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Chapter 1: Quality Documentation Overview  

 

Contents:  

0) Introduction  

1) 4.4.2 Documentation of QMS) (ISO9001) 

2) 7.5.1.1 QMS Documentation (IATF16949) )   

3) SIs & FAQs  

4) Supplementary Notes (SN) 

5) Exhibits 
  

 

0) Introduction  

The purpose of this chapter is to give an early idea on the QMS documentation for IATF -certified 

organizations. There are more discussions on document and record control in Chapter 17.  

 

1) 4.4.2 Documentation of QMS) (ISO9001) 

(Clause Description-Paraphrase)  

As necessary, the organization shall: (a) maintain documented information to support the operation 

of its processes; b) retain documented information to have confidence that the processes are being 

carried out as planned. 

 

(Highlights of the Clause) 

• (Ref old standard). This is not new as documentation had always been the practice in ISO and 

IATF systems 

• Organization now have more discretion on documentation- what type, how many and the 

formats to use 

• One notable change is there are some changes on the terminology used 

• Another notable change is documented information now stands for both document and 

records. Only the prefix helps to differentiate which is which. ‘Maintain’ means document and 

‘retain’ means records.  

 

 (Compliance Best Practice) 

4.4.2 Documentation of QMS 
See 7.5.1.1 for a combined discussion 

 

2) 7.5.1.1 QMS Documentation (IATF16949)    

(Clause Description-Paraphrase)  

QMS shall be documented and shall include a Quality Manual, although it can be a just a collection of 

key documents. And documentation can be either in hardcopy of electronic copy. 

The minimum documented information required for QM are: 

a) Scope of QMS, including exclusions and  justifications  

b) Documented processes established for QMS, or reference to them (e.g a table, a list or a matrix)  
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c) Processes and interactions, including type and extent of control of any outsourced processes 

(including process map, interaction, process maps and turtle diagrams). Outsource controls 

sheets is required, if applicable. 

d) CSR and where they are addressed in the QMS documentation. 

Matrix can also be used for (b) where the clauses are matrix with the QMS processes. We can use this 

in place of document master list. The original NOTE has been modified by SI-5 to state the Matrix is 

an option and not mandatory. 

 

(Highlights of the clause) 

• (Ref to old Standards) This a totally new clause.   

• ISO9001:2015 had made some drastic changes, which are in some ways controversial e.g. 

dropping the QM and preventive actions.  

• IATF seemed to have reservations and require some omitted items to be added back e.g. manual 

and preventive actions. IATF however compromised by allowing a simplified version for Quality 

Manual. See clause description.  

 

Compliance best Practice) 

7.5.1.1 QMS Documentation 
1. You are only required to understand ISO’s new stand on documentation.  There is no need 

to make any changes. You can keep full documentation and continue to use the old 
terminologies e.g. ‘document’ and ‘records’ instead of ‘documented information’.  (See 
Exhibit 1-1). So it is your choice: change or maintain. 

2. For IATF, the QMS still needs to be documented, with a Quality Manual. The Manual can 
be a full manual (copy-and-paste from IATF16949:2016 with some modifications), or a 
simplified manual consisting of key documents and a master list. See Clause Description a) 
to d). Also see Exhibit 1-2 

3. It is recommended to use a matrix to summarize your compliance approaches to the 
various ISO/IATF Clauses. The Compliance Matrix should also link through to your 
procedures or WI. See Exhibit 1-3. 

4. Therefore, with a combination of  simplified Quality Manual, and a Compliance Matrix, the 
full QMS is documented 
 

 

3. SI & FAQ  
 

SI  No                      IATF Clause                                                  Description 
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          FAQ                 IATF Clause                                             Questions and Answers 
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          FAQ                 IATF Clause                                            Questions and Answers 

 

 

4) Supplementary Notes  
Legend: HOC= Highlights of Clause, CBP= Compliance Best Practice, S&Q= SIs & FAQ, EXH= Exhibits 

Clause Section Clarification Subjects 

7.5.1.1 CBP SN1.1. Why choose a simplified Quality Manual? 

7.5.1.1 CBP SN1.2. Why prepare a compliance matrix when it is not 
compulsory? 

7.5.1.1 CBP SN1.3. Is writing a compliance matrix time consuming? Is 
there a simple solution? 

7.5.1.1 CBP SN1.4. When writing the Manual, are the 2  standards i.e. 
ISO9001 and IATF16949, sufficient as reference? 

7.5.1.1 CBP SN1.5. How extensive shall we provide for the lesser 
documents, such as procedures and work instructions? 

7.5.1.1 CBP SN1.6. Can we go 100% paperless for documentation? 

7.5.1.1 CBP SN1.7. What is the best way to keep the hardcopies of 

document and records? 

