[image: image1.png]pCB PIEJ0TRONICS



[image: image2.png]



User Guide:  Control of  Government-Owned Equipment Supplied Pursuant to Government Contracts

Scope:  This procedure provides guidance on PCB Piezotronics, Inc.’s (“PCB”) minimum requirements to control government-owned, customer-supplied production equipment, tooling and measuring equipment to ensure it is properly maintained, identified, protected and calibrated as necessary to ensure its continued suitability to produce components used in products sold to the customer. PCB shall periodically review this User Guide and related procedures and shall share significant findings of such reviews with the customer.   In the event of a conflict between this User Guide and FAR Parts 45, 52.245-1, 52.245-2 and DFARS Part 245-1 (“Applicable FAR Provisions”), the Applicable FAR Provisions will control.  

Procedure:

A.  Receipt of Equipment and Setup
1. Upon receipt and prior to acceptance by PCB, the equipment will be inspected by PCB.  Any damage or discrepancies requiring repair, replacement or modification will be reported promptly to the customer for disposition instructions.

2. Any special handling equipment required for unloading, moving or setting up the equipment will be arranged by PCB.

3. The customer is responsible for procuring resources for set-up, debugging and training unless otherwise agreed upon in writing by PCB.

4. PCB is responsible for ensuring that the equipment is (i) located in a suitable environment to protect the equipment against damage and environmental hazards and (ii) such equipment is kept segregated from PCB-owned equipment, with access thereto (unless otherwise consented to in writing by the customer) being limited to those who use, maintain or supervise the use and maintenance of such equipment for the purposes of the contract for which it was provided.

5. Subject to its equipment acceptance criteria promulgated from time to time, PCB is responsible for providing adequate facility accommodations (e.g. electrical power, air pressure, water, etc.).  PCB will provide the customer and/or equipment provider with our facility installation specifications, as applicable. 

6. Subject to any applicable warranty rights, upon acceptance of the equipment by PCB and unless specified otherwise by the contract between PCB and customer for which the equipment is provided, PCB assumes the risk of and shall be responsible for, any loss, destruction of or damage to the equipment, excepting normal wear and tear and portions/all of the equipment that is properly consumed by performance of the contract for which the equipment is provided.  

B.  Equipment Identification; Record Keeping
1. After receipt and acceptance of the equipment, PCB will (i) assign a seven digit identification number along with a prefix (such number and prefix to be disclosed on the authorized vendor tool or comparable record (“VTR”) provided by customer to PCB) and the customer name, all of which will be stamped or etched  onto a nameplate attached to the surface of the equipment in a legible, permanent, conspicuous and tamperproof method, (ii) assign a PCB asset number to the equipment for purposes of identifying the equipment in PCB’s asset records and (iii) etch or stamp the seven digit identification number along with applicable prefix into the equipment so that it can be matched with the nameplate in the event they become separated. 

2. After receipt and acceptance of the equipment, PCB will create an auditable, readily-accessible file containing (i) all acquisition/utilization documents (including but not limited to the VTR, applicable purchase order(s) and receiving report), (ii) a description of each piece of equipment, (iii) the quantity received and accepted, (iv) the unit price for each piece of equipment, (v) the location of the equipment, (vi) the use of each piece of equipment and date such equipment was placed in service, and (vii) the maintenance/calibration records for each piece of equipment.  Such file will be made available to the customer and/or government upon request. 
3. If the contract for which the equipment is provided requires DOD marking of the equipment, then marking requirements are subject to the applicable provisions of MIL-STD-130N, if any. 
C.  Preventive Maintenance, Calibration
1. After receipt, the equipment will be entered into PCB’s preventive maintenance database per procedure QA1075.  

2. Manufacturing Engineering will provide a list of preventive maintenance tasks and their recommended interval to Quality for input into the preventive maintenance database.

3. Preventive maintenance activities are the responsibility of PCB.  Tasks will be performed at the assigned frequency per QA1075.  Records of preventive maintenance activities will be maintained for the life of the equipment in the preventive maintenance database.  Records are available for review by the customer upon request.

4. The preventive maintenance tasks will include the performance of an annual physical inventory (to be completed in the second quarter of the calendar year) to ensure that the equipment is still under PCB’s control and that it is free from damage or deterioration.  A report of this inspection will be forwarded to the customer (i) each year within thirty (30) days of such physical inventory’s completion and (ii) unless waived by the customer, a final physical inventory report upon termination or completion of the contract under which the equipment is provided, within thirty (30) days of such physical inventory’s completion. All physical inventories shall contain, at a minimum (a) a listing by applicable identification number(s) along with a written certification by PCB that all items of equipment were sighted and (b) a listing of discrepancies noted.  

5. In the event that PCB determines that the equipment is in need of replacement or capital rehabilitation, it shall report the same to the customer. 

6. Measuring equipment and inspection gages for or relating to the equipment will be entered into PCB’s calibration database and controlled per QAM7.6.  

D.  Restrictions on Use
1. The equipment shall only be used for the purchase order/contract for which it was provided, unless other uses are specifically consented to in writing by customer.  

2. To the extent that equipment is no longer in use and shall not be used in the future, PCB shall notify the customer of such non-use to the customer in a timely fashion, with that notification stating the length of time that the equipment has been inactive. 

E.  Non-Routine Maintenance, Breakdowns
1. In cases of breakdowns, damage and emergency maintenance, the customer will be notified and arrangements made for repairs.

2. Any lost, damaged or destroyed equipment will be reported to the customer as soon as it becomes known, with such report of such lost, damaged or destroyed equipment containing (i) PCB’s name, (ii) the purchase order, (iii) unit cost of the affected equipment, (iv) date, time and cause of loss, damage or destruction, (iv) if affected equipment was comingled with other materials or PCB-owned equipment, an identification of the ownership interests in such equipment, (v) insurance, if any, covering the affected equipment (vi) remedial actions taken by PCB to prevent repetition of the event(s) causing such loss, damage or destruction, and (vii) a statement that the equipment did or did not contain sensitive, export controlled, hazardous or toxic materials, and that the appropriate agencies and authorities were notified. Customer and PCB shall mutually determine as to which of the two parties shall report a loss of equipment to the Defense Contract Management Agency via the DCMA “LTDD of Government Property” or “Property Loss” eTool, currently located at: https://acc.dau.mil/CommunityBrowser.aspx?id=706883. 

3. No re-identification, alterations, modifications or scrapping of or to the equipment will be made without the prior written approval of the customer, unless required for normal maintenance or reasonably necessary due to the scope of the work in the contract under which the equipment is provided.

F.  Removing Equipment from Service


1. At the end of the contract under which the equipment is provided, the customer will notify PCB of the disposition instructions for the items of equipment.  PCB will remove the equipment from service and dispose of the equipment per the customer’s instructions.

2. When the equipment has reached the end of its useful life, PCB will notify the customer regarding replacement and disposition of the equipment.
G.  Subcontractors
1. To the extent that any subcontractors use the equipment in any way, PCB will require such subcontractors to comply with this User Guide and the Applicable FAR Provisions. 

H.  Notice

1. PCB will notify customer in advance of any significant changes to this User Guide. 

I.  Access

1. The US Government and its designees shall have access at all reasonable times to the location/premises of equipment for purposes of inspection of the equipment and of PCB’s property management plans, systems, procedures, records and supporting documentation as it relates to the equipment. 
	
	
	QA1100

	
	                                    PAGE 2 of 3
	REV: A, 09-25-2015 

	
	
	


CS001 User’s Guide Template Rev. NR 10/30/08


