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1. Purpose 
This SOP describes the policies, procedures, and recordkeeping requirements for all documents 
(SOPs, Instructions, Forms, Manuals) subject to document control at SIR LANCELLOT LOGISTICS. 

To ensure that all parties are using the most current approved document, the current electronic 
version must be verified prior to use. If a printed copy is challenged, record control verification shall 
be performed, including confirmation that the version number listed in the footer matches the 
current approved electronic version. 

All printed copies of any controlled document are considered uncontrolled unless verified through 
this process. 

Exceptions: 
The SIR LANCELLOT LOGISTICS Quality Manual and Operations Control Manual shall never be 
accessed or retained in printed form. 

All controlled documents and associated records shall be created, revised, approved, stored, and 
retained in accordance with Good Documentation Practice (GDocP) and ALCOA+ data integrity 
principles. 

2. Scope 
        This SOP describes the SIR LANCELLOT LOGISTICS process for: 

• Approval of controlled documents 

• Creation and naming of all controlled documents 

• Revision of controlled documents 

• Version and revision control 

• Storage and access of controlled documents 

3. Policy 
       3.1 Responsibilities 

• Senior Management 

o Approves all new controlled documents covered under the scope of this SOP. 
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• Quality Manager 

o Approves all revisions to controlled documents 

o Ensure compliance with GDocP and ALCOA+ principles 

o Maintains the integrity of document control within the QMS 

  

3.2 Procedure 

3.2.1 Creation of New Documents 

• All controlled documents must use the approved template corresponding to the document type. 

• Templates include: 

o A prebuilt header containing the company logo and document title placeholder 

o A prebuilt footer containing the document naming convention placeholder 

• Each document shall include a standard naming convention in the footer to ensure precise 
identification, consisting of the following elements: 

I. Document ID 

• FRM – Form 

• SOP – Standard Operating Procedure 

• OPS – Operations 

• TRA – Training 

• QMS – Quality 

• SEC – Security 

• CI – Client Instruction 

• WI – Work Instruction 

• CPA – Corrective and Preventive Action 
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II. Department ID 

• OP – Operations 

• QA – Quality 

• WA – Warehouse 

III. Document Title and Version 

• Documents shall be named using a clear, descriptive title (e.g., Document Control SOP, 
Operations Control Manual, SIR LANCELLOT LOGISTICS Visitor Log). 

• Following the document title, the version number shall be listed as v.X.Y (e.g., v.1.0, v.2.4). 

• There shall be no space between the lowercase “v.” and the version number. 

• Version numbering shall follow the numerical range: 

o 1.0–1.9, 2.0–2.9, etc. 

IV. Separation Format 

• A hyphen shall be used to separate the Document ID, Department ID, and Document Title with 
Version. 

Examples: 

• FRM-OP-SIR LANCELLOT LOGISTICS Visitor Log v.1.3 

• SOP-QA-Document Control v.1.0 

 3.2.2 Revision of Documents 

• Proposed changes to controlled documents may be submitted in writing by any team member 
to the Quality Manager. 

• The Quality Manager shall review and approve or reject proposed changes. 

• The changes approved shall be documented in the Revision Control section of the document. 

• Changes become effective only upon: 

o Approval by the appropriate authority, and 

o Release of the updated version to Sirlancellotportal.com 
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3.2.3 Revision Control 

• All changes to controlled documents must be documented in the Revision Control section of the 
document. 

• The Quality Manager shall determine whether changes constitute minor or major revisions. 

Minor revisions include editorial updates or clarifications that do not alter document intent, 
responsibilities, or regulatory expectations. Minor revisions may be accumulated and released on a 
scheduled basis (e.g., monthly or quarterly). 

Major revisions include substantive changes to document content, structure, responsibilities, processes, 
or regulatory alignment. Major revisions shall be implemented immediately and shall result in a whole-
number version change (e.g., v.1.2 → v.2.0). 

3.2.4 Storage of Documents 

• All controlled documents shall be published and maintained within Sirlancellotportal.com, which 
serves as the single source of truth. 

• Access to controlled documents shall be read-only for all personnel except Senior Management 
and the Quality Manager. 

• Team members shall access the current electronic version of documents as needed for each 
shift or task. 

• When a new document or a high-impact revision is released, the Quality Manager shall notify 
the team accordingly. 

• Printed copies of controlled documents are considered uncontrolled and shall only be used 
when necessary. 

• Superseded or obsolete documents shall be removed from active access to prevent unintended 
use. 

• The Quality Manager is responsible for maintaining document folders free of obsolete versions 
and unnecessary clutter. 
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4. Definitions 

Controlled Document 
An approved document maintained within the QMS and subject to version control. 

Uncontrolled Document 
A printed or copied document that is not verified against the current approved electronic version. 

Effective Date 
The date on which an approved document becomes active and authorized for use following publication. 

Minor Revision 
A non-substantive change that does not impact document intent, responsibilities, or regulatory 
requirements. 

Major Revision 
A substantive change impacting document content, structure, responsibilities, or regulatory alignment. 

Good Documentation Practice (GDocP) 
Practices that ensure documentation is accurate, complete, consistent, and reliable throughout its 
lifecycle, in accordance with ALCOA+ principles. 
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REVISION CONTROL 

The following is the revision history for this document. 

 

Version Change Description Eff Date Approver Approver 

1.0 Creation 14 June 2023   

1.1 Company Name and Logo Updated  19 JUN 2024   

2.0 

Complete revision of SOP. Updated structure, 
clarified responsibilities, aligned 
documentation control practices with GDocP 
and ALCOA+ principles. Supersedes all 
previous versions. 

