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       DOCUMENT RELEASE NOTICE - CLOSEOUT CHECKLIST


	DRN Number
	     


To be completed BEFORE the DRN is released
     YES
  NO
N/A
	Latest revision of QM-12-F1 form used and submitted by the originator
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Soft copy of the new/revised documents has been submitted with QM-12-F1
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Soft copy inclusive of embedded files (pictures, visio flowcharts) has been 
submitted. 
	    FORMCHECKBOX 

	         FORMCHECKBOX 

	       FORMCHECKBOX 


	All required information have been provided in QM-12-F1
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Proper document type has been selected in Document Type box of QM-12-F1
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Relevant type(s) of change have been marked in Type of Change box of QM-12-F1
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Process owner/originator submitted training record where change is classified as 
major
	    FORMCHECKBOX 

	         FORMCHECKBOX 

	       FORMCHECKBOX 


	A DRN number is assigned 
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	New/revised document was created/changed using current QM-12-F2 format
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Compared the word documents with source files to create redline as applicable
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	All spelling has been checked and found correct
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Latest NTTA logo is available in the document if applicable
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	Originator and all review team members have approved and signed QM-12-F1
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	All requested changes have been incorporated in the source file
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	All Forms/Attachments have been referenced in the parent procedure 
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	All Forms/Attachments/Procedures have been referenced in all other documents 
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	All external website hyperlinks are correct
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	All the internal QMS links are correct and working fine
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	All Forms/Attachments/Procedures have been linked to their associated documents
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 


	New Forms/Records have been added to the Record Matrix
	 FORMCHECKBOX 

	     FORMCHECKBOX 

	 FORMCHECKBOX 



	
	Prepared by:
	Checked by:

	Date:
	     
	     

	Name:
	     
	     

	Signature:
	
	


To be completed AFTER the DRN is released 
	Revised/New document is available in updated online version of QMS Manual
	 FORMCHECKBOX 
 
	    FORMCHECKBOX 

	 FORMCHECKBOX 


	All links in the new/revised documents are working fine
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	All flowcharts in the document are visible/readable
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	An e-mail notification has been sent to the distribution list 
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	Scanned e-mail notification and inserted into DRN number
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	Updated DRN tracking log with release information
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	Moved DRN working folder to Archive folder
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	Filed hard copy of the DRN package 
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	Spreadsheet for Controlled Document Numbers has been updated
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 


	Spreadsheet for Document Linking updated as applicable
	 FORMCHECKBOX 

	    FORMCHECKBOX 

	 FORMCHECKBOX 



	Verified By:

                         
	Date:                                                 
	Name:      
	Signature:
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