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3.0

Ceneral Palicy

F.1 Ark Allov, LLC is committed to establishing, implementing and
maimaining a gualily management svsiem, and continually improving its
effectiveness, fn aceovdance with the reguiremenis of 3802 9000 - 20060 aned
becaming 150 certified.

Responsibility and Authority

2.1 The Quality Manager has the overall responsibility to establish,
implement, and maintain the gquality system. All emplovees of Ark Alloy,
LLC have the responsibility to conduct all quality activities in support of
s gquality policy, quality system documentation and customer
requirements. Each employee has been granted authority to meet
gpecilied requiremenis,

Policies
2.l Quality Svstem Processes

3.1.1  Processes needed for the quality system are wdentified m the
Quality System Manual. Quality System Procedures, and the
Process Flow Chart, The Quality Sysiem Procedures along with
the Process Flow Chart are used to determine the sequence and
interaction ol these processes.

3.1.2  Quality system documentation also defines criteria and methods
needed to ensure that the operation and control of guality system
processes are effective. This includes assignment of
responsibilities and allocation of resources for the process,
instructions on how to carry out and/or operate the process,
definition of methods for monitorning, measuring, and analyzing the
processes and actions necessary to achieve planned results and
continually improve the processes.

3.2 Resources and Information
3.2.1 The Quality Manager is responsible for determining resource and

information requirements necessary to support the operation and
monitoring of quality system processes, and for communicating
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these requirements to management. The Quality Manager in
conjunction with management is responsible for ensuring the
availahility of necessary resources and information needed to
effectively implement these processes.

Monitoring and Measurement

3.3.1

L]
L
(]

The performance of guality system processes i1s periodically
monitored thru internal audits, This 1s to ensure their effectiveness
and identify opportunities for improvement.

The performance of product realization is monitored thru metrics
by measuring characteristics resulting from processes, customer
inputs and required inspections.

Conformance and Continual Improvement

3.4.1

Cuality management system processes are regularly measured and
reviewed by top management to identify any possible farlures or
breakdowns of the system, and also to identify opportunities for
improvement, Actions necessary to address actual or potential
problems and to improve the quality system are implemented thru
corrective and preventive actions.

Sub-contracted Processes

3.5.1

Some production processes are outsourced: for example spot
welding, plating and polishing, These are common, standard
processes.  Ark Alloy, LLC evaluates and selects process vendors
in the same way we handle other vendors, Evaluation of process
vendors may include examination of sample parts, a personal visit
to the vendor, and/or completing a vendor survey.

Related and Support Documentation

Quality System Manual
Quality System Procedures
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1.0

2.0

3.0

Cieneral Policy

1.1 The scope of Ark Allov, LLC quality system documentation s written in
anticipation of becoming certified 1o the 1SO 9001:2000 Quality
Management Svstem standards. The creation and revision of quality
documents and their distribution 15 controlled thro an electronic document
control system. New documents and revisions are reviewed and approved
prior to issue and are identified with respect to their revision level.
Appropriate documents are available at locations where they are used.
Obsolete documents are identified as such to prevent their unintended use.

1.2 Quality records are identified thru a master list of records and are indexed
for easy retrieval. Records are stored in a suitable environment 1o
minimize deterioration. Quality records are retained for the period defined
in the Master List of records.

Responsibility and Auathority

R The Quality Manager has the overall responsibility for controlling
documents and records. The employees of Ark Alloy, LLC have the
responsibility to carry out all quality activities in support of the quality
policy, quality system documentation and customer requirements. Fach
employee has been granted appropriate authority to meet specified

requirements.
Policies
3.1 Creneral

The quality system documentation for Ark Alloy, LLC consists of the
following tvpes of documents:

a. Documented statements of a quality policy and guality objectives.

b. Cuality system manual

€. Quality system procedures

d. Forms

€. Quality records to demonstrate the effective implementation of the
standard.
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3.2 Quality Manual

321 Ask Alloy, LLC has established and maintains a quality system
manual that includes the following:

a. The scope of the quality management system, and details off
and justification for any exclusion.
b. Reference to documented procedures established for the

quality system which clearly show the relationship between
the requirements of the standard and documented
procedures and,;

c. A process flow chart that clearly identifies the description
and interaction between the processes of the quality
FI'III.I'II!%L"H'II'.‘-'I'I[ Eh (L=

3.3 Control of Documents
331 Documents required by the quality management system are

controlled in accordance with procedure QSP 4.2.1 Document and
Data Control. This procedure defines the following controls:

o Approval of documents for adequacy prior to 15sue;

b. Review, update and re-approval of documents as necessary;

c. Ensure that changes and the current revision status of
documents are identified;

d. Ensure that relevant versions of applicable documents are
available at points of use;

&, Ensure documents are legible and readily retnievable;

I Ensure that documents of external origin are identified and

their distribution controlled, and:
Prevent the unintended use of obsolete documents thru
suitable identification when they are retained for any

pUrpose,

0=

3.4 Contro] of Records

14,1 A documented procedure has been established to define the
controls needed for the identification, storage, protection, retrieval,
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3.4.3

344

retention times and disposition of records. This includes methods
for controlling records that are created by and/or retained by
suppliers,

Cuality records are established and maintained to provide objective
evidence that:

i, Materials and processes meet specilied reguirements;

b. Pulled product conforms to required specifications, and;

C The quality system is operated in accordance with
documented procedures and that it is efTective.

Records are established by personnel performing the task,
operation or activity, the results of which need to be recorded.

Records are dated and identify the person or event to which they
pertain.

Records are indexed and grouped to facilitate their retrieval.
Cabinets, binders, computer disks and other storage media
containing records are clearly labeled with identification of their
content.

Paper records are stored in clean, dry areas. Electronic records are
backed up to prevent unintended loss. Quality records and
documents may not be stored in private desk drawers, unauthorized
computer drives, or other obscure locations that are not generally
known.

Retention periods for quality records are determined on the basis of
the event to which the record pertains, and on regulatory and
contractual requirements as appheable.

4.0 Related and Support Documentation
hlaster List of Records

QSP 4.2 1 Document and Data Contral Procedure
QSP 4.2.2 Control of Quality Records Procedure
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1.0 Furpose

1.1 To establish a procedure for the creation, approval, control and revision of
quality system documentation.

20 Scope

21 This procedure applies to the quality system manual, quality system
procedures, work instructions and gquality system forms.

3.0 Responsibiliby and Authority

31 The Quality Manager cr his designees are responsible for ensuring this
procedure is followed, and are authornzed to control all quality system
documentation. The Quality Manager may designate and authorize
gualified, trained personnel to carry out this procedure, as needed.

4.0 Procedure

41 Initiation of Documents

4.1.1 Al employees are encouraged to propose new documents,
procedures, forms. Employees are also encouraged to propose
changes where needed.

4.2  Approval

52.1 Prior lo release, documents are reviewed for adeguacy,
correctness, and conformity to quality policies. A document is
considered to be formally issued when it is authorized and
approved by the Quality Manager or the Vice President. Only
authorized and approved documents are entered and viewable in
the Quality System folder on the company server, The Quality
Manager and Vice President are the only people with the electronic
password neaded to add or change documents in the quality
system.

Lincontrolled if printed
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4.3

4.4

4.5

Format

4.3

432

The quality manual, procedures, and forms are maintained in an
electronic format on the company server, Electronic documents are
clearly labeled and organized in such a manner so they are easy o
retrieve.

Woark instructions are maintained in an electronic format on the
COMPany server

Identification and Revisions

54.1

Changes to documents are reviewed and approved by the same
function thal approved the inilial document. All controlled
documents are identified with & unigue title and/or code, and with
respect to their revision level by a letter code. Initial release is code
“A", the next release is "B", and so on.