03 MAR 2026   
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From time to time, Amanda Demski (we, us or Company) may be required by law to provide to 

you certain written notices or disclosures. Described below are the terms and conditions for 

providing to you such notices and disclosures electronically through the DocuSign system. 

Please read the information below carefully and thoroughly, and if you can access this 

information electronically to your satisfaction and agree to this Electronic Record and Signature 

Disclosure (ERSD), please confirm your agreement by selecting the check-box next to ‘I agree to 

use electronic records and signatures’ before clicking ‘CONTINUE’ within the DocuSign 

system. 

 

Getting paper copies  

At any time, you may request from us a paper copy of any record provided or made available 

electronically to you by us. You will have the ability to download and print documents we send 

to you through the DocuSign system during and immediately after the signing session and, if you 

elect to create a DocuSign account, you may access the documents for a limited period of time 

(usually 30 days) after such documents are first sent to you. After such time, if you wish for us to 

send you paper copies of any such documents from our office to you, you will be charged a 

$0.00 per-page fee. You may request delivery of such paper copies from us by following the 

procedure described below. 

 

Withdrawing your consent  

If you decide to receive notices and disclosures from us electronically, you may at any time 

change your mind and tell us that thereafter you want to receive required notices and disclosures 

only in paper format. How you must inform us of your decision to receive future notices and 

disclosure in paper format and withdraw your consent to receive notices and disclosures 

electronically is described below. 

 

Consequences of changing your mind  

If you elect to receive required notices and disclosures only in paper format, it will slow the 

speed at which we can complete certain steps in transactions with you and delivering services to 

you because we will need first to send the required notices or disclosures to you in paper format, 

and then wait until we receive back from you your acknowledgment of your receipt of such 

paper notices or disclosures. Further, you will no longer be able to use the DocuSign system to 

receive required notices and consents electronically from us or to sign electronically documents 

from us. 

 

All notices and disclosures will be sent to you electronically  
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Unless you tell us otherwise in accordance with the procedures described herein, we will provide 

electronically to you through the DocuSign system all required notices, disclosures, 

authorizations, acknowledgements, and other documents that are required to be provided or made 

available to you during the course of our relationship with you. To reduce the chance of you 

inadvertently not receiving any notice or disclosure, we prefer to provide all of the required 

notices and disclosures to you by the same method and to the same address that you have given 

us. Thus, you can receive all the disclosures and notices electronically or in paper format through 

the paper mail delivery system. If you do not agree with this process, please let us know as 

described below. Please also see the paragraph immediately above that describes the 

consequences of your electing not to receive delivery of the notices and disclosures 

electronically from us. 

 

How to contact Amanda Demski:  

You may contact us to let us know of your changes as to how we may contact you electronically, 

to request paper copies of certain information from us, and to withdraw your prior consent to 

receive notices and disclosures electronically as follows: 

To contact us by email send messages to: ademski@pdxdelivers.com 

 

To advise Amanda Demski of your new email address  

To let us know of a change in your email address where we should send notices and disclosures 

electronically to you, you must send an email message to us at ademski@pdxdelivers.com and in 

the body of such request you must state: your previous email address, your new email 

address.  We do not require any other information from you to change your email address.  

If you created a DocuSign account, you may update it with your new email address through your 

account preferences.  

 

To request paper copies from Amanda Demski  

To request delivery from us of paper copies of the notices and disclosures previously provided 

by us to you electronically, you must send us an email to ademski@pdxdelivers.com and in the 

body of such request you must state your email address, full name, mailing address, and 

telephone number. We will bill you for any fees at that time, if any. 

 

To withdraw your consent with Amanda Demski  

To inform us that you no longer wish to receive future notices and disclosures in electronic 

format you may: 



i. decline to sign a document from within your signing session, and on the subsequent page, 

select the check-box indicating you wish to withdraw your consent, or you may; 

ii. send us an email to ademski@pdxdelivers.com and in the body of such request you must state 

your email, full name, mailing address, and telephone number. We do not need any other 

information from you to withdraw consent..  The consequences of your withdrawing consent for 

online documents will be that transactions may take a longer time to process.. 

 

Required hardware and software  

The minimum system requirements for using the DocuSign system may change over time. The 

current system requirements are found here: https://support.docusign.com/guides/signer-guide-

signing-system-requirements.  

 

Acknowledging your access and consent to receive and sign documents electronically  

To confirm to us that you can access this information electronically, which will be similar to 

other electronic notices and disclosures that we will provide to you, please confirm that you have 

read this ERSD, and (i) that you are able to print on paper or electronically save this ERSD for 

your future reference and access; or (ii) that you are able to email this ERSD to an email address 

where you will be able to print on paper or save it for your future reference and access. Further, 

if you consent to receiving notices and disclosures exclusively in electronic format as described 

herein, then select the check-box next to ‘I agree to use electronic records and signatures’ before 

clicking ‘CONTINUE’ within the DocuSign system. 

By selecting the check-box next to ‘I agree to use electronic records and signatures’, you confirm 

that: 

 You can access and read this Electronic Record and Signature Disclosure; and 

 You can print on paper this Electronic Record and Signature Disclosure, or save or send 

this Electronic Record and Disclosure to a location where you can print it, for future 

reference and access; and 

 Until or unless you notify Amanda Demski as described above, you consent to receive 

exclusively through electronic means all notices, disclosures, authorizations, 

acknowledgements, and other documents that are required to be provided or made 

available to you by Amanda Demski during the course of your relationship with Amanda 

Demski. 
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