3" QTR Audit Summary:

1) The majority of my audit was with Brenda, as well as Dave.

2) The MR is Dave.

3) Issues with the quality manual are documented through the CAR/RMA system for use in
management reviews.

4) The administrators that have the RA for quality activities are listed on the management chart.
5) The management chart is located in the associated documents for QM 5.5.

6) The quality policy is the quality manual, and is located on the Dee intranet.

7) Management informs employees of the quality policy, objectives, customer and regulatory

requirements and instructions to implement the quality policy. This is done as on the job
training, as needed.

8) Most current quality objectives | could find are as follows:

a) 1/28/16 ~8/2/16: 99.998% defect free shipments.
b) CAR turnaround is 5.6 days.

9) Management reviews cost of quality and non-quality; integration of the quality system with
other operations and activities; market and customer response to quality effort; and any other
such issues related to the quality management system.

10) Projects of the management review that are not completed “on time” are reevaluated regularly.

11) Principle quality policy is relevant.

12) Improvements made, or soon to be made: New building, CR and DSM systems are to be
integrated the week of October 3.

13) Employee suggestions do not happen very often.

14) Records of training and qualifications are maintained in the training log.

15) Terry Iverson is the main supervisor that determines when training is needed for a specific
individual.

16) While training personnel, supervisors make it clear that quality is stressed and that non-
conformances will be recorded.

17) Dave has a project to improve the training matrix in regards to specific training given to
someone when they are hired into a particular role.

18) External training does not occur often, but DSM may have a tool supplier rep come in to train
personnel on a specific tool.

19) Dee’s mission and purpose; quality system, and quality policy are presented to an employee at

time of hire and as needed.

A majority of the time, transportation of goods is directed and maintained by John Gardner.

Maintenance and cleaning of the building is done by Midwest janitorial.

All tooling maintenance and calibration is logged in the DSM tooling log located in Access.

If a claim of harassment is found to have legitimacy, it will be brought by the employee to a

company officer.

24) DSM does not have any extreme environmental conditions.

25) Brenda is the 5s champion at DSM. 5s projects include the organization of warehousing supplies
and monthly workstation maintenance.

26) Environmental, health, and safety plan is located on the bulletin board.
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27) DSM does not have many customer special handling requirements.

28) If any requirements are made known, they will be stated on the PO.

29) The list of acceptable suppliers is found on Dee’s ECIS.

30) Purchasing at DSM is championed by Brenda.

31) When an item is found to be non-conforming, it is labeled and placed on the hold shelf. Brenda
checks the hold shelf daily.

32) Requisitions are evaluated by Chris W.

33) Spoke with Jervon as he was receiving. There is no formal incoming inspection log that denotes
the person who received/inspected a given P/N. Only tracked through pack slips and purchase
orders initialed by the receiver. This will be changed when the DSM and CR systems are
integrated.

34) Requirements for any given parts inspection is made known on the receiving page.

35) At this time the put away process does not include a barcode, or scanning system. This will
change with the integration.

36) Example of Employee tool suggestion: Brenda found that the cost to upkeep their Panduit
hydraulic crimping tools was beginning to get too high. She did some research and found that
Greenlee makes the same tools at the same cost, but they will last longer between
maintenance.

37) FIFO is mostly accurate and is audited on a weekly basis.

38) Most, if not all processes have documented work instructions.
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%7 GENERAL POLICY

W

U Functions and their interrelation within the company are defined and

&Y, communicated. ‘

7? Executive management appoints a management representative of the Dee

i

Electronics organization responsible for establishment and maintenance of
the quality system, and for reporting to the executive management on the
performance of the system. \ A /¢ 5 /Vi R ¢
| Ai/e, |
Issues regarding the quality system are communicated internally though
distribution of pertinent documents, meetings, training and awareness

programs, and management reviews. H-gbv; gq/,@/ /55«6;§ ik e
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The Responsibility and Authority for overall administration of Dee Electronics
quality activities are shared by the Executive Management: the President
and the CEQ/Treasurer.. The associates of Dee Electronics have the
responsibility to carry out all quality activities in support of its quality policy,
guality system documentation and customer requirements. Each associate
has been granted appropriate authority in order to meet specified

requirements. \ A i e Mwuﬁs Q

/%"U%ef%ﬁ%ﬂ%w U Cfpivais

Departments, groups and functions within the company, and their
interrelations, are defined in the Dee Electronics Quality Manual, Quality
Operations Procedures and Organizational Chart Wé,,e/ e 1S dne Clheve
Locawed? ASSeciarer s, I Biiris

MANAGEMENT RESPONSIBILITY

1. Quality Policy — A company quality policy has been established by

executive management identifying quality system goals, objectives and
commitment to customer expectations. This policy has been communicated

to all employees and is maintained as the highest priority within the

company. Each associate understands his or her role. LoCetza Lw/“@vcﬁl?
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2. Respon5|b|I|ty and Authority — The responsibility, authority and
interrelation of personnel who manage, perform and verify work affecting
quality has been defined and documented, particularly for personnel who
need the organizational freedom and authority to: 4 rie. Thootiles

« Initiate action to prevent nonconformities relating to product, process
and quality system,
. Identify and record any problems relating to the product, process and
quality system,
o Initiate, recommend or provide solutions through designated channels,
« Verify the implementation of solutions,
e Control further processing or delivery of nonconforming product until
the deficiency or unsatisfactory condition has been corrected.
3. Resources — Resources required to complete quality system activities are
identified during management review and adequate resources are provided,
including assignment of trained personnel for management, performance of
work and verification activities, including internal quality audits“y’;@(

1. Training will ensure the availability of qualified people to perform
management, distribution and verification activities.

2. Team Members with input to the adequacy of resources are invited to
submit their suggestions and/or concerns to executive management by
way of the Employee Concern Form posted on the Internet Site.




/tf. Management Representative — The President has been appointed MR by

‘the QSC and executive management. The MR has been granted full authority
for establishing, implementing, maintaining and reporting on quality
assurance system activities. The MR is also responsible for promoting
awareness of customer requirements throughout the organization.

5. Management Review — The MR carries out scheduled Management Review
meetings with executive management at defined intervals. These reviews
determine the effectiveness and suitability of the implemented quality
system requirements. Minutes of these review meetings are maintained as

records,” 4~

INTERNAL COMMUNICATION
Internal communication regarding the quality system flows two ways:

1. The management communicates to the organization the quality policy and
objectives; customer and regulatory requirements; product and process
specifications; verification and validation requirements; and instructions on
how to implement and use the quality system. Wihew 2

AS Fed«yed. ”

2. The organization communicates to the management information and data
regarding customer needs and expectations, customer satisfaction, quality
performance, the effectiveness of the quality system, and opportunities for
improvement. LA

The information is communicated through manuals, procedures, instructions,
quality records, reports, etc.; and through training, on-the-job instruction,
and meetings. Operational Procedures QOP-42-01, Quality System
Documentation; QOP-42-02, Control of Documents; and QOP-62-01,
Training and Awareness, regulate these activities.

.‘Management review meetings have a special role in ensuring proper
communication between the top management and the organization. The
meeting provides the framework for the organization to report on the status
of quality-related issues and activities, and for the management to formulate
policies and directives to change and/or improve the quality system. This
process is defined in Operational Procedure QOP-56-01, Management

Review.W

6. The President has the overall responsibility for ensuring that all pertinent

/" documents, reports and records are distributed to appropriate departments




and functions, and that information and data about quality performance and
the effectiveness of the quality system are reported to the top management.fff/"”“’\

ASSOCIATED DOCUMENTS

Organizational Chart

QOP-56-01 Operational Procedure: Management Review
QOP-62-01 Operational Procedure: Training and Awareness

QOP-42-01 Operational Procedure: Quality System Documentation
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GENERAL POLICY

The quality system described in this section of the Quality Manual conforms
to the requirements of the standard: Element 5.6 ISO 9001:2008
Management Review.

Top management conducts periodical reviews of the quality system. The
review evaluates the suitability and effectiveness of the system, identifies
opportunities for improvement, and considers the need for changes to the
quality policy and quality objectives. Results of the review are documented.

PROCEDURAL POLICIES




1. General

g

//f The purpose of management reviews is to:
Evaluate the suitability, adequacy and effectiveness of the quality system;

Consider changes to the quality management system and to the quality
policy and quality objectives; and

Identify opportunities for improvement of the quality system, processes and
products.

/l/’{Management reviews are chaired by the President and are attended by
he top management team, representing all departments within the
company.

1 g/Management reviews are conducted at minimum twice per year. More
/frequent reviews are scheduled in periods when organizational changes, or
other circumstances require increased attention and input from the top

management.
/?/Review input

/’I Input into the management reviews consists of information and data
related to quallty performance of the organization. At a minimum, this

includes: /L/“"“””

Results of audits,

Customer feedback and complaints,

Process performance and product conformance data,
Status of preventive and corrective actions,

Changes that could affect the quality system,

Follow-up actions from earlier management reviews, and

Recommendations for improvement.




Section 8.4 of this manual, Analysis of Data, and Operational Procedure
QOP-56-01, Management Review, define the scope, and method of
presentation, of the input information and data.

/3/ Review output

3/ Management reviews are concluded with actions related to improvement

f the quality management system, and improvement of processes and
products to better meet customer requirements. The review also identifies
resource needs to implement these actions.