Frotection and Control

4.5.1

4.5.2

4.5.3

Electronic documents are stored on the company server, and are
stored as "read only”, with a password required to make any
changes. The password is known only to the Quality Manager and
the Vice President, to protect documents against unauthorized
changes.,

Documents other than work instructions are labeled “Uncontrolled if
printed”. Printed copies of quality system documents, other than
work instructions, are not controlled, and are not stored within the
premises of Royall Manufacturing. Quality system documents may
be printed for marketing purposes or reference.

In order to protect electronic records from fire, theft. or other
damage, the company server is backed up on a weekly basis, or
more often. The backup disk is stored in a fireproof box, or
removed altogether and taken home with 2 member of top
manageament.

Lncontrolled it 1] inted
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4.5.4 The Quality Manager maintains a master list of all controlled
documents. This master list is in electronic form and is kept on the
GOMpany Server,

50 Related and Support Documentation

QsM 4.2 Documentation and Records
Master List of Documents

6.0 Revision History

'Date: | Revision | Description of Ravision: '
i level l |
[ 107 | A | Initial release |
| 6/27117 | B | Updated Version l
| | é

Uneontrolled if prmted
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1.0

24}

3.0

General Policy

l.1

At Ak Alloy, LLC, management commitment is demonstrated by
communicating to the organization the imponance of meeting
requirements, establishing the guality policy and quality objectives,
conducting management reviews of the quality system and ensuring the
availability of necessary resources.

Hﬂﬁ]‘ﬂm!iihilil}' and Authorty

21

The President is ultimately responsible for establishing, implementing,
meintaining and improving the quality system, The employees of Atk
Alloy, LLC. have the responsibility to carry out all the quality activities in
support of its guality policy. guality system documentation and cusiemer
requirements. Each employee has been granted authority in order to meet
specificd requirements,

Policies

31

32

3.3

Management

31.1  Forthe purpose of administering the quality management system,
top management is defined o include the President and the Cuality
hlanuger.

Customer Requirements

32,1 Top management is committed to communicating the importance
of meeting customer requirements, as well as any statutory and
regulatory requirements that may apply. The Quality Manager is
responsible for implementing this commitment by promoting
wwareness of customer requirements throughout the organization.

Cuality Policy and Quality Objectives
33.1 Top management defines the purpose and objectives for the guality

management system. They are documented and communicated in
the form of the guality policy and quality objectives. Processes for

5.1 p1.pdf
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establishing the quality policy and quality objectives are defined in
section 5.3 Quality Policy, and section 5.4, Quality Sysiem
Planning, of this manual.

34 Management Review

3.4.1 The President reviews the quality management system twice per
year with other members of top management to ensure its
continuing suitability, adequacy, and effectiveness. The
management review evaluates current status and performance of
the quality system and initiates actions for further improvement of
the system.

3.5 Resourges
3.5.1 Management is committed to providing the resources necessary for
establishing, implementing and improving the quality management
system, The process used for identifving resource requirements
and allocation of resources for specific activities and projects is
defined in section 6.1 of this manual.

Related and Support Documentation

Mone

Revision History

ate Revision level Description of Revision
171/15 A Initial release
bad717 B Updated Version
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[0 General Policy

1.1 The principle objective of the quality management system is to focus our
organization on the customer and, in particular, on customer satisfaction.
The key to achieving high customer satisfaction i a good understanding
of customer requirements and consistently Tulfilling these reguirements,

20 Responsibility and Authority

1 Thie Cualinty Manager is responsible for ensuring that customer
requirements are determined, and lor ensuring that the customer
requirements are met with the aim of enhancing eustomer satisfaction.
The emplovees of Ark Alloy, LLC have the responsibility to carry out all
guality activities in support of its quality policy, quality system
documentation and customer requirements. Each emplovee has been
granted authority in order to meet specified requirements.

3.0 Policies
EN Dretermining Customer Reguirements

F L0 Castomer requirements are broadly undersid o include all
aspects of the product that can influence customer satisfaction.
When relevant this may also include customer needs and
expectations,

312 Custemer requirements are determined thru the contract revigw
process in accordance with procedure Q5P 7.1.1 Coniract Review.

32 Custemer Meeds and Expectation

32,1 When appropriate, customer needs and expectations are
determined and meorporated into product requirements. Members
of the Sales and R&D departments are responsible for collecting
and analyzing information about customer needs and expectations.
The purpose is to gain understanding of which product features and
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4.0

a0

characteristics are most important to the customer, and meeting
those needs.

33 Fulfillment of Customer Requirements

3.3.1  The quality management system is desipned and implemented 1o
ensure that customer requirements can be consistently fulfilled.
Quality system processes that most directly contribute to achieving
this objective are those related to the control of product realization.
These processes are controlled, measured and analyzed with
respect to established metrics.

Related and Suppont Documentation

None

Revision History

[rate Revision level Description of Revision
1/1/15 A Initial release
627717 B Updated Version
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1.0

20

3.0

Cleneral Policy

Top management has established a quality policy appropriate 1o Atk
Alloy, LLC that includes our commitment to comply with requirements
and continually improve the effectiveness of the gquality management
system. This policy provides the framework for establishing and
reviewing guality objectives, The policy is communicated and understeod
within the organization, and is reviewed at least twice per year to ensure
the comtinued suitability.

Responsibility and Authority

21 Top manazement shall b responsible for establishing and implementing
the guality policy. The emplovees of Ark Alloy, LLC have the
responsibilicy o carry out all quality aetivities in support of its guality
palicy, guality system documentation and customer requirements, Each
employee has been granted authority in erder to meet specihied
Fequirements.

Policies

3.1 Authority
The quality policy is established by top manazement and approved by the
President. The President is responsible for approving any changes to the
policy.

3.2 Role of the Policy

321 The main role of the guality policy is to communicate the
company’s commitments and goals with regard to guality, and o
defing principal chjectives for the quality management system.

3.2.2  The quality policy provides a framework Tor establishing specific
quality objectives, and provides direction for the continual
improvement effort, The use of the guality policy in setting quality
objectives is addressed in section 5.4 of this manual,
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3.0

3.3 Communication
3.3.1 The quahty policy 15 posted on the company computer network,
accessible to all employees. The role of the policy is
communicated thru training provided to all employees.
34 Review
3.4.1 The quality policy i1s reviewed at least twice per year within the
framework of management reviews of the quality system. This i1s
to ensure its continual relevance and surtability.

Related and Support Documentation

None

Revision History

Date Revision level Description of Revision
171715 A Initial release
6/27/17 B Updated Version
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20

30

Cencral Policy

1.1

Ouality ohjectives are established to support and implement the quality
palicy and continual improvement. Quality planning includes
wlentification and determination of quality system processes (including
any exclusion), prioritics for continual improvement, and resources needed
o achieve quality objectives and 1o maintain and improve the quality
svatem. The process Now chart is periodically reviewed and updated as
necessary 1o maintain the integrity of the quality system during
organizational and other changes.

Responsibility and Authoriny

21

Top management is responsible for establishing quality objectives and
ensuring they are measurable. Top manazement is also responsible for
ensuring planning activities are carried oul o meet specified requirements
and the imegrity of the quality system is maintaimed when changes ane
planned and implemented. The emplovees of Ark Alloy, LLC have the
responsibility o carry oul all guality activities in support of its guality
palicy, quality system documentation and customer requirements. Each
employee has been granted authority in erder 1o meet specified
requirements.

Policies

al

Cruality Objectives

3.1.1 Quality objectives are established throughout the organization to
implement the guality palicy, o meet regquirements for product and
processes, and to improve the quality system and performance.

