REGISTER
of QMS Documents at JAIU**
1. General Provisions

1.1. This Register of QMS Documents of JAIU (hereinafter referred to as the Register)
establishes a unified procedure for the recording, systematization, updating, and control of
quality management system documents at JAIU.

1.2. The Register is an internal organizational and accounting document of the university
and is used to maintain a unified list of current quality management system documents.

1.3. The Register is intended for:

identifying QMS documents;

recording current versions of documents;
tracking the status of a document;
verifying currency;

preventing the use of outdated versions;
organizing QMS documented information.

A o

1.4. The register applies to internal normative, regulatory, organizational, methodological,
and other documents that are part of the university’s quality management system.

1.5. The Register is used for the purposes of internal quality management, preparation for
inspections, accreditation, internal and external audits, as well as to ensure a unified
approach to documenting the university’s activities.

2. Purpose and Objectives of the Register

2.1. The purpose of the Register is to ensure centralized tracking and control of JAIU QMS
documents.

2.2. The main objectives of the Registry are:

creating a unified database of QMS documents;

recording document codes, titles, and status;

tracking revisions and changes;

ensuring the identification of current and superseded documents;

organizing document flow within the QMS;

keeping documented information up to date;

ensuring that information about documents is accessible to authorized personnel.
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3. Basic Concepts



3.1. QMS Documents — internal university documents regulating processes, procedures,
rules, requirements, methodologies, regulations, provisions, instructions, codes, registers,
forms, and other types of documented information related to the quality management
system.

3.2. Register — a systematic list of QMS documents with established identification details.

3.3. Updating the Register — making changes related to the inclusion of new documents,
modification of existing ones, replacement, cancellation, or archiving of documents.

3.4. Document status — the status of a document at the time of its entry in the Register,
for example: active, replaced, canceled, archived, in development.

3.5. Document edition — the version of the document in effect after the approval of
changes or a revision.

4. List of documents to be included in the Registry

4.1. The Registry includes QMS documents that have been assigned a code and adopted in
accordance with the university’s established procedures.

4.2. The following may be included in the Register:

quality policies and objectives;

regulations;

regulations;

procedures;

methodologies;

instructions;

codes;

registers;

forms, if they are part of the QMS documented information system;
other documents related to the operation of the QMS.
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4.3. The Register does not include one-time operational documents, memos,
correspondence, or draft documents prior to their approval, unless otherwise specified by
internal documentation procedures.

5. Structure of the Register
5.1. The Register is maintained in tabular form.
5.2. As arule, the following information is specified for each document in the Register:

1. serial number;
2. document code;



3. document title;
type of document;

date of approval;

order number or other approval document number;
version;

document status;

responsible department;

note.
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5.3. If necessary, the structure of the Register may be supplemented with additional
columns if this is required to improve document management.

6. Procedure for Maintaining the Register

6.1. The Register is maintained in an up-to-date state by the authorized department or
official responsible for maintaining the university’s quality management system and/or
documented information.

6.2. A document is entered into the Register after its approval in accordance with
established procedures.

6.3. When changes are made to a current document, the Registry is updated with
information regarding the revision, date of change, document status, and other relevant
details as necessary.

6.4. If a document becomes invalid, is replaced by a new document, or is transferred to the
archive, this must be reflected in the Registry with an indication of the new status.

6.5. The Register must not contain unidentified documents, documents without a code, or
documents with duplicate codes.

7. Updating and Revising the Register
7.1. The Register is updated:

upon approval of a new QMS document;

when changes are made to an existing document;

upon cancellation of a document;

when one document is replaced by another;

when the structure of the QMS documented information is revised.
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7.2. The Register is reviewed for currency as needed, but at least once a year.
7.3. Based on the results of the validity check, the following may be updated:

1. the status of documents;



versions;

approval details;

names;

information about responsible departments;

notes regarding replacement, cancellation, or archiving.
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8. Responsibility

8.1. Responsibility for maintaining the Register lies with the authorized unit or official
designated by the internal distribution of duties.

8.2. Heads of structural units are required to submit information in a timely manner:

on the development and approval of new documents;
regarding the introduction of changes;

on the repeal or replacement of documents;

regarding the need to update information in the Registry.
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8.3. The use of outdated documents, failure to submit information for updating the
Registry, or maintaining the Registry with inaccurate information shall be considered a
violation of the QMS’s internal requirements for the management of documented
information.

9. Use of the Registry
9.1. The Register is used:

to identify current QMS documents;

for internal control of documented information;

to prepare for accreditation, audits, and inspections;

to organize work on document revisions;

to confirm the relevance of the local regulatory framework;
for management analysis of the status of QMS documentation.
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9.2. If necessary, the following may be generated based on the Register:

extracts for specific groups of documents;
lists of documents by category;
summary tables of currency;
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reports on the status of QMS documentation.
10. Final Provisions

10.1. This Register shall enter into force upon approval in accordance with established
procedures.



10.2. Amendments and additions to this Register shall be made in accordance with the
procedures established by the university.

10.3. Matters not addressed in this document shall be resolved in accordance with the
university’s internal regulatory documents on the management of documented information

and the quality management system.

10.4. The appendices are an integral part of this document.



Appendix 1

Form of the QMS Document Register of JAIU
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Appendix 2

Recommended QMS Document Statuses

1. Active — the document has been approved and is in use.

2. Revised — the document has been revised and is in effect in its updated form.

3. Replaced — the document is no longer relevant due to the introduction of a new
document.

4. Cancelled — the document has been withdrawn from use.

5. Archived — the document has been removed from active use and transferred to the
archive.

6. In development — the draft document is in the preparation stage and is generally
not included in the main Register of Active Documents, unless otherwise specified
by internal regulations.

Appendix 3

Minimum Rules for Completing the Register

1.
2.
3.

Each document is assigned a unique code.

The document title in the Register must fully correspond to the approved title.
When a document is amended, the information regarding the version and status
must be updated.




4. If a document is revoked or replaced, the old entry is not deleted but is assigned the

appropriate status.

5. All information in the Registry must be entered in a timely manner and without
duplication.
6. If a new version is available, it is recommended to note the connection to the

previous version in the "Note" field.
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