3/5 Results of management reviews are documented in minutes of the
review meeting. The minutes include improvement actions, and assign
responsibilities and allocate resources for implementation of these aCtIOI’\Sd/

ASSOCIATED DOCUMENTS

QOP-56-01 Operational Procedure: Management Review
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I. PURPOSE

The purpose of this procedure is to provide for a system and instructions,
and to assign responsibilities for scheduling, conducting, and recording
management reviews of the quality management system.

II. APPLICATION




This procedure applies to all activities comprising the quality system, and in
particular those named in ISO 9001:2008 Standard 5.6.2, Review input.

This procedure directly concerns the top executive management.
III. PROCEDURE
1. Frequency and Scheduling

Quality performance and the quality management system are reviewed by
the executive management twice per year, at minimum. The President
determines the actual date for the review, coordinating with participating
managers. j%l‘l/k -

2. Attendance

Attendance required to qualify as a Management Review meeting includes,
at a minimum: Three out of the following people: President, CEO/Treasurer,
Vice President-Sales, Vice President of Operations, and Chairman of the

Board of Directors. /?’Q/’\

3. Agenda

3.1 The agenda for management review meetings is prepared by the
President. It is distributed to the participating managers at the meeting, or
shortly before the meeting. At a minimum, the agenda covers all items listed
in Clause 4 of this procedure, Review input. %

&

4. Review input
Ve

41 At a minimum, following information and data are presented for review:

Action items from last meeting:

Status of action items from previous meeting. Items which are not
completed are carried on as continuing actions, and are recorded as such in
the minutes of the meeting.

Resources:




Review of adequacy and allocation of resources, including capital equipment
needs, staffing levels.

Resource Requirements Review
Measurement Systems Analysis Review (MSA)
55 Systems Review

IT Systems Projects Completed and Future Review
Process performance and product conformance:

Review of quality performance data. These include rates or process and
product nonconformities, on-time delivery performance, supplier quality

performance, and productivity data. [S44+e2S5 7 Hotiws 3 Weodeceed
= ! ) v e
Internal quality audits:

Review of results of internal quality system audits. This includes summaries
of results for the cycle, frequencies of audit findings against particular
elements of the quality system, and discussion of particularly important
findings.

Corrective and preventive actions:

Review of most important corrective and preventive actions implemented
through the period, and the status of pending actions.

Customer feedback and complaints:

Review of customer feedback and complaints, including analysis of trends for
particular categories, as defined in Procedure QOP-72-02. £

Customer satisfaction:

»

Review of customer satisfaction data and trends, as defined in Procedure
QOP-82-01. A .

Vendor Performance:




Review of significant vendor quality performance issues.
Training:

Review status of training programs and the effectiveness of training
provided. This includes correlation of training with quality and productivity
performance trends in correspondlng areas. "}“‘Mnmg} 5&6 g

CAR RN S7 5.

Continual improvement:

Review of data demonstrating progress toward achieving continual
improvement goals, and reviews current and completed improvement
projects.

Changes that could affect the quality system:

Review/discussion of any process, capacity, or other operational or
organizational changes that affect the quality system; and proposes specific
actions to update or modify the system in response to these changing
circumstances.

4/5 In addition to the topics listed above, management review may also

,/c{onsider such issues as cost of quality and non-quality; integration of the
" quality system with other operations and activities; market and customer
response to the quality effort; and any other such issues related to the |
quality management system. _L § 4.5 :’%i@,‘gg i e r@c;fﬁfd}

fSi/Quality policy and quality objectives

5, 1 An important role of management reviews is to determine progress
toward fulfilling the quality policy and achieving quality objectives.

5.2 Quallty objectives established through the review period are
/systematlcally evaluated to assess progress. Objectives that have been
“achieved may either be upgraded to a higher performance level, or be closed

out to free resources for improvement in another area.

5,,.,3/When objectives are not achieved on time, the review investigates and
determines causes for the failure to achieve the objectives. Depending on
the nature of the objective and causes for failure to achieve it, the top
management may decide to drop the objective, reduce its scope or level,




reassign responsibilities and/or allocate additional resources, or extend the
due date for achieving the objective. Any decisions reg rding quality
objectives are recorded in the minutes of the review. {0 @)ngv) NG+ Ceonfleidd

%, - :
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5.4 New objectives are established where it is necessary to improve
performance or quality system to fulfill the quality policy or other
organizational goals or aspirations. New objectives are documented in the

minutes of the revievﬁ”\% o

525/The principal quality policy is also reviewed to ensure its continuing
ff»*’relevance The policy is changed when the goals expressed in the policy
have been achieved, or when changes within or outs{%e the company render
the pohcy inadequate or inappropriate. L5 ~twe { rmg} Jeie wmmf,?

9{"’Review output
:'/‘(//(

| @(Management reviews are concluded with actions related to:
e
Improvement of the quality management system,
Improvement of quality performance, and

Improvement of products and/or services to better meet customer v Bdsicirt S,
requirements and /ncrease customer sat/sfact/on Vhav ave SEe€  |wdiCments o

g @»«w ‘geu Lt 8 ‘}’j%«w fin f‘é’/ -;/ws
2 These |mprovement actions are often rmulated as quality objectives

with specific measurable targets, due dates, assignments of responsibilities,
4 and allocation of resources for their implementation.
@/K/Management review output is documented in the minutes of the review
Mmeeting, in QF-56-01. Action items are highlighted or are placed under a
- special heading to ensure that they are easily identifiable. Whenever
applicable, action items include assignment of responsibility, timeframe, and

allocation of resources for implementation of the actlon.[//,MWMWW% ”

o
g

/7/./Record

‘ 7 1 Mlnutes of management review meetings are prepared by the President
m electronic form QF-56-01, and are distributed to the attending and, if any,

~ absent managers. The minutes and other documents associated with the
review are confidential. The location and retention period for management




review records are specified in Operational Procedure QOP-42-03, Control of
Quality Records. /

o

ASSOCIATED DOCUMENTS

QF-56-01-01 Quality Form: Management Review Minutes

QF-56-01-02 Quality Form [Cedar Rapids Location/Shared]: Statistical Data
For Management Review

QF-85-01-01 Quality Form: Employee Feedback/Concern Form
QF-72-02-02 Quality Form: Online Customer Feedback/Complaint Form
QF-72-02-01 Quality Form [Cedar Rapids Location]: Call Report Form
QOP-62-01 Operational Procedure: Training and Awareness

QOP-72-02 Operational Procedure: Customer Feedback and Complaints
QOP-82-01 Operational Procedure: Customer Satisfaction

QOP-82-02 Operational Procedure: Internal Quality Audits

QOP-85-01 Operational Procedure: Continual Improvement

QOP-85-02 Operational Procedure: Corrective and Preventive Action
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GENERAL POLICY

Top executive management is committed to provide adequate resources for
the implementation and improvement of the quality system, and for
addressing customer satisfaction.

PROCEDURAL POLICIES




1. General

1 1 Resources required for implementation and improvement of the quality
System and for addressing customer satisfaction, may include people,
suppliers, information, infrastructure, work environment, and financial
resources.

S o ,
2. Determination of resource requirements

2.1 The Executive Management Team and personnel involved in the quality
system are responsible for determining resource requirements for the
implementation and improvement of the system. )

2,./'2"}The President and CEO/Treasurer are responsible for determining
“resource requirements for addressing customer satisfaction. This is based on
input from other personnel responsible for activities relevant to particular
aspects of customer satisfaction. Operational Procedure QOP-82-01 explains
how nformation about customer satisfaction is collected and analyzed.
CARy, Clieine feyens.

2.3 The principal forums for determining and communicating resource
requirements are management reviews of the quality system. Operational
Procedure QOP-56-01, Management Review, explains the process for
Management Review. Customer or Employee Suggestions/Complaints are
also sources of determining resource requirements. Reference QOP-72-02
for Customer Feedback, as well as Employee Suggestions input. {45+ evdlchee

Saldeseies?  es nev wkban cAren

3. Provision of resources

3/fop executive management has the responsibility and authority for
,-«""prowsmn of resources. A%

3 2/Ilocat|on of resources for particular activities is integrated with the
/process of defining and initiating the activity. It may take the form of
” personnel assignments, allocation of space or equipment, training,
procurement decisions, budgets, etc. /ﬁﬁ//\

3.3 Allocation of resources may be documented in the quality manual,

_~operational procedures, minutes of meetings, memoranda, or any other

~ form. Approvals of resource allocations may be also communicated verbally. ﬁ?aL\
/

B.Q/Management review of the quality system is the principal forum for

allocation of resources for the operation and improvement of the system,




however, resource allocation is also discussed and reviewed at Office Group
Meetings, which include the executive management team. All actions
initiated by these reviews are supported by allocation of specific resources
necessary for their implementation. Operatlonal Procedure QOP-56-01,
Management Rewew defines this process. s % sz

Hewo 5 nis  Advdd gt
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QOP-56-01 Operational Procedure: Management Review

QOP-82-01 Operational Procedure: Customer Satisfaction

QM 6.2 — Human Resources;
Competence, Awareness, and Training
(Systems Management)
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GENERAL POLICY

Dee Electronics identifies personnel training needs, provides required
training where applicable, and evaluates the effectiveness of the training
provided. Personnel performing work affecting conformity to product




requirements, specific tasks, operations, and processes are qualified and
competent on the basis of appropriate education, experience, skills and
training. Employees are made aware of the relevance and importance of
their activities and how they contribute to the achievement of quality
objectives. Records of personnel qualifications and training are maintained.
Meiintzined Fhradl, +raineg (OY

PROCEDURAL POLICIES

1. Identification of training needs and awareness programs

1.1 The President is responsible for identifying training needs and awareness
programs, where applicable, such as: general orientation, rules and
regulations, quality system, safety, and other company- -wide systems and
|ssu?s to achieve necessary competence. [:’Mﬁ{, Ve lbaidid ;)

¢
172 Executive Management and supervisors are responsible for identifying
competency requirements and training needs in their
departments. Departmental training is primarily focused on increasing the
level of skills in operating equ[/ment and processes, and so forth. 55& {(
Sefey visais 7 TeryY V6 [t~
1.3 In addition, training needs are often identified in response to corrective
or preventive action requests (CARs), as nonconformities may be caused by
inadequate training.

o
/Z”Awareness and training programs

™

71 Dee Electronics provides, or supports, the following categories of
company-wide and departmental training and awareness programs:

General orientation and quality system awareness training

- Explains what Dee Electronics does and how the quality system works to
ensure quality. Provided to all employees when they are hired.