 
SN1.1. Why choose a simplified Quality Manual? 

A simplified Quality Manual is better. It tells the gist of the QMS in fewer pages, which is useful for 

searching information and for training.  Your customers, and external auditors would also be happy to 

see an easy-to-use manual. 

SN1.2. Why prepare a compliance matrix when it is not compulsory? 

A simplified manual has limited information. How do you show compliance on the rest of the Standard? Yes, 

you are allowed to provide the minimum, and chances is you will keep the minimum. On audit days, 

you will find it hard to answer some questions, with so little information noted down. A Compliance 

Matrix anchors down your compliance methods, concepts, and assumptions,  in point form or short 

phrases. So you can handle questions easier and faster. 

SN1.3. Is writing a compliance matrix time consuming? Is there a simpler solution? 
Yes, writing a compliance matrix takes time. There are 2 time-consuming parts: a) making decisions on how to 

comply to all the requirements, b) the writing part of it. Part a) is expected of you, whether you write or otherwise. 

Part b) is little hard if language is not part of your forte. The Compliance Matrix template can help. What you see 

in Exhibit 1-2 is a snippet of 2 pages. You can purchase an editable set of exhibits. The editable template of 

compliance matrix has all 26 pages given, and in semi-finished form. All you need is to edit on them to create 

your Compliance Matrix  (and also the QM) in no time. See back of the Reference Manual for details. 

SN1.4. When writing the Manual, are the 2  standards i.e. ISO9001 and IATF16949, sufficient as 

reference? 

No, the two standards are not enough. A peculiar point with IATF16949 is that there are three other 

reference documents used. They are: a) Rules 5th Ed, b) Sanction Interpretations (SI), and Frequently-
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Ask Questions (FAQ). Note that the SI represents official updates. An SI’s creation will supersede the 

corresponding clause (or part of it). Therefore, the Standard is not 100% current now, and you need to 

check the SI for see the latest picture. At  the time of writing, there are already 18 SIs , and 29 FAQs 

introduced. For your convenience, we have included the relevant SI and FAQ in each chapter. 

SN1.5. How extensive shall we provide for the lesser documents, such as procedures and work 

instructions? 

The discretion is yours. However, IATF auditors do need a fair amount of information for reporting.  

Adequate documentation is appreciated. If you have a lot of information gaps, you need to help out 

by answering more questions. It can be a lot of legwork too, going round to find people and evidences. 

It is therefore better to keep adequate documentation for audit. 

SN1.6. Can we go 100% paperless for documentation? 

Yes, you can. IATF has no objection to that. There is a caveat though: make sure you have enough 

projectors to use during the  audit. I had an experience where there was only 1 projector but 3 auditors 

queuing to use it. It would be unacceptable as the audit is held up.  Also you need to consider your 

own internal capability. Can paperless be fully implemented throughout the organization, all at once?  

SN1.7. What is the best way to keep the hardcopies of documents and records? 

All the guiding documents should be in a common binder. You may call it QMS Binder, or something 

else of your preference. They normally include the QM, its attachments, compliance matrix, 

procedures and also a copy of the ISO9001 & IATF16949 standards. WIs are normally kept by the 

respective departments and not in this folder, although you can have a master list here for reference 

and tracing. To hold all these documents, the binder should be 2 inch thick. Analytical and other reports 

are bulky and should be kept in other binders, or by process owners. You should have a document 

guide to show where the documents and records are found. 
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5. Exhibits 

Exhibit 1-1. Annex A1 statement on Changing over to New Terminology 
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Exhibit 1-2. A Simplied Quality Manual 
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Exhibit 1-3. A Compliance Matrix 
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Remarks given here explain on the Exhibit. Do not include them as part of the document 

• The Compliance Matrix shown above is only the first 2 out of 26 pages, due to space 

• However the 2 pages should give an idea on how a compliance matrix looks like.  
 


