WI-8.0 Quuality Action Log, Use of Rev A (06/2012

1.0 Scope & Purpose

This Work Instruction (WI) briefly defines the basics of using the Quality Action Log and is intended to
standardize the data entry format and minimum information required to be documented.

2.0 General Overview

As shown below, the QA System-Audit Folder on line is split into 5 major categories that match the
Quality Action Log spreadsheet tabs.

¢ Quality Discrepancy Reports (QDR) log
e Corrective Action Report (CAR) log

e Preventative Action (PA) log

e Continuous Improvement (CI) log

¢ Quality Audit Log tab (Folder not shown as this is a summary tab within the spreadsheet.)
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3.0 Process and Documentation

The QA/Engineering Manager, Project Manager or designee creates and maintains the Quality Action
Log.

The QA/Engineering Manager, Project Manager or designee shall at a minimum, annually perform a
sub-system audit review and document audit results and issuance of subsequent actions, if required.

If no actions are required, i.e. system is found to be in compliance, the audit action shall be entered and
so noted.

31 QDR Log TAB
The QDR Tab shall be used to document all QDR activity, both internal and external.

Internal QDRs are generated semi-automatically off the online QA Data sheet as one of the tab-
selected option on the Table of Content as shown on the following page.

By checking the QA 005 QDR checkbox, the QDR form will be generated with all the basic contract
data and general component information pre- entered.

Additionally, using the Dadta Input tab will assign a QDR registration number based on the job

Table of Contént Industrial Welding & Engineering "
747 Carle Ave. QDR {Quality
Lewiis Center, OH 43035 Discrepancy Report)
QA Contract Workbook Phone. 0148535108 Contals: | 1iesRzse
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WI-8.0 Quuality Action Log, Use of Rev A (06/2012

number and last four digits of the contract. See below, lower left data block.

After the QDR has been created, it is logged as shown below. This gives each QDR visibility and
full traceability to the job/contract and back.

On externally generated QDRs, the QA Data Input sheet has the ability to override and use the
source QDR number in lieu of the system generated QDR number.

SZ g 4. » Computer » Work Orders (\\IWE) (Z:) » ~QA System-Audit Folder (CARs) » QDR Folder

File Edt View Tools Help
Organize » Bumn New folder

4. ©~NON WORK ORDER FOLDERS - Public = .~ ~0002 QA (1442) (1660-01-020-1924) QDR 2625-1442
J. @Fourply Design = ~0003 QA (1429) NSN 5120-01-151-1709
J. @Lewis Center Mfg ~ ~0004 QA (1519) (5975-01-462-6728)
). ~Address Book-Contacts \~, ~0005 QA (1535) (1450-01-589-3764)
). ~CNC PROGRAMS + ~0006 QA 0749 (1650-00-671-8973)
). ~DLA Non-Disclosure Licensing Agreements \~ ~0007 QA Rel 22 (1551) (4933-01-575-T787)
). ~DoD & General Forms & Info |#) FIXTURE PLATE-BURTON
). ~GagePac Calibration Data (IWE & MTC()
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4. ClFolder
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In either case, the same documentation procedure is to be followed.

Note that the QDRtile reterences the Job number and the top-level NSH
or Part number.

If a CAR is required, it will waterfall into the CAR form if the QA Data sheet is used.

Reference the QAM and subsequent procedures/work instructions as required and noted in section
4.0.
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WI-8.0 Quuality Action Log, Use of Rev A (06/2012

3.2 CARLogTAB
The CAR Tab shall be used to document all CAR activity, both internal and external.

Internal CARs are generated semi-automatically off the online QA Data sheet as one of the tab-
selected option on the Table of Content as shown on the following page.

By checking the QA 001 CAR checkbox, the CAR form will be generated with all the basic contract
data and general component information pre- entered.

Additionally, using the Data Input tab will assign a CAR registration number based on the job
number and last four digits of the contract. See below, lower left data block.

Table of Content by SE AL cmEm P —

QA Contract Workbook =
TABLE OF CONTENT
Tab1  Input Data Tab "N
Tab2  Barcode Labels, Parts :
[Tab3  Barcode Labels, Package
Tabs  DD250 Packaging Waiver Request 1| |
Tabs  DD1222
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[Tab7 QA 012 - Final Accept-CoC | | QA 005 QDR
[Tab8 QA 013 - Contract Review i iTab24 QAO009FAI
Tab9 QA 015a-Top Assy " "Tab25 QA010QCP
Tab10 QA 015b- Det-Sub Assy {iTab26
Tab11 831 TestReport-CoverPage |  Tab27

- i e

[Tab 12 831 TestReport T of C i iTab2s 1\
[Tab 13 831 Test Repory Appendix ol . 1
Tab14 831 TestReport TechDataCest |  |Tab30 i ce /[ ]‘
[Tab15 QA 012-1 - Special - CoC I |
Tab1s ; ——— —
[ Tab 17
Tab 18
Tab 19

Job Master Schedule Summary
Actvity | Date !

PR LA (= (O

|
| [mspector-Project Mgr Name | Toay Casilas ]«
-

(FAI) First-Part Review Apel 5, 2012 < Blil in @ FALimpectiof acceptance.
(Procuction) Stan Release Agpel 8, 2012 < Fill in AFTER FAI acgbptance 1o authorize pro
CAR/QDR #: 1186-R299 |<~Use DEMA-QAS asvigned |
_ QDR Issue Date:)/ 020212 |number or WO-Contract Last 4 | — ——— = =
MRB Action (M ¢ 4 e et e e i L
Rk Daw
QDR Closed Dyfs> ' [ - [R—
Corrective Action CAR Issued
Summary (CAR) CAR Closed R —
QA Fii inspection. | Jane 15,2012 . = ]
(Est) Ship Date: June 15, 2012

v

N L R T R )

After the CAR has been created, it is logged as shown below. This gives each CAR visibility and full
traceability to the job/contract and back.

