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1.0 SCOPE .
66

This quality assurance manual is submitted to the Federal Aviation Administration (FAA) for information ‘
and conformance according to Regulatory Compliance requirements. This manual includes verificati
policies and procedures and instructions for the design, development and manufacture of
Manufacturer Approval (PMA) articles for various model aircraft under the authority of Title 14 %ﬁ@ f

Federal Regulations (14 CFR). $
nto

This manual establishes and maintains a quality assurance system to ensure compliance @ rmance

with FAA-PMA Articles manufactured for use on certified aircraft or as detail compone, an aircraft

assembly. @

Changes that impact inspection, conformity and airworthiness are only implemente®1 o this manual with
prior FAA approval.

The Company notifies the FAA in writing, in advance, when the rnanufac{g%g facility is relocated or
expanded to other locations. Prior to shipping FAA-PMA parts from @ location, the new facility is
evaluated and approved by the FAA.

The Company is committed to the ongoing maintenance and i ement of the quality management
system; to ensure this, management focuses on deploying practicdl steps that positively support quality
and environmental policies.

e CUSTOMER FOCUS:

e EMPOWERMENT:

e INTELLIGENT M

. LACE EXCELLENCE:

O

%.1 Overview of Responsibility and Authority

O he organizational chart in Appendix 1 is an overview of the management structure of the Company. See
< ) personnel roster for the name of the Responsible Authority (RA) in each branch of management that
includes multiple assignments. In all cases, the a i
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1.2 Management Representative
The Accountable Manager of the Company has been assigned the role of Quality System Manage

Representative. The Accountable Manager is responsible for

The Accountable Manager is responsible fo

In addition, the Accountable Manager

v

1.3 Internal Communication Cﬁ

To ensure proper communication between and out all levels of employees within the Compan

internal communication is

This system

requires management to

iew

s are conducted according to the

1.4 Management

Management Review
This procedure define

MS-04 Management Process Procedure.

Secti@ : Design Data Control

Al ies of all drawings for FAA Approved articles are _

&)esi n data is filed by Drawing Number and the latest revision is

A3 Minor design changes to the PMA Articles are _

A4  Major design changes are
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QQ

These design changes may require

amendments or additions to: Q} .

A5 Material Review Board (MRB) is _ 6

Section B: Document Control

Documents are controlled to ensure information is

The controls for docgr\'@ts are defined in the QMS-01

Control of Documented Information Procedure.

requirements. The Company has
s. Electronic records are

Paper records are controlled to provide evidence of confornti
established a documented procedure for control of electronicyre

have been built upon the requirements of
conducted according to the QMS-02 Co

Section C: Supplier

C1 Materials received are re

FAA-PMA artic mspected for

conditions are

iew of documented unsatisfactory conditions increases _

An on-site visit may be required that verifies:

Qb%_

Material is labeled t0

Materials are stored-
ca - Vendors supply I
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Note: As part of the receiving inspection process, a comparison is made between the Supplier's
packing sheet and the purchase order then each shipment is inspected for:

[ )
After acceitance of incoming shipments, the Responsible Authority h

<

C5 When discrepancies are encountered during inspections, the material or shipment is -
according to the QMS-
14 Control of Nonconformities Procedure.

C8 Rejected articles are

C9 Requirements

Purchasing is treated as a

The Company does
The process is

C9.1  Purchasing Process

C9.2  Purchasing IHW
Purchase orders arQe transmit the Company's requirements to Suppliers.
C9.3 f Purchased Product

Veriﬁca@

Incomin atepgals are

The process is defined in the QMS-09 Receiving Procedure.

C1 x{dentiﬁcation and Traceability
% ducts are identified throughout product life cycle. This is fully defined in QMS-10 Production

cess. Other identification and traceability requirements are
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Cl1 Preservation of Product

The Accountable Manager

.&‘

The instructions are detail
in the applicable job documentation and general rules are defined in the QMS-11 Shipping Procedur«\é

Section D: Manufacturing Control §
The Design and Development process ensures that design activities are conducted in a cwe manner,

which is defined in the QMS-17 Design and Development Procedure. Instruction Continued
Airworthiness (ICA) are kept current with design changes.

D1 Materials received are required to

D2 A Shop Routing Sheet is used to document the number of &eces at each step of the
manufacturing process and is used to annotate any losses. A sho ting sheet is used for

The Company uses a folder for*
parts are inspected [

D5  Small parts (sub-assemblies) are markeWing to FAR 45.15(b) with a tag attached to the part
or the packaging for the part.

D6  Parts are permanently marked or t@ with:

>

D7 Requirements: Q

The Company plaQnd carries out processes for product realization. In general, this includes assurances
that:

Page 8 of 18
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D7.1 Production Documentation

Production operations are performed according to

OMS-10 Production Procedure and the QMS-17 Design and D’{ ent Procedure.
D7.2  Control of Production Process Changes \\

Only the Configuration Control Board may approve chafiges to production processes. The Compan
identifies and obtains Customer and/or regulatopy” authorit

These activities are fully
the QMS-17 Design and Development Procedure.

defined in the QMS-10 Production Procedure a

3015

\ams arc

D7.3  Control of Production Equipme

Production equipment, tools and

D7.4 Control of Work

When the Company p@
the following con :

erred on a Temporary Basis Outside the Organization's Facilities

s supplies for outside processing, such as acceptance testing, it is done under

S

.5 Control of Service Operations

O The Company services supplies returned to it for warranty work or repair - field servicing is(is not)
O gatmetorsach i wort
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D8 Customer Property

Where Customer property is provided to the Company for processing or use, it is

Damaged or missing Customer property is

Government and Customer property is controlled accordin MS-10 Productio @cedure,
specified contractual requirements and

D9 Preservation of Product %

The Accountable Manager specifies, where required and according to cont al directives, instructions
for
The instructions are detailed

OMS-11 Shipping Procedure.

in the applicable job documentation and general rules are defined i

D10  Identification and Traceability '&\
All products are identified throughout product life cycle. YXS fully defined in the QMS-10 Production
Procedure. Other identification and traceability requirements are

A%

D11  Monitoring and Measurement of P@u@t

To ensure the conformance of pro. 0 requirements, monitoring and measurement is conducted

ction methods may include but are not limited to:
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The inspection includes verification of compliance to:

statistical sampling i i ropriate and when specified, in

Authorized sampling plans for produc eptance are based on
d in work instructions.

In the event supplies are needed prior to receipt of Cer@ Test Data, Certificate of Compliance or
Analysis, approved Request for Deviation or Waiver other limited risk condition, at least two
licable MRB members ma

D11.1 Inspection Documentation \\\

The engineering drawing, FAAZ
requirements for all delivera

oved design data and/or other technical documentation provide the
lies. In all cases, this includes

Article Inspection (FAI)

urchase order or Customer specification, a First Article Inspection (FAI) is performed.
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D12  Competence, Training and Awareness

All Company personnel are hired on the basis of their ability to

The Company has implemented a training program that: &\

Management conducts periodic reviews of employee performanc
training, skills and experience are

The trainin
Procedure. $~

Section E: Inspecting & Testi ’

El Request For Service Inspectors (RFS
data and is

ropriate records of education,

am 1s defined in the QMS-06 Training

ine that each completed part conforms to the design
Inspectors perform the following:

E2  RFS Inspectors have
articles.
When witnessin

to FAA approved data and specifications when inspecting FAA-PMA

tance tests, the Inspectors

E4.1  In-Process Inspection

In-irocess insiections are conducted durini iroduction to _

Page 12 of 18
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E4.2  Final Inspectlon $

Section F: Inspection, Measuring and Tes@\%qmpment

Control

F1 Tools, gauges and test equipment are
F2  Tools, gauges and test equipment that become inaccurate ar
F3  Special tools, shop aids, master gauges or molds ma :}ured by RFS that are contracted with or

urchased from a vendor are

F4  Inaccuracy of tools,

\
a)  The Company notifies CMS @5/ quality escape.
b)  The Company processes @\ according to Section N herein.

F5

nserviceable tools are
F6 quirements

asuring and test equipment instruments and devices used to determine an article's conformance to

ecified requirements are
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Section G: Inspection and Test Status

G1 The inspector affixes an initial on the Inspection Record indicatin

G2 Rejected components are

Section H: Nonconforming Product and Article Contr@
H1 Nonconforming and rejected materials are _

H4 Major Change incorporation to FAA-PMA articles are first ap, r@d by FAA ACO and CMS
with PMA addition. P\,

H5 Requirements ¢ Q
N

All supplies found to be nonconforming against specifi

Procedures are available for receiving and processiag feedback for in-service failures, malfunctions and

defects. The procedures include

rocessing and tracking in-service failures.
Service problems,
s and unsafe characteristics are reported to the FAA according to

Procedures are available that establis tem for receivin
The procedures include provmong\
unairworthy conditions, unsafe 1

FAR §21.3 (§21.9) and are

See the OMS-14 Control of

Sectién)l: Corrective and Preventive Action
11 \&aective actions review non-conformities of manufactured articles to:

O

cur
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12 Action is taken to:

13 Preventive Action is taken to: ,&A@

14 Requirements ?\

14.1 Corrective Action Q .
S

The Company has implemented and maintain robust system for identifyin
nonconformities requiring corrective action. onconformities can

This process is defined in QMS-13 Corrective Action
Procedure.

142 Preventive Action ‘\(b'

@casures taken for corrective action requests (used to prevent recurrence of
ective and Preventive Action process is used to

This process is defined in the QMS-13 Corrective

In addition to the preventi

Sectlc@ﬁ%andling & Storage

All erials are_
J2 @&:ptable finished products are_
QOQ parts re [

J6  Requirements: Preservation of Product

The Responsible Authority specifies, where required and according to contractual directives, instructions
or

Page 15 of 18
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*

Section K: Control of Quality Records $

K1 The Company controls and distributes
approved @ s

are made available to: $
And manage records as: .é

. <

[ )

K2  The Company retains files for

general rules are defined in the QMS-11 Shipping Procedure. GQ} ¢
N\

Note: The Company ensures that only FAA approved data is u

support. \\&\

r manufacturing, instruction and

K3 Requirements: Control of Records

Paper records are

defined in procedure QMS-01 Control of

Documented Information Procedure. \/

Section L: Internal Audits>"

L1 Request For Service Inspecto En uct Internal Audits according to
See Internal Audit ¢
L2 RequirementsfInternal Audit

its are conducted to ensure ongoing compliance with requirements of the Company's

Internal quali%
olicies ocedures. This is accomplished b

The internal audit process is fully defined in the QMS-12 Internal Auditing Procedure.

ection M: In-Service Feedback
OQ Service Difficulty Reports (SDRs)
Q M1 When in service difficulties are discovered, they are reported to the FAA ACO and CMS.
Note: The Company reports 14 CFR 21.3 conditions to the FAA ACO and CMS within 24 hours, with

the exceptions of weekends and recognized holidays.
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Self Disclosure Reporting
M2 When in-service difficulties are found for an article, they are reported to the FAA's geographic CM&@
N\

*

Airworthiness Directives (ADs)

M3 In the event that an Airworthiness Directive is issued by the FAA, the Company imme@@ly
implements applicable changes, if any, to articles affected by the AD.

ropriate, changes related to an AD are

AQ)
Section N: Quality Escapes N

A quality escape is defined as any article that has been released from the q@ system that does not
conform to the applicable design data or quality system requirements.

office. Initial notice of a voluntary disclosure may be submi lly, by electronic means or by

N1 The Company notifies the FAA of any apparent quality ew contacting the FAA CMS
written hardcopy.

