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1. Purpose
Briefly describe why this document exists, focusing on the goals of version control and document management.
	Text




2. Scope
Define which documents and processes are covered by the version control procedure.
	Text




3. Procedure
3.1 Development and Management of Data Management Templates
3.1.1 Purpose
Explain the goal of developing and maintaining templates, ensuring they meet organizational needs and compliance guidelines.
	Text



3.1.2 Template Creation Plan
Outline the process for creating new templates, including responsibilities and review requirements.
	Text



3.1.3 Template Review Protocol
Describe how and when templates should be reviewed, and what actions are taken when revisions are needed.
	Text



3.2 Document Plan for Versioning					
3.2.1 Version Identification					
Explain the method for assigning version numbers to documents, including major and minor revisions.	
	Text



3.2.2 Version Review Process
Detail the steps required for reviewing a document version and maintaining alignment with current standards and updates.
	Text



3.3 Document Management Protocols
3.3.1 Document Distribution and Archiving Plan
Describe the process for distributing, archiving, and labeling documents, including ensuring obsolete documents are not used.
	Text




4. Relevant Documents and References	
	SOP and WPD






	
DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.



image2.png
Document Version Conirol Template — Example

Document Version Control

Depariment / Organization Tie

Global Health & Wellness

Stondard Operating Procedure
TS Verson No. Efecive Dofe

GHW-SOP-04 10 May 15, 200X

Authorship and Approval

[ T P —
Naron || Aumer oo |
PR S — s e
Pt TS e s e

Document Revision History

VersionNo. | AcfionDate | Summary of Revisions.

0 05/15/200 | nital rlease of document

11 06/10/20XK | Updated formating and added definfions o Section 3

Major overhau of the document fo Include new femplafe.

20 O | o ement procecures

1. Purpose

Biefly describe why his document exists, focusing on the goais of version control and document
management

The purpose of this document is o establish a version confrol system that ensures all
documents are reviewed, approved, and fracked fhroughout the litecycle. Tnis helps
mainfain consistency and compliance with organizational and regulatory requirements.

2. Scope

Define which documents and processes are covered by fhe version conrol procedure.

This procedure applies fo all controlled documents within the company's data
management framework, including templates, guidelines, and work insiructions.

3. Procedure

3.1 Development and Management of Data Management Templates

3.1.1 Purpose

Ouraimis fo provide a standardized method for creating, reviewing, and maintaining
femplates for data management fo ensure accuracy, usabilty, and compliance with
internal and external regulafions.

3.1.2 Template Creation Plan

Al new templates must be drafted by the document owner and follow the approved
format. The diraft s reviewed by relevant stakeholders and submitted for approval before.
being implemented.

3.1.3 Template Review Protocol

Templates should be reviewed annuall or following any significant changes fo related
processes. Reviews must be documented, and necessary revisions shouid be made fo
reflect he latest requirements

3.2 Document Plan for Versioning
3.2.1 Version Identification

Each document will have a unique version number in the format 'X.Y," where X denotes
major revisions and Y denotes minor updates. Any substantive changes fo content wil
resultin @ major revision, while formatfing edifs or grammar comrections wil be classified os
minor.

3.2.2 Version Review Process

When a document is due for review, the assigned reviewer must compare fhe curent
version fo any new regulatory guidelines or infemnal process updates. Affer review, any
necessary changes must be captured in the revision hitory.

3.3 Document Management Protocols
33.1 Document Distribution and Archiving Plan

Al approved document versions will be stored in a centralized document management
system with appropriate access controls. Archived versions wil be refained for audit
purposes and must be clearly marked as obsolete fo prevent uninfentional use.

4. Relevant Documents and References

SOP and WPD.
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