3.1.2  Quality ebjectives are classified into ihe following categories:

a. Policy Objectives: These are principal, strategic objectives
that apply 1o the entire organization.
h. Cality Performance Objectives: These objectives set

spicific, measurable targets for improving operational
performance Lo ensure process conformity and customer
satisfaction, They apply to departments and functions
having dircet responsibility for activities that reguire
improvvement. Performance objectives are esiablished by
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top management and monitored within the framework of
minagemenl reviews,

3.1.3 The Quality Manager reviews the metrics to identify where goals

are and are not being met, and communicates to top management
thru management review, Performance metrics are posted on the
company network [or employes review and information, Where
shortfalls are dentiled, the President or Quality Manager may
revise objectives, issue corrective action requests, or take other
appropriate action to address the issues.

Cuality System Planning

lad
I

Quality system requirements and processes are planned to ensure
that the system is appropriate for its intended purpose, and that it is
elfective and efficient. The purpese of the quality system is:

a To achieve the quality policy
k. To ensure and demonstrate our ability o consistent]y
provide product that meets customer regquirements;

€ To ensure a high level of customer satisfaction:

d. To facilitate continual improvement, and;

[ To comply with requirements of the 1S Q0012000 quality
standard.

The output of guality system planning is documented in this
quality manual, in quality system procedures and in other
referenced documents, These documents identi By and define all
elements and processes of the quality svstem.

Product Realization and Verification Planning

Flanning of product realization and verification processes is
addressed in section 7.1 of this manual.

Contmual Improvement Planning

Improvements to the quality system arc planned within the
framewaork of management reviews, The output of this planning is

5.4 p2.pdf




Quality System Manual
Section 5.4

A“g"pH ALT KINGDOM Subject Quality System Planning

Revision B
Issue date 6/27/17

Reference 1SO 9001:2000 Element 5.2
Planning

4.0

3.0

expressed in the form of quality system objectives and the
performance melrics.

Related and Support Documentation

None

Revision History

Date Revision level Deseription of revision
1/1/15 A Initial release
27117 B Updated Version
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1.0 Cieneral Policy

[.1 Functions and their relationships within the company are defined and
documented. The President has appointed the Quality Manager as the
management representative responsible for establishing and maintaining
the quality system. The management representative is given the freedom
1o resolve matters pertaining to quality, Issues regarding the quality
syslem are communicaled internally thru mternal memos, the bulletin
board, the raining and awareness program, and management reviews,

20 Responsibility and Authority

21 The President 15 responsible for appointing a management representative
and For giving him/her the authorily to implement and maintain the gquality
system. The President is alsu responsible for ensuring responsibilities are
defined and understond, and ensuring customer requirements and
performanece of the quality syvstem is communicated throughout the
organization. The emplovees of Atk Alloy, LLC have the responsibility to
carry out all guality activities in support of s quality policy, quality
system documentation and customer requirements. Each emplovee has
been granted authority in order to meet specified requirements.

30  Policies
il Responsibility

3.1.1  Responsibility and authority of personnel within the company is
defined within the quality svstem documentation and the job
descriptions. Training is conducted for persennel te ensure that
their responsibilities are understood as it pertains 1o the
ellectivencss of the quality sysiem.

3.2 Mapagement Representative

3.2.1  The President has appointed the Quality Mamager as the
management representalive to the quality system and has given
him the responsibility and authority to:

a. Ensure that the guality management system 15
implemented, maintained and continually improved,
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50

b Keport to the President on the performance of the quality
system, including needs for improvement;

e, Promote awareness of customer requirements throughout
the organization, and:
d. Resalve matters pertaining to quality.

33 Internal Communication

331  Intermal communication on the effectiveness of the quality system
is achieved thru management review, the bulletin board. internal
memos, and other intemal communication as necded

332 The information is communicated through manuals, procedures,
Mow charts, compuler soliwane progroms, iraining and quality
records,

333 Management review meetings have a special role in ensuring
proper communication between management and the organization.
The meetings provide the framework for the organization to repor
on the status of quality related issues and activities, and for
management Lo formulate policies and directives to change and/or
improve the guality system.

3.3.4  The Quality Manager has the overall responsibility for ensuring
that current reports and records on the performance of the guality
syslem are posied on the company computer network for all
emplovees to access,

Related and Support Documentaiion

Q5P 6.1.1 Training Procedure

Revision History

Date Revision level [escription of revision
/1715 A Initial relense
AT & Updated Version
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1.0 General Palicy

1.1 Management conducts penodic reviews of the guality system. The
reviews evaluate the suitability and effectiveness of the quality system,
identily opportunities Tor improvement, and consider the need [or changes
o the quality policy and guality ohjectives. Results of the review are
documented.

2.0 Responaibility and Auwthorty

2.1 The Quality Manager is responsible for conducting management reviews
of the quality system. The employees of Ark Alloy, LLC have the
responsibility to carry out all quality activities in support of its quality
policy, quality system documentation and customer reguirements. Each
emploviee has been pranted muthority in onder (o meet specified
requirements.

3.0 Palicies
31 Creneral

3. 1.1 The purpose of management review is 1o
a4, EBEvaluate the suitability, adeqguacy and effectuveness of the
quality system:
b. Consider changes to the quality management system and to the
quality policy and quality objectives, and;
¢ Identify opporunities for improvement of the quality system,
processes, and product

312 Management reviews are chaired by the Quality Manager and are
attended by other members of top management,

3.1.3  Management reviews are a minimum of twice per year. More
frequent reviews may be scheduled in periods when organizational
or prodduct changes require increased attention and input from top
management.
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3.2 Review Input

3.2.1  Input into management reviews consists of information and data
related to quality performance of the company. The agenda for
management reviews will include, as applicable, the following:

Results of intermal audits

Customer feedback and complaints

Process and product conformance data

Status of comective and preventive actions

Chonges tha could afTeet the quality system

Follow up actions from previous management reviews
Recommendations for improvernent

Review of the Quality Policy and Quality Objectives

FmE Mo QR oRE

3.3 Review Ouatpa

1301 Management reviews are concluded with actions related to
improvement of the quality management system, and improvement
of processes 1o increase customer satisfaction. The review also
identifies resource needs (o implement these actions.

3.3.2 Results of management reviews are documented in minutes of the
review meeling. The minuias include improvement actions,
responsibility for actions, and allocation of resources for
implementation of the actions.

Related and Support Documentation

Management review agenda form

Revision History

Date Bevision level Descriplion of revisim
171715 A Initial relcase
62717 B Updated Version
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1.0 General Policy

1.1 Management is committed to providing adequate resources for the
implementation and improvemeant of the quality system, and for
addrassing customer satisfaction.

20 Responsibility and Authoriby

21 The Presidenl is responsible for providing adequale resources lo
ensure the guality system is effectively implementaed. The
employees of Ark Alloy, LLC have the responsibility to carry out all
quality activities in support of its quality policy, quality system
documentation and customer reguireaments. Each employee has
been grantaed authority in order to meet specified requirements.

3.0 Policies
31 Geners]

3.1.1 Resources required for implementation and improvement of
the guality system, and for increasing customaer satisfaction
may include personnel, suppliers, documentation,
equipment, infrastructure, work environment, and financial
Mesources.

3.2 Deatermination of Resource Reguireaments

3.2.1 The President and other tcp management perscnnel are
responsible for determining resource requirements for the
implemeaentation and improvemeant of the qualily system, and
for addressing cusiomer satisfaction.

3.2.2 The principal forum for detarmining and communicating
resource requirements is management review of the quality
system.

%.3 Provizion of Resources

3.3.1 Allpcation of resources for particular activities is integrated
with the process of defining and initiating the activity. It may
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3.3.2

3.3.3

take the form of personnel assignmenis, allocation of space
ar aquiprmeant, training, procuremeant decisions and budgets.,
Allocalion of reasources may be documentad in the qualily
systam manual, procaduras, computer softwars systems,
minutes of managamant review, memaranda or any other
form.