N2 Notification is made in a timely manner, normally wi 'nSA\'-ours of the discovery of the apparent
quality escape, with the exception of weekends and ? ized holidays.

N3  Quality escape notifications include the following infermation:
>
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O1 The Company ensures that only qualified personnel issue authorized release documents. Evaluation
of persons responsible for authorizing release documents includes

02 FAA Form 8130-3. $
The Company’s authorized personnel issue release documents using FAA Form 8130-3. @6

03 Conditional Requirement. @
When applicable, the Company may obtain airworthiness approvals from the FA Q}

Section P: PMA Article Part Marking \Q’
P1  PMA articles: Responsible Authorities permanently and legi@ all FAA PMA articles with

thi following: \{ \q
AN
?\

P2 Sample of marking used on all PMA articles: ( N

\/

Your Sample Markings

P3

Section Q: Shippin port of Completed Articles

Q1  All required documents

Q2 Before exporting pr to other Countries, FAA AC21-2 and Bilateral Agreements are reviewed
for applicable reglirtements.

Q3  All shippin

Secti : Supplemental Requirements
Sup leXantal FAA policies are defined in QMS-18 Supplemental Policies.

%@endix 1: Organization

SERT ORG CHART

QO Appendix 2: Facility Layout

INSERT FACILITY MAP
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1.0 PURPOSE OF DOCUMENT AND RECORD CONTROL

This procedure defines the requirements for the control of documents and records within the

management system (QMS). The Document Control Center ensures that documents are controlled at
information on them is accessible, legible and suitably maintained and obsolete documents ate ped
"Superseded".

o)

The following documents are not subject to this procedure:

2.0 THEORY

Documents must be controlled so that only reviewed and appro%\information is released and used b
employees. This ensures that no mistakes are made due to the of obsolete information. A record is

3.0 DOCUMENT TYPES v/

3.6. Records that are created for temporary retention of miscellaneous information are

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar‘ked Released". Form Rev: Orig
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4.0 QUALITY MANUAL .
4.1. Creating the Quality Manual . @
The Qualiti Manual has been developed by top management of the Company, which includes

Q

4.2. Review and Approval O

The Qualiti Manual is reviewed and aiiroved bi toi manacI;ement before release. Aipg indicated by

4.3. Distribution \A
The Quality Manual is distributed electronically through the Company's internet s .
The Document Control Center

Each employee must

5.1.
QMS

5.2. Review Approval

QMS Proce s are

Distribution
rocedures are

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar‘ked Released". Form Rev: Orig
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Each employee must

5.4. Change Control 0
Changes to QMS procedures arc [ 6$

6.0 GENERAL WORK INSTRUCTIONS @QJ

6.1.  Creating New Work Instructions

Where necessary, work affecting quality is described by clear and complete doc
define

ted work instructions that

Work instructions should include, as applisabiée: |

NOTE REGARDING JOB SPECIFIC WORK INSTRUCTIONS;

6.2. Review and Approval
Work instructions must be reviewed and a

6.3. Distribution

General work instructions are '@gu)ted electronically through the Company's internet server and/or via the
niranet_The Document Covieek Denior - [

Each employee must

6.4. g@e Control
to general work instructions are

7.0 INSPECTION INSTRUCTIONS

7.1.  Creating New Inspection Instructions

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar‘ked Released". Form Rev: Orig
Date Printed: -
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NOTE REGARDING JOB SPECIFIC INSPECTION INSTRUCTIONS:

7.2. Review and Approval @
Approval is indicated b

7.3. Distribution

Inspection instructions are distributed electronicall
The Document Control Center may

7.4.  Change Control \/

Any employee may request a change to ins
submittin

2
8.0 FORMS S COQ

8.1.  Creating New For
Forms undergo a streamlified creation and control

and Approval

e reviewed and approved by the manager of the department or area affected by the

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar‘ked Released". Form Rev: Orig
Date Printed: -
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8.3. Distribution
Forms are made available through the Company's internet server, intranet or Document Control Center. Th

O
o)

r the form and

8.4.  Change Control

Any employee may submit a request for change to the a
the manager

ropriate area manager responsibl

9.0 EXTERNAL DOCUMENTS @6

9.1. Some external (third party) standards or specifications may be rﬁ{aintained on file without

Unless otherwi pecified, if the revision level is

9.2.  Third party specifications and engineering dra@e, including those of the Customer, are controlled
according to the QMS-02 Configuration Managemen ocedure. Where control of an external document is
deemed necessa

Q
ALUATION OF DOCUMENTS
citeriation is subiect to [

11.0 CON OF RECORDS

11.1 The cmo s for each type of record are defined in Appendix A of this procedure.

T Sicleq *controller’ must ensur |

ecords for active contracts are maintained in the quality department handling the operations. Records
are#

11.4 The Document Control Center maintains archive files for records. Records shall be

10.0 PERIODIC R

The entire set of qualit

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar‘ked Released". Form Rev: Orig
Date Printed: -
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11.5

11.6 records are
11.7 Records are

11.8 Records are

11.9

11.11 Local computer data that is stored on company computers must

11.12

11.13

Records that are discarded after retention shall _

The Company does not require vendors to maintain records for the Company;

When making corrections to written record entries, the er

Correction fluid or correction tape is not to be used o

quality records.
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APPENDIX A: RECORD RETENTION MATRIX GQJ‘
. ] \
e i
Calibration records Calibration Form
Contract review ‘
records Contract review Form
Control of
Nonconformances RFS Form ‘,Q@
Corrective actions RFS Form _Q,\
Design change %
records Engineering order Form QJ
Design input
records Engineering order FoM"\\'
Design review M %\
records Engineering order N ’ﬁ}r
Design validation Production \\
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1.0 PURPOSE

This procedure defines the requirements for the management of the configuration of products produced
Company's configuration management activities include the following:

rocedure:

The following are not governed by this control

2.0 THEORY

Part configuration includes a variety of aspects of a

This procedure has been developed based on

3.0 CONFIGURATION DOCUME ION

3.1.  The current configuration of a given part ithified through applicable technical documents.

6\

These may include, but are not limited to:

3.2.  All such technigai{documents are developed and approved by the Responsible Authority, which are

documents and Customer intellectual property received by is the Company are

ONFIGURATION CONTROL BOARD (CCB)

4.%
Z@ Responsible Authorities (RA) serve as the Configuration Control Board, which has full authority and
responsibilit
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4.2. CCB responsibilities include:

5.2. All associated changes and ted hardware items or computer programs are included on

5.3 The Company
revised) FAA appro

avalllable to: w)
- ©

*

rols and distributes design data and changes. Release and distribution of new (or
awings and/or (major) process specifications and latest approved changes are made

Types of Configuration Change

:‘éhanges to the configuration are implemented after approval of ||| G

The definition for each is as follows:
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5.4.1. Engineering Change:

5.4.2. Deviation:

5.4.3. Waiver:

5.5. Change Classification @

Changes in configuration are classified by the CCB as either Class | (major) ass Il (minor
classification assigned by the CCB is entered on the Engineering Order, serves as

. The change

5.5.1. Class | Changes \
ctE o]

The engineering change is classified as Class | when it affe ne or more of the following:

*

5.5.2. Classll
Any change t

@n
t does not fall within the Class | definition is a Class Il change, which has no appreciable effect
basis of a PMA part. Class |l changes are

ange Implementation

he Responsible Authority verifies

5.6.2. Superseded revision levels of electronic documents are
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5.6.3. Proposed Class | engineering changes are a

roved by the CCB and are submitted to the C
the form of

5.7. Document approval is indicated by any of the following methods:

6.0 SUBCONTRACTOR AND VENDOR CH ES

Supplier and vendor requests for change are controlled accord'n\g’@

7.0 PRODUCT AND TEST SOFTWARE@)NTROL

Revision control is applicable to software programg that are used for e
I
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1.0 Purpose

The purpose of this document is to describe the process and due diligence performed to prevent 6
the purchase and/or use of counterfeit parts. The Company pays particular attention to: \

*

2.0 Scope (O®

This document applies to the procurement activities at the Compa{Qto the extent specified

herein.
x9
3.0 Applicable Documents X

The following publications are applicable to the extent és%d herein, or as defined on the
contract or purchase order. The latest revision publica \shall be applied. Compliance with any
other issues of these publications requires prior writ%pproval from the Company. Insofar as
any of the publications referred to herein conflict. with*the requirements of the specification, this
specification shall govern. &J *

ISO 9001 Quality Mal
e QMS-14 Control o

4.0 DefinitionégQ
Aftermarket Ma

ent System
conformities Procedure

acturer - A manufacturer meeting one or more of these criteria:

o

PROPRIETARY INFORMATION This document expires 30 days after printing unless marked "Released".

PAGE 4 of 10 Date Printed: Form Rev: Orig




CAGE: Your#

Your Logo Your Company Name )
QMS-03 Counterfeit Parts

Prevention Procedure

Note: The Aftermarket Manufacturer must

o
Approved Supplier - \

Authorized Supplier -

T

Certificate of Conformance (C of C) -

Certificate of Conformance and Traceabilit

Counterfeit Part -

Privately held global trade associates that monitors, investigates, reports and mediates

‘fe, s affecting the global supply chain of electronics including the supply of counterfeit and
Q;ubstandard parts.

CJOQ Franchised Distributor -
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Independent Distributors -

Refinishin

Refurbished -

Suspect Part -

Upscreened -

Note: Other definitions available for review in

5.0 Respo@bility

Personnel trainj

nsible Authorities from Purchasing and Engineering are

.1 Purchasing is responsible for

and orientation regarding prevention of counterfeit parts is based upon
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6.0 Procedure $

6.1 The Company maximizes the availability of authentic, originally designed ualified

arts throughout the product's life cycle, including management of

6.3 Purchasing must

6.4 Purchasing should

Note: Purchasin

In general, with electronic components destined for Government or military use requires

ic component requirements for the product may be identified from a review of

. Purchasing must specify the flowdown requirements from this Counterfeit Parts Prevention

Q rocedure appli lier or Subcontractor. Purchasing must
6.7 The purchase document must
PROPRIETARY INFORMATION This document expires 30 days after printing unless marked "Released".
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To minimize the risk of procuring counterfeit parts, the purchasing document should

6.8 Responsible Authorities that receive, inspect or process parts shall

6.9. All occurrences of counterfeit

7.0 Verifications
The Company considers due diligence has been a

All inspection and testing sh performed according tor—
ﬁ The foIIowing;(@’ection operations should be performed in sequence.
A: Visual Inspection @
Each lot to be delive
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B: Authenticity Verification

Testing shall include

c: I

Each lot to be delivered shall be subjected to

See Table 1.

