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User Guide: Quality Assurance Product Inspection and Certificationfillin "Enter Title of Procedure"

Purpose:


To define the process of reviewing, inspecting and authorizing Quality documentation needed to certify manufacturing processes and customer requirements prior to shipment.


fillin "Enter brief statement of purpose for procedure:"
Responsibilities:


It is the responsibility of the Quality Manager to maintain this procedure.  It is the responsibility of the Program Manager, Quality Manager, Quality Associate, Quality System Auditor and Operations Managers / Supervisors to comply with this procedure.


fillin "Enter who is responsible for maintaining and carrying out this procedure:"
Associated Documents:

ISO 9001, AS9100, Quality System Manual and Quality Assurance Manualfillin "Enter any documents specifically associated with this procedure.  Always include ISO 9001, QSM, and QAM but not PCB forms or procs.
Procedure:


When required by the customer, this process must be complied with prior to product shipment.

1. The responsible product group Operations Manager/Supervisor will contact the Quality Assurance Dept., a minimum of one business day in advance, to inform them the Inspection and Certification process is required as indicated on the production router.  

It is the responsibility of the Program Manager to compile the documented list of certification and/or source inspection instructions outlining the customer and/or regulatory agency requirements. These instructions and any associated quality documentation required by the customer (i.e.: C of C’s, certifications, customer required forms, drawings, product information, etc.) are to be stored in the Business System Directory (BSD) network file: “Customer Inspection & Certification” by customer name, each model number and the date the last revision or documentation update was conducted.

2. Operations Manager/Supervisor will isolate applicable product and associated completed manufacturing documentation on the “QA Certification” shelf, or equivalent, located within the applicable product group.  It is the responsibility of the Ops. Mgr./Supervisor to prepare all applicable documentation per the instructions outlining the customer’s requirements (i.e.: complete documentation with model number, job number, order verification number, etc) located on the network file for the associated customer and model(s).  The completed customer required inspection documentation shall be completed prior to contacting the Quality Assurance department.

3. The QA Department employee shall review the customer certification instruction requirements and inspect product and documentation to ensure all customer requirements are complied with.  If all customer requirements have been met, the QA Dept. employee will sign or stamp, as applicable, and date the router and any applicable documentation and inform the Ops. Mgr./Supervisor of approval.  If any requirements have not been satisfied, the QA Dept. will record any deficiencies on the job router and inform the Ops. Mgr./Supervisor.  The Ops. Mgr./Supervisor shall then correct any deficiency and initiate the process per step 2 of this procedure.

4. When on-site source inspection is required by the customer, the Program Manager is responsible for scheduling the inspection visit and coordinating with manufacturing and quality assurance ensuring product, documentation and packaging is in compliance prior to the inspection process.

5. When special packaging beyond PCB capabilities is required for product, the Program Manager is responsible for ensuring the customer packing requirements are forwarded to the packaging supplier utilized via purchase order.  When supplier-packaged product is received at PCB the Program Manager shall confirm compliance to requirements.

Referenced Documents:


N/A
fillin "Enter any PCB forms or procedures specifically referenced within this procedure:
Unusual Conditions:
If the Program Manager is unable to fulfill any responsibilities, the Product Group’s Lead Engineer shall assume those responsibilities.


If Quality Assurance employees (as identified in the Responsibilities section) are unable to fulfill their responsibilities, the Program Manager or the Product Group’s Lead Engineer shall perform their functions.fillin "Enter any unusual conditions (e.g., exceptions or special circumstances):
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