Management review of the quality system is the principal
forum for allocation of resources for the quality system,
Actions initiated as a result of these reviews are documented
within the minutes of managament review.

4.0 Related and Support Documentation

Minutes of Management Review

2.0 Revision History

Date: Revision | Description of Revision
level

1115 | A Initial Release

a27M7 | B Updated \ersion
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1.0

2.0

3.0

4.0

Purpose

To establish a documented procedure for the training of all Ark Alloy, LLC,
personnel.

Scope
This procedure applies to all Ark Alloy, LLC. personnel.

Responsibility and Authority

The Quality Manager s responsible for ensuring this procedure is
followed, and has been given authority to camy oul all necessary lasks
and maintain applicable records. The Quality Manager may designate
and authorize gualified personnel o carry out this procedure, as needed.

Proccdure
4.1  Training matrixz

A training matrix is used to designate what type of training is
needed for each job description at Ark Alloy, LLC.

4.2  |nitial training
All newly hired employees receive initial training in several areas,
as designated by the training matriz. Initial training may be
conducted in a classroom setfting or on the job.

4.3 Recurrent training
Employees may receive additional training when their job
description changes, when new tasks are assigned, as part of
Corrective or Preventive Action requests, or as otherwise deemed

necassary by their supervisar or ather top management. Additional
training may be conducted in a classroom or on the job.

Uneomtrolled 1f printed
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Competence, Awareness and Training

4.4 Records

All training, wheiher classroom or on-the-job, is recorded using the
Training Record form. Records are maintained by the Quality

Manager.
5.0 Eelated and Support Documentation
Training Record farm
6.0 Rewision History
Date | Revision | Description of Revision
level
11107 | A | Initial release
62717 | B | Updated Version

Uneomtrolled 1f printed
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Compelence, Awargness and Training

1.0

2.0

3.0

General Policy

1.1

Ark Alloy, LLC identifies personnel training needs, provides required
training, and evaluates the effectiveness of the training provided.
Personnel assigned to perform specific tasks, operations and
processes are qualified on the basis of appropriale education,
experience or training. Employees are made aware of the
relevance and importance of thair activities and how they contribute
to the achievement of quality objectives. Records of personnel
qualifications and training are maintained.

Responsibility and Authority

2.1

The Quality Manager is responsible for ensuring personnel are
traired in the use Of the quatity system and for ensuring that
required training is conducted and documanted. The employees of
Ark Alloy, LLC have the responsibility to carry out all quality
activities in support of its quality policy, quality system
documeantation, and customear requiremants. Each employee has
been granted authority in order to meet specified requirements.

Folicies

3.1

3.2

|dentification of Training Needs and Awareness Programs

3.1.1 The Quality Manager has identified training needs and
qualification requirements using the Training Matrix.

3.1.2 In addition, training needs are often identified in response to
comrective and preventive action requests, as inadequate
training may cause nonconformities.

Awareness and Training Programs

3.2.1 Ark Alloy, LLC provides the following training and awarenass
programs, as appropriate;

a. Quality System Awareness Training: Explains the
products we provide and how the quality system
contributes to the overall objectives of the company.
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Also provides awarenass of applicable procadunes
relevant to a particular task.

b. Job Training: Trains personnel on the various tasks
associated with each job descriplion.

3.3 Effectiveness of Training

3.3.1 Effectiveness of lraining may be evaluated using the

fallowing approaches:

a. Perormance evaluation of personnal;

b. Consideration of competency and training when
investigating causes of quality system failures and
product or process monconfomnitiss.

34  Training Records

341 Training records are maintained by the Quality Manager.

The Human Resources Manager maintains the as-hired
qualification records, such as diplomas, degrees, and
certificales of qualification, training, and work experience.

40 Related and Support Documentation
QSP 8.1.1 Training Procedure
Training records

50 wisi i

Date: | Rewvision | Description of Revision

level

1115 | A Initial Release

&/27117 | B Updated Version
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1.0

2.0

4.0

General Policy

1.1

Suitable infrastructure, facilities and work environment are provided
as required to achieve product conformity. This includes planning,
provision of resources, workspaces, equipmant and supparting
services such as transport and communication.

Responsibility and Authority

2.1

Top managemenl is responsible for ensuring that an infrastructure
and suitable work environment is in place to achieve product
conformity. The employees of Ark Alloy, LLC have the responsibility
to carry out all quality activities in support of its quality policy, quality
aystem documentation and customer requirements. Each
employee has been granted authority in order to meet specified
radquirarmeants

Policies

3.1

3.2

Infrastructure and Facilities

3.1.1 Planning of new and/or modified infrastrocture and facilities
is conducted in conjunction with management reviews,
product or process changes, or capacity andfor work force
changes. Facilities may also be expanded or modified to
improve productivily andfor quality, or te improve the work
enviranment.

3,1.2 The President is responsible for identifying the need and
requirements for new and/or medification of existing
infrastructure and facilities.

Supporting Services
3.2.1 External contractors may perform maintenance of the
building and facilities as needed. This may include

maintenance of electrical, lighting, heating and air
condilioning systems, landscaping and cleaning.
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3.3 Work Environment

3.3.1 The President is responsible for ensuring a suitable working
environment for personnel,

3.3.2 Top management is responsible for identifying those
operations where extreme environmental conditions could
impact quality performance or personnel and result in
nonconformities.

4.0 Related and Support Documentation

None

5.0 Revision History

Date: Revision | Description of Revision

1115 | A Initial Release
6/27/17 B Updated Version
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1.0

2.0

3.0

1.1

Planning of product realization processes includes determination of
qualily objectives for products, development of required processes
and process documantation, and establishmeant of veriflication
programs. The plan also defines requirements for records
necessary to demonstrate process and product conformity.

Eesponsibilily and Authority

2.1

Tha Quality Manager, along with top managemeant, is responsible
for planning and developing the processes needed for product
realication. The employess of Ak Alloy, LLC have he responsibilily
ta carry out all quality activities in support of its quality policy, quality
system documentation and customer requirements. Each
employee has bean grantad authority in order to meet specified
requiraments

Policies

3aA

3.2

Planning of Product Realization

3.1.1 Ark Alloy, LLC has planned and developad a process for
product realization in the form of a Process Flow Chart. This
plan is consistent with all other requirements of the quality
managemant system.

Cluality Chjectives

3.2.1 Quality objectives for product conformance have been
established in the performance metrics. The performancs
metrics define the parameters for product and process
performanca.

3.2.2 Top managemeant has established quality objectives that are
posted on the company's computer netwaork for all
employees 10 access.
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4.0 Related and Support Documentation

QSP 4.2.1 Control of Documents Procedure
QSP 4.2.2 Control of Quality Records Procedure
Process Flow Chart

5.0 Revision History

Date: Revision

Description of Revision

level
1115 | A Initial Release
62717 | B Updated Version
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1.0

2.0

3.0

4.0

Customer Related Processes

Furpose

To establish a procedure for procassing sales orders in a manner that is
consistent, and ensures accuracy and customer satisfaction.

Scope

This procedure is applicable to all sales orders processed by Ark Alloy, LLC,, and
to all personnel who are authorized to perform the sales function.

Responsibility and Authority

The Vice President is responsible for ensuring this procedure is followed, and is
authorized to take any action necessary to ensure compliance. All Ark Alloy,
LLE. employees authorized to perform the sales and shipping functions are
responsible for following this procedure.

Salespeople are responsible for expediling their customer orders until shipped,
including keeping track of backorders and lead times, to maximize customer
satisfaction.

Procedure

4.1 Al customer transactions are processed using business managameant
software. Product information, stock status, pricing, etc is stored in the
company network. Sales orders and invoices are generated in the
business management software.

