Procedure for Revising Signed-Off Drawings
1. After an ECN is initiated and approved:

a) In Commonspace, “check out” all drawings which are affected by the ECN to Workspace.  Required parts and assemblies will automatically be included.
b) Make changes to the drawings and/or parts and assemblies as required and place the ECN number in the drawing change block along with the date and appropriate initials of the reviewers.  

c) Go to “Where Used” under Report to check if the changed parts or assemblies are used in other signed drawings.  These drawings may also need to be revised.
d) In Workspace under “modify” change the revision number on the drawings (parts and assemblies) that that were changed and also change the release level to WIP.

e) “Check in” the changed items to Commonspace.

2.
Initiate the release scheme

Call Tom Brown to set up a folder release scheme.  Provide names of individuals who will need to approve the drawing(s) and identify the folder location.
3.
Initiate the “request to Promote” Form in Commonspace.  REMEMBER to add a description on the Promotion form.  If a drawing changed due to an As Built condition promote the drawing (parts and assemblies) to the “As Built” release level otherwise return them to Fabrication.
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