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1. Preamble
Document control is critical for ensuring accuracy, consistency, and traceability of institutional documents, including policies, manuals, forms, procedures, and reports.
This procedure aligns with:
· QAAC documentation standards
· SLQF governance requirements
· Internal quality assurance mechanisms

2. Policy Statement
The University Division shall maintain strict control of all official documents through standardized versioning, approval, storage, circulation, and retirement procedures.

3. Objectives
· Ensure consistency in institutional documentation
· Prevent unauthorized changes
· Maintain an official repository
· Track document versions and history
· Support audits and QA reviews

4. Scope
Applies to:
· All policies
· SOPs
· Manuals
· Meeting minutes
· Institutional forms
· Official reports
· Templates

5. Document Numbering System
All documents must follow a uniform numbering system:
Infortec/IQAC/P/[Policy Number]/[Month]/[Year]

6. Version Control
6.1 Version Format
· Version 1.0 = First approved version
· Minor revision = Version 1.1, 1.2, etc.
· Major revision = Version 2.0
6.2 Version Register
IQAC maintains:
· Document title
· Version number
· Effective date
· Approval details
· Summary of changes

7. Approval and Updating
· All controlled documents require Senate + Governing Board approval.
· Uncontrolled documents (drafts) may not be used for official processes.
· Revisions follow the Policy Development Procedure.

8. Distribution and Access
Documents must be:
· Stored in a secure central repository
· Accessible via official portals
· Circulated to relevant units
· Marked “Controlled Copy”
Unauthorized copies are prohibited.

9. Archiving and Disposal
· Previous versions archived for minimum 5 years
· Obsolete documents marked “Retired”
· Disposal approved by IQAC

10. Responsibilities
	Entity
	Responsibility

	IQAC
	Custodian of controlled documents

	Senate
	Approves academic-related documents

	Governing Board
	Final approval authority

	Units
	Use only approved versions

	Staff
	Follow document use guidelines



11. Related Documents
· Policy Development Procedure
· Policy Implementation & Monitoring Procedure
· QA Manual
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