WI1-9.0 Internal Quality Audit, How to

Rev A (07/2012)

1.0 Scope & Purpose

This Work Instruction (WI) briefly defines the basics of initiating and performing an Internal Quality
Audit and is intended to standardize the data entry format and minimum information required to be

documented per QAP 17.0 and the QAM.

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. This WI focuses of the Quality Audit Log tab and the Internal

Quality Audit process as defined in the QAM and QAP 17.0.

e 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 and closed out as “Compliant”.

3.1  Quality Audit Log TAB

The Quality Audit Log Tab is a critical element of the documentation process as this tab is linked to
the CAR tab, Continuous Improvement tab and the Preventative Action tab.

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 Internal Quality
Audits reports and Quality Audit Log and shall present finding to senior management all Audit
findings 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 specified in the QAM and subsequent QAPs and/or WiIs.

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 WiIs.

When entering data onto the Quality Audit Log Tab, the sequencing is established by year and audit
sequence numbering.
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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.
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The Audit Summary section is used to summarize finding and actions.
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Internal audits are generated semi-automatically off the online QA Data sheet as one of the tab-

selected options on the Table of Content as shown below.

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

Table of Content

Tab 4
Tab 3
Tab 6
Tab 7

QA Contract Workbook

DD250

DD1222

QA 011 - Packing List

QA 012 - Final AcceptCoC

Packaginz Waiver F equest
A
QA 002 Audit
DR

Internal Aud it Report

Date: Auvdit#

Subject Anditor:

Title

Name

TAELE OF CONTENT &
Tab1 Input Data Tab To show a sheet, Put a check In thebax ¢
Tab2 Barcode Labels Parts Tohide a sheet RefrenceTiems Inspected
Tab3 Barcode Labels Package

Tab8 QA 013 - Contract Review QA 009 FAI
Tab? QA 015a-Top Assy QA 010 QCP
Tab 10 QA 015b-Det-SubAssy QAP 111 AQL _—

Tab 11 831 Test Report - Cover Page ME 001 SOP
Tab 12 831 Test Repart T of C Serial Number Sheet /
Tab 13 831 Test Repory Appendix FAT Waiver Letter for TDP Sgmare / e |

Commercial - Invoice
Commercial - Packing List

Tab 14
Tab 15

831 Test Report Tech Data Cert
QA 012-1 - Special - CoC

i:\
|

Tab 16 QA 012-2 - Special - CoC DDC Shpg Inst Reqt

Tab17 QA 012-3 Prime & PaintCoC (SAR)/TDP Cost Breakdown \# AR

Tab 18 Packaging Instructions TDP CDRL

Tab 19 RFP Mailing Label Discount Extension Request e vt ) . lose-out
Section

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

3.2 Internal Quality Audit Form QA002

The Internal Quality Audit form as noted above can be accessed at the job level and up or
independently as need requires.

The following elements are to be recorded prior to starting an Audit:

e Date of Audit

e Sequence number. (Assigned from Log entry, Customer or job QA Data Sheet.)
e Area subject matter. i.e. raw material, receiving inspection.

e Lead Auditor’s name/title

e Attendees name, title and department/organization.

e Referenced QAM section, QAP or WI, when available.

The center section of the audit form is used to document specific elements of the audit. i.e. Reviewed
Inspection Instruments and Raw Material Identification.
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The next section is used to summarize specific finding. i.e. Inspection Gage S/N TC0051 out of
calibration.

If area is found in compliance, the bottom section of the audit form can be closed and noted as
“Compliant” and so noted in the Quality Action Log.

If a CAR is required, the CAR is issued per QAP 14.0 and logged as required in WI-8.0.

All required actions and/or executed actions are to be logged into the Quality Action Log as required
per WI-8.0

3.3 CARLog TAB
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 options on the Table of Content as shown below.

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. Note: The pre-entered data can be overwritten
if required.

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.

After the CAR has been created, it is logged into the Quality Action Log-CAR tab. This gives each
CAR visibility and full traceability to the job/contract and back.

Table of Content
QA Contract Workbook
TABLE OF CONTENT
Tab1  Input Data Tsb 3 - :
Tab2  Barcode Labels Parts 3 Tohides deet |
Tab3  Barcode Labels, Package i — -
Tabs DD250 {3 Packaging Waiver Request
Tabs DD1222 i Crab21 QA001CAR T
Tab6 QA 011 - Packing List I e 02 Audit =T
Tab7 QA 012 - Final Accept-CoC Tab23 QA 005 QDR 3
TabS QA 013 - Contract Review [ irab24 Qaoo9FAI P
Tab9 QA 015a-Top Assy i Tab25 QA010QCP &
Tab10 QA 015b-Det-SubAssy | iTab26 QAP111AQL i S
Tab11 831 TestReport-CoverPage | ‘Tab27 ME 001 SOP P e -
Tab12 831 Test Repart T of C | [Tab2s Serial Number Sheet i |
Tab 13 831 Test Repory Appendix ! Tab29 FAT WaiverLetterforTDP . ! I
Tab14 831 TestReport TechDataCert | [Tab30 Commercial - Invoice 7| 1
Tab 15 QA 012-1 - Special - CoC ! 'Tab31 Commercial - Packing List T
Tab16 [ - i Comis o B D g . Pl 308 005 S
Tab 17 + Jb Master Schodule Semmary o G— T
Tab1s § | At ! D ] I |
rab 19 ¢ .[l-x-h.uws-s Tom Caim | -~Praject Mamager Drop-Domem mems - i
[ \FM\F"MWT Aged 5. 2012 -r-}’dln-fllw-rnpu-u . |
7 | (Producton) St Retesse | Apd . 2013 <~ PRl in AFTER FA scceptance to aachortce production ren. | T I
CARQDR - e v [t DOUAGAS amigned L !
i i Bl Sveas emmnber o7 WO-Comract Lant § — ———=
i RB Actios (I requer [ ———
QDR Closed Date: N —— - [e—
Comvctne Actoa CAR lasned —'-:: -
Samamary (CAR) CAR Closed - ——
QA Final lnpecion: | ame 15,2012 S~ R —
(Ex0) Shp Duse: | e 152012
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On externally generated CARs, the QA Data Input sheet has the ability to override the default entries
and use the source CAR number in lieu of the system generated CAR number.

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.

File

Organize

J=| . » Computer » Work Orders (\WIWE) (Z:) » ~QA System-Audit Folder (CARs) » IWE- CARs » 2012 » 4-2012

View Tools Help

Edit
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| ~Address Book-Contacts
, ~CNC PROGRAMS
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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

Form QA 001
Form QA 002
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