KAISER PERMANENTE MEDICAL CENTER

RIVERSIDE LABORATORY

10800 Magnolia Avenue
Riverside, CA 92505
CHANGE CONTROL FOR SITE SPECIFIC DOCUMENTS AND FORMS
The following SOP or Form was changed or is new. Please read the SOP and document that you have read it.

Policy, Process or Procedure (s): DEPARTMENT NAME 

SUBJECT: Always include the P&P Number, Name and Version
EFFECTIVE DATE:  Give ample time for everyone to read and sign. Usually 2 weeks.
NEW/MAJOR/MINOR Changes: This should be documented on the “History Page” of the P&P as well.
· Free text and address the changes on the document. 
· Use bullet points if needed.
Location of the document: i.e. Binders are located at RMC Lower Level Lab (Managers Office) and on each Medical Office Building lab draw stations.
NOTE: Make a copy of the P&P and highlight the changes and keep it on a binder. 
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