On externally generated CARs, the QA Data Input sheet has the ability to override and use the
source CAR number in lieu of the system generated CAR number.
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WI-8.0 Quuality Action Log, Use of Rev A (06/2012

In either case, the same documentation procedure is to be followed.

Reference the QAM and subsequent procedures/work instructions as required and noted in section
4.0.

¢ Computer » Work Orders 00WE) () » ~QA Systemn-Audit Folder (CARs) » IWE- CARs » 2012 » 4-2012
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33 PALogTAB

The PA Tab shall be used to document any preventative actions (PA) activity and is intended for
primarily for internal use.

Types of items to be logged are items where re-occurring events can be scheduled and monitored on
on-going bases. i.e. Preventative Maintenance Schedule (PMS) for all major equipment.

This tab is seldom used as most PMS items are pre-defined by the equipment manufacturer, which
makes it unnecessary to create a second PA PMS.
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The log tab is self explanatory.

The following is an example of a PMS.
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34 CILog TAB

As shown below, the continuous improvement log is used to document systemic and/or process
and/or procedural improvements which have a positive effect on the general Quality System as a

whole.
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As noted in the prior figure, generally CI items are distributed via electronic means (email) to notify
all with a need to know of any changes to procedures, forms, processing methods and the like.

For additional details, refer to the QAM and section 4.0 of this WI.

3.5  Quality Audit Log TAB

The Quality Audit Log Tab is the critical element of the documentation process.

From data entered in the Quality Action Log, any or multiples of the prior sections can be affected
and senior management can use the collected data to make future business plan adjustments or
course/objective corrections.

The QA/Engineering Manager, Project Manager or designee shall maintain the Quality Audit Log

and present finding to senior management for final review and disposition, if additional action is
required.

The QA/Engineering Manager, Project Manager or designee shall at a minimum, annually perform a
sub-system audit review and document audit results and issuance of subsequent actions when
required.

The QA/Engineering Manager, Project Manager or designee has full authority to take action based
on the audit finding as specific in the QAM and subsequent QAPs and/or W1s.

If vendor or customer interaction is required, the QA/Engineering Manager, Project Manager or
designee may delegate actions to such person or persons required to execute said actions in
accordance with the QAM, QAPs and WIs.

When entering data onto the Quality Audit Log Tab, the sequencing is established by year and audit
sequence numbering as shown below.

I |

B 0| Ee[a- A

: Drop-down lists
T IS« Aié_ﬁ uu; grlAw rad
f— 2

D|—L- D

T T T ) A :
Audit No. 5 2
Date|  Andi Acea Code Audit St Action Required
: W‘M |

2 1A 12002 Mansgemen Spectie Woek In w Taszd news W's see QA Thor Folder for details Appreved w/Change
System,

= @%X mcomplicace, a0 action sequired. Approved

9-4 .:g) S%a i
[ G Sl Apgrrved
3

- Mh‘ Auchit Area Code Anche Summary

1201 $12012 Macaprment Speciic  Work Instructions for mexjor i bowse peocedkaes. Trued pew WT's see QA Doc Folder for detals
1202 612012 Procedus. Syitem v msompieac
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There are 2 drop-down lists on the spreadsheet used to identify the audit area or sub-system and the
second for action definition.

The Audit Summary section is used to summarize finding and actions.

Internal audits are generated semi-automatically off the online QA Data sheet as one of the tab-
selected option on the Table of Content as shown on below.

Internal Audit Report

Table of Content o edics
Subject: Auditor:
QA Contract Workbook . - Tie —
TABLE OF CONTENT f*’

Tab1 Input Data Tab

Tab 15 QA 012-1 - Special - CoC
Tab 16 QA 012-2 - Special - CoC

To show 3 shest, Put 3 cheelke in thebox

Commercial - Packing List
DDC Shpg Inst Regt

Tab2 Barcode Labels Parts RefrenceTiems Inspected

Tab3 Barcode Labels Package

Tab4 DD230 Packaging Waiver Fequest

Tab3 DDI1222 QA 001 CAR

Tab6 QA011 - Packing List QA 002 Audit

Tab7 QA012 - Final AcceptCoC A 005 QDR

Tab8 QA 013 - Confract Review QA 002 FAI

Tab? QAO015a-Top Assy QA 010 QCP

Tab 10 QA 015b-Det-Sub Assy QAP 111 AQL Findings

Tab 11 831 Test Report - Cover Page ME 001 SOP

Tab 12 831 TestReport Tof C Serial Number Sheet

Tab 13 831 Test Repory Appendix FAT Waiver Letter for TDP Sigmiee Daie Corractive Action Request Requirad
Tab14 831 Test Report Tech Data Cert Commercial - Invoice e e ﬁ::mw Dr" e

CARNo.

SignaturesDate

Date:

MFG . Mamager

GEN. Marager

Tab 17 QA 012-3 Prime & PaintCoC (S AR)/TDP Cost Breakdown
Tab 18 Packaging Instructions TDP CDRL
Tab 19 RFP Mailing Label Discount Extension Request e rze e . omd

By checking the QA 002 Audit checkbox, the Audit form will be activated.

The QA/Engineering Manager, Project Manager or designee maintain shall scan and maintain a copy
of all completed audits in the QA System-Audit Folder online for future reference.

4.0 Reference Documents

e QAM
e QAPs 1.0 thru 22.00
e WIs 1.0 thru 8.0

® ~QA (Job-WO) (NSN) Data Entry Workbook

e Form QA 001
e Form QA 002
e Form QA 005
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