Safety training

— Instructs in safe working practices, use of personal protective equipment,
first aid, etc. Provided to all employees when hired, as appropriate to their
position.

Use of company systems




- Explains systems pertinent to the person’s position.
External training

- External seminars, conferences, and courses. Provided to individual
employees on as-needed basis.

Self-study

- Reading magazines, books, and reports. Provided to individual employees
on an as-needed basis.

Skill training

- departmental training in specific skills. Often provided as on-the-job
training.

2.2 Operational Procedure QOP-62-01, Training and Awareness, describes in

detail the training and awareness programs provided by Dee Electronics. M—f

3. Effectiveness of training
}A”%'ffectiveness of training is evaluated using the following approaches:

/ Performance evaluation of trained employees, via annual performance
assessments

Review of the overall performance in areas relevant to particular training
programs;

Consideration of competency and training when investigating causes of
quality system failures and product or process nonconformities; and

A global review of all training and awareness programs, conducted within the
framework of management reviews of the quality system.

Operational Procedures QOP-62-01, Training and Awareness, and QOP-56-
01, Management Review, prescribe more specific methods for evaluating

particular categories of training and awareness programs. (/L_,,M

e

4, Training records




4.1 Training records are established for all types of training./a/wwh
ASSOCIATED DOCUMENTS
QOP-62-01 Operational Procedure: Training and Awareness

QOP-56-01 Operational Procedure: Management Review

QOP-62-01 — Training (Systems
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions,
and to assign responsibilities for determining training needs and providing
the required training where applicable, for establishing awareness programs,
and for maintaining training records.

II APPLICATION

This procedure applies to training and awareness provided by Dee
Electronics. This procedure concerns Human Resources and all departments
that provide training for their employees who affect quality and conformity
to product requirements.

The Responsibility and Authority for activities relating to this element of the
standard have been assigned to the President, CEO/Treasurer, Vice
President of Operations, and Vice President, Sales. Team members are
charged with the responsibility to implement the procedure as written, and
have been granted appropriate freedom and authority to do so.

III PROCEDURE
1. Training and awareness needs

1.1 The objective of Dee Electronics training program is to ensure that
employees are familiar with relevant requirements of the quality system
pertaining to their job functions; and that they possess the required
knowledge and skills for performing their jobs.?f{\

1.2 Awareness programs focus on understanding the importance of customer
requirements, and on the relevance of individual contributions to meeting.
these requirements and achieving the quallty policy and objectives. J,j ««{c‘j

MMAde liekhy When fﬁnmﬁ mc;;, 5%5) wa i 3 $Sues e
1.3 The President, CEO/Treasurer Vice President of Operat|ons and Vice cieﬁ
President, Sales have defined the knowledge and skills (competencies) g@@w
required for each appropriate job category. These competencies constitute

the training needs for the organization, and the training needs have been

recorded on a Training Needs Matrix, Form QF-62-02. IS e iatriX

e
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1.4 Each individual is assessed against the Training Needs Matrix and

prov lded any training that is absent or deficient. f4x g g Frevbiney?
Fg [wived-

1. 5 Dee Electronics_provides training and awareness from internal and

external sources. EXr@i’WJ?

NO+ oten, %wf%;% MEY Cowe < trmin din A

.6 Employees who have been trained on the job prior to ISO Certification

have been grandfathered into the Quality System and their qualifications are

documented. /7"

1.7 On the job training subsequent to ISO Certification is documented in the
training record, including the content of the training, the completion date
al}\d,ggnatures of the trainee and the appropriate Manager. ?;b@é?@/ few@k‘?
1.8 The MR maintains records of employee qualifications to perform qual|ty—
related tasks on the basis of education, training, and experience.

/2”./‘Company—wide training and awareness programs

2._1,,»G/eneral orientation and quality system training: The President,
Human Resources, CEQO/Treasurer, and Vice President, Sales provides
employee orientation training to all new and existing employees. This
training familiarizes employees with administrative rules, employee
programs and benefits, etc.; and explains what Dee Electronics does, who
our customers/suppliers are, and the quality system. At a minimum, the
overview and quality system training comprises:

Howive Frese  coviny
Dee Electronics Mission and Purpose; A+, C Rty ?
titie s |.re.

Presentation of the company’s quality system;
Discussion of quality policy; and

Explanation of how individual employees can contribute to maintaining and
improving the quality system.

2.3 Use of company-wide systems: Employees are trained in the use of
interdepartmental systems, such as part and material coding/numbering
system, bar-code system, retrieval and creation of electronic (computer)
documents and records, and so forth.ﬂé/‘\\




2.4 External training: External Training is evaluated on a case-by-case
basis, and approved by Executive Management. gé?’l/\wm

2.5 Self-study: Dee Electronics encourages personnel on all Ievels to read
professional reports, magazines, and books. %’\MW

3. Training effectiveness evaluation

The following methods and approaches are used for evaluating the
effectiveness of training provided:

Performance evaluation of trained employees, via annual performance
assessments.

Review of the overall performance in areas relevant to particular training
programs. f-—

Consideration of competency and training when investigating causes of
quality system failures and product or process nonconformities. g\

A global review of all training and awareness programs, conducted within the
framework of management reviews of the quality system. /ﬁ/ﬁ

ASSOCIATED DOCUMENTS
QF-62-01-01 Quality Form: Training Records

QF-62-02 Quality Form: Training Reqguirements Matrix

QOP-75-02 Operational procedure: Work Instructions

QOP-56-01 Operational procedure: Management Review
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GENERAL POLICY

Suitable, facilities, process equipment, supporting services (such as
transport, communications, or information systems), and other necessary
infrastructure are determined, provided and maintained, as required to
achieve conformity to customer requirements.

PROCEDURAL POLICIES
1. Infrastructure and Facilities

1.1 Planning of new, and/or modification of existing infrastructure and

facilities is usually conducted in conjunction with process changes; capacity
and/or work force expansions; and other such events. Facilities may also be
expanded or modified to improve productivity and/or quality, or to improve

the work environment.( Zi$,  Tuifypveonss+72 ; ‘ )
: AJe/ ngzém‘??

1.2 Executive Management and Managers/Supervisors are responsible for
identifying the need and requirements for new, and/or modification of
existing infrastructure and facilities in their departments. Requests for
significant changes and/or expansions of facilities are submitted to the top
management for review and approval./%@/\

e,

2. Supporting services and maintenance of facilities

2.1 Supporting services required by Dee Electronics include transportation,
communication, and IT services:

Transportation services are usually purchased from parcel delivery and
courier services, and from trucking or other transportation companies or
consolidators. Purchasing of these services is managed by Executive

Management. g Mivside, A ‘Dj/l,«\? Tohn Cavdner,

Communication services are provided by various telephone, wireless, and
internet access companies. Executive Management is responsible for
administrating and coordinating these contracts. ﬁf\




IT systems are designed and implemented by Dee personnel and external
consultants, and are operated internally by IT Department. Control of
documents and data on the internal network system is goverg{;ad by
operational procedure QOP-42-02, Control of Documents. f‘-}’f,yw

2.2 Maintenance of buildings and facilities is performed by external
contractors. Repairs of building are contracted as needed. Executive
Management | respon5|ble for coordmatmg and managing maintenance

contracts. &gz #& 5;‘25,‘,;5’ éic-@i,i/ 2 A oS t—

3. Process equipment maintenance

3.1 Key process equipment are suitably maintained in accordance with
maintenance plans specified by equipment manufacturers_or departmental
managers responsible for the equipment. lé?éffwﬁ Lo

ASSOCIATED DOCUMENTS
QOP-42-02 Operational Procedure: Control of Documents

QOP-56-01 Operational Procedure: Management Review

QM 6.4 — Work Environment (Systems
Management)
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GENERAL POLICY

Dee Electronics provides for its employees a suitable work environment (to
include physical, environmental, noise, temperature, lighting, or weather)
needed to achieve conformity to product requirements.