4.2  Orders received in writing (fax, e-mail, internet, mail)
Orders received in writing are reviewed by the responsible salesperson
prior to order entry, to ensure Royall Manufacturng can meel the
customer’s requirements. If there is a discrepancy, the customer is

nofified immediately,  Written orders are enterad into the software
program.

Uncomtralled if primted
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4.3  Timeliness

4.4.1 Ark Alloy, LLC recognizes that fast delivery is an essenfial part of
customer satisfaction. Sales orders are entered on the same day
the order is received, no later than 24 hours after receipt of the
order. Ark Alloy, LLC. manufactures both stock items and custom
fabricated parts. Custom fabricated parts are given a lead time by
engineering and confirmed to the customer for there approval on
the lead time. If Ark Alloy, LLC. deviates from this in the future the
customer is notified by sales of the revised schedule and the
reason for the delay. Ark Alloy realizes the importance of on time
delivery to our customer's satisfaction.  Shipping personnel
handling a sales order are to nofify the responsible salesperson
immediately if any ordered items are found to be out of stock, and
advise salesperson of approximate lead time. Shipping must notify
Sales, and Sales must notify the customer of any backordered
iterns, including approximate lead time, no later than 24 hours after
receipt of the order.

If Shipping is unable to ship a sales order for any other reason
(credit card denied, for example) Shipping must notify Sales, and
Sales musl notify the customer, no later than 24 hours after receipl
of the order.

4.4 Backordered items

4.5.1 All stock items are kept on the original sales order for immediata
processing and shipmant. The customer is contacted to sea if
he/she wants to put the out-of-stock items on backerder for future
delivery. If the customer does not wish the items to be put on
backorder, the out-of-stock items are cancelled and no further
action is taken

If the customer wishes the out-of-stock items o be kept on
backorder, the salesperson enters those items onto a new sales
arder, The new sales order is kept on file by the salesperson until
the paris are available for shipment.

Sales are notified by receiving persannel when out-of-stock items
are received.

LUneontrolled il prmted
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4.5  Order changes

4.5.1

4.5.2

Order changes are received and reviewed by the same functions
that are responsible for the review of the initial order. Ak Alloy,
LLC's goal is to ship at least 20 percent of customer orders within 2
davye of order promize date, and an order can not be changed once
it has been shipped.

Drder changes are communicated by the salesparson to all
functions within the company that may be affected by the change
order.

Order changes are noted by a suffix of -A, -B, -C, efc added to the
sales order number, both in the compuler and on the printed sales
arder, The responsible salesperson must have the original printed
order in hand prior to making any changes to a sales order, to
anaura the anginal ordar ia not ahipped by miatake, The ariginal or
earlier version of the printed order is destroyed by the salesperson
to prevent order ambiguity.

5.0 REelated and Suppord Documentation

SR 7.1.2 Customer Beturns Procedura

6.0 Revision History

Date Revision

Description of revision

——— e — lm' e —— e — e e e e
1107 _|A Initial release
62717 | B Updated Version

Uncomtralled if primted
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1.0

2.0

3.0

General Policy

1.1

1.2

Product requirements are determined to include customer requirements,
statutory or regulatory requirements (if applicable), and other necessary
requirements that may not be specified by the customer, Customer RFCQY's
are reviewed to ensure confract requirements are defined and can ba met,
and to resolve any incomplate 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.

Arrangemeants for communication with customers relating to product
information, customer feedback and complaints are defined and
implemented. Where appropriale, operalional procedures and instiuclions
for thess activities are eslablished and implemeantad.

Responsibility and Autheority

2.1

The Quality Manager is responsible for ensuring customer related
processes and contract requirements are reviewed and communicatad to
apphcable personnel. The employees of Ark Alloy, LLC. have lhe
responsibility to carry out all quality activities in support of its quality policy,
quality system documentation, and customer requirements. Each
employee has bean granted authority in order to mest specified
requirements.

Policies

3.1

Determination and Review of Froduct Requirements

3.1.1 Ark Alloy, LLC. sells off-the-shelf catalog products with
specilications and features published on the company website and
catalog. Custom parts are manufacturad to customer specification
and design

3.1.2 Customer requirements are typically received by telephong, fax, e-
mail ar in person.

3.1.3 Upon receipt of the customer request, sales personnel review the
requirements, including bul not limited to the following:
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3.2

314

3.2.1

a Requirements stated by the customer;

b. Requirements not stated by the customer but necessary for
specified or intended use, where known,

c. Statutory and regulatary requirements, if applicable;

d. Additional requirements as determined by Ark Alloy, LLC.

a. Whether or not Ark Alloy, LLC. has the ability to meeat the
customer's requirements.

Customer requests received in person or via telephone, fax, or e-
mail are responded to in the sama manner.

When a customner order is received, it is verified by the
salesperson. Ark Alloy, LLC does a limiled amount of retail
business, and verbal orders are frequanl. In the event of receiving
a verbal order, the salesperson repeats the complete order back to
the customer prior to processing the order. The following items are
confirmed with the customer:

CQuantity of each product
Description of each product
Price of each praduct
Method of payment (terms)
Estimated ship date

Amendments

Oirder changes are receved and reviewed by the same functions
that are responsible for the review of the initial order.  Additions
can be made to ship orders, but if the customer wants to change a
shipped order, hefshe must return the first order and a new sales
order will be created and shipped.

Order changes are communicated by the salesperson to all

functions within the company that may be affected by the change
order.
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3.2.2 Order changes are noted by a suffix of A, -B, -C, etc added to the
sales order number, both in the computer and on the printed sales
order. The responsible salesperson must have the original printed
order in hand prior to making any changes to a sales order, o
ensure the original order is not shipped by mistake. The original or
earlier version of the printed order is destroyed by the salesperson
to prevent order ambiguity.

4.0 Related and Support Documentation

QSPk 7.1.1 Contract Raview
QSP 8.2.1 Measurement of Customer Satisfaction

5.0  Revision History

Date: Revision | Description of Revision

level .
11118 | A | Initial Release
6/2717 | B ' Updated Version

7.2 p3.pdf



| Quality System Manual
| Section T.3

A?PHAI.T KINGDOM | Subject Design and Development

| Revision B
 Issue date  G/27/17

Reference [0 9001:2000 Element 7.3
Design and Development

1.0

2.0

3.0

Geneaeral Policy

1.1 Ark Alloy, LLC controls the design and development of products.
The company determines the stages required, the review,
verification and validation appropriate to each stage, and the
responsibilities and authorities for design and development.

Fesponsibility and Authority

2.1 The President has responsibility and authority for research, design
and development of new products, and may delegate tasks to
qualified personnel as needed.

Policies
3.1 Planning

Design and development is planned using an established plan
format to bring & new product from concept thru dasign,
development, testing, and thru to marketing. While all stages of the
design plan may not apply to all types of products, the same basic
format is used for design of all new products.

3.2  Fesponsibility

Each new product is assigned to a Project Manager to guide and
monitor the process. The Project Manager is responsible for
planning and carrying out all stages of the design and development
process, and may delegate tasks to qualified personnel as needed.

33  Inputs
Inputs to design planning include:

Functional and performance requirements

Statutory and regulatory requirements, if applicabla
Styling and aesthelic requirements

Information derived from similar products, if applicable
Any other essential requirements
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3.4

36

3.7

Inputs to design are reviewed for adequacy, completeness, clarity,
and to ensure they are without conflict.