Each lot to be delivered shall be subjected to a sample inspection at an AQL of 1.0 or ti
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Table 1: Testing/Analysis Requirements by Component Type

Component
Type

>

(©) D)

o

L\

nalysis
(E) (DPA)

N N

O 1

=
=

/]

,7//

Hun]jt-fnl)

s/o
I . ‘Q’; 1 1 |
\
4
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1.0 PURPOSE

This document defines the Management process, including or making reference to procedures for the va@
activities within the Management process. 6

2.0 THEORY

The Company believes in “intelligent management,” which enables the Company to make deai 93 based on

AQ’
3.0 MANAGING AS A PROCESS

The Company recognizes that it has to manage processes identified in the Qu GD%(anagement Policies and
Procedures Handbook; however, management itself must also be treate rocess. This means

Management is responsible for implementation and appticatjon of the following QMS requirements:

PROCEDURE: MANAGEMENT REVIEW

The management of the Company performs formal management review of the Quality Management
stem a minimum of
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4.2 This review shall include

4.3 Minutes of the meetings are taken and maintained. The Management Review Report Ter@}é may be
used as a guide for the records or may be completed and retained as the record. $

4.4 The Management Review meeting should include analysis of the following inputs: 6

<
@\A
)

se”action items or the corrective action system to take recorded actions as a result

4.5 Management sh
of review topics in an

See the QMS-13 Corrective Action Procedure.

4.6 Ma ent shall determine internal issues that affect its ability to achieve intended results, which may
include,

This document expires 30 days after printing unless marked "Released". .
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Date Printed: -

PROPRIETARY INFORMATION




Management Process Procedure
Your Company Name

PAH/PMA (...) Rev: Orig

4.7 Management shall determine external issues that affect its ability to @eve intended results, which
may include, but are not limited to: \

5.0 PROCEDURE: ME ING AND MONITORING PROCESS
OBJECTIVES %Q

5.1 e Quality Management System has at least one objective. The objective is

Throu@g the year, assigned managers and staff will ||| GTcTNTN

D anagement Review

hen a process does not meet a goal,

(See Section 4.0)

5.7 The current metrics, standings, previous goal and revised goals shall be ||| EGTGcNGNGGE
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58 Over time, management shall assess performance of each process against the goals
Sl 1 10 1,
0QMS-13 Corrective Action Procedure. .

6.0 PROCEDURE: INTERNAL and EXTERNAL COMMUNICATIO

6.1 Internal communication is an important facet of the way the Company does business. B "h e mean
that information must be able to flow in all directions, from

The following methods are used for internal communications: 6

External communications that are relevant to the "' ality management system must

6.2

6.2.1 Confidential Company Information \/

Company Employees must not reveal Confi jal Company Information to External Parties except to the

extent such disclosures are necessar

ot communicate Basic Company Information to External Parties except to the
ication is part of their normal responsibilities. For example,

Company Employees
extent that such com

ed Responsible Authorities may communicate about the Company or its business, or
as a representative of the Company, with any of the following External Parties:

This document expires 30 days after printing unless marked "Released".
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Only Authorized Responsible Authorities may communicate about the Compan
communicate as a representative of the Company on

6.2.1.2 Written Company Information 6
All Written Company Information must conform to guidelines established fron& e to time.

All Written Company Information must be approved by the appropria&@?esponsible Authority before it is
communicated to any External Party.

L 4

With respect to any Written Company Information regarding¢'new business, clients, or other contract

counteriarties, or other Third Parties with a business relationﬁ' th the Comiani, care must be exercised to

Written Company Information regardin

must also be

approved by the appropriate Responsible Authority?

7.0 PROCEDURE: RESOU@% \MANAGEMENT
7.1 The management of resources %\'itical component to the management activities of the Company.

*
Resources requiring such managen@‘ cludes:
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7.2 Like other management activities, resource management must ||| Gz

7.3 To manaie resources, top management must

7.4 During Management Review, managers shall

7.5 From that data, top management can

Left blank intentionally
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Appendix A: PROCESS MAP

MANAGEMENT

owner: I

s Y
29

1

INPUT from other processes

N\

N\
INPUT from other ppo‘(@sles

A 4

A 4

*
Conduct Management Review Meeting accordin@ection 4.0. Review all agenda items and

current data against most cur?&qt jnternal and external issues.
g \

PN

&

N . )
&\'\ Objective met?
%,

O

i

v

£
:

A 4

continued next page. ..

Management must
research why goal
is not being met.

A 4

A
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1 Counterfeit part prevention processes should consider:

Left blank intentionally

o)

PROPRIETARY INFORMATION

This document expires 30 days after printing unless marked "Released".

Date Printed: -

Form Rev: Orig

@0
©



Your Company Name

@ .
©
\\6

O
RESPONSIBILITIES &
AND AUTHORITIES PROC,EDURE

Origination Date: XXXXQ

\
\\\

Document C&esponsibilities and Authorities
Identifier: “Procedure

Date: \/ Latest Revision Date
Projecttn " Customer, Unique ID, Part Number

@_ nt Draft, Redline, Released, Obsolete
ocument . :

Location on Server (if used)

Abstract: X
This do nt describes responsibilities and authorities of Company personnel.

O
O

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar‘ked Released". Form Rev: Orig
Date Printed: -




Responsibilities and Authorities
Your Company Name Procedure
PAH/PMA (...) Rev: Orig
REVISION LOG .
\
Issue | Date Comment Author )>$
\
0-0 f\\\
N
AN
o
o
@6
DOCUMENT CHANGE RECORD e
Issue | Item Reason for Changg({\"

RS
v

v
*

This document expires 30 days after printing unless marked "Released".

PROPRIETARY INFORMATION Date Printed:

Form Rev: Orig

@0



Responsibilities and Authorities
Your Company Name Procedure
PAH/PMA (...) Rev: Orig
TABLE OF CONTENTS o
1.0 PURPOSE ...ttt st ettt et sat e et esaaeebeenateeneenand N4
2.0 THEORY w.ooooooooooveeeeessoeesooooseeeesssessoosssesees s sesssssseeesssessssoosssseee s ssssossssseees s Q‘ ........... 4
3.0 RESPONSIBILITIES & AUTHORITIES ..ottt g Q ............... 4

This document expires 30 days after printing unless marked "Released".
Date Printed:

PROPRIETARY INFORMATION

Form Rev: Orig




Responsibilities and Authorities
Your Company Name Procedure

PAH/PMA (...) Rev: Orig

1.0 PURPOSE

This document provides an overview of the responsibilities and authorities for key positions withir@
Company.

2.0 THEORY QO

It is important to define the responsibilities and authorities of key positions so that employees&@rstand their
work and the relationships they have with other positions within the Company. 6

3.0 RESPONSIBILITIES & AUTHORITIES QQ’

3.1 Operations Manager &

The Operations Manager is responsible for

3.2 Quality Manager \\Q

The Quality Manager is responsible for

The Quality Manager

The Quality Manager also

D
3.3 Facilities Manager @Q

The Facilities Manager is sible for

34 Production Ma

The Production

3.5  Busipess Manager
The B }e s Manager is responsible for

@ Product Managers
he Company utilizes Product Managers for

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar.ked Released". Form Rev: Orig
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Product Managers are responsible for
which includes consideration for: 6 ¢
° *

I N
R — S
I N

3.7 Administrative Assistant é
The Administrative Assistant is resionsible for*
3.8  Accountable Manager \'%

The Accountable Manager serves as the primary contact with thg ffice responsible for issuance of the
production approval or certificate management. The accountable er is responsible within the Compan
for, and has the authority over,

3.9 Accounting Manager

The Accounting Manager is responsible for

3.11  Quality Group Staff & trispectors (including Receiving)

The Quality Group i all inspection personnel and is responsible for

ion Operators

.13 Internal Auditors

Internal Auditors are responsible for

This document expires 30 days after printing unless marked "Released".
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3.14  Shipping Personnel

in ersonnel are responsible for

3.15 Human Resources Staff

Human Resource staff is responsible for

3.16  Purchasing Staff
Purchasing staff is responsible for
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1.0 PURPOSE Q"
This document provides details on the Company's training program and requirements. \6

2.0 THEORY

Employees can only perform their duties adequatel
adequate employee performance through

S

to ensure

3.0 TRAINING PROCEDURE \AQ)

3.1 Hiring

Employees are hired on their ability to

To accomplish this, potential candidates are

3.2 Initial Indoctrination and Orientation

*
Once hired, new employees are assigned to their ogkgn and undergo initial indoctrination and orientation.

This introduces the employee to

3.3 On the Job Training ()\

initial indoctrination, they undergo on-the-job training relative to their
of events that affect product safety and management of safety critical items.

Once an employee has co
position, which includes re
This training i

34 Addit'\&gl Training

At the di on of management, additional training may be conducted at any time, which may be necessitated

Left blank intentionally
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3.5 Authorized Release of FAA Form 8130-3

3.5.1 Individuals assigned to issue FAA Form 8130-3 shall meet qualification requirements for an FAA D
with function code 03, as described in the latest revision of FAA Order 8000.95, Desighee Manag t
Policy.

3.5.2 Individuals assigned to issue FAA Form 8130-3 shall be trained according to

3.5.3 The Company shall determine the: 6

3.5.3.2 Training rds shall contain the following information for each authorized individual:

R
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1.0 PURPOSE

This document defines the Proposal Development and Contract Review process including or making refer@
to procedures for the various activities within the process.

2.0 THEORY x\é

The Company can onl
the Customer, then

meet Customer requirements by ensuring that all such requirements a tained from

3.0 PROCEDURE

When addressing Customer needs and indust

Documentation is not required for

The Company determines its capability to meet Customer re@ments by:

a)

b) establishing the criteria for: s
1) v

)

N

<
QOQ*
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4.0 PROCESS MAP

Proposal Development & Contract Review Process

owner I

Quaty octve: |

INPUT

&

— \Q CAPABLE?

A

A

A

O

N\
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1 Quality Group -- The reviewer determines the need for, and if justified, imposes the Q} ¢
requirements of Supplier Quality Requirements to the Requisition or ‘\\6
P.O.
-- Complete the Used-On and Contract# sections on the cover page 0@5
PO
Used-On =m Contract# = - O\\
Check-off applicable requirement boxes on Requisition
2 Quality Group Forward Requisition to
eck mark the appropriate fie
types of Certs may be required.
Verify Raw Material Requirements are rec on Requisitions, except
rding to the Supplier Evaluation
Determine if a Su signated by the Customer - notif
Purchasing when
Initial and date (shou
field and forward it to t
IF
21 Older Revision
Supply Required
2.2 Requisition is marked
"Under Revision" Qf
Q
2.3 A Raw Material Specify a Raw Material Requirement on the Requisition.
\<\ equirement is not A Material Note Number is not required for_
N Specified
{}' Deviation to drawing is
A noted on Requisition
<? such as "Less Note"
O Deviation to drawing is
CJ noted on Requisition
such as "Less Note"
2.5 Order is for production
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activity without
reference to engineering
drawing

This provision is not applicable to ||| G

*

3 Quality Group

N
2\

Add provisions for any one or combination of the following to the
Regquisition or P.O. when justified:

4N " Quality Group

Relative to the procurement of software, the reviewer determines the need ]
for, and if justified, adds to the procurement document provisions for any
one or combination of the following:
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conditions related to |-
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house processing
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1.0 PURPOSE

This document defines the Purchasing process including or making reference to procedures for the va i@
activities within the process.

