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1.0	Scope

This procedure details the requirements for receipt and issue of external and internal communications relating to management system implementation issues.



2.0	Responsibility.

The Management Representative is responsible for the control of communications in relation to the management system implementation



3.0	Records

Document	Ref.               Location	Retention

Communications register                  --	                Comms File	Indefinite
Written Communications                   --             	   Network Drive                                     5 yrs



4.0	Procedural Notes

1. External incoming and outgoing communications will only be logged where a response is required or where the update of such communications are not controlled and administered within a documented management procedure or recorded elsewhere via an NCR on the Efacs system. 

2. Capabilities Beyond Engineering seeks to reply to any external communications in a timely manner in order to maintain customer satisfaction with reference to complaints etc. and external bodies regarding ongoing compliance with legal, statutory or relevant standard requirements.
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Revision History

	DATE
	REASON FOR CHANGE
	AUTHOR

	31/05/13
	New format document
	PA

	19/08/14
	Remove ref to coms log, include statement  as per 4-2
	PA

	18/08/25
	Full review of documents for business configuration
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