Cutputs

Outputs from the design and development process are provided in
& form thal enables verificalion against design inpuls and are
approved prier to release. Design outputs shall:
=  Meet input requiremants
* Provide appropriate information for purchasing, production,
packaging, markeling, and all other relevant processes
»  Contain product characteristics and criteria for the safe and
proper use of the product

Reviewr

Al appropriate stages of the design and development process,
raviaws are performed:

= To evaluate the results up to that point, and

« Toidentify any problems and propose corrections

Records of design planning and review are mainlained.
Verification and validation

Verification and validation are performed to ensure that design and
development outputs meeat input reguirements, Verification and

validation may take the form of measurement and/or testing.
Records are design verification and validations are maintained.

Design changes
Design changes are identified and recorded. Changes are

reviewed, verified and validated as needed and approved prior to
implementation. |f applicable, the review of changes includes
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avaluation of the effect of the changes on related parts and on
product already delivered. Results of review of changes and any
necessary actions are recorded.

40 Related and Support Documentation

QSP 7.3.1 Design and Development Procedure
New Product Plan form

5.0 Revision History

Date: Revision | Description of revisions:
Lewvel:

1115 A Initial release

627117 | B Updated Version
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1.0 General Policy

1.1 Ark Alloy, LLC evaluates its suppliers and purchases only from
those that can satisfy quality requirements. Qualily performance of
suppliers is monitored and evaluated, Furchasing documents
clearly and completely describe ardered products, including qualty
requirements. Purchasing documents are reviewed and approved
pricr to release. Purchased products are verified before they are
used or shipped.

2.0  Responsibility and Authority

2.1 Purchasing personnel are responsible for ensuring purchasing
information is complete and for approving purchasing documents.
The Quality Manager ias reaponaible for evaluating and monitoring
the performance of suppliers. The Buyer is responsible for
ensuring purchased product conforms to specified requirements.
Each employee has been granted authority in order o meet
specified requirements,

3.0 Policies
3.1 Supplier Evaluation

3.1.1 Al new suppliers whose product or service has an impact on
the quality of product or service pravided by Ark Alloy, LLC
are evaluated with regard to their quality and process
capability. The criteria for selection of suppliers are defined
in @ documented procedure. Suppliers that meel the criteria
will be approved and added o the Approved Supplier List.

Products and/or services may be purchased only from
suppliers who are listed on the Approved Supplier List.

3.2  Supplier Quality Performance Monitering
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321 Quality performance of suppliers is monitored by delivery
time and number of product rejects. Suppliers
demonstrating inadequate performance may be asked to
implement comeactive action. I the requested cormective
action is not implemented and thers is no improvement in
performance, the supplier will be remavad from the
Approved Supplier List.

3.3 Records

3.3.1 Records of supplier evaluations and performance are
maintained in accordance with procedurs QSP 4.2.2 Control
of Quality Records.

3.4 FPurchasing Informaticn

3.4.1 Purchasing documents are reviewed for adequacy and
approved by purchasing personnel prior to release.
Purchasing documents clearly describe the product fo be
purchased, including, where appropriate, the following:

Quantity required

Product part number and description

Material requirements

Cuwality requirements

a. Code specs , MTR (mtrl test report) or
Certifications

Pricing

Delivary reguirements

epoD

~o

3.5  Verification of Purchasad Product
3.51 Ark Alloy, LLC has established and implemented a receiving
inspection procedure to ensure that purchased product
meets speciflied requirements.

3.8.2 Received product is not used or procassed until the requirad
verifications have been performed.
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3.5.3 ArkAlloy, LLC may, from time to time, verify product at the
supplier premises prior to shipment.

40 Related and Support Documentation

QSP 4.2.2 Control of Quality Records
QSP 7.4.1 Supplier Evaluation

QSP 7.4.2 Purchasing Procedure
QSP 7.4.3 Receiving Inspection

9.0 Revision History

Date: Revision | Description of revisions:

Level: |
M5 A Initial release

627117 | B | Updated Version
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Purchasing
1.0  Purpose
1.1 To establish a procedure for purchasing, including evaluating and
selecting suppliers of goods and services used by Ark Alloy, LLC..
2.0 Scope
2.1 Thig procedure applies to suppliers of goods and services sold by
Ak Alloy, LLC., or usad in the production of goods sold. [f doas not
apply to suppliers of non-product-related goods and services, such
as cleaning services or building maintenance.
This procedure applies o all employees who perform the
purchasing function.
3.0 Responsibility and Authority
3.1 The President has responsibility and authority lo ensure this
procedurea is followed. He may delegate tasks to qualified
personnel as neaded. All employees who perform the purchasing
function are responsible for knowing and following this procedure.
4.0 Procedure

4.1  Evaluating and selecting suppliers
All new suppliers are evaluated prior to purchasing anything from
them. The buyer completes a Supplier Approval Survey, either
during a visit to the vendaor or over the telephane. The vendor must
be approved by the President, President, or Engineering Manager
prior to a purchase order being issued.

All suppliers used prior 1o 11115 are “grandfathered” into the quality
system, and are considered approved.

4.2 \Vendor Evaluation Criteria

Uneontrolled 1f printed
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Purchasing

4.3

4.4

See Vendor Approval Survey. Critena usad for evaluating suppliers
includes:
+ Years in businass
Mumber of employees
Type of business
Review of sample parls
Review of pricing
Review of delivery capability
Review of payment terms
Review references from other businesses

® & & @ & & @

Periodic Re-evaluation of Vendors
Ark Alloy, LLC. maintains a Vendor Tracking Log which is

accessible to all persannel whao buy and receive goods and

sarvicas, VWhenever a vendor's perfformance falls balow
requirements for quality and/or delivery, that failure is noted in the

Wendor Tracking Log.

Vendor tracking information is reviewed during Management
Review meetings 10 monitor vendor performance.

The President or President may remove a vendor from the
“approved” list if the vendor's performance is deemed
unacceptable.

Issuing Purchase Orders (PO's)

Only those employees who have been trained in this procedure
may purchase goods and services from outside vendors.

Furchase orders are issued using the business managemeant
program. Mo verbal or unwritten purchase orders are used.

Purchase orders contain the following information, at a minimum:

Uneomtrolled 1f printed
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Purchasing
a. Furchase arder number
b. Vendor name, address, phone number
c. Date issuad
d. Payment terms
e. Shipping method
4 Quantity of ters ordered
Q. Fart numbers of items ordered (if applicable)
h. Descriplion of items ordened
i. Fricing of items onderad
J- Delivery requirements
k. Signature of buyer

Hard copy PO's are always sent to vendors., PO’s may be sent o
vendors via fax, mail, e-mail, or delivered in person. Buyers may
advise a vendor of a FO by telephone in addition to the written PO

being sent.
5.0  Related and Supporl Documentation
Vendor Approval Survey
Approved Vendor List
Vendor Tracking Log
a.0 Rovision History
Date: Revision Description of Revision:
level:
110r A Initial release
82717 B Updated Version

Uneontrolled 1f printed
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ki aseP T.4.3
ASPHALT KINGDOM | Swbiest  Recaiving
lzgue Data: GR2TMT
Reference (SO 9001:2000 Element: 7.4.3 Page | of 2

1.0

2.0

3.0

4.0

Verification of Purchased Product

Purpose

1.1 To establish a procedurs to ensure that purchased products or
services meet specified requirements.

Scope

2.1 This procedure applies to all products and services that are for
resale, or that ara incorporated into products sald by Ark Allay, LLG,
It is not applicable to tools, shop materials, cleaning supplies, and
other items used internally.

Cnly personnel trained in this procedure may process received
shipments and perform receiving inspection.

Responsibility and Authority

3.1 The President has the responsibility and authority to make sure this
procedure is followed, All Ark Alloy, LLC employees who perfarm
the receiving function are responsible to know and follow this
procadura.

Frocedure
4.1  Receiving Inspection

Receiving inspection is performed on all incoming shipments,
consisting of a visual inspection checking the Tollowing:
* Verify part numbers, descriptions, and quantities match
purchase order
« Verify vendor paperwork accurately matches shipmeant
+ Paris and packaging are free of damage

Depending on type of product, incoming inspection may also
include other quality checks, such as dimensional checks or fitmeant
checks.