Note: this procedure applies to suppliers of products or providers of services that directly affects t Qa ity of
our products or services. Suppliers that provide office and maintenance supplies, furniture, gr eeping
services, etc. are not subject to the controls of this procedure.

2.0 THEORY 6

The purchase of materials that go into our products or services that help us @ce products affects
everything we make. As a result, it is important to monitor and control the quality of-beth products and services
that we receive as well as the suppliers of such products and services.

3.0 PROCEDURE: SUPPLIER EVALUATION AN "&LECTION

\\

3.2 Supplier evaluation is conducted by following the forr@n the Supplier Evaluation Form.

3.3 The Supplier Evaluation Form ensures that aIIQe)/’suppliers are properly evaluated for criteria related
to_r

3.4 Once approved through the Suppller Eﬁfuatlon Form, the Quality Manager will update the Approved
Supplier List.

3.5  The following ratings apply to_
RESTRICTED:

CONDITIONAL:

UNRESTRI D:
DOCK-TQ,STOCK:
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3.8 Using the results from combination of the following functions for product su

\

3.9 For suppliers providing product, incoming inspection results are recorded on the S @ﬁctor

Performance Rating Spreadsheet, which calculates the Supplier's current quality rating ba n parts
received and parts accepted. A new Supplier that rates

3.10

If a new Supplier rates

%)

3.11 If any Supplier rates less than

3.15 During management review, th

4.0 PROCESSIN I&UISITIONS AND PURCHASE ORDERS

41 During review of gac uisition, the

4.2 Res ons@ Authorities take into consideration

4.3 Responsible Authorities ensure the adequacy of requirements prior to their communication to a
Supplier, which includes:

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar.ked Released". Form Rev: Orig
Date Printed: -




Purchasing Procedure
Your Company Name

PAH/PMA (...) Rev: Orig

When appropriate, the purchase order defines acceptance criteria for

As applicable, purchase order information includes:

4.6 The requirements for de %n are defined when

Purchase Order will dgfine the methods for the intended verifications and method of product release.

4.8 See th’e\'ess map herein.

E\l@ncy Purchasing Authority: The Compan
foreman emergency purchase authority for

4.7 When the Com&% or its Customer needs to perform verification activities at a Supplier facility, the

will authorize the shift foreman and/or the

C'S.O OTHER PURCHASING RULES

5.1 In all instances, the Purchasini Department will |||
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5.2 Any employee of the Purchasing Department that has any financial or other interest in a supplier

The Purchasing department will

The Purchasing department will

The Company will

6.0 FAA GUIDELINES .

6.1 Purpose \®

Establish and maintain a Supplier cont@rogram.

6.2  Background @Q

Supports responsibilities unzebe1 .137, 21.307 and 21.607.

6.3 Supplier Contro Q

a. Contract Re@ents
The Company res all products or articles furnished by direct Suppliers and those from Su
conform to ¢ requirements. Contract requirements depend on

lier's Vendors

the FAA to all involved facilities in the su chain. The Compan
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6.4 Use of Suppliers in Other Countries
The Company uses Suppliers in other countries onl

6.5 FAA Surveillance of Supplier Control Systems
The Company permits the FAA to conduct surveillance of the Su

6.6 Elements of a Supplier Control System
The Company is responsible for

following elements: \Q
a. Organizational Structure

b. Supplier Arrangement

Iy —

c. Supplier Evaluation and Selection

which include:

!3. ed on risk factors such as:

This document expires 30 days after printing unless marked "Released"
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d. Approved Supplier List

e. Supplier Control Process

The Company applies the following controls when applicable:

f. Verification of Supplier Product \/

These methodg inelude:

the following methods are considered:

which includes:

PROPRIETARY INFORMAT This document expires 30 days after printing unless mar.ked Released". Form Rev: Orig
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(a) Major inspections

(b) Material review

(c) Statistical techniques @
(4) The Company shall provide Supplier and subtier Supplier information to th upon request. This
information includes: %

(/

These procedures include:

g. Supplier Rating

h. Notification to the FAAY

i. Reporting o S@Iier Nonconformances

j- Cpange Control

which include:
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k. Direct Ship

the article as either:

olding a Production Approval

Direct shipment may only be used whepighe Company:

provided that:

and the inspection of
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provisions for the following:

n. Use of Suppliers Located Outside the United States

posed by the FAA to accomplish the request(s).
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7.0 PROCESS MAP

Purchasing Process

Owner: 6
Quality objective: + 0\\
N

continued next page...
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APPENDIX A: SUPPLIER ARRANGEMENTS

The following list comprises elements typically found in the arrangement(s) between the Company@
Supplier(s).

1. Scope $O&

2. Company Evaluation
Stipulate that the Supplier is acting under the Company quality system and thdgﬁ of the corrective actions
requested by the Company will h ’&Q

3. Implementation Procedures \,%
Attach a quality plan or equivalent documentation to the contract. §
\\

NS

.h

. Internal Quality System.
. Identify methods for the Company to
Describe the interface between

o o

. Design Data and Configuration Control

. Manufacturing Data
Identify the manufacturing dat
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8. Identification and Traceability

Siaue o Company fowsdeun —,

9. Supplier Personnel Competence
Identify the Company’s requirements for

10. Calibration

a. Ensure that calibration is
b. Ensure that certificates are

11. Handling, Storage (Segregation), and Packing

12. Record Completion and Retention
Identify procedures for document management and #

13. Nonconformities

Identify procedures for handling and documentlnb\r(onconformltles between the Company and the Supplier,
which address: \

c. The immediate n ation to the Company on nonconforming articles that have left the Supplier’s quality

system. @
14. Confor &ﬁocument
Specyig)peament by which o Suplrcorii

15@isions for Direct Delivery/Direct Shipment
[

the authorization and the requirements for
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16. Assistance for Continued Airworthiness
Identify procedures for Supplier assistance to the Company for

17. Subtier Suppliers \\
- I
b. Specify procedures for: 6

(1)

2

18. Significant change to the Quality System @

Require that the Company be notified, as soon as practical, of any chag@to the Supplier system (evaluated
by the Company) tha! [

19. Failures, Malfunctions and Defects \\

Siemfi to the Suiiller the necessari reiwrements for_
20. Access for the Company and FAA \/

Ensure access to and cooperation of all involved th ies in the supply chain for the Company and FAA, which
will enable:

21. Language
Identify the language to be

for the exchange of information (including all working documents, such as

22. |dentification of I%?)nsibilities

Identify respons@ofﬁce/function/positions in charge for ||| G

23. Durati he Supplier Arrangement

Identify, H\ ration of the Supplier arrangement in terms of time and/or quantity of supply to be delivered to
the C@pany

QOQ
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1.0 PURPOSE

This document defines the Receiving process including receiving inspection activities and includes or m@
reference to procedures for the various activities within the process.

2.0 THEORY \\6

Receiving is the first line of defense to prevent sub-standard supplies from affecting the Com@ process or
product quality; however, sampling and 100% incoming inspection is only a part of the collectior of applications
that are necessary to assure the release of conforming supplies to stock. Receiving ins& n cannot provide
100% assurance of product or process quality because the affect that the supplies h on production-level
activities cannot be assessed or verified - only by 100% use of supplies will defecgg detected in product or
process quality.

As a result of teaming and intelligent design, the Company ensures that deIi@oa-Ble supplies meet Customer
requirements prior to packaging and shipping. %

"\

3.0 PROCEDURE: RECEIVING

4.0 PROCEDURE: RECEI»(‘&G INSPECTION

4.1 The inspector will receive the itetns and original paperwork from the RA and acquire the applicable PO.
(see the Purchasing Procedure) ()
4.2 Inspections are perfor ccording to Appendix A or as required by work instruction, Customer
requirements or other docu ion. The results are recorded on the applicable forms and the purchase order
is processed according te’ Appéndix B.
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PROCESS MAP

Quatty objcrive: |

Receiving Process

ovner I

N

INPUT

7 W & Indicate problems on the PO.

05/
el I

continued next page...
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File Inspection or test records in QC.
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APPENDIX A - RECEIVING INSPECTION WORK INSTRUCTIONS <

Op 1: Acquire copy of purchase order. Perform

Op 2: Verify suppl

Oi 3: Count the quantity of items received. Items exempt from counting include _

Op 4: Verify the Supplier is approved according to the current Approved Supplier List -'if Supplier is not listed
then

If Supplier provides a non-chemical item and is approved for

If Supplier provides a chemical and is approved for

Op 5: If the supply is a <Catalog/Commercial> item,

Op 6: Perform First Piece Mechanical/Visual inspectief

Op 7: SAMPLING PLAN:

Randomly select items for geom imensional analysis and begin measurements starting at a point on the
drawing that allows clockwi counter-clockwise rotation through all dimensions - verify go-no/go
conformance to every dimersi s noted on the drawing, then

PROPRIETARY INFORMATION This document expires 30 days after printing unless mar.ked Released". Form Rev: Orig
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For non-critical item:

Op 12: Verify lot traceability is

Op 13: If the Supplier is a distributor

Op 14: Affix a Good Material Tag to accepted supplies. For supplies that e

Op 15: If su

If the suppl

lies are nonconformin

unfit for use

Op 16: Complete inspection record and record the me rel nt tool number(s)
Op 17: Complete shelf life expiration log for supplies that have an expiration date

Op 18: Record the quantity and date received on@@O then ||
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Step IF [THEN Q)

1 Supply is not the U

Last Item on PO

2 Supply is the
last Item on PO

2.1 Supply is the
last Item on PO
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1.0 PURPOSE

This document defines the overall production process and includes or makes reference to the proce(@
necessary for the process.

NOTE: The production process includes all QC inspections and tests within it. Quality is not&@ arate
process. O

2.0 THEORY $
Production operations or tasks must be conducted under controlled conditions to ensu® duct quality. By
this we mean: A

)
%)
&

\(o

3.0 PROBLEM RESOLUTION

All employees are instructed to immediately notify a Resp nsﬁ%uthorlty (RA) whenever a process or
product related problem occurs that cannot be corrected acc to established process controls and could

It is understood that the appropriate responsible authopi i i not be available for support; in that

4.0 PROCE : PRODUCTION DOCUMENTATION
4.1 All revisiiﬁc trolled production documents are

4.2 In ition to this process procedure, additional production documentation ma

Such documentation includes
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4.4

information are not

retention of miscellaneous

Records that are created for temporar

5.0 PRODUCT IDENTIFICATION

5.1 Product is identified in shop areas by any of the following methods:

53
with requirements is See the QMS-14
Control of Nonconformities Procedure.

