
MODULE OVERVIEW · DOCUMENTS

One source of truth for every document.
Version control, approval workflows, automatic distribution. Everyone works from the
current version. Outdated copies disappear.

Wrong document, wrong version

The operator followed the work instruction taped
to the machine. It was two revisions old. During
the audit, three different versions surfaced from
three different locations. The finding wrote itself:
document control failure.

Now one version rules

TeamGuru creates a single controlled repository
where every document has version history,
approval workflows, and automatic distribution.
When a procedure changes, the new version is
pushed to everyone who needs it. Read receipts
confirm they have seen it.

Full version control history Approval workflows enforced

Automatic distribution on update Read-receipt confirmation
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Incoming Inspection Procedure

Doc No. DOC-0091 Responsible S. Mitchell
Type Work Instruction Version 2

Approval

SM S. Mitchell

LR L. Roberts

Informed Employees

Name Status

DH D. Harris

KW K. Walker

MP M. Parker

JG J. Grant

RB R. Bennett

Create Approve Distribute Acknowledge

Approved

1. Purpose

This procedure defines the inspection requirements for all incoming raw
materials and components before release to production.

2. Sampling Plan

Use AQL Level II sampling per ISO 2859-1. Critical dimensions require 100%
inspection for new suppliers during the first three shipments.

3. Measurement Methods

Verify dimensions using calibrated CMM or digital calipers per the control plan.
Record results in the inspection log with lot traceability.

4. Non-Conformance

Rejected material must be tagged, quarantined in Zone C4, and reported via
Quality Alert within 4 hours of detection.

Read

Read

Read

Read

Read
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What you get

Version control
Every document change is versioned. You can see who
changed what, when, and why. Roll back to any previous
version if needed.

v1
Mar · J. Novak

v2
Jun · A. Lee

v3 · current
Sep · M. Chen

roll back to any version, with the reason

Approval workflows
Documents go through a defined review and approval
cycle before publication. Draft, review, approve, publish.
Each step has designated responsible people.

Draft
author

Review
QA lead

Approved
plant mgr

Published
everyone

every step has a named person and a date

Automatic distribution
When a document is updated, affected users are notified
automatically. No more emailing attachments or hoping
people check the shared drive.

SOP-14 · v4
updated today

Shift A
notified

Shift B
notified

Maintenance
notified

no
e-mail

Read-receipt tracking
Confirm that the people who need to see a document
have actually read it. Useful for compliance, training, and
procedure changes.

SOP-14 v4 · must read: 12 people

9 read 3 pending

TK RS LBreminded:proof for audits and training

Try it with your own documents.
Ask for a demo and a free 14-day trial.

www.teamguru.com
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