[image: image1.png]pCB PIEJ0TRONICS



[image: image2.png]




User Guide: General Receiving Inspection Requirements

Process Description: The verification of manufacturing materials (components and raw materials) to purchase order and PCB acceptance requirements, 

Process Inputs: Purchase Order requirements, PCB internal controlled drawings and specifications, externally provided certifications, certificates of analysis, customer requirements. 
Process Measurements: Quality Policy Deployment KPI - Receiving Inspection Average Turnaround.   
Process Output/Records: Policy Deployment information, Syteline QCS Receiving Inspection information, FAIRs (AS9102).
Responsibilities: All receiving inspection department employees for locations: Depew N.Y. Headquarters facility, Depew N.Y. Machine Shop, and Halifax N.C. facility.
Inspection Process Requirements:

A. All materials received from suppliers that require receiving inspection as defined in the BSD QCS database are inspected in accordance with:
· PCB Purchase Order requirements;
· BSD item description requirements;
· QA1087 Manufacturing Guidelines 

· And/or appropriate controlled drawings and specifications.
B. All dimensional measurements shall be carried out and recorded to a minimum one decimal more precision than displayed in the dimension or tolerance.
C. In addition to the Inspection Tests defined for the all items identified in QA1035, these additional tests shall be added to QCS for Program items:
Requirements listed in the QCS Items form of the BSD.
a. When using Pin Gauges for measurement of inside diameters:

i. Plus (+) diameter gauges shall be used to verify to the lower specification while Minus (-) gauges shall be used to verify to the upper specification;

ii. Inspection records shall indicate pin diameter(s) used as go and/or nogo including pin type (ie. + or -) unless otherwise directed by Quality Manager.
b. For Secondary Processes:

i. Confirm any post-secondary process dimensional, functional and/or visual features;

ii. A minimum of one piece will be inspected to all non-geometric drawing requirements, where standard tolerances exist;

iii. If dimensions possess tighter than standard tolerances, two additional samples will be verified to these tolerances.

iv. For Program-Controlled parts, if the actual received quantity is less than the quantity on the Purchase Order, then the following note must be added to the Router Operation for the secondary process, “Parts scrapped during vendor processing.”  Include the number of pieces scrapped.  Make sure that the quantity referenced on the Certificate of Conformance matches the actual quantity received.  A letter from the supplier stating that the parts scrapped at their facility were rendered unusable prior to discarding them must be on file.
c. When inspecting Crystals:

i. Finger cots must be worn;

ii. The working area and the meter must be clean to avoid any contaminantion;

iii. Use alcohol to clean all surfaces, including the anvil;

iv. Check Crystal Polarity using Charge Amplifier set up described below:

· Set OPR/GND switch to GND.

· Set time constant to short.

· Set XDCR sensor dial to 1.

· Set range switch of the charge amplifier to the right for less sensitivity and to the left for more sensitivity (This setting will vary depending on the type of crystal). 
·  Place the crystal on the surface of the crystal polarity checker using plastic tweezers and compress the crystal. Toggle OPR/GRN switch is set to OPR.   The needle on the meter deflects to the right or left indicating the crystal polarity.  Verify that polarity is marked correctly on the product.  The range switch setting is correct when the meter deflects to the left or right without pegging the meter (too much sensitivity will cause the needle to jump back and forth, giving an erratic reading).  The crystal may be marked on the correct side by the inspector during the process.

· Insulation Resistance; per Drawing requirements;

· Capacitance; per Drawing requirements.

D. Reviewing Certificate of Analysis for Materials
a. When a Certificate of Analysis (COA) is required per the Purchase Order (e.g. raw material, machined components, etc.), the test reports must be evaluated to confirm that the product meets requirements.  If special material requirements are specified on the part drawing, then the Inspector will verify that the Certificate of Analysis meets these requirements.  If no special requirements are noted on the drawing, then the material should be referenced against the appropriate standard specified on QA143 – Chemical Composition of Materials.  

b. In the case of proprietary material sold under a trade name, where the supplier does not publish the material composition specification, the Certificate of Compliance from the manufacturer is acceptable evidence that the product meets requirements.

c. For catalog items where no Certificate of Analysis is specified on the Purchase Order, the Inspector will review the Certificate of Compliance to verify that we received the correct item.

d. The Inspector will document this COA verification using a test in the Syteline-QCS system.  The Inspector will also note the applicable standard used to verify the COA.

e. Inform QA Manager of any discrepancies between the Certificate of Analysis and applicable standard for further action including contacting the supplier for verification or rejecting material per QA06.