54  Any parts or product not marked with a t%«ére to be considered ||| G
I

5.5 IDENTIFICATION OF TRANSF NTAINERS

5.5.1 Whenever a portion of cher is transferred from its original container to a smaller temporar
e e -

5.5.2 Whenever a portio emical is transferred from its original container to a smaller permanent
container, the

6.0 PRO RE: PRODUCT HANDLING

6.1 Work Ks’ ctions and/or training will instruct Operators on the proper and safe handling of product.

62 [x@iyases, Operatorsorc

6@% Company provides suitable safety and personal protection equipment for handling hazardous or
(e Speaiors I
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7.0 PROCEDURE: PRESERVATION

Preservation can include

according to the QMS-11 Shipping Procedure.

7.1 Operators will

7.2 Operators will

7.3 Operators will

7.4 Operators will

7.5 FOD: Foreign Object Damage and Detection: Wo@structions and training methods ensure that
handling and preservation practices reduce the introdu@n.o foreign objects (FOD) into products.

7o
77 .
8.0 PROCEDURE: CUSI@ER PROPERTY CONTROL

The Company identifies, verifies, prgl?c s and safeguards customer property provided for use or incorporation

into products and services. Wheia perti is lost, damaied or otherwise found to be unsuitable for use, the
Company

8.1 Customer Pro

Hardware property includes:

Q All Customer furnished
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8.3 Property shall be identified

8.4 Sensitive material, as defined by the Customer, shall

//l
o

8.5 roperty will only be used as instructed or required by Customer contract and

|
|

8.6 Customer provided equipment shall

%)

8.7 Quality shall investigate and report

8.8 Requirements for the control of Property shall

X
9.0 PROCEDURE: VALIDATION OF PR%CESSES

9.1 Unless otherwise specified by engineering require énts, the form named Design Validation-Verification
is used to record results of validation and verificatiorWivities.

9.2 Provisions for validation and verificatiod.insludes:

10.0 PROCED@E: INSPECTION AND TEST OF PRODUCT

The Compan rmines what needs to be

N
10.1 &eceiving inspection is performed according to the QMS-09 Receiving Procedure.

Cﬁ First Article Inspection
0.2.1 First article inspections are
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10.2.2 The Company will

10.2.3 Where not provided, the Company will

10.2.4 Complete the first article inspection form according to its format and submit to CCB.

10.2.5 Calibrated tools shall be used for first article inspection; however,
under the following conditions:

10.2.7 Any item failing first article inspection must be processed accor{@%o the QMS-14 Control of
Nonconformities Procedure. %

10.3 In Process Inspections
10.3.1 In-process inspection is performed by

10.3.2 In-process inspections are performed

10.3.3 Calibrated tools shall be used for in-process4nspéction; however,
under the following conditions:

uction inspection form according to

10.3.4 When applicable, complete the

s inspection must be processed according to the QMS-14 Control of

10.3.6 Any item failing in-%
Nonconformities Proce€<ur

10.4 Final InspectfiQ

10.4.1 Final ins@i is performed by QC prior to release of product for packaging and shipping.

10.4.2 100% ling is required for final inspection unless otherwise specified by Customer contract.
When samp}i '

under the following conditions:

10.4.4 Complete the production inspection form according to
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10.4.5

10.4.6 Any item failing final inspection must be processed according to the QMS-14 Contro@f
Nonconformities Procedure.

11.0 PROCEDURE: SHELF LIFE EXTENSION - Subject to Cust%@ebr'
Review and/or Approval
11.1

Items that are subject to expiration ma

or instance:

11.1.2

11.1.3
11.1.4

\

11.2  Chemicals that are purchased or prepared b@%m-lab are ||

11.3 Raw material components whose shelf lifeN\Nas
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12.0 PROCESS MAP <
O

Production Process $
Owner: < 6

oty v I — N

‘\

INPUT A@G
2

> 4
<

\
.§
\\‘S

PURCHASING

continued next page...
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1.0 PURPOSE Q"
This document defines the Shipping process including product packaging activities. \6

2.0 THEORY §

The final packaging and arrangement of shipping is critical to the quality of product as re ’Qd by the
oo o oo -

3.0 PROCEDURE: PACKAGING AND SHIPPING QQ’
See Process Map. Q}
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4.0 PROCESS MAP

Shipping Process
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Quality objective:

A

OK?
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1.0 PURPOSE

This document provides details and procedures for the internal auditing process. \6
NOTE: See Appendix A for FAA compliant auditing procedure.

2.0 THEORY \\6

Internal auditing of a Company’s quality system is critical for maintaining good processes ar@ocumentation
and for identifying areas for improvement opportunity. 6

3.0 INTERNAL AUDITING PROCEDURE QQ)

The Resonsible Authority takes into consideration

3.1 Internal quality audits are conducted b

3.2 Audit requirements include those of ISO 9001 and th?ompany’s quality system documents as well as
requirements of Customers or regulatory authorities, aﬁjppji able

34 re as follows:

Minimum auditor training require
Internal auditors:

Contract (third party) auditors;

3.5 The Quality Manage

3.6 The Qua@l\%ager maintains the Internal Audit Schedule that records this information.

3.7 Usi Internal Audit Report, the Lead Auditor will

39 The internal audit
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3.10 DurincI; the corrective action effectiveness review, q

3.11

The completed Internal Audit Report is

e areas audited to

3.12 Copies of the completed audit report are sent to the appropriate manager
iSsion of corrective action

report the findings and results. In this way, and in conjunction with the sub
requests,

3.13 The results of internal audits are also gathered and summari

N

3.14 In all cases, auditees are expected to cooperate fully With the audit team.
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4.0 PROCESS MAP

Quiiy ticcive:

Internal Auditing Process

owner:

v

INPUT from other processes:

OO0OO0OO0OO0OO0OO0OO

| ——
I___c
"

(\‘“‘

Findings / Observations?

A

Aud1t onduct audit in following

v

v

YES

NO

<<,\

- E

A
MANAGEMENT »| OUTPUT o
(0]
(0]
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APPENDIX A: FAA AUDITING ACCORDING TO § 21.137

5-1. Purpose $
Provide information and describe criteria for establishing an internal audit program. 6

5-2. Background O
An internal audit

5-3. Types of Internal Audit Programs @

An internal audit program is part of the overall
which may include:

ey elements of an internal audit program include:
a. Audit Planning
1) Audit Schedules

(2) Auditor Selection
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b. Conducting the Audit

c. Reporting the Results

(6)

d. Root Cause/Corrective and Preventive Action iiq
e. Close the Audit Findings

The audit report inclug.

<
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1.0 PURPOSE

This document provides details and procedures for the process governing the discovery, reporting, reso'l
and recording of actions taken to correct nonconformities.

2.0 THEORY \

Corrective action is taken to correct nonconformities, which could be product defects found dﬁ@ production,
errors found in documents, equipment problems or problems related to how the Companypéerforms functions
in its processes. “Corrective action” is simply the “fix” that corrects the problem. When%ﬁ/e take corrective
action, we also attempt to prevent the problem from recurring. %

Having a formal system to record and resolve both existing and potential pr\%@
problems do not occur or reoccur, thereby improving our products, processes an%

3.0 PROCEDURE: INTERNAL REPORTS \e

s ensures that these
k environment.

3.1 The Company utilizes a Request for Support (RFS) form to

3.2 ALL employees are empowered with the ability fo report sources of problems and nonconformances.
3.3 No disciplinary action may be attached to Mubmission of RFS’s.

)
3.4 The Quality Manager has been ass@he role of RFS Administrator.

3.5 See Process Map for the pro&@hg and routing of RFS’s.

If the responsible ma etermines they are not responsible for the issue involved, _

Actions takeI)5

The Qu Manager shall

ition to corrective action efforts, management shall

S used to address potential nonconformances. ese shall be reported to management for review.

Cie Tepaencn iy pecece 2 I
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3.11  Where product is suspected of a nonconformance, the Compan

4.0 PROCEDURE: INVESTIGATION & CORRECTIVE ACTION
REQUESTS (ICAR’s) O

4.1 Any purchasing agent may submit an Investigation and Corrective Action Request fCAR) to a Supplier
v @

42 ICAR’s are irocessed throuih the same steis as the RFS but are routed t@m Supplier for |||
4.3 Failure of a Suiilier to resiond to an ICAR or to respond with’é'p)in ufficient action plan may mean
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5.0 PROCESS MAP

Qunt o I

Corrective Action Process
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1.0 PURPOSE Q"

This document defines and makes reference to the procedures necessary for the control of nonconfor@
items.

2.0 THEORY $©§6

ltems that have failed inspections or tests or that in any way do not meet requirements considered
"nonconformities". Such items must be controlled to ensure they are not accidentallyzdehvered or used.
The Company's system ensures that nonconforming items are identified when foun are segregated,
investigated and dispositioned. Corrective actions are taken to ensure nonconformities ot reoccur.

3.0 GENERAL PROCEDURE <

3.1 "Nonconformity" is any deliverable item made by the Company or ram@erial used by the Company or
returned from the Customer that does not meet: %

3.3 All employees are empowered age this procedure when they discover potential or nonconforming

items. No employee may work on

onforming item, an employee may make an attempt to perform immediate

3.4 Upon discovery of a
i hat employee's ability. For example,

rework if such rework is

loyee cannot bring the item into conformance through immediate rework, the employee

1@Q The employee shall
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3.8 The employee shall

3.9 Upon receipt of the RFS, the Quality representative will

3.12 Qualiti will also

3.13 The RFS shall then be submitted to the Material Review Board (MRB) for review and disposition.
Necessary actions are taken to

3.14 The MRB consists of the foIIowir%@’agers, at a minimum:

O

event of & non-unanimous decison.

% The Company shall

reporting of delivered nonconforming items that may affect
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4.0 DISPOSITIONS

eo

4.1 Dispositions are classified as Major, Minor or None.
4.1.1 Major:

4.2 MRB dispositions may include, but are not limited to: Q\
Clarification

Conditional Acceptance

4.2.3 Non-Deliverable

Notification

epair (Non-Standard and Standard)
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ersonnel sign the Request for Support and forwards the material to re-inspection, accompanied with the

4.2.7 Request for Waiver/Deviation

4.2.8 Return to Supplier (Receiving Inspection)

4.2.9 Rework (Non-Standard and Standard) \,%

4.2.10 Scrap

5.0 CUSTOMER DISP ION AUTHORITY
51  Major: A Walver/DewaLQQfsposmon y

52  RTVand Scrap (@osmons are ||

5.3 Minor: Cond}nal Accept and Non-Standard Rework/Repair dispositions are subject to Customer
approval.

5.4 SC@TV or Standard Rework dispositions are ||| GTcCNGGGGEEEEEE

5.5Q$ne:

(ﬁ; PROCESSING SCRAP

Nonconforming items dispositioned as scrap are physically segregated into an appropriate scrap area.
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6.2 Such scrap is

*

6.3 Identifiini scrap with markinis is unacceptable unlessq

6.4 Scrap is controlled internally so as not to be made available for possible theft, which @es the use
of outdoor scrap bins or other storage areas generally accessible to non-employees.

