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[bookmark: _Cel_dokumentu_i][bookmark: _Objective_and_scope]Objective and scope of the procedure
The purpose of this procedure is to unify the internal documentation introduced in Dr Gerard sp. z o.o.
The procedure describes the principles of preparing, issuing and keeping of internal documentation concerning the whole Company as well as documents relating to the head office in Warsaw - see Table 1.

Table no. 1: This procedure governs the following organizational documents:
	The Management Board Resolutions
	Documents implementing the decisions taken by the Management Board of the Company concerning all locations 
	Template

	Procedures
	Documents defining the rules of operation, covering all locations or several departments 
	Template

	Instructions 
	Instructions  defining the course of activities in particular departments 
	Template

	Organisational charts
	Organisational charts of the company and individual departments
	Template


[bookmark: _Zasady_opracowywania,_wydawania][bookmark: _Rules_of_preparation,]Rules of preparation, issuing and keeping of documents 
2.1. [bookmark: _Opracowanie_(aktualizacja)_dokument][bookmark: _Preparation_(updating)_of]Preparation (updating) of organisational document
2.1.1	Division Director / Department Manager responsible for the topic or the designated develops a new document or updates an existing document.
2.1.2	It is also possible to develop a procedure in the form of a flow chart.
2.1.3	Obligatory templates of documents are listed in Table 1.
2.1.4	Division Director / Department Manager of department developing the document determines whether it needs the English version of this document.
2.1.5	All documents relating to foreign subsidiaries of Dr Gerard must be prepared in two languages (Polish and English). 
2.1.6	Translating the documents should be outsourced to the Translation Office with which Dr Gerard has a signed contract. The cost of translation is charged to MPK 550000.
2.1.7	Division Director / Department Manager of department developing the document is responsible for verification of translation.
2.2. [bookmark: _Nadanie_oznaczenia][bookmark: _Numbering_of_documents]Numbering of documents
2.2.1	The person responsible for supervision of documents assigns the document number.
2.2.2	In the case of Instructions, author of the document gives the number. 
2.2.3	Rules of the numbers assigning for organisational documents are described in Table 2:

Table no. 2: Designation of organisational documents covered by this procedure:
	Kind of document
	Rules of documents numbering

	The Management Board Resolutions
	U-DG-rrrr-xx, e.g.: U/DG/2017/01 consisting of the following parts: - letter “U” defining resolutions of the Management Board; - DG - defining the scope of the validity; - rrrr – year of issue (four digit); - xx – two digit number, unique in a given year for all resolutions (the new year starts with a new numbering).

	Procedures
	P-X-XX, e.g. P-DG-01 consisting of the following parts: - P – defining procedure; - DG, W, M, R, I – defining scope of the validity (respectively the whole Dr Gerard company, Warsaw, Międzyrzec, Radzyń, International; - xx – sequential number of documents 

	Instructions 
	I-YY-XX, e.g. I-MA-02 01 consisting of the following parts: - I – defining instruction of the department; - YY – defining department in which it is valid; - xx – sequential number of documents

	Organisational charts
	Lack of numbering

	Attachments
	Attachments should be numbered the same as the main document, however in the filename the letter “z” (defining attachment) should be added at the end, and sequential number of the attachment, eg. P-DG-01-z1


2.3. [bookmark: _Uzgodnienie_dokumentu_(dotyczy][bookmark: _Reconciliation_of_document]Reconciliation of document (for procedures)
2.3.1	In case of procedures concerning more than one department, their contents should be accepted in substance by the concerned Division Directors / Department Managers.
2.3.2	The author of the document is responsible for reconciliation of the document and collecting signatures.  
2.3.3	Signatures of people accepting the document in terms of substance and checking the document should be collected in the agreement table (P-DG-01z5), and then, with original of document, submitted to the Management Board for signing. 
2.3.4	In matters of dispute the final decision is taken by the Management Board.
2.4. [bookmark: _Sprawdzenie_dokumentu][bookmark: _Verification_of_document]Verification of document
2.4.1	The person responsible for supervision of documents checks each new (updated) document  by examining its relationship with other organisational documentation.
2.4.2	In case of Instructions checking of document by person responsible for  supervision of documents is not required.
2.4.5	If the new (updated) document is related to the remaining organisational documentation, the person responsible for supervision of documents initiates changes to the related documents.
2.5. [bookmark: _Zatwierdzenie_dokumentu][bookmark: _Approval_of_document]Approval of document
2.5.1	Organisational documents are signed by people listed in Table 3.
2.5.2	If the document has two language versions, both versions must be submitted simultaneously for approval.
2.5.3	The attachments to this procedure can be updated independently without having to update the content of the procedure.

Table no. 3: Approvers 
	Kind of document
	Approver

	The Management Board Resolutions
	Management Board

	Procedures
	Management Board

	Instructions 
	Division Director / Department Manager concerned

	Organisational charts
	Division Director / Department Manager concerned



2.6. [bookmark: _Publikacja_dokumentu][bookmark: _Publishing_of_document]Publishing of document
2.6.1	The person responsible for supervision of documents ensures the publication of approved documents.
2.6.2	The documents are published on a shared disc, which is accessible to all employees of Dr Gerard sp. z o.o.
2.6.3	At the publication site there is also a register of documents in Dr Gerard maintained by the person responsible for the supervision of the documents. 
2.7. [bookmark: _Dystrybucja_dokumentu][bookmark: _Distribution_of_document]Distribution of document 
2.7.1	Information about publishing of the new Management Board Resolution or procedure is sent by e-mail to all employees of Dr Gerard sp. z o.o. 
2.7.2	In case of Instruction such information is provided by Division Director / Department Manager.
2.7.3	Supervisors of people without access to e-mail are obliged to familiarize these people with the valid documents.
2.8. [bookmark: _Okresowy_przegląd_dokumentów][bookmark: _Periodic_review_of]Periodic review of documents
2.8.1	Division Director / Department Manager is obliged to ensure the periodic review of these documents, which his department is the owner.
2.8.2	The review must take place at least once a year.
2.8.3	In particular, it is important to check that the documentation complies with the applicable laws and regulations of the company.
2.8.4	Changes of documents resulting from changes in the law should be initiated on an ongoing basis upon obtaining information, e.g. from legal advisors, tax advisors, external service providers of Dr Gerard sp. z o.o.
2.8.5	If spelling, stylistic, etc. errors are found during the review, they may be corrected without changing the document's release (errata).
2.8.6	If other nonconformities are detected during the review, a new edition of the document should be prepared and then forwarded for checking and approval in accordance with this procedure. 
2.9. [bookmark: _Wycofanie_nieobowiązujących_wersji][bookmark: _Withdrawal_of_documents]Withdrawal of documents
2.9.1	As of the date of entry into force of the new edition of the document, the person responsible for supervision of documents shall withdraw previous versions of this document from the publication place.
2.9.2	Originals of previous versions of documents are archived by the person responsible for supervision of documents by the period defined in the procedure of documents archiving at Dr Gerard sp. z o.o.
[bookmark: _Nadzór_nad_dokumentami][bookmark: _Supervision_of_Quality]Supervision of Quality Systems documents
This procedure does not concern the process documentation of quality assurance systems whose creation and supervision describe separate documents. 
[bookmark: _Dokumenty_powiązane][bookmark: _Connected_documents]Connected documents
P-O-00-01 Procedura nadawania numeracji procesowej
Pr/O/R/M/2 Nadzór nad dokumentami
[bookmark: _Historia_zmian][bookmark: _History_of_changes]History of changes
Not applicable. Edition no. 1.
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