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3.0 CONTROL OF THE QUALITY MANUAL

Only controlled copies of Quality Manual are distributed with the latest revision number.
The master copy is available for reference with the Management Representative. The MR
controls all copies of the QM, including all revisions and amendments.

This Quality Manual becomes a controlled document after the authorised signatories sign
the document (MR and D/P). The making of unauthorized alterations and/or copies is not
permitted. The MR can make any amendments to the Quality Manual only after
authorization and approval from the D/P. MR will make revisions to this Manual and its
associated documentation.

If any change or alteration is done to this Quality Manual or to any associated documents
or text of any page at any particular time, a new revision number will be issued to the
relevant page or section. Each revision is introduced by issuing a new page or pages.

The nature of the amendment and the date of revision will be indicated in detail in the
Amendment Record Sheet of this Quality Manual.

If any change is done to the associated documents of this manual such changes or
amendments are indicated in Amendment Record Sheet maintained for those documents
& the relevant revision number is indicated in the Master List of documents.

All electronic copies of Quality Manual and other related documents are available in the
Web for reference. Such documents are controlled as per the document and data control
procedure.
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3.1 DISTRIBUTION OF THE QUALITY MANUAL

This Quality manual is controlled by MR and approved by the D/P. It is distributed to the
copyholders listed below. The MR is responsible to ensure that the latest version of
controlled copies of the QM, are distributed to each copyholder. Each copyholder is
responsible for the safe keeping of his copy of the Quality Manual.

COPY HOLDER’S DESIGNATION CONTROLLED COPY NUMBER
MR Master Copy
D/P Copy 01
HOD (Marine) [DMR] Copy 02
ALL STAFF Copy 03 — IET Web