7.0 SCRAP or SALVAGEABLE AIRCRAFT PRODUCTS{A@D ARTICLES
%)

1. The Company shall flowdown requirements to manufacturers involved in Gjy control, distribution, sale,
maintenance or disposition of scrap or salvageable aircraft engines, alrcraft llers and aircraft articles and
identify, segregate and control rejected products and articles to preclude t@r se in a finished product.

2. Background

&

3. Documenting the Process :l-

4. Preventing Misrepresentation of Scrap Products ahd Articles
a.

5. Disposing of Scrap ucts and Articles
The Company ma

e following methods may be used to prevent future

misrepresegtalien:
a.

!
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the Company shall:

6. Preventing Misrepresentation of Salvageable Products and Articles @6
a. The Company shall: \
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1.0 PURPOSE

This document defines the procedures necessary for calibration of measuring equipment.

o
2.0 THEORY §\

Measurement results are only valid when M&TE of known accuracy is used. This calibratior\@c dure
ensures M&TE is properly verified for accuracy against known standards. Measurement dev;:@ re used

to indicate process feedback are not subject to calibration, such as short-circuit or open-circuit, or cold, off
or on, etc; however, when a measurement device is used to determine conformanc a Customer
requirement, then the device should be properly verified for accuracy.

3 0 DEFINITIONS @Q)

Accuracy Ratio —

. Inspection Aid —

. M&TE - Measurement and Test Equipment E
. Procurement of M&TE -

. Recall —

. Significantly out-of-tolerance -
. Special Equipment -

. Standards -

4.0 GENE CALIBRATION PROCEDURE
1 Calbrgibhdperorned oy [

4.2 @\?mg instruments are calibrated at a temperature of |0 relative
humidi icient temperature stabilization time is allowed before calibration. For cases where calibration
mu conducted in the production area,

A number is issued when a gage does not provide its own serial number.
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44  AlM&TE are kept clean and when not in use are ||| G

4.5 A Recall Log is maintained on all M&TE and standards. The lo

4.6 The number of items scheduled for monthly recertification is

o)

4.7 In addition to the Recall Lo ned gage/standard.

The purpose of this report is to

, a Calibration Report is kept on each Compan

N
Q.

4.8 Calibration intervals may be established based on o more of the following criteria:

TABLE I, Calibration Intervals .

egalibration Cycles to
ify for New Calibration New Calibration Cycle
Cycle

Calibration Cycle

410 Interv reater than the last recorded
calibration

&TE calibration intervals may be extended or adjusted
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412 Overdue items are

4.14 Calibration Standards/Special Equipment
The following is the position of the National Conference of Standards Laborator;j

Calibration of standards/special equipment is conducted by checkin ainst laboratory standards available at
outside laboratories. Approved calibration laboratories are listed inrtheZApproved Suppliers List.

When calibrations are made for standards/special equipmentNtRe Calibration lab is required to submit a report
that contains, as appropriate:

415 A calibration r % and recall log is maintained on all Transfer Standards, indicatin

ration department places all Customer furnished inspection gages in the calibration system

Traceability: Inspection work instructions and manufacturing travelers specify measurement and test
uipment utilized for product conformance inspection.

When specified,
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4.18 Non-Calibrated M&TE: Upon request, non-calibrated M&TE ma
Non-calibrated measurement devices ma
following conditions: 1

be submitted for calibration.
under the

t from shelf life control.

re exempt from calibration; however,

are exempt from calibration;
however,

4.20 Employee Owned Tools: Personal tooling or ga@; owned by employees are calibrated prior to use and
are placed on a calibration schedule. \>/

421 Non-Calibrated M&TE:

under the following conditions:

4.22 Calibration
from calibration; however,

of M&TE:
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4.25  M&TE requiring transportation to a calibration laboratory is ||| G

426 M&TE storage areas are

4.27 Archive / Long-Term Storage: M&TE does not require accuracy verification prior to arc i@long-term
storage if it was not: 6

L]

M&TE that has been calibrated and stored

OOLING

tolerance, damaged, inoperative, erratic or

5.0 OUT-OF-TOLERANCE EQUIPMENT

5.1 Calibrated M&TE that is found to be significantl
exhibiting some other form of anomalous condition is

&
52 M&TE found significantl \ance at recalibration for 2 interval cycles is

se calibration error is significantly out-of-tolerance over a short portion of a specified

OST EQUIPMENT

Measurement and test equipment that cannot be located is classified as "Lost".
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APPENDIX 1
Setting and/or selecting a reference standard to calibrate a measurement device.
Requirement: @ ’

The measurement range of a device being checked for accuracy must

APPENDIX 2 <

Nonadjustable M&TE is inherently stable and includes

required to check inherently §tahle M&TE for damage prior to each use because

For instance,

To control the invento i stable M&TE, the Responsible Authorit
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1.0 PURPOSE Q
This document provides the accepted definitions and abbreviations for terms used by the Company. \6

2.0 ABBREVIATIONS \6.$
* ATP: Acceptance Test Procedure O\

» CCB: Configuration Control Board $

+ DR: Data Review 6

* IHS: Inherently Stable @

* |IS: “is” or “as found” @

+ ISO: International Organization for Standardization Qj

* M&TE: Measurement and Test Equipment @6

+ MCD: Manufacturing Control Document \

* MRB: Material Review Board \'@

* NCP: Nonconforming Product \Q
* NCR: Nonconformance Report ‘\q

* QA: Quality Assurance \K

+ QC: Quality Control ?\

+ QTP: Qualification Test Procedure

- QTR: Qualification Test Report Q .

* R&D: Research and Development \/

* RA: Responsible Authority

* REA: Responsible Engineering Authority 6\

+ RFCA: Request for Corrective Action ‘\Q}

+ RFP: Request for Price/Proposal &\'
+ RFS: Request for Support \{O'

* RQA: Responsible Quality Aué«\/
* RTV: Return to Vendor

+ SAE: Society of Automo@g@ineers

. SB (also S/B): “shou@e

3.0 DEFII%J{Ib%S (GLOSSARY)

ACCEPTANCE

AC IBILITY
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UNIT (HARDWARE)

UNSCHEDULED MAINTENANCE \6

VALIDATION TESTING i

VALIDATION OF A PROCESS

VERIFICATION ii\.

VERSION

WAIVER \/

*

WRITE CAPABILITY . i\i’\'

WORK

R

WORKMANSHIE

A

*

N

CPQA
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This document provides details on the Design and Development process.

1.0 PURPOSE O
©

2.0 THEORY \6

The Company performs new product research and development (R&D). Controlling t sign and
development activity ensures that product designs meet all requirements and that parts prod are adequate
as a result of the design.

3.0 DESIGN & DEVELOPMENT PROCEDURE \Q@

3.1 General (o®

The responsible engineering authority (REA) for design and development i§\ signed by the Plant Manager.
Design and development personnel from various business groups may,i de

3.2 Design and development planning ?\

The Company considers the following conditions wherr determining the stages and controls for design and
development:

3.3 g\an and development inputs

The % pany considers the following conditions when it determines requirements essential for the specific
t@o products and services to be designed and developed:

O, p—
- —
=
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The Company determines

O
3.4 Design and development controls 6$

The Company applies controls to the design and development process to ensure that: @

3.5 Design and development outpu\sy
The Company ensures that design and develo%@‘n outputs:

*

The Company retains gds o

3.6 Desig development changes

identifies, reviews and controls changes made during or subsequent to the design and
roducts and services to the extent necessary to “
TthQohpany retains records for:

O ]
- I
- I
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4.0 PROCESS MAP

Design and Development Process

owrer

Quaty ovectiv:
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4

B

v

~

v

!

<

"L,
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v
v

S
Ensure capture of all&essary design
requirements

@Jroceeding, as
applicable: 8
L]

‘.

YES < E\‘ > Design v
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¢ I’\O applicable:
L\ ) .
L]
L]
L]
7y Q .
\m .
N
QL . f :
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> L
[ v
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Design Verification

»
L

Design Validation

@

//\1

N

A 4

A 4

\ 4

*

*

)Q%

QC

Design Validation

_ \ 4

N

Oy

-

-

A 4
<
m
7]

.)' OK?

S 4

A 4

OUTPUT

A 4

TQ Restart process at appropriate step!
4

PRODUCTION

N\
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0. Purpose

To ensure the Company has captured all requirements of the FAA Advisory Circular AC 21-43, the‘%gj
repeated herein to cause them to be included in periodic QMS surveys that are performed according t$ -

12 Internal Auditing Procedure. \é
1.  Quality Manual Q\
According to Sections 21.138, 21.308 and 21.608, the Company shall provide a quality s stﬁnanual to the

FAA for approval, which shall be in the English language and retrievable in a form acceptalglg\to the FAA.

a. If the quality manual is stored digitally through a computer-based medium, it shﬂ@e easily available to
Company and FAA personnel that need to use the manual for performing their duties%
1.137.

b. The quality manual shall be compliant with all of the quality system requireme

2. Location of or Changes to Manufacturing Facilities\g

According to Sections 21.139, 21.309 and 21.609, the Company btain a production approval for
manufacturing facilities located outside the United States if the FAA fi o undue burden in administering the
applicable requirements of Title 49, United States Code (U.S.C.). ¢

a. The Company shall obtain FAA approval before makin&ﬁq changes to the location of any of its
manufacturing facilities. \

b. The Company shall immediately notify the FAA, in writiNg, of any change to the manufacturing facilities
affecting the inspection, conformity or airworthiness of itS product or article.

c. The Company shall check with the local CMS to dim/ ine approval and notification methods.

3. Inspections and Tests. .
%10, the Company shall permit the FAA to:

a. According to Sections 21.140, 21.310 an

4, Issuar@ of a Production Approval

a. The Co shall ensure that they have reviewed and documented how they have met the applicable
requirem o the FAA may complete a timely review.

5. Q%roduction Limitation Record

ding to Section 21.142, the Company shall ensure that the production limitation record (PLR) accurately
reftects the TC number and model of every product the Company is authorized to manufacture.
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6. Duration
a. According to Sections 21.143, 21.313 and 21.613, the Company shall refer to the applicable sectign@'

information on the duration of a particular production approval. \
b. According to Section 21.613, the Company may continue to manufacture articles that meet the ori@SO
without obtaining a new acceptance, authorization or approval. &\

7.  Transferability
According to Sections 21.144, 21.314 and 21.614, the Company shall not transfer the

letter of TSO desii;n aiiroval. The Comiany shall

8. Privileges (O®
According to Section 21.145, the Company shall identify privileges associate&@m a production certificate.