Uneontrolled 1F printed
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ks aspP T7.4.3
ASPHALT KINGDOM ~ [Subiect  Receiving
Izsue Date: BIRETMT
Reference (S0 9001:2000 Element: 7.4.3 Fage 2 of 2

Verification of Purchased Product

Evidence of receiving inspection is provided by the receiver writing
“received” or “recd”, then initialing and dating the vendor packing

list.

42 |dentification of received material

Products received and accepted by Ark Alloy, LLC. are identified
with a part number unigque (o each product. Qnly inspected and
accepted products are put on the shelves for shipment.
Nonconforming product is placed on the *Hold' shelf

4.3  Processing receipts

Receiving personnel enter the received shipment information info
business management software. The received PO is attached to
the packing slip and given to the accounting department, where it is

kept on file.

5.0 Related and Supporl Documentation

Mone

6.0  Revision History

Date: Revision | Description of revision:

______________ level: |
01/01/07F | A Initial releass
TP i =) Updated Version
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Quality System Manual
Section 7.9

ks Subject Production and Service
ASPHALT KINGDOM Provision
Revision B

Issue date 6/2T7/117

Reference 150 9001 2000 Elemem 7.5
Production and Servace Provision

1.0

2.0

2.0

General Policy

1.1 ArkAlloy, LLC has established and implemented controls for the
delivery of products and services to ensure product conformity and
custamer satisfaction. A Process Flow Chart has been developed
to identify processes within the service provision. We are
committed to monitoring our processes and taking action where a
process fails to continually improve our products and services.

Responsibility and Authority

2.1 Top management has the overall responsibility for the products and
smrvives provided by Adk Alloy, LLC. Each smnpluyes has Leen
granted authority in order o meet specified requirements.

Policias

31 Service Provizion

3.1.2 The company plans and carries oul produclion and service
provision under contralled conditions that include the
following:

a.

The description of product characteristics as defined
in the computer software system, drawings and
specifications as applicable, the company website,
catalog, and advertising materials,

Work instructions where the absence of such would
adversely affect the quality of product or service;
The use of suitable equipment such as machine tools,
farklift, shelving, and computers,

The availability and use of measuring devices;

The implementation of receiving inspection and final
inspection procedures;

The use of Sales Orders that define product release,
delivery, and post-delivery activities.

7.5 p1.pdf
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Section 7.9

ks Subject Production and Service
ASPHALT KINGDOM Provision
Revision B

Issue date 6/27/17

Reference 150 900120000 Elemem 7.5
Production and Service Provision

4.0

3.2

3.3

3.3

|dentification and traceability

3.2

322

3.23

3.24

Finished products and compeonents are wdentified by suitable
means throughout the product realization process. Each
product or component is identified with a unique part number
to avoid misidentification.

In-process products may be identified by a written “traveler”
document that stays with the products until they are finished,
ar until they are identilied by other maans.

Inventoried products are ideniified in various ways, such as
stickers, tags, or labaled bins,

In our industry there are no customer or regulatory
requirenizils for Uacesbility,

Customer Property

3.2.1

Ark Alloy, LLC occasionally receives customer-owned units
for repair andfor modification. Customer units and parts are
identified, protected and safeguarded in accordance with
procedurs QSP 7.5 1 Customer Property Procedure.

Frezservation of Product

3.3

The conformity of product is preserved during internal
processing and delivery to the intended destination. This
preservation includes identification, handling, packaging,
storage and protection. Freservation may also apply to the
companent parts of a product, as applicable.

Related and Suppor Documentation

QSP 7.1.2 Order Processing Procedurs
QSP 7.5.1 Customer Proparty Procadura
QSP 7.5.2 Handling, Storage, Preservation. Packaging Procedure

Process Flow Chart
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Section 7.5
whi Subject Production and Service
ASPHALT KINGDOM ‘e
Provision
Revision B

Issue date 6/27/117

Reference 1SO 9001:2000 Element 7.5
Production and Service Provision

5.0 Revision History

Date: | Revision | Description of revision:
Level:

1MN15 A Initial release

62717 | B Updated Version
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ASPHALT KINGDOM

Quality System Manual

Section 7.6

Subject Control of Monitoring and
Measuring Devices

Revision B

Issue date 6/2T/17

Reference [SOH 20000 Element 7.6
Control of Monitoring and Measuring Devices

1.0

2.0

3.0

General Policy

14

Ark Alloy, LLC determings the monitoring and measurements
necessary, and the monitoring and measuring devices neaded to
provide evidence of product conformity to specified requirements.
Monitoring and measuring devices are controlled in such a manner
as to ensure measuremeants are camed out accurately and
consistently.

R ibili A

2.1 The Quality Manager, together with top management, is
responsible for determining what measurements are required, the
type and guantity of measuring devices needed, and ensuring that
thesa devices provide accurate measuraments. Each employeaa
has been granted authority in order fo meet specified requirements.

Folicies

3.1 Micrometers, calipers and similar measuring devices

3.1.1 Al micrometers, calipers, and other similar devices used to
ensure product conformity will be calibrated, or their
accuracy otherwise verified, against nationally or
internationally recognized measurement standards.
Measuring devices will be calibrated or verified by an
independent laboratory certified by ISCAEC 17025:2000
andfor the Amearican Association for Laboratory
Accreditation.

3.1.2 Al micromelers, calipers and other similar measuring
devices will be calibrated or verified a minimum of once per
year.

3.1.3 Calibration status will be recorded on a roster of measuring
devices, and also on the device itself, where practical.

Lincontrolled of pnnted
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Section T.6
i/ Subject Control of Monitoring and
ASPHALT KINGDOM Measuring Devices
Revision B

Issue date 62717

Reference IS0 9001:2000 Element 7.6

3.1.4 Measuring devices are protected from damage and
deterioration during handling and storage. Measuring
devices will be stored in appropriale storage cases or slored
separate from other items. to prevent the device from

coming into contact with things that may cause damage or
affect accuracy.

3.2 Computer software used for monitoring and measurement

3.2.1 Computer software used for measurement is calibrated each
day prior lo use, using procedures specified by the
manufacturer.

33 Re-walidating measurameants

3.3.1 When measuring devices or software are found not to
conform to requirements, the company assesses the validity
of previous measunng results. When possible, items
prevviously measured with the discrepant measuring device
are re-measured to ensure conformance to specificatians.

3.3.1 Appropriate aclion is taken on the measuring equipment and
any product affected, including the possibility of recalling
product

3.3.2 Records of the results of calibration and verification are
rmaintained.

4.0 Related and Support Documeantation

QSP 7.6.1 Control of Measuring Devices
Roster of Measuring Devices

Lincontrolled of prnted

7.6 p2.pdf



Quality System Manual
Section 7.6

ASPHALT KINGDOM | S#ect  Sontrol of Monitoring and
Revision B
Issue date G62TH1MT

Reference 150 90012000 Elemem 7.4
Control cuf."-iuni!.c-ri.ug_ggd Mi:asuﬂ:g Devices

5.0 Revision History

Date: | Revision | Description of revision:

Level:
11115 | A Initial release
6277 | B Updated Varsion

Uncontrolled iF printed
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-: Quality Ey:m“ Hanuai

' Section 8.1
ASPHALT KINGDOM ~7ect Jlanmne of Montoring
| Rewvision B

Issue date 62717

Reference 150 9000: 2000 Elenient 8.1

Measurement, Analysis and Improvernent

1.0  Genaral Paolicy

1.1 Measurement and monitoring activities required to assure product
and service conformily, and lo achieve improvement are planned
and defined. Statistical tachniques are used for analyzing
measurement data in accordance with established Quality
Objectives.