E. Counterfeit Part and Material Avoidance 
a. EEE Products
i. PCB requires vendors of selected Electrical, Electronic and Electromechanical (EEE) products to verify the authenticity of their products as delivered, in accordance to AS5553; Aerospace Standard for Avoidance, Detection, Mitigation and Disposition of Counterfeit Electronic Parts.  Receiving Inspection Supervisor and Inspectors are responsible for confirming if PCB Purchase Orders for such products require specific certification to the standard.  If any received parts are noted for certification, Inspection employees are required to examine product documentation for compliance and to inspect the product as defined in the AS5553 specification.
b. To determine if an item must be certified and verified, the Syteline BSD Purchase Order Report must be accessed.  To view the Purchase Order, enter the PO Number (Starting and Ending) and check “Filled”, in the PO Line / Release Status field.  Items and documentation must be examined if the PO is noted, “Certificate of Conformance must include confirmation that only new and authentic materials are used in each lot of product as delivered, in accordance to AS5553”.

c. If an item must be evaluated against AS5553 by the Supervisor and/or Inspector, at minimum, the following inspections must be performed.  Test descriptions should be entered / copied per bullet points below, to maintain consistency of verifications.

i. Verification of Certificate of Conformance:  

· Verify C of C for Counterfeit Part Avoidance, per AS5553; (LOCATED IN R:\Quality\Standards Library)

ii. Verification of Product Part Number: 
· Verify that C of C certification of Manufacturer Part Number matches manufacturers part number in Syteline on PCB tab

iii. Verify ID Markings:

· Conduct visual inspection under, highest magnification applicable to part, to verify no evidence of remarking or resurfacing.

iv. Ensure that all future receipts will be inspected:

· May never be S-T-S.
d. Receiving Notes:

i. Items to be evaluated per AS5553 must always be processed through Receiving Inspection;  they may never be allowed to go Ship to Stock. Notes, such as below, shall be documented as the receiver notes to give Logistics Receiving Personnel instructions as to where to deliver the order.
ii. When creating or updating the status of an item, date and initial after the first line of receiver notes.
Examples:
1. Standard Items (Not Certified or S-T-S):
RECEIVING: VERIFY THE FOLLOWING:

CORRECT PURCHASE ORDER NUMBER ON PACKING SLIP

CORRECT VENDOR

CORRECT PART NUMBER

CORRECT QUANTITY

DELIVER TO QC INSPECT

QC:

INSPECT PER QA 1007

2. Certified Items:
CERTIFIED

RECEIVING: VERIFY THE FOLLOWING:

CORRECT PURCHASE ORDER NUMBER ON PACKING SLIP

CORRECT VENDOR

CORRECT PART NUMBER

CORRECT QUANTITY

DELIVER TO PARTS WITH ACCEPTANCE TAG TO END USER

DELIVER MATERIAL CERTS TO QC INSPECT WITH RECEIVER TAG OR A COPY OF PACKING SLIP WITH RECEIVER # WRITTEN ON IT.
3. S-T-S Items:
DELIVER  PARTS WITH ACCEPTANCE TAG TO END USER

DELIVER MATERIAL CERTS TO QC INSPECT WITH RECEIVER TAG OR A COPY OF PACKING SLIP WITH RECEIVER # WRITTEN ON IT.

QC: 
INSPECT PER QA 1007 

F. Material
a. When PCB is notified that material has been obtained from an unauthorized source, Purchasing will notify Receiving Inspection.  Receiving Inspection will add an inspection test to the part inspection plan verifying that a risk assessment and risk mitigation plan is on file.  The absence of this plan will result in the material being rejected and quarantined until a part inspection plan is documented.
G. Daily Review of Supplier MRR’s
· The QA Inspector shall perform a daily review of Supplier MRR’s to determine if any new MRR’s have been issued to ensure that any affected item is removed from STS status.

· To review the previous day’s MRR’s, open the QC MRR Status Report.

· Enter the previous date in Starting Create Date and Ending Create Date for the previous day.
· Remove items from S-T-S per QA1010.
H. First Article Inspection Reports (FAIR – AS9102): 
a. All First Article Inspection Reports shall be conducted using the controlled form templates located in the Standards Library (at: R/Quality/Standards Library).  Copy the form template(s) to a local folder before using – do not enter information into the Standards Library templates.  All completed FAIRS shall have no missing information (no blanks remaining) and shall be completed per the AS9102 form instructions. The completed FAIRs shall be retained in network folder (Forms1, Form2, Form3, Balloon Drawing, Material Certifications, Certificate of Analysis information, and any secondary process information) on file per requirements of quality management system Document Index CS002.  Quality manager approval of a FAIR is only required when the FAIR will provided to an external party for obtaining their approval, all other FAIRs (internal) shall be reviewed and approved by department supervisor for completeness and accuracy.  To determine if a Full or Partial FAIR is needed, see AS9102 standard section 4.6 Partial or Re-accomplishment of First Article Inspection.
I. Processing Returned Product From a Supplier

a. Verify C of C and all other required documentation per QA1027, EN1107
     i. Lot/Job numbers on product labeling must match Lot/Job numbers on documentation.
b. Follow existing test in QCS

     i. In the case of PC boards even if the QCS test has the product approved to a certain Rev by engineering

        the PC boards must be sent to engineering to verify the supplier repairs have been done correctly

        the PC boards cannot go directly to inventory.
    ii. File a copy of ALL documentation received from supplier in Records-Receiving Inspection &

        send a copy of ALL documentation along with the product to engineering.
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