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Waiver Procedure – Process/Materials
1.0
PURPOSE AND SCOPE
Define the procedure for issuing and tracking Waivers.

2.0
AFFECTED DEPARTMENTS
All Departments

3.0
REFERENCE DOCUMENTS
D0001.1020
Corrective-Preventive Action Request Process

D0001.1023-1
Waiver Form

D0001.1023-2
Waiver Log

SM1011
PCB Product Deviation Waiver Procedure

SM011
PCB Product Deviation Notice

4.0
RESPONSIBILITIES & AUTHORITY
Any employee may initiate a "Waiver Form" and the Waiver process.

Document Control is responsible for assigning numbers to Waivers.

Document Control is responsible for maintaining the Waiver Log and maintaining the completed Waiver Forms.

Assignments may be given as part of the resolution of the waiver and are documented on the waiver form (D0001.1023-1).

5.0
DEFINITIONS

Waiver
A Waiver is required when an employee wants to temporarily waive the currently approved process, procedure, or materials.  A waiver may be followed by a QC, DCO, or an ECO to make the change permanent.

QC 
Corrective Action Request

ECO 
Engineering Change Order

DCO
Document Change Order

SM1011
Found on R:/ISO/SM/Procedures
SM011
Found on R:/ISO/SM/Forms
6.0
SAFETY PRECAUTIONS

No Waiver is approved that changes manufacturing processes or materials that may create a safety hazard for an employee.

7.0
EQUIPMENT AND MATERIALS
PC Computer 

Word Processing Software 

Spreadsheet Software 

8.0
INSTRUCTIONS
8.1 Any employee can initiate a waiver.  Waiver Form D0001.1023-1 or SM011 may be used as both forms contain the required information.  The employee provides all required information in the Waiver Form, questions 1 – 7, as part of initiating a waiver.  The Waiver Form is available as an E-form online. The Waiver form may also be printed and hand processed if necessary.

8.2 The Manager of the department responsible for resolving the cause of the waiver assigns an individual to complete the resolution or corrective action.  

8.3 The individual responsible for the resolution enters an anticipated date of completion.  The waiver can be submitted to Document Control to become a corrective action and tracked to completion through that process.  If the waiver is submitted to the QC process, the QC # is included on the waiver form.

8.4 Completed Waiver Forms are submitted for review and/or sign-off to the Engineering Manager and the General Manager.  If the waiver involves a change to form, fit or function, the signature of the appropriate member of Sales management is also required.  If a required signatory is unavailable, the signatory has the responsibility to designate an alternate to provide an approval signature.

8.5 Signatures may be physically on the form or if routed electronically, a copy of the electronic approval is considered adequate proof of approval.

8.6 The completed Waiver Form is submitted to the Document Control Clerk, who assigns a sequential number, and then the number is entered into the Waiver Log (D0001.1023-2).  In the case of SM011, the number is written on the top of the form above CO #.
8.7 The employee is free to make the approved temporary changes upon submission of the completed and approved "Waiver Form" to Document Control.

8.8 Document Control provides a copy of the Waiver Form to:

· Production (Waiver Form to be distributed, as needed, to Materials Control, assembly personnel and technicians).

· Quality Assurance

· Engineering

· Marketing

· Sales

8.9 Document Control maintains the original Waiver Form in document control (choice of media for distribution and retention is at the discretion of Document Control).  

9.0
INSPECTION
The Document Control clerk verifies that the Waiver Form contains the required information and that the Waiver Log is up to date.

10.0
RECORDS

Waivers are recorded in the Waiver Log.

Completed Waiver forms are retained per the Quality Records Matrix (D0001.1126-1).

11.0
DISTRIBUTION
This procedure and its related form are available to employees via access to the online Document Control area.

12.0
ATTACHMENTS
NA

13.0
REVISION HISTORY

	DCO #
	REV
	DATE
	INITIALS
	CHANGES MADE

	
	
	12/12/99
	
	

	202
	C
	2/27/01
	JEB
	Updated form and procedures to reflect improvements in the process.

	
	D
	3/19/01
	AJR
	Added hyperlinks to ref. Doc.s.  Added “Word Processor Software” to equipment needed.  Added distribution to specific departments.

	
	E
	10/31/02
	JEB
	Made minor corrections noted during an internal audit of the procedure.  Changed verbiage to remove the term "will" and replace it with "is" or "are" as appropriate.  Changed retention time from 3 years to 2.  Removed hyperlinks. Simplified form and made the form an E-form.

	809
	F
	9/9/04
	JEB / SB
	Added the quality records matrix, the option to store & distribute records electronically or by paper methods, changed distribution to reflect online availability of procedure and form.

	1108
	G
	5/27/08
	DAR
	Update and reference PCB procedure and allow either waiver form to be used.
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