9. Responsibility of Holder ’\,%

According to Sections 21.146, 21.316 and 21.616, the Company .s!'% efer to the appropriate rule section for
the type of production approval to obtain or maintain to ens@b nderstanding of all of the applicable
requirements.

a. The Company is responsible for

b. The Company may be relieved of some of the b n of inspection and testing duties when it uses type-
certificated products or articles manufactured und&wanother person’s production approval. This relief may be
extended to

c. Company responsibilities:
1
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10. Amendment of Production Certificates

According to Section 21.147, the Company shall apply for an amendment to
and manner prescribed by the FAA, such as

11. Approval for Deviation . \Q

According to Section 21.618, when the Company requests a
a TSO, the Company shall

(o) \ deviate from a performance standard of

12. Design Changes o

According to Sections 21.319 and 21.6 Q)e Company shall
design change, as well as who may m ose changes.

rescribe what constitutes a major or minor

13. Changes in Qu@ﬁSystem
According to Sections 50, 21.320 and 21.620, the Company shall submit each change to the qualit
system to the FAA for, iew; additionally, the Company shall

14. 15@1% of Letters of TSO Design Approval: Import Articles
S

Accor 1@ ection 21.621, the Company shall prescribe under what conditions a letter of TSO design
appraval may be rssued for [N
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Your Company Name and Logo

Date

Your Co name) has made a commitment to

Thank you for your support, ,&\0)

(Your Signature) \>/
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CUSTOMER PERCEPTION SURVEY
(Your Co name)

Customer Name:

Completed By: Date: \

Please rate the following items from 0 to 10 (0 = Bad and 10 = Excellent)

1) | Score | Satisfaction

2) | Score | Performance . 0:9

hanks again for your support
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1.0 PURPOSE

This document establishes design review instructions, documentation requirements, .
scheduling of design reviews, criteria for action item closeout and the items to be - 6
defined at each level of review. 6$\

2.0 THEORY Q

Design review is used to enhance the probability of product, software o&@/ice
success by identifying potential or actual design problems. The solution & ntified
problems is not attempted at the review but is assigned as an n item.
Reviewing a design does not imply a lack of confidence in the d r—itis a
normal and necessary part of best engineering practice. Designe "Q critical items
welcome rigorous design reviews for the peace of mind they@ide. They help
assure that something has not been overlooked because the igner was too close
to the work. There is no reflection on a person’s compete 6‘& In having to respond
to action items. To serve as a design reviewer indicatesaé your associates regard

you as an expert. AQ
O
3.0 DESIGN REVIEW \

All deliverable hardware and software must
review.

rgo at least two levels of design

3.1 Number and Type ofPesign Reviews

The number and type of des;j iews will depend on

3.2 Scheduling Reviews
t of a program, responsible authorities must

Page 4 of 16
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3.3 Heritage Design Review

Designs that are qualified by another program do not require additional review
unless

o
N
3.4 Software and Service Reviews \6

d

Computer programs, contents of ROM, PROM and other programmable devic
service operations must be reviewed as carefully as hardware.

3.5 Subcontractor Reviews Q)é'
Products and services from subcontractors must be design revie é’éaocording to

3.6 Interfaces
Reviewers should devote extra attention to

3.7 Post Review Design C@(ges

Changes made to a design subseguent to a successful review should be flagged at
the next review. Design chan Zeven minor ones made after the final design
review (CDR) are

1.

R
OQ$ Reviewers.
@,

Page 5 of 16
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Design Package.

Agenda. [

Review Minutes.

Closeout of Action Items.

should be
discussed only as they affect

I Q
3.10System Review Attendees N
System review attendees should

4.0 Types of Designg@views

4.1 System Levelﬁ§}ews
4.1.1 Baseline Design R@ (BDR)

The BDR is held to sure that the project objective and requirements are

The BDR should address the following:

Page 6 of 16
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The output of the BDR consists of

4.1.2 Preliminary Design Review (PDR) Y\
The PDR is the first review of the prelimipary tetailed design and is generally

6.

R0
oQg\\
Q 8.

Page 7 of 16
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10.

11.

12.
13.

14.

The output of the PDR consists of

The development (performance) config ion documents include:

Formal ch
develop

ontrol procedures are invoked concurrent with the release of the

ng performance) configuration documents.

4.1 ’%}ritical Design Review (CDR)
T stem CDR is held immediately prior to design freeze and before significant

\'ation activity begins. The CDR presents

Page 8 of 16
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The CDR should address the following items:

Completion of the and resolution of its action items establishes

4.1.4 E 'Qmental Review (ER)

The ER urs prior to the start of environmental testing of the integrated system
item. Its purpose is to:

Page 9 of 16
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4.1.5 Buyoff Review
The buyoff review

addresses:

+. I ©
For programs involving a qualification product, 6review following
qualification testing may be used to

4.1.6 Operations Review
This review applies to programs that hay,

N
4.2 Subsystem Leve '@views

Subsystem level reviews ar d when the design

Circuit

4.2.1 Hard»§€a ubsystem Reviews
Si

reviews are completed

(as appropriate):

QOQ

Page 10 of 16
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oA

6.
7.
8.

4.2.2 Software Subsystem Reviews
Software reviews should be held

4.2.3 Fabrication Pre-release Review (FPR) \\
Prior to release of a drawing package to the¢shops for fabrication, an FPR

should assure that the drawing package:

Id address the following items:

OQ Upon successful completion of the FPR and closure of action items, the package is
Q released and configuration control begins.

Page 11 of 16
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4.3 Other Reviews
Some programs require external reviews. These reviews

O
5.0 Design Review Packages Q§

All design reviews require a review package. For all but the FPR, the age must

5.1 System Level Design Re\ﬁ:g\lv Data Package (BDR, PDR,
CDR) \>’

System level review packages typically contain:
{_ .\

=i 7| i i

Page 12 of 16
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1 .

-
—
I

5.2 Circuit Design Review Data Package 6

Circuit design review packages typically contain:

= ==

*

(o

== = = =

||1| i I1II 1
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5.3 Software Review Data Package
Software review packages typically contain:
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6.0 Responsibilities O

6.1 Program Manager v/

The program manager is respon
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6.3 Chief Scientist \

The chief scientist is responsible for

6.4 Presenter QJ

The presenter is responsible for

6.5 Reviewers ‘{’\\'

Independent reviewers should

6.6 Chairperson N\

The Chairperson

The Chairpe

QOQ The Chairperson
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6.7 Section, Group and Department Supervisors
Line supervisors are responsible for
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CLASS PERSON REQUESTING

ENGINEERING ORDER:

ENGINEERING| " |eoniicon
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ORDER
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FAA PMA Risk-Based Assessment of Applicants

1) Quality System: |Certified 1SO 9001 or AS9100 See ISO/AS QMS Certificate# *

2) Supplier Control
Processes/Procedures:

3) Nonconforming Material Processes/
Procedures:

4) Corrective and Preventive Action:

5) Product/Part Configuration Control:

6) Manufacture/Inspection Outsourcing:

7) Design/Configuration Outsourcing:

8) Testing/Validation Outsourcing:o

9) Stability of Suﬁ@

10) Suppliers of Fllgh&SQQParts

11) Su@ér Audit History:
22

\N
3 12) Workforce

) ction/Growth/Turnover

% \013) Turnover of Critical Staff
N\

\

Qﬂ

14) Change in Key Management:

15) Company Merger or Takeover




16) Documented Agreement with FAA:

17) Constructive Relationship with FAA:

18) Applicant Identified
Noncompliances:

19) FAA ldentified Noncompliances:

20) Enforcement Action History:
*

"b‘

21) Demonstrated Indep Show
pliance:

SQ \
22& y Management System:

)

N
@ 23) Employee Safety Training:

24) Accident/Incident Investigation
Program:




25) Continued Operational Safety:

26) Continuous Improvement:

27) Complex Part/Product/Assembly:

28) Complex Manufacturing Process:

29) Complex Testing Program:

30) Injury/Fatal Accident Design Factor?

*

N4
31) AD/SAIB Desié@tor:
e
Y
3 %P/SDR History:
©\.

\' 33) Level of Experience:
* N
\\\b

3

34) New/Emerging Technology:
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Date:

Inspector: Date:
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PLAN - STEP ONE: Audit Preparation & Planning

Process to Audit (Audit Scope):

.
N

&

N\
List any other applicable documents, }?\95,&
A N

I o
Q
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DO - STEP TWO: Compare Documentation vs. Requirements

Q@

Read the applicable sections of the Company Quality Manual.

D

e

CHECK - STEP Tg(@g

Compare Actual Practice vs. Requirements

N2

N
)
)
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ACT - STEP FOUR: Verify the Effectiveness of the Process
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&

Page 4 of 8

This document may not be disclosed or reproduced in whole or in part without prior written
permission from a representative of the Company with the authority to grant such permission.



Your Company Name

CAGE: xxxxx

Document Name or ID

Rev: Orig

STEP FIVE: Summarize Your Findings for Nonconformance System
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OPPORTUNITIES FOR IMPROVEMENT

-

RN
s \.b,
STEP SIX: Review Au%‘ééport and Submit

te%must

All auditors on the audi

©

NS
Audit re’@ viewed and ready for submission:
o

Signature of Lead Auditor

Date
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This document may not be disclosed or reproduced in whole or in part without prior written
permission from a representative of the Company with the authority to grant such permission.



Document Name or ID
Your Company Name

CAGE: xxxxx Rev: Orig

STEP SEVEN: Submit Audit Report to Appropriate Managers o

*

The completed audit report must be submitted to the managers responsible for the areas audited, as well as a T
appropriate persons. 6

Audit report sent to: $O&

[] Quality Manager (for logging) [] Manager [] Manager 6

W
[] Manager [] Manager [] Manager é
[] Manager [] Manager [] Manage{ @6

[] Manager [] Manager [] M@r

[ ] Other:
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Notes, evidence, findings, comments, etc.
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Please complete each section - this form may used as the final report or used as a template to type and publish more
formal Management Review Meeting records. At all stages, management must consider proper, proactive meas f@ ¢
to take to improve the Company and determine where it is necessary to apply corrective action. Record con?@
actions (NCR’s) filed in last section of this template.

Date of Review: Recorded by:

In Attendance: 6
NAME TITLE @Q)

Absent: ¢

NAME v TITLE
v/

ITEM 1: Review of the Quality P or current adequacy and the need for changes to it. Review the Quality Policy
to ensure it still represents the Com oals.

alaudit results. Report on the staus of I

O
0

G@ 3: Status of MR System corrective actions. Review ||| G
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ITEM 4: Review of resources needed to maintain and improve the effectiveness of the quality management system.

Discuss

ning programs and the effectiveness of additional training for
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ITEM 7: Review of iualiti obI'ectives, data and goals. Review
Process Quality Objective Data Metric Current

Standing

Management

Corrective
Action

Internal
Auditing

Proposal
Development
and Contract
Review

Purchasing

Receiving

ITEM 8: Discuss Custgimer feedback and complaints not already discussed as part of the NCR system review.