PROCEDURAL POLICIES
1. Human factors

1.1 The President, CEQ/Treasurer, Vice President of Operations, Vice
President of Sales, and departmental managers are responsible for ensuring
suitable social and psychological conditions in the workplace. This is to
include such aspects as interaction and communication between employees,
employee harassment, conflict resolution, and so forth. Relevant workplace
policies are implemented mainly through our Employee Manual (issued to
every employee), training and awareness programs and, where necessary,
disciplinary actions. (Refer to Operational Procedure QOP-62-01, Training
and Awareness.) Hziw ate theSe relerred [ pnaiad

I G ciivn 15 ford 46 ke Woiar, (t 15 Broga- T2
2. Physical factors 4~ ey @g’;@&ﬁ@f

2.1 The President and executive management team are responsible for

identifying those operations where extreme environmental conditions could

impact quality performance of personnel and result in product

nonconformities. Where appropriate, limits of exposure and/or mitigating

measures shall be defined and implemented for these operations. &g; by 8&5’-&?
A/one ’
2.2 From an organization and cleanliness as well as safety standpoint, DEE utilizes the 5S process
(Industry standard organization, sort, streamline, shine,

standardize, sustain), and has assigned a 5s Champion. The 5s Champion
will be the “go to” person or anything and everything relating to 5s. The workforce as a whole
is taught the ideology of 5s organization and does their best to adhere to it's standards;
however, stations are missed, and sometimes improvements can be made. In the situation
where an improvement can be made, because we have the ideology that everyone has an 5s
mind, any worker can go to the 5s champion and recommend a workstation to be organized.
The 5s champion will then review and determine if inprovements can be made, and, if the

t:me to fio ;so is“wqrth the reward. /1, }5 S & K;QWLM‘;?@%? Whges gmé) U wé’wwmvﬁ'{)
Hovw ofeny :

Brevad

[ P hé’w,ﬁgw‘gff 5%\;@ P@@ﬁf Lt.fié‘”‘if"y( 5»}—&%&%&. @V/g ~



a) Workstations are reviewed on a monthly basis for any 5s improvements by
Production Lead and Production Mgmt - e . C et o
LS tere & W[ Lo InStace

3. Health and safety .

3.1 Health and safety management system is independent from the quality
management system. It is administrated by the President and executive
management team. DEE has an Environmental, Health, and Safety Plan
document. Locdtes! s Y

ASSOCIATED DOCUMENTS

Operational Procedure QOP-62-01, Training and Awareness
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GENERAL POLICY

Orders are reviewed to ensure that product and order requirements are defined and
can be met, and to resolve any incomplete or conflicting requirements. Verbal
orders are confirmed before acceptance. Order amendments and changes are
likewise reviewed and are communicated to all relevant functions. Order reviews
are recorded.

Arrangements for communication with customers relating to product information,
order handling, and customer feedback and complaints are defined and
implemented. Where appropriate, operational procedures and instructions for these
activities are established and implemented.

PROCEDURAL POLICIES
1. Determination of Requirements

1.1 Dee Electronics determines requirements specified by the customer, to include
requirements for delivery and any applicable post-delivery activities and applicable
statutory and regulatory requirements applicable to the product and any additional
requirements considered necessary by the organization. General recurring




requirements are documented in our customer database, and order specific
requirements are documented in the order information. Part/Customer specific
special requirements are noted in our Part/Customer special handling instructions

database. [/ (5 7S &%)ﬁ’ ed At %5@\?

{ i’z& 4 B Jdo o+ nw‘v’e Leraen i j;g fféf: {’45 éife;aj‘p{ 5 3’%%&;?@%
g

1.2 Unstated requirements, where known, (example: part container must be
labeled to identify the part) are determined and are either part of our normal
processes, or notated on order, customer, or part handling requirements. /4

1.3 Any additional requirements are determined. /é?f)\_//«
2. Review of Requirements

Procedures exist to control the methods and practices used to complete customer
contract reviews and contract amendments.

1. Before submission of a Quotation or acceptance of an Order, the quotation and
order are reviewed. This review ensures that all contracts (verbal and written)
adequately define and document the specified requirements.

2. Differences between contract or order requirements and those in the tender
are resolved. Dee Electronics has the capability to meet contract or order
requirements. Amendments to contracts are defined and communicated to all
affected functional groups. Records of contracts, amendments and contract
reviews are maintained.

3. Customer Communication

3.1 Inquiries and Order Handling

3.1.1 Sales department is responsible for receiving customer inquiries and orders.
Orders are reviewed and further processed by Inside salespeople. The President,
CEO/Treasurer, Vice President of Sales, Purchasing Manager, or Product

Management may be called to assist with the review of orders as appropriate. }‘é&»—/\

5

3.1.2 Handling of order amendments is controlled to the same extent as the
handling of initial orders. Amendments are reviewed to verify that the new or
modified requirements can be met, and a confirmation of acceptance is sent back to
the customer. 4/

3.1.3 Operational Procedures QOP-72-01 instructs how to handle inquiries, orders,

and amendments. M

s




3.2 Customer feedback and complaints

3.2.1 Customer Service/Inside Sales, Field Sales, and Sales Management is
responsible for receiving and processing customer feedback and complaints. All
received material customer communication is recorded in the customer Internal
Quality Aud/t/Management Correct/ve and Preventive Action Form. ,’?;fwéq 7%
Al F@%ﬁ é/f’ﬁi;-jsg Xﬂ’w 7 Niters *%:) D

3.2.2 Customer feedback and complaints that are entered into Corrective Actions,
are reviewed and closed out by the President, CEO/Treasurer, Vice President of
Sales, Vice President of Operations, or Quality Assurance Coordinator. "

3.2.3 Procedure QOP-72-02, Customer Feedback and Complaints, provides detailed
instructions /f;%/ to receive, process, and respond to customer feedback and

complaints. ;{/ ___—

ASSOCIATED DOCUMENTS
QOP-72-01 Operational Procedure: Order Processing

QOP-72-02 Operational Procedure: Customer Feedback and Complaints
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions, and to
assign responsibilities for processing and review of customer orders.

II APPLICATION

This procedure applies to all customer orders. This procedure concerns Sales,
Warehouse, and Quality Assurance departments.

III PROCEDURE
1. Dee Electronics’ sales activities generates interest in new orders and products. /%”"‘j
2. Sales contacts receive customer inquiries by phone, fax, mail, or electronic mail./é/\

3. Sales and Oper_ations management review the inquiries and product requirements and prepare a

quote. frr"

4. After reviewing material availability, costing, delivery dates and all other customer requirements,
the President, CEQ/Treasurer, or Vice President of Sales sign off on the quotation. The quotation is
then communicated to the customer either verbally or in writing, &~




5. When the customer responds there may be changes to the quotation. Sales will resolve any such
differences with appropriate parties prior to accepting an order./é/“\w-,

6. Received orders are verified to the quotation for cost, quantity, and any spec‘ial requirements and
entered using DBA system. howr dgye  Ffecidd reds Covimcated]
on vhe (GO
e If a PPAP or 1st Article Approval is required, the PPAP/1st Article Procedure/flowchart

is followed in conjunction with all other applicable procedures
7. Sales contacts verify that requirements not specified by the customer, but necessary for intended

or specified use, and requirements dictated by laws and regulations are known.%/\_,w

8. Changes to orders are received and authorized by Sales, Sales management, or the President,
CEOf/Treasurer as necessary. Authorized changes to the orders are updated to reflect the changes. #—"~_

9. The completed quotation, order, and sales invoice are quality records. See QOP-42-03 for

retention details. ‘?//‘\

ASSOCIATED DOCUMENTS

QF-72-01-01 Form (DBA Form #S0-A): Order Entry Form

QF-72-01-02 Form: Quotation Form

QF-72-01-03 Form (DBA Form #SO-E): Invoicing Form

QF-72-01-04 Form (DBA Form #AR-A): Customer Master Database/Form

QF-72-01-05 Form (DBA Form #SO-A): Part Customer Special Handling
Instructions Database/Form
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions,
and to assign responsibilities for receiving and processing customer feedback
and complaints.

IT APPLICATION

This procedure applies to all material customer feedback and
complaints. This procedure concerns Inside Sales/Customer Service, Field
Sales, Sales Management, and Quality Assurance.

I1I PROCEDURE
1. Receiving and logging customer feedback and complaints

1.1 All after-sale customer communication, whether written or verbal, are
forwarded to the Sales/Customer Service department. Verbal communication
by phone is documented in a Call Report Form QF-72-02-01, established
during, or immediately following, the conversation with the customer.

e 5 o o 5 e . 5 .
Mlqn, uiwneld CO Gt {5 f”ééﬁscf)é ‘e é?




2. Processing customer feedback and complaints

2.1 When customer feedback or complaints are noted in Call Reports, the
President and Vice President of Sales reviews the customer
feedback/complaint information, and determines what type of response is
appropriate. Complaints regarding product nonconformity are handled via a
Corrective Action/Return Material Authorization (CAR/RMA) process via
Inside Sales/Customer Service.,

3. Corrective and preventive action

3.1 The President and Vice President review customer complaints to
determine whether it calls for an internal investigation and should be
followed up with a formal corrective action request (CAR). When a
corrective action is initiated, the Corrective Action is entered into the
Internal Audlt/Management Corrective and Preventive Action Form F 82-
02-01.2¢ +40i5 in feree +0 Mafafelane COH

e,

3.2 When customer returns nonconforming products, the products are
evaluated, inspected and/or tested, and are handled and processed in
accordance with Procedure QOP-83-01, Control of Nonconforming Product.
Depending on the nature of the nonconformity, Quality Assurance may
follow up with requests for corrective or preventive actions.