2.0 Responsibility and Authority

2.1 The Quality Manager is responsible for all monitoring,

maasurament. analysis and improvemant applications used in the
quality system. Each employee has been granted authority in
order to meet specified requirements.

4.0 Policies
3.1 Planning

3.1.1 Measurement and monitering activities to assure and verify
product conformity are further defined in section 8.2 of this
manual and in quality system documentation,

3.1.2 The effectiveness of the quality system is monitored by
internal audits and by measuring customer satisfaction.
Results of these activities are reported to management and
are used to identify opportunities for improvement. Activilies
related to internal audits and customer satisfaction are
further detailed in section 8.2 of this manual.

3.2  Statistical Techniques
4.2.1 Slatistical techniques are used in accordance with the

Quality Objectives to support process capability
perfomance.

8.1 p1.pdf




ASPHALT KINGDOM

Quality System Manual

Section 8.1

Subject Planning of Monitoring
And Measurement

Revision B

Issue date 6/27/17

Reference 150 9001:2000 Element 8.1
Measurement, Analysis and Improvement

40 Related and Support Documentation

QISP 7.4.3 Receiving Inspection Procedure

(QASP 8.2.1 Quality Objectives Measurement Procedure
QSP 8.2.2 Internal Audit Procedure

QSP 8.2.3 Final Inspection Procedure

5.0  Revision history

Date: | Revision Description of revisions:
Level:

11113 | A Initial release

627117 | B Updated Version
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Quality System Manual

Section B.2
ASPHALT KINGDOM | Sublect Wonitoring and
easurement

Revision B

__| Issue date /27117
Reference 150 9001:2000 Elemem 8.2
Monitoring and Measurement

1.0

2.0

General Policy

1.1 Customer satisfaction is the principal obhjective of the guality syslem
and the level of customer satisfaction is the most important
measuremeant of the effectivenass of the system. Collecting and
analyzing customer feedback and complaints, and customer
salisfaction is conducted during management review, Customer

satisfaction data is used by management to identify opportunities
for improvemeant.

1.2  All activities relevant to the quality system are audited at [2ast once
per yaar to determine the effectiveness of the system. Audits ane
scheduled on the basis of the status and importance of the activity.
Internal auditors are independent of those having direct
responsibility for the audited activity. Monconformities are brought
to the attention of rezsponsible managers, and corrective actions are
implemented in response to audit findings.

1.3  Quality system processes are monitored to ensure that theay
achieve planned results as defined in the Quality Cbjectives.
Relevant product characteristics are measured through inspections
as specified in the documentad procedures.

Responsibility and Authority

2.1 The Quality Manager is responsible for moniloring the metrics of
customer complaints, returns, and customer satisfaction, and for
taking action when the results fall below acceptable levels. The
Quality Manager is also responsible for all monitoring,
measurameant, analysis and improvemeant applications used in the
quality system, Each employee has been granted autharity in order
to mest gpecified requirements.
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Section 8.2

ASPHALT KINGDOM ®'"iect Menitoring and
Revision B

Issue date 6/2TI17

Reference [SC 90010 : 2000 Element 8.2

ﬁ-"lun[luring and Measurement

3.0  Policies

3.1

3.2

3.3

Customer Satisfaction

3.1.1 The Quality Manager collects and measures all dala

pertaining 1o the perception of customer satisfaction as it
relatas to fulfilling customer requiremants. Results of this
measurement are shared with the President to analyze and
improve the performance of this metric.

Internal Audits

3.2.1

322

An audit schedule has been established to identify the
activities w0 be audited and Ue tmeline for the audits 1o be
performed. Selected activities may be audited more
frequently depending on their importance and quality
perfarmance history.

Only personnel independent of the audiled activity are
assigned to conduct the audit. Due to the size of Ark Alloy.
LLC, an indepandent audilor may be conlracted to perform
the: internal audit, providing that persen can demonstrate
gualifications.

Conducting the Audit

3.3

3.3.2

Frior to an audit an audit plan is established to identify the
activities to be audited, the dates of the audit and the auditor
assigned to conduct the audit. The activities are determined
based on the requirements of the audit schedule.

The auditor(s) will utilize a checklist to guide the internal
audit. Auditors will seek out chjective evidence of conformity
indicating whether the audited activities comply with the
requirements of the documented quality system and the IS0
8001:2000 standard, and whether the quality system is
effective. Objective evidence is collected by reviewing
associated documentation of the activity, analyzing records,
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Quality System Manual

" Section 8.2
ASPH AI.T KINGDO M Subject Monitoring and
Measurement
Revision B

Issue date 6/i27M7

Reference 150 90012000 Elemem 8.2

Monitoring and Measurement

3.4

3.9

3.6

ohserving activitizs, and intendewing personnel o determine
compliance.

Corrective Action

341 When nonconforming condilions are identilied. they are
recorded on a Corrective Action Request form and assigned
to the manager responsible for that area. The manager or
supervisor takes corrective action to correct the
noncanforming condition, and preventive action to prevent
recurrence. The audilor perfoms follow up of the action
taken to ensure it has been effectively implemenied.

3.4 2 Records of internal audits and associated records are
mainlained by e Quality Manager and subimitied for
I"I'IEHEIQEI‘I"IEN eI,

Maonitoring and Measurement of Processes

351 Pedormance metrics have been eztablished to moniter and
measure the following:

a. Product quality
b. Ordar quality

i Customer satisfaction

3.5.2 When a quality system process does not conform to
specified requiraments or a quality objective, a Carreclive
Action Request form is issued in accordance with procedure
QSP 8.5.2 Corrective and Preventive Action,

Maonitoring and Measurement of Product

36.1 Ark Alloy, LLC performs the following inspections o measura
characteristics, including key characteristics of the product to
verify the product requirements are met;

a. Receiving Inspeaction
b In-procass Inspactions

8.2 p3.pdf
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Section B.2

i

ASPHALT KINGDOM | “uFieet Tenitoring and
Revision B

Issue date Br27TMT

Reference 1S0 0001:2000 Element 8.2
Monitoring and Measurement

C. Final Inspection

3.6.2 Records of inspection are maintained in accordance with
procedure QSP 4.2.2 Contral of Quality Records.

3.6.3 Inspection status is determined by location of product. No
product is used or shipped until the required inspections
have been completed or otherwise verified as conforming to
our specified requirements. Every product that is put on the
shelf is inspected and acceptable. Products that do not pass
inspection are segregated from good products and placed on
the "Hold" shelf in accordance with procedure QSP 8.3.1
Control of Nonconforming Product.

4.0 Related and Support Documentation

QSP 4.2.2 Control of Quality Records
QSP 7.4.3 Receiving Inspection

QSP 8.2.2 Internal Audits

QSP 8.2.3 Final Inspection

5.0 Revision history

Date: Revision | Description of revision:

Level
1115 | A Initial release
6/27/117 | B Updated Version
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Quality System Procedure

ks QsP B.2.2
ASPHALT KI NG DOM Subject: Internal Audit
Revision B
Issue Date: Br2TMT
Roference |50 9001:2000 Element: §.2.2 Page | of 2
Internal Auwdit
1.0 Furpose
1.1 To establish a procedurs for the conducting pericdic intermal audits
of the quality system.
20 Scope
2.1 This procedure covers all parts of the gquality management syslem,
including the quality manual and procadures,
3.0 Responsibility and Autharity
3.1 The Cuality Manager has responsibility and authority to ensure this
procadurs is followed, He may dalegate tasks to qualified
personnel as needed.
40 Procedure

4.1  Frequency and schedule

4.1.1 Internal audits are conducted a minimum of once per year,
and are completed in advance of management review
meetings. Internal audits are one of the inpuls to
management review meelings.