‘\\0)
m Discuss the overall performance of the quality system, any changes to the Company that may affect the

IT
(@ ystem or vice-versa. Include
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ITEM 10: Note other recommendations for management to

ITEM 11. Note follow-up activities from prior Management Review issues. é$

ITEM 12. Set date for next Management Review: &Q}

R
ITEM 13. NCR’s FILED AT THIS MEETING: v\

Line Item Corrective? Nature of Issue (-

1 \>‘/

2 ) N
3 el
4 R\

5 ,:\O"

6

ITEM 14. OTHER ACTIONTLEMS ASSIGNED:

™

[— 4
Action Item Assigned to: Required Response Date

VN

@
.\U

N\
I\&)

ITEm%’&‘IfEMS FOR FOLLOW-UP AT NEXT MEETING:

QOQ
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Company:
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City, State:
ST

Zip Code: \\
Subject: Customer/Government Property located at your facility &O
Dear (insert your appropriate name) AQ)G
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Our records show the Customer/Government property listed below is
facility. If you have knowledge of other propert

Suppli contractor Certification:
Ice the Customer/Government property listed above is physically controlled by our facility.
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PURCHASE ORDER Date

Your Company Name Purchase Order # Page:
Phone: Your# Fax: Your# This order number must appear on all bills of lading, packing slips
Your Address and invoices. Send 2 copies of invoice to:

Attention: Accounts Payable

Your City, State, Zip

Q **%%* NO EARLY OR OVERSHIPMENTS ACCEPTED
Q WITHOUT PRIOR APPROVAL BY THE BUYER****

GQ x4 *END OF PURCHASE ORDER**#*

Purchase Order Amount
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3) INFRINGEMENT INDEMNITY

4) DOCUMENT MARKING AND USE
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12) INSPECTION

13) VARIATION IN QUANTITY

14) DISPUTES
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1.1 Quality Group
-- IF
1.2 MIL-1-45208
13 MIL-Q-9858 GQ} *
1.4 ISO 9001 A
1.5 Commercial Forward the Supplier Survey to the CCB to determine contract flowdo n&\
requirements. \N
IF THEN R
1.6 No flowdown \Y
1.7 Flowdown required
STEP RESPONSIBILITY ACTION
2 Quality Group
-- IF
2.1 Supplier check marked @"O
all applicable &
procedures
2.2 Supplier did not check
mark all applicable q
procedures N
2.3 Supplier record is
defect-free
24 Supplier record is not
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2.5 Supplier did not
complete survey
2.6 Supplier record is
defect-free O
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9001:94

ISO 9001:2008 ISO 9001:2015

Management Responsibility:

3.1

1.3,3.1

4.1

Quality System, Initial

Quality Planning: L1 1.3,3.2
Contract Review:| 1.2 (32,14
Design Control:| N/A 4.1
Document and Data Control:| 3.2 4.1
Purchasing:| N/A 5
Control of Customer
Supplied Product: 36 72
Product Identlﬁcatloq gnd N/A 6.1
Traceability:
Process Control:| 3.4 6.2
3.1,
Inspection and Testing:| 3.2.1, 6.1,62,
6.3
3.12
Control of Inspection, )
Measuring and Test| 3.3 4.2-4.&
Equipment: y’
Inspection and Test Status:| 3.5 ,,@ °
Control of Nonconforming 3 ’ \\()6 5

Product:

=

Corrective Action:

1.3,3.5

Handling, Storage,@v
Packaging, Preservatio 3.6 6.4
Deli :

Control of Qualitx@écords: 3.2.2 3.4

Internal Quality* Audits:| N/A N/A

_—._ < Training:| N/A N/A

U Servicing:| N/A 1.3

@&tical Techniques:| N/A 6.6
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SUPPLIER PERFORMANCE RATING REPORT

Job #: Performance Reporting Dates:

Supplier:

*

OVERALL PERFORMANCE RATING 1 00 GQ

Excellent 6$\

Good

Improvement Expected $O&
Improvement Required 6
Points (100 Max) Weight % &QQ

<
Quality..........ccoeeeeeeeneennnnnnnnn 100 B -
&

N\
Cooperation........................ 100 ?\ -

Quality: The number of items accepted diviélfy the number of items that should have been
received times 100. v/

If items are damaged in shipping the Supplier has earned zero
(0) points.

Documentation: C and Accounting’s assessment of the accuracy and

completeness

Purchasing Agent Date
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Supplier:
P/N:

QUALITY

{W%

F-:

DELIVERY

@
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$O

—— —

Quality:

Delivery: Date Rec
Date D

o
DOCUMENTATION \Q)%
Possible Points Actual Performance ,\\"Weighted Score
100 LN
K\v’
COOPERA’%\
Possible Points Actual P@rmance Weighted Score
100 N
A4

6\
<

Documentat@ Possible 100 points

O
Co @mn

@y ghted Quality
\\\ Points:
Q\B Weighted Delivery
(@) Points:
J\Welghted Documentation
Points:

Weighted Cooperation
Points:

Total:

Possible 100 points

Actual:

Actual:

) el
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[ IPURPOSE and SCOPE

*
To establish the minimum requirements for supplier Quality Systems necessary to ensure that materials, parts, N 6Q)
components, and services meet the requirements of the Contract. Procedures used to implement the provisions of thi
requirement shall be subject to Buyer approval upon request. e

[ JAPPLICABILITY O&

These requirements shall apply to all supplies and services when referenced on the Purchase Order agpd asaendments
thereto. 36

When Buyer's Purchase Order includes Seller's Inspection System Level I, as a requirement, S% contractual
commitment for an Inspection System shall be defined by all paragraphs of this specificatio, ‘W en Buyer's Purchase
Order indicates Level II as a requirement then the Seller's contractual commitment for a&ction System shall be
defined only by those paragraphs of this specification which are checked-off. &@

O
B. The term 'Seller' means the legal entity that is the contracting parmﬁh the Buyer with respect to the Purchase Order.

C. 'TAW' means in accordance with. ?\
D. 'MRB' means Material Review Board C) N

v

[ ISELLER's QUALITY SYSTEM, GENERAL\/

anned and developed in conjunction with his other functions to

[ IDEFINITIONS and ABBREVIATIONS

A. The term 'Buyer' or 'Buyer' means Buyer.

The Seller shall maintain an effective Quality Syst
comply with contractual requirements.

DNEGOTIATION%Q

It is not the inten 1s specification to restrict the Seller in his mode of operation; therefore,

%PRIETARY INFORMATION

Seller must identify in writin

Page 3 of 7
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The absence of such written identification is

[ JPROCESS CONTROL 6

The Seller shall provide for complete review of contract requirements at the earliest practical hAe of contract

Work instructions for all work affecting quality shall

Such instructions shall

The Seller shall develop an Inspection/Test Plan

When approval or certification %ml processes, operating personnel, special equipment, or procedures is required b

the contract, drawing, or speci oh, the Seller shall

Seller MRB is no thorized. Seller shall

‘ Analysis and Corrective Action shall be required.

U e

ller shall not change any process, material, or procedure from that used to qualify Seller's product without

Page 4 of 7
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Your Company Name

Supplier Quality Requirements

Rev: Orig

configuration shall

DSUBCONTRACTOR CONTROL
The Seller shall be responsible for

When the Purchase Order requires Buyer acceptance of a 1st Article, the first part fabricated to the specified Buyer

[ IDRAWING and CHANGE CONTRO@

——

The Seller shall have a procedure and desi

)

Page 5 of 7
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[ |STOCK CONTROL
The Seller shall provide for protection and control of supplies and materials stored for use in deliverable Buyer prodgc%e
Control shall

Procedures for the handling of nonconforming material shall

Buyer furnished material shall

%)

[ |SAMPLING INSPECTION \@
Acceptance sampling procedures, if other than ANSI Z 1.4, must have Buyer ap)@al prior to use; sampling to permit

defects is not allowed.

[ ITOOL, GAGE &\Q
, , and TEST EQUIPMENT \

The Seller shall be responsible for providing and ascertaining the &macy and stability of tools, gages, and test
equipment to assure supplies conform to contractual requirements.

A written procedure, compliant to

ing requirements of the

Page 6 of 7
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When product is returned by Buyer to the Seller because of failure to comply with Purchase Order requirements, the
Seller shall

[ ITECHNICAL REQUIREMENTS

Unless otherwise specified, Buyer is responsible for compliance to

Page 7 of 7
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Your Logo

(Date)

Quality Manager«AddressBlock»

Re: Supplier Performance Rating Report
Performance Reporting Dates:
P.O. #

Dear QC Manager:

We have developed a Supplier Report Card that indic
Performance. Enclosed is a copy of your Quality Per

Sincerely,

<&
Your Name . {O\"\\'
Your Company Name ()\
Your Address

Your City, State,

Phone: Your#

Fax: Your#

Email: YOLﬁS&]aiI
©

\
QO

7

&

your Quality
ance, which includes
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O
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v
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< Your Date
o
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O
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QMS Procedure Training Matrix for Your Company

Name

N

B. eQMS
Br. eQMS
C. eQMS X X
Ch. eQMS
Chr. eQMS
D. eQMS
Da. eQMS X X X
Dav. eQMS
E. eQMS
F. eQMS X X
J. eQMS
Je. eQMS X
Jef. eQMS X X
Jo. eQMS
K. eQMS
L. eQMS
P. eQMS
R. eQMS
Ri. eQMS
S. eQMS
Sh. eQMS
St. eQMS
Su. eQMS X
T. eQMS
W. eQMS X
Y. eQMS
Yo. eQMS
Z. eQMS

x| [
x| [
)

< || 4

| x| —

Y i

5
/

)

4
N
DD XXX XXX XXX XXX XXX XXX XX | XA

XXX X[ XXX
XXX XXX | X

X
/A

XXX

o o

XXX [ X
XXX [ X
XXX [X

X
X

‘%,
XXX

X
S 4
x
X
X

q

X

@ XXX XX XXX XX XXX XXX | X
7
£

2

X

XX XX XXX [ X
X
X

XXX

XXX | X
XXX

X

><><XX@)&%X><><><><><><><><><><><><><><><><><><><><

XXX [X XXX
XXX XXX | X
X

XX XXX XXX X XXX XX XX XX XX XXX [ XX | X
DX XXX XXX XXX XXX XXX XXX XX XXX [ X[ X

”<\ X | [ | X

X = Appli e QMS Procedure record of orientation training for each Employee.
The Co y must produce a record of orientation for all employees affected by
indivi«\ MS procedures to achieve QMS pedigree.

- Optional Multi-Purpose Form:
ange title of form to "Work Instruction Training Matrix" and change column headings
o applicable title of job-related work instruction to establish a record of orientation for
each Employee’'s work-related activity.



ORIENTATION/TRAINING REQUEST

To:

Dept: | Date:

You have been scheduled to attend the next orientation

4
-~
¢

Name: | Dept:

\Y
Your Logo ?\
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