3.3 When investigation of customer complaint determines that external
organizations contributed to the complaint, the President, Vice President of
Operations, Vice President of Sales, or Quality Assurance contacts these
organizations and provides them with all relevant information. When
appropriate, Quality Assurance may issue formal corrective action requests
to responsible subcontractors. /&

4. Records

Records of customer complaints are maintained in Call Reports, Corrective
Actions (CAR/RMA’s), and Internal Audit/Management Corrective and
Preventive Action Forms. /[——

ASSOCIATED DOCUMENTS

QF-72-02-01 Form: Call Report Form

QF-85-02-01 Form: Corrective Action CAR/RMA Form




QF-82-02-01 Form: Internal Audit/Management Corrective and Preventive
Action Form

QF-72-02-02 Form: Online Customer Feedback/Complaint Form

QOP-83-01 Operational Procedure: Control of Nonconforming Product

QOP-85-01 QOperational Procedure: Continual Improvement

QOP-85-02 Operational Procedure: Corrective and Preventive Action
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GENERAL POLICY

Dee Electronics evaluates its suppliers and purchases from those that can
satisfy applicable quality requirements. Quality performance of suppliers is
monitored and evaluated. Purchasing documents clearly and completely
describe ordered products. Purchasing documents are reviewed and
approved prior to release. Purchased products are verified before they are
shipped.

PROCEDURAL POLICIES
1. Purchasing Process

1.1 Dee Electronics evaluates and selects suppliers on the basis of their

ability to meet defined organizational requirements. Dee Electronics defines

the type and extent of control it exercises over suppliers. Dee Electronics

has established and maintains quality records of acceptable suppliers. wci%ﬂi?

{1 Eo o

1.2 Purchasing documents contain data clearly describing the product

ordered, including but not limited to quantity, part number and/or other

precise identification. Dee Electronics reviews and approves purchasing )
dg;:uments for adequacy of specified requirements before release. (;hmai?kéw(’
veda

2. Verification of Purchased Product




2.1 Purchased products are inspected by receiving personnel. This includes
verification of product identity and quantity, visual inspection and, where
applicable, verification that all requested certificates and quality records are
available. Designated products are further inspected with additional
inspection process. A/

2.2 The President, CEQ/Treasurer, Vice President of Operations, Vice
President of Sales, and Quality Manager are responsible for selecting
appropriate methods for purchased product verification and acceptance.
Operational Procedure QOP-74-03, Verification of Purchased Product, sets
forward detailed rules for selecting product verification methods and for
performing receiving and additional inspections./?/t\

e

2.3 When verification of purchased product is to be performed at supplier’s

premises, purchasing documents specify the intended verification
arrangements and method of product release./z._//”/e’H

ASSOCIATED DOCUMENTS
QOP-74-01 Operational Procedure: Supplier Evaluation
QOP-74-02 Operational Procedure: Purchasing

QOP-74-03 Operational Procedure: Verification of Purchased Product
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions, and to
assign responsibilities for evaluation and monitoring of suppliers.

II APPLICATION

This procedure applies to evaluation and monitoring of vendors supplying parts that
are resold to customers. This procedure concerns Purchasing and Quality
Assurance.

III1 PROCEDURE
1. Supplier Evaluation

}1 Cedar Rapids location Purchasing Manager maintains a record of acceptable
‘fi/endors for products and services that affect quality, as well as records of any
i vendors utilized under emergency procedures. Emergency purchases may take
~ place when:

1. Product is not available from approved vendors.

2. Product is identical to that available from approved vendors.

3. Emergency purchase is approved by Purchasing Manager.
1.2 Suppliers utilized under emergency procedures are considered for approved
status when the transaction proves to be satisfactory to Dee Electronics and Dee




Electronics’ customer, and after the prospective supplier has undergone the vendor
approval process. = 5~ Z((/ ?M%?Md?ﬁ?ﬂ dene 7 )} (RO

¥ .
1.3 Manufacturers or Distributors of parts/components requested by manufacturer
part number are approved as acceptable vendors, provided they are approved by
President, CEQ/Treasurer, or Purchasing Manager to be added as an approved
Vendor. They are subject to monitoring for quality and delivery.

1.4 Vendors providing quality products or services prior to the initiation date of our
quality system are grandfathered into the Acceptable Vendor/Supplier List without
being subject to the vendor evaluation process. The vendor approval process
consists of one or more of the following:

1. Financial and Qualitative Review/approval done by CEO/Treasurer, President, or
Purchasing Manager 2. Customer-specified Vendor 3. Ewdence of IS0O9000
Certification 4. Part Sample or Drawing verification /

/

2. Quality Performance Monitoring

2.1 After approval, an acceptable vendors is continuously monitored for on-time
delivery and conforming product. Records are kept electronically, accessible from
ECIS (Cedar Rapids) and DBA (Des Moines)./&uh%\

2.2 Product determined to be nonconforming upon receipt is reported to the Quality
Control Coordinator via the Corrective Action (CAR/RMA) Form in

DBA. Nonconforming product is dispositioned according to Procedure QOP-83-01,
Control of Nonconforming Product. Subcontractor corrective action, if necessary, is
documented in the subcontractor’s performance record and followed-up. H&W (>
tg\’cs‘t —'f&’i@z;‘@%wuﬁ{f, A MW%&UQ fcu -y QC,? Bffjé .

e CARECHS
3. Approved Vendor List Hf[ { ),ﬁltf{/ dé’t«té;’

Purchasing in Cedar Rapids location is responsible for maintaining a list of

acceptable suppliers in QF-74-01-01 Form: Vendor Master Listing. The list is

updated and authorized by Purchasing, and the CEO/Treasurer or President. The list

is controlled in accordance with Operational Procedure QOP-42-02, Control of

Documents. }

ASSOCIATED DOCUMENTS

QF-74-01-01 Form: Vendor Master Listing [Cedar Rapids Location]




QF-74-02-01 Form (DBA Form # PO-A): Purchasing Requisition/Purchase Order
Form

QOP-74-02 Operational Procedure: Purchasing
QOP-74-03 Operational Procedure: Verification of Purchased Product
QOP-83-01 Operational Procedure: Control of Nonconforming Product

QOP-85-02 Operational Procedure: Corrective and Preventive Action
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions,
and to assign responsibilities for the establishment of purchasing documents.

II APPLICATION

This procedure applies to purchase orders for materials and parts that are
resold to customers. This procedure directly concerns Purchasing, and is
relevant to Quality Assurance and Inside Sales/Account Administration.

III PROCEDURE

Dee Electronics purchases parts and components to fill orders already
received or to stock inventory on behalf of customers future requirements.

Purchasing sorts parts and components listed on Orders into vendor-specific
Requisitions, sometimes ordering additional inventory to achieve a quantity-
based price reduction.




Purchasing creates Purchase Orders from Requisitions, adds necessary
detail, checks for accuracy and completeness, signs-off and forwards the PO
to an acceptable vendor. i /S<s A req?

C s W)

Purchasing may only create a Requisition/Purchase Order with a Vendor that
is Approved./“"’)/\

ASSOCIATED DOCUMENTS
QF-74-01-01 Form [Cedar Rapids Location]: Vendor Master Listing

QF-74-02-01 Form (DBA Form # PO-A): Purchasing Requisition/Purchase
Order Form

QOP-74-01 Operational Procedure: Supplier Evaluation
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions, and to
assign responsibilities for verification of purchased product, and for performing
receiving inspections of incoming product.

II APPLICATION

This procedure applies to materials and components that are intended for resale to
.customers. This procedure concerns Purchasing, Warehouse, and Quality
Assurance.

III PROCEDURE

1. Verification methods

1.1 Following methods and approaches are used for verification and acceptance of
purchased product:




Receiving inspection, )} i+ |
Additional Inspection, % the ‘ﬁ” eSS Gov e Yous

Source inspection, Siqe i < & odugr J o émgjﬁ.,
Supplied evidence of product conformity (this may be in the form of inspection,
testing, or process control records, or certificates supplied with the product);

o Confidence in supplier’s quality system and product verification program (this
may be based on supplier’s quality system certification, supplier audits, and
satisfactory quality performance history).

1.2 The President, CEQ/Treasurer, Vice President of Operations, and Quality

Assurance is responsible for selecting appropriate verification and acceptance
methods for specific products. The selection is based on:

“"""5 Theve 4 lncair wwf?
Cr/tlca//ty and /mportance of the product; m%,e e ﬂ/ﬁ% y;@,»m / écjﬁ ?
[\J;{} Ug% i Finicd -*Kfczisc S(;
Availability of product ver/f/cat/on records or certificates from the supplier or an
independent third party;

Knowledge of, and/or confidence with the supplier’s quality management system
and product verification program.

1.3 Product verification and acceptance methods to be applied are specified in
purchasing documents Additional Inspection Master Database procedures or

purchased product Ftows (4 ff’ AT s, dgw,..(,dg

Thiwd e Y@fﬁw@ T’ de.

1.4 Receiving inspection is applied to all purchased components.

1.5 Additional Inspection is applied to components with previous corrective action
issues deemed significant, critical components, and shipments of a new parts added
to our system. When Additional Inspection is required, the 2 X 1 Dee Incoming
Product Label will reflect an “X”, as well as this part is noted in our Additional
Inspection Required database.

2. Receiving inspection

2.1 Upon unloading of deliveries, receiving clerk counts the number of delivered
units, checks marking and identification of packages, and inspects all packages for
any signs of tampering or damage. If all these checks and inspections are
satisfactory, he or she signs the delivery receipt. If not, any shortages or damages
are noted on all copies of the delivery receipts. /Z%




2.2 Next, the received packages are moved to the desighated receiving area, a
copy of the relevant purchase order is retrieved from the pending orders file, and
the packing slips (if any) are removed from packages. The goods are counted, their
part numbers are verified against the purchase order and the packing slip, and the
goods are examined visually for any signs of damage.

2.3 If no other product verification activities are required, the goods are moved to
appropriate material putaway staging areas, and then are putaway in designated
inventory storage areas.(oct AWAY ProcsS T Nl iwicanny, gF-of
ij;g;é:fv’i #f 52;)
2.4 If Additional Inspection is required but not done immediately, the goods are
segregated in a HOLD Area or on a Cart, requiring additional inspection. §2#s
2.5 If a nonconforming product is identified, the receiving person moves the
product to a HOLD area, and initiates a nonconformity report in accordance with
Procedure QOP-83-01, Control of Nonconforming Product. The product is labeled
with a CAR/RMA label, the CAR/RMA number is marked on the sticker. Quality
Control Coordinator is notified.

3. Additional Inspection
o
f/B““fl As applicable, receiving additional inspection comprises:

Review of packaging/part markings, material certificates, source inspection records,
compliance certificates, or other such documentation delivered with the product;

Visual inspection to detect any damage or other visible problems;
Taking measurements and testing as required; and

"When products pass the inspection, they are moved to appropriate putaway
/staging areas, and then putaway in a designated storage area. Quality records
established during the receiving inspection are entered.

e

/Zélf products fail the additional inspection, a honconformity report in accordance
with Procedure QOP-83-01, Control of Nonconforming Product. The product is
moved to a designated HOLD area. Quality Control Coordinator is notified.

4, Source inspection

4;;.11';‘Where purchased product verification is to be performed or witnessed at the
~“supplier’s location, this should be specified in purchasing documents. This alsoé//’/‘“w




applies to cases where source inspections are performed or witnessed by
customers.

5.1 Where product is sent to have a process completed, Dee

Electronics marks said part for incoming inspection and places product specific
inspection notes on each product. The following processes Dee has outsourced on
a part specific basis:

1) Powder coating — visual inspection

2) Printed Circuit Board Assembly — visual inspection

3) Braising / Soldeing — visual inspection

4) Milling — visual inspection

5) Cut conduit — measured inspection

ASSOCIATED DOCUMENTS

QF-74-03-01 Form (DBA Form # PO-C): Receiving Form
QF-74-03-02 Form: Additional Inspection Master Database Form
QOP-74-02 Operational Procedure: Purchasing

QOP-83-01 Operational Procedure: Control of Nonconforming Product
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GENERAL POLICY [/

Product and process information and appropriate work instructions are established
and are communicated to relevant personnel. Operations and production processes
are monitored and controlled, and are validated where appropriate. Equipment used
in distribution processing and for monitoring and measurement activities are
maintained. Methods for product release and delivery are defined.

Materials, components, and parts are identified. When required, traceability of
materials and processes is recorded and maintained. Inspection and test status of
product is identified to ensure that only product that has passed the required
inspections is dispatched.

Customer-supplied products, if ever maintained, are controlled in the same manner
as are purchased products. If ever maintained, Customer-owned tools, equipment,
software, or other property are marked to indicate ownership. Any Loss, damage,
or unsuitability of a customer’s product is recorded and reported to the customer.

Appropriate handling, storage and preservation methods are implemented to
prevent product damage or deterioration. Receipt and dispatch to and from storage
areas are controlled. The condition of products in stock is regularly assessed.

PROCEDURAL POLICIES




1. OPERATIONS CONTROL

1.1 Product and process information

Product and process information required by process operators is communicate,
through the work order, electronic forms, or is included in work instructions.

1.2 Work instructions

1.2.1 Work instructions and workmanship standards may be in the form of
electronic manuals, electronic procedures, or electronic instructions on forms. They
instruct on how to carry out a process or perform an operation or task. The need
for work instructions is evaluated on the basis of criticality, importance and
complexity of the process; the ability to verify results of the process; operator
qualifications; and history of quality problems associated with the process.
Workmanship standards are provided when acceptability of the process output can
only be determined by comparison with a standard sample
1.2.2 Procedure QOP-75-02, Work Instructions, specifies criteria for determining
when work instructions are needed, and provides guidelines for issuing, authorizing
and controlling work instructions.

1.3 Equipment maintenance

1.3.1 Maintenance of key process equipment is addressed in Section 6.3 of this
manual. /

1.4 Measuring an?ﬂ*«monitoring equipment

1.4.1 Requirements for measuring and monitoring equipment are determined by
Executive Management and Quality Assurance. This is in accordance with process
control and product verification programs defined in product realization planning

(refer to Section 7.1 of this manual)./\‘///‘\%

1.4.2 Control system for measuring and monitoring equipment is defined in,
Operational Procedure QOP-76-01, Measuring and Monitoring Equipment. //”"\

1.4.3 Dee Electronics has established and maintains documented procedures to
control, calibrate and maintain inspection, measuring and monitoring equipment it
uses to demonstrate the conformance of product to the specified requirements. wécm?

Acce S




Measuring and Monitoring equipment is used in a manner which ensures that the
measurement uncertainty is known and is consistent with the required
measurement capability. Measuring and Monitoring equipment include (but are not
limited to) scales, calipers, and wire processing equipment.f

i

Control Procedure - Dee Electronics:

o Selects appropriate Measuring and Monitoring equipment that is capable of the
necessary accuracy and precision,

« Identifies Measuring and Monitoring equipment and specifies frequency of
checks,

e Maintains calibration records for Measuring and Monitoring equipment,

o Assesses the validity of previous inspection and test results when Measuring
and Monitoring equipment is found to be out of calibration,

« Provides suitable environmental conditions for calibrations, inspections and
tests,

« Safeguards Measuring and Monitoring equipment from damage, abuse and
unauthorized adjustment. |

1.5 Process monitoring and control

Dee Electronics has identified and planned the order fulfillment, distribution and
servicing processes which directly affect quality, and ensures that these processes
are carried out under controlled conditions. These controlled conditions include:

o Documented procedures defining the manner of order fulfillment, distribution
and servicing, .
o Use and availability of suitable equipment, and a suitable working
environment,
« Compliance with reference standards, codes, quality plans and/or documented
procedures,
« Monitoring and control of suitable process parameters and product
characteristics,
o Approval of processes, equipment, tools, and technology, as appropriate,
o Criteria for workmanship, which is stipulated in the clearest practical manner,
o Suitable maintenance of equipment to ensure continuing process capability,
o Process Environment and performance,
e Process Output
Process monitoring activities are further defined in Section 8.2 of this manual.
Activities related to process control are defined in Operational Procedures QOP-75-
01, Production Control and QOP-75-02, Work Instructions},ﬂ*

1.6 Product release and delivery

1.6.1 Products are released for delivery only after all specified activities have been
satisfactorily completed and conformity of the product has been verified.




Operational Procedure QOP-82-05, Final Inspection, define the system for final
product verification and release. M

2. VALIDATION OF PROCESSES

2.1 Special processes

!

There are no special processes in use at Dee Elec.tronics./;/v‘\%
/ -

2.2 Validation

Dee Electronics validates any processes for production and service provision where the
resulting output cannot be verified by subsequent monitoring and measurement, and as a
consequence, deficiencies become apparent only after the product is in use or the service has
been delivered,/’

3. IDENTIFICATION AND TRACEABILITY
3.1 Product identification

3.1.1 Where appropriate, documented procedures have been established and
maintained for identifying the product by suitable means from r’eceipt, during all
stages of order fulfillment, and throughout product realizationf‘;‘f‘(‘_,\\

3.1.2 During all stages of receipt, putaway, and order fulfillment, products are
identified by labels, or the labeled containers in which they are held. //L/

3.1.3 Rules and activities related to identification of products are governed by
Operational Procedure QOP-75-03, Product Identification and Traceability.
Additional relevant procedures are: QOP-75-01, Production Control; QOP-74-03,
Verification of Purchased Product; QOP-82-05, Final Inspection; and QOP-75-06,

Packaging, Labeling and Shipping. }/\

3.2 Traceability

3.2.1 Dee Electronics maintains traceability under certain circumstances, as
described in the written procedures, but traceability is not required of Dee
Electronics by any other entity. Records of traceability are maintained in accordance
with procedures. /




3.2.2 Activities related to establishment and maintenance of traceability are
regulated by Operational Procedures QOP-75-03, Product Identification and
Traceability, and QOP-75-01, Production Control. / &M@\

é,

3.3 Inspection status identification

3.3.1 The inspection and test status of product is identified by suitable means,
which indicates the conformance or nonconformance of product with regard to
inspection and tests performed. The identification of inspection and test status is
maintained, as identified in the documented procedures, throughout the order
fulfillment process to ensure that only product that has passed the required
inspections and tests (or released under an authorized concession) is dispatched, /\w,w

3.3.2 Distribution/Order fulfillment and Assembly personnel authorized to carry out
inspections and testing are responsible for identifying product inspection status. All
personnel handling products are responsible for maintaining the identification.gj/‘xmw

s,

3.3.3 Incoming products that have passed the receiving inspection are moved to
putaway staging areas/carts. Products that have not passed receiving inspection
are moved to a Hold Area. Detailed rules for identifying inspection status of
purchas?@\ucts are provided in procedure QOP-74-03 Verification of Purchased

Product.
s

3.3.4 Status of an in-process inspection is identified by current location and labeling
of product or assembly, as well as electronic verification records resulting from bar
code scanning/computer verification or written records. Each subsequent step
verifies the that previous step was completed correctly. Operational procedure
QOP-82-04, In-process Inspections, provides more detailed instructions. /k

3.3.5 Products that pass the final inspection are placed in Shipping Process
Carts/Pallets area that is designated and used only for this purpose. In addition,
products passing final inspection have an electronic Ship Authorization

Record. Rules for identifying inspection status of final authorized products are

provided in procedure QOP-82-05, Final InspectionM

3.3.6 Products that fail any inspections or tests are moved to identified Hold Areas.
Whenever a nonconforming product is identified, the nonconformity is documented
using a Corrective Action Report (CAR/RMA) Form QF-85-02-01. Procedure QOP-
83-01, Control of Nonconforming Product, instructs on how to identify and process
nonconforming product,;i_,ff

i

4. CUSTOMER PROPERTY




4.1 Receiving

4.1.1 Customer-supplied products (or personal data) are received and inspected
following the same procedure that applies to purchased products, i.e., Operational
Procedure QOP-74-03, Verification of Purchased Product. In the event the supplied
products fail receiving inspection, or are not suitable for any other reason, the
customer is contacted and a record is created in QF-85-02-01. /{v

4.2 Marking, storage, and handling

4.2.1 Marking, storage, handling, and preservation of customer supplied products

or personal data follow the same procedures that apply to purchased products. The
applicable procedures are QOP-75-03, Product Identification and Traceability; QOP-
75-04, Product Handling and Preservation; and QOP-75-05, Storage Areas. N

4.2.2 Customer-owned tooling and returnable packaging are permanently marked
so that ownership of each item is visually apparent.

4.2.3 Customer’s software, documents, and other intellectual property are
protected to the same extent as would internal Dee Electronics’ documents of
similar content, unless there are contractual requirements for special measure to

protect customer’s intellectual property.éw/

4.3 Special requirements

4.3.1 When specified in a contract, special handling instructipns fro ~clistomers will
take precedent over the company’s standard procedures./M

4.4 Loss or damage

4.4.1 Customers are contacted in the event of loss, damage, deterioration, or
unsuitability of their products or personal data. Records are documented and
maintained in QF-85-02-01. &

5. PRESERVATION OF PRODUCT
5.1 Product handling and preservation

5.1.1 Dee Electronics provides methods of handling product in order to maintain
conformity to requirements and prevent damage or deterioration. Procedure QOP-
75-04, Product Handling and Preservation, describes in detail how these policies are
implemented. /.
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5.2 Storage

5.2.1 Dee Electronics uses designated storage areas to prevent damage and
deterioration of product, pending use or delivery. Appropriate methods are
stipulated for authorizing receipt to and dispatch from such areas. In order to
detect deterioration, the condition of product held in stock is assessed at

appropriate intervals, A

5.2.2 Products with limited shelf life are assessed via Cycle counting
assessment. Products e rotated in the stockroom to ensure that the oldest
product is used first./ %—-\

5.2.3 Product stockroom areas are controlled using an inventory management
system. The system can report available in stock quantities, product location, and
turn-over times. The system is used to optimize and minimize inventory levels./”~™

5.2.4 Procedure QOP-75-05, Storage Areas gove;rmhe operation of stockrooms
and storage, staging and holding areas. g,/’\,w

5.3 Packaging and labeling

5.3.1 Primary packaging are boxes, bags or other packaging in which products are
presented to the end users.

5.3.2 Secondary packaging, if applicable, are cardboard boxes, pallets, or other
additional packag mtended to contain and protect products for shipping and
transportation ,l

5.3.3 Dee Electronics controls packing, packaging and marking processes (including
materials used) to the-€xtent necessary to ensure conformance to specified
requirements.

5.3.4 Packing/Shipping department is responsible for selecting secondary packaging
and labeling. The materials selected are compatible with requirements of commonly
used carriers and for intended means of delivery (ground, sea, air). Any customer
specific packaging instructions are documented in our system Customer Master
Special Handling instructions, and are viewed at seyeral points during our order
fulfillment process, including Final Authorization. /

5.3.5 Packaging and labeling activities areﬁoverned by Procedure QOP-75-06
Packaging, Labeling and Shipping.”~—"




5.4 Shipping and delivery

5.4.1 Shipping of products is initiated by the customer order. The order identifies
the shipping address, shipping due date, products to be shipped, handling
requirements, and transportation mode or carrier. Before products are dispatched,
the order fulfillment process controls verify that the shipment contains the same
products and quantities as specified in the customer order, and that customer
requirements and/or carrier requirements are met. Only order lines that have been

Final Ship Authorized and si ~off by the shipping department personnel can be
loaded for shipment. //

5.4.2 Activities related to shipping and delivery operations are regulated by
Procedure QOP-75-06, Packaging, Labeling and Shipping. ém

ASSOCIATED DOCUMENTS

QOP-75-01 Operational Procedure: Operations Control

QOP-75-02 Operational Procedure: Work Instructions
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QOP-75-04 Operational Procedure: Product Handling and Preservation
QOP-75-05 Operational Procedure: Storage Areas

QOP-75-06 Operational Procedure: Packaging, Labeling and Shipping
QOP-74-03 Operational Procedure: Verification of Purchased Product
QOP-82-04 Operational Procedure: In-process Inspections

QOP-82-05 Operational Procedure: Final Inspection

QOP-83-01 Operational Procedure: Control of Nonconforming Product
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions,
and to assign responsibilities for managing customer orders.

II APPLICATION

This procedure applies to customer orders for parts. The order fulfillment
process at Dee Electronics begins with the receipt of customer order and
ends when product is shipped in accordance with customer requirements.

The overall Responsibility and Authority for activities related to this element
of the standard have been assigned to the President. Team members are
charged with the responsibility to implement the procedure as written, and
have been granted appropriate freedom and authority to do so.

III PROCEDURE

1. The servicing method of Dee Electronics is identified on the following
Process Flow Chart.
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2. Modifications of the Process Flow Chart may be suggested via the Team
Member Concern Form and are handled per procedures for Corrective and

Preventive Action./( Elandle .  None.

3. Appropriate equipm%nt provisions (e.g., information systems, scanning
equipment, and scales) are selected by the President to meet process flow
requirements and ensure that customer requirements are adequately defined
and fulfilled. Such equipment is utilized and maipfiieii per Dee Electronics
and manufacturer’s instructions, as applicablyf’

4, New equipment additions may be suggested via the Team Member
Concerr/;fgﬁp_qnd are handled per procedures for Corrective and Preventive

Action. & xanfie. C/,WW@& Croun O e

5. The President, Vice President of Operations, and Vice President, Sales
ensures that all personnel implicated on the Process Flow Chart maintain a
suitable, safe, organized, and clean work environment. /-

6. The President ensures that all personnel implicated in the process flow
follow documented procedures and customer specified packaging )
requirements. / — bao fga~ 5 wrs e Viev /e d?
M\l 4O AEAC AL, '

7. The process flow is monitored and evaluated for continued effectiveness
via statistical data compiled and analyzed per procedures for Statistical

Techniques. ////i\




8. Personnel implicated in the process flow are adequately trained to meet
specified servicing requirements per procedures for Training. m&é«ﬂ“@ L@% .

Associated Documents

QOP-75-02 Operational Procedure: Work Instructions

QOP-75-03 Operational Procedure: Product Identification and Traceability
QOP-82-04 Operational Procedure: In-process Inspections

QOP-82-05 Operational Procedure: Final Inspection
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions,
and to assign responsibilities for establishing work instructions and
workmanship standards.

II APPLICATION

This procedure applies to all departments involved in Dee’s processes
summarized in Description of Sequence and Interaction of Processes.

III DEFINITION

Work Instructions are electronic procedures instructing on how to carry
out a process or perform a task. They can instruct on how to perform a
particular task. Guidelines for identifying the need for work instructions are
included in this procedure.

IV PROCEDURE




1. Identification of need

1.1 The need for work instructions and workmanship standards for a given
process is determined on the basis of the following considerations:

Importance of the process

: Work instructions are desirable for processes that are critical to our
operation.

Complexity of the process
: Work instructions are desirable for more complex processes.

History of quality problems: Work instructions may be developed for
processes that have a history of quality problems, especially when these
problems can be associated with the lack of adequate instructions.

1.2 The need for work instructions for other than order fulfillment processes
is determined on the basis of the importance and complexity of the process
or task; the level of education, experience and training of personnel; and the
degree and depth of the instructions already provided in the quality manual

H ‘""2“‘& N . o . kS .
and operational procedures. J/éﬁ?ﬁﬁm&i Wy G WOk infHidien 1S
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2. Issue and authorization

2.1 Work instructions are normally issued by the President, Vice President of
Operations, or Vice President of Sales. However, Quality Assurance or
Production Supervisor may issue work instructions and workmanship
standards, regardless of where they are used./’\m

3. Format, control and distribution
3.1 Work instructions can be in the form of electronic procedures.%f"‘\\

3.2 Irrespective of their format, work instructions are electronic and located
with the electronic user forms they are associated with.




V ASSOCIATED DOCUMENTS

QOP-75-01 Operational Procedure: Operations Control

QOP-42-02 Operational Procedure: Control of Documents
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I General

1.1 Purpose: The intent of this procedure is to describe the process for Product
Identification and Traceability at Dee Electronics

1.2 Scope: This procedure pertains to all products purchased, stored and
distributed by Dee Electronics.

II Responsibilities

1. The overall Responsibility and Authority for activities related to this element of
the standard have been assigned to the President. Team members are
charged with the responsibility to implement the procedure as written, and
have been granted appropriate freedom and authority to do so.

III Procedure

1. Identification at Dee Electronics is accomplished by a unique numerical
identifier on @ 2” X 1” Product Label affixed to each package of product upon
receipt.M

2. With thé exception of products that were purchased prior to the labeling
system being put into place, and product returned from customer that is not
traceable to Dee Purchase Order, the Product Label also bears the Dee
Electronics Purchase Order number. //R




3. Where traceability is a contractual requirement, the product is traceable to the  original
purchase order if the product is specific / unique to a finished  good and specific quantity to
that finished good.

4. Inspection  status — All inspections are recorded in an electronic database. Inspection
instructions are communicated  to relevant personnel via computer database information.

5. Received goods are verified against PO/packing slips and are checked for
visual damage. Additional inspection  requirements are indicated and defined by the
inspection database. Nonconforming products are routed to the HOLD area and await
disposition per procedures for the “Control of Nonconforming Product.”

6. In-process inspections are conducted by inventory personnel at the time orders are released to
production. This includes quantity counts and visual inspections. Nonconfrming items are
routed to the HOLD area.

7. Final inspections include verification of packaging requirements. Final
inspection authority is held by shipping personnel and recorded via
authorization identification. By virtue of the controls implicit in the process
flow, final inspectors are ensured that previous inspections are completed
when appropriate paperwork is received. Nonconforming products are routed
to the HOLD area. Nonconforming orders are repackaged, recounted, and/or
rescanned, as applicable.

ASSOCIATED DOCUMENTS

QF-72-01-03 Quality Form (DBA Form # SO-E): Invoicing Form
QF-74-03-02 Quality Form: Additional Inspection Master Database Log Form
QF-82-05-02 Quality Form: Final Shipping Authorization Form

QF-74-03-01 Quality Form (DBA Form # PO-C): Receiving Form

QOP-75-01 Operational Procedure: Operations Control

QOP-74-03 Operational Procedure: Verification of Purchased Product
QOP-82-04 Operational Procedure: In-process Inspections

QOP-82-05 Operational Procedure: Final Inspection

QOP-75-05 Operational Procedure: Storage Areas
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions, and to
assign responsibilities for product handling and preservation activities.

II APPLICATION
This procedure applies to all products involved with Dee Electronics’ processes.

This procedure concerns Receiving/Putaway, Picking, Packaging, and Shipping
departments.

III PROCEDURE

Responsibilities

The Responsibility and Authority for this element of the standard has been assigned
to the Vice President of Operations and the Warehouse Supervisor. Team members




are charged with the responsibility to implement the procedure as written, and
have been granted appropriate freedom and authority to do soz,ff’fL\

Product Handling

Warehouse Personnel check product condition upon receipt.

Segregate nonconforming product.

Place conforming product in appropriate warehouse areas.

Place nonconforming product in an area clearly marked HOLD AREA.

When necessary, utilize ESD (ElectroStatic Discharge) precautions to safeguard
components that could be damaged by electrostatic discharge.

When handling printed circuit board, if one is dropped, it shall be
moved to the hold shelf for appropriate disposition with

the assumption of internal damage.

Preservation

e FLFG SVYStewr Al [ A, odired
1. Date-sensitive materials are stored and rotated from stock using FIFO methods

to prevent degrading or deterioration.

2. Products with shelf-life issues or “use-by” dates are utilized prior to expiration
or scrapped. During cycle counting, date sensitive products will be evaluated
and scrapped if beyond date expiration.

3. Condition of product is checked during inventory.

ASSOCIATED DOCUMENTS

S
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QF-75-04-01 Quality Form (DBA Form # IN-A): Inventory Card View Form
QOP-75-05 Operational Procedure: Storage Areas

QOP-75-06 Operational Procedure: Packaging, Labeling and Shipping




QOP-75-05 — Storage Areas
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions, and to
assign responsibilities for

Use and maintenance of stores and storage areas,
Inventory management system, and

Periodic assessment of stock.

IT APPLICATION

This procedure applies to all storage and holding areas for products. This
procedure concerns Receiving, Picking, Packaging, and Shipping departments.

III PROCEDURE
Responsibilities

The Responsibility and A’uthority for this element of the standard have been
assigned to the Vice President of Operations and the Warehouse Supervisor. Team




members are charged with the responsibility to implement the procedure as
written, and have been granted appropriate freedom and authority to do so.

Storage Areas

Designated Storage areas are defined and in use.
Nonconforming product is stored in designated area(s) until returned or
scrapped.
3. Warehouse personnel are authorized to move product into storage, rearrange
storage areas as needed, and accurately pick orders from inventory.
4. Inventory records are kept in ECIS on electronic inventory card screens.
5. Inventory is taken as needed or as required by customers.
ASSOCIATED DOCUMENTS
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QF-75-04-01 Quality Form (DBA Form # XXXX): Inventory Card View Form
QOP-75-04 Operational Procedure: Product Handling and Preservation

QOP-83-01 Operational Procedure: Control of Nonconforming Product




QOP-75-06 — Packaging, Labeling, and
Shipping
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions, and to
assign responsibilities for packaging and shipping of products.

IT APPLICATION

This procedure applies to all products shipped by Dee to Dee’s customers. This
procedure concerns Packaging and Shipping departments.

III PROCEDURE
Packaging

1. If applicable, product is packed in original, undamaged packaging (as received) or broken
down into smaller quantities and packaged appropriately
Customer-specific packaging requirements, if any, are met.
3. Appropriate packaging is utilized to pack products prior to shipping.
4. Each product / package being shipped is identified with the product
part number and verified to the packing slip to ensure proper mode of
shipment
and address location.
Shipping and Delivery

N




1. Contract carriers selected by Dee Electronic are approved and monitored for
quality performance.
2. Release to Carrier is determined by Shipping, and happens after they have
completed Final Shipping Authorization.
Labeling

Each Dee Electronics outermost package or Pallet is labeled with a Dee Bar-Coded
Package ID Label (PkgID Label), which is a unique serial number that is linked to
products in the package/pallet, and also linked to the carrier Tracking/manifest
number.

Packages are also labeled with appropriate carrier labeling or information.
ASSOCIATED DOCUMENTS

QF-82-05-02 Quality Form: Final Shipping Authorization Form
QOP-75-04 Operational Procedure: Product Handling and Preservation

QOP-75-05 Operational Procedure: Storage Areas
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GENERAL POLICY

Appropriate measuring and monitoring equipment is maintained and selected to
ensure that measurement capability is consistent with the measurement
requirements. Equipment used for assuring product conformity is calibrated using
calibration standards traceable to the national standard. Calibration status of
measuring equipment is identified with calibration stickers. Measuring equipment is
properly maintained and its placement and use are controlled.

PROCEDURAL POLICIES

Dee Electronics has established and maintains documented procedures to control,
calibrate and maintain inspection, measuring and test equipment (I,M&TE) it uses
to demonstrate the conformance of product to the specified requirements. I, M&TE
is used in a manner which ensures that the measurement uncertainty is known and
is consistent with the required measurement capability. I,M&TE include (but are
not limited to) scales, calipers, wire processors, and reel counters. No customers
require verification of I, M&TE accuracy. :

Control Procedure:

e Selects appropriate I, M&TE that is capable of the necessary accuracy and
precision,




Identifies I, M&TE and specifies frequency of checks,

Maintains calibration records for I, M&TE,

Assesses the validity of previous inspection and test results when I,M&TE is
found to be out of calibration,

Provides suitable environmental conditions for calibrations, inspections and
tests,

Safeguards I,M&TE from damage, abuse and unauthorized adjustment.

ASSOCIATED DOCUMENTS

QOP-76-01 Operational Procedure: Measuring and Monitoring Equipment




QOP-76-01 — Measuring and Monitoring
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I PURPOSE

The purpose of this procedure is to provide for a system and instructions,
and to assign responsibilities for identification, calibration, verification, and
maintenance of measuring and monitoring equipment.

II APPLICATION

This procedure applies to measuring and test equipment used for verification
of product conformance and for control of production processes. This
procedure concerns Warehouse and Quality Assurance departments.

III PROCEDURE

1. The inspection, measuring, and test equipment currently utilized by Dee Electronics for the
manufacturing process are: Scales, Calipers, Tape measurements, and Electrical function testing.

4’%; Fgé&%é %S -+ &%&qﬁffmwfﬁ E?é( ﬁ '%Z;S’%// A
2. Calibration is performed to recognized or manufacturer standards and performed in-house or
externally as required. External calibration services supply Dee Electronics with required calibration

documentation. V\,M,@ - aANe Vé?‘iﬁ«’m«?mﬁ ddﬁv% ?Véa%’{‘
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3. The Calibration Log %dlcates the following:




Equipment identifiers. Frequency of calibrations. Calibration methods.
Appropriate environmental conditions.

4. Equipment requiring calibration is affixed with identifiers corresponding to
the Calibration Log.

5. Inthe event that equipment is found to be out of a state of calibration, corrective actions are
monitored until said equipment is re-calibrated or brought back to a conforming status. if
necessary, the customer is notified of any potential orders that may be non-conforming.

6. The President, CEO, and Production Supervisor ensures that applicable
employees are trained in the safe and proper handling of inspection,
measuring, and test equipment. Such training is reflected in pertinent
training records.

6.5 Inspection, Measuring, Test Equment or Tooling is Not Used if it is not properly marked with an
ID # from the (?allbratlon Log. 3/5 SAD %@t(ﬁ&%@{,’w &)%5& Ve cd A+
Etn, &@2 f‘\/‘ =3 d&dz’u//%» .

7. If necessary, the PreS|den CEO, or Production Supervisor will safeguard
inspection, measuring, and test equipment to prevent from unauthorized
adjustments.

ASSOCIATED DOCUMENTS
QF-76-01-01 Quality Form: Calibration Log Form

QOP-83-01 Operational Procedure: Control of Nonconforming Product




