ 512% 3 Record Storage and Protection

3 1 RBUER: BEIIRTRTTE. B Bt Bk BiE. BRI T ARG, wur
. BEKREE, BEHTEARE, 2 87IER G—GFHTASEERSH/HAZXMHE, RE
DERARBR, ZEIEMEMBR. FEe. #ISMH, 3. BAMITERN KRB FICRFERSHITRE,
REEXFHEAME. IRRR. EXRERA, 4 EERBUUXMTSEEZN, BLEEIEEX.

English: 1. Paper records: classified and stored in special file cabinets which are dry, ventilated,

light-proof, fire-proof, moisture-proof and damage-proof, managed by special personnel daily with
dust and loss prevention measures; 2. Electronic records: uniformly stored in the company's
designated server/shared folder with hierarchical authority settings, unauthorized deletion,
tampering, copying and leakage are prohibited; 3. The centralized department regularly inspects the
storage status of paper and electronic records, and rectifies problems such as non-standard storage,
record damage and loss in a timely manner; 4. Multiple backups shall be made for important quality
records to prevent data loss.

5.3 iE%#8 % 5157 Record Retrieval and Borrowing

3 1. BRI IRIE TER R RAIMIAEIER, BRIIRER. SIMPRUERTEMINTAR
JFAMIIEA, 2 BRERFES CRERBILR)  BLBHARST. BH. ERA. BEBH;
3. BINCRTEMBERK. #ik. HE. WHAHAXE, FTREAZL, 4. AAMWIEIREINK,
REFBIERRIE TR,
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English: 1. Each department can retrieve archived records of its own according to work needs,

cross-department retrieval and external unit inspection require approval from department leader and
centralized department; 2. Record borrowing requires filling in the Record Borrowing Registration
Form to register borrowing content, date, borrower and return date; 3. Borrowed records are
prohibited from unauthorized alteration, tearing, subleasing and taking out of the office area, and
shall be returned on schedule; 4. The centralized department establishes retrieval ledger to ensure
traceability of all record flows.

5.4 it % B 17 HAPR Record Retention Period

B3 1. BERREILR (RRIEK. £71E%. REAKR. BEERERS) BHEHERAD T 34F;
2. 5REFIEM. &R, ®iF. AE. EEITHE. INEFEZ. YERHEESEEEICRBEIRAD
F 54, 3. FRFmEe. FREEIGRHERMICERANEKEKRER, 4. BEHRBICREMN.
HIZTEME BETE.

English: 1. The retention period of conventional quality records (inspection records, production

records, equipment inspection records, daily control records, etc.) shall be no less than 3 years; 2.
The retention period of important records involving customer traceability, contracts, complaints,
internal audit, management review, certification audit, corrective and preventive measures shall be
no less than 5 years; 3. Records involving product safety and mandatory legal requirements shall be
retained in accordance with the longest legal requirements; 4. The retention period is calculated
from the date when the record is generated and reviewed.

5.5 it X EH/3#4E = Regular Record Archiving Management

FX: ZRBIIEATHARMIRBICFLEEE, BN, J5eMn, RAAY, FEERRES%—
SEREEEFCREY, RIAABVIFR. BONNESENDATCKA”BRH*ITZE, HRA
HER. 8. a8

English: Each department completes the summary and sorting of departmental quality records

every month, checks the completeness and standardization, and archives monthly; completes the
annual record summary and archiving uniformly after the end of the year and submits to the
centralized department for filing. The centralized department verifies the record archiving status of
the whole company every year to ensure timely, complete and compliant archiving.

5.6 iC % Z|#i4 B &18 Expired Record Disposal

B3 13O ERSEITRHCRER, BHMEMIIENHIN, 2. SEBEFME. EXBFHR
RIIER, S (CRLERFER)  E@FftEHTLE, 3 REIHHCEKRXAHMTE. HRITNLE,
B SRR —BRIBZILER, 4 FELERE. LERMALEICK, BEFLERNK, KRILTE
W, 5 BRFBEAABAENCE, LEEERFIEFKY SRS

English: 1. The centralized department regularly counts the list of expired records and notifies the
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corresponding department for verification and confirmation; 2. For records without retention value
and beyond the retention period, fill in the Record Disposal Application Form and dispose after
approval; 3. Paper expired records shall be disposed by crushing and destruction, and electronic
expired records shall be uniformly deleted and registered for filing; 4. All disposal processes and
details are fully recorded with disposal ledgers retained to ensure traceability; 5. Records that need
permanent retention shall be archived for a long time after approval by the management
representative.

5.7 it ¥BiT5 7 E 418 Record Revision and Exception Handling

F3: REBILXARMEVILE “ZEMRBWMNE. Bl #ER~. sHINCXRERE. HEHRER
BIER, BLEWMBMIOAFAKEAAR], RARE, ZFMEHTELRET BERBFLELR, &
ENBERRIAEE.

English: Quality records are original objective evidence, and unauthorized supplementary filling,

tampering and deletion are prohibited. In case of exceptions such as missing filling and filling errors,
report to the department leader and centralized department, explain the reasons, make correction
remarks after approval, and retain exception handling records. Unauthorized modification of original
data is strictly prohibited.

6. 165314 REFERENCE DOCUMENTS

F3: 1.1S09001:2015 REEEAR EK; 2. QP-01 XHEHEF

English: 1.1S09001:2015 Quality Management Systems - Requirements; 2. QP-01 Document
Control Procedure

7. idE£ic 3k RECORDS & FORMS

X :

1. QR-02-01 FTEIL XA AN

2. QR-02-02 I F A EILF

3. QR-02-03 Z|ERiCRALE RiFFR

4. QR-02-04 ILFFEREICFK &

English:

1. QR-02-01 Quality Record Archiving Ledger

2. QR-02-02 Record Borrowing Registration Form

3. QR-02-03 Expired Record Disposal Application Form
4. QR-02-04 Record Storage Inspection Form
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8. fffll SUPPLEMENTARY PROVISIONS

B ANEFHRAESHRHARE B2026 F7 8 23 HEERAN. UEFASATREICEXEIENH
KNESAEFA—E, UAREFHE.
English: This procedure is interpreted by the Quality Department and takes effect officially on July

23, 2026. If the previous relevant provisions on quality record management are inconsistent with
this procedure, this procedure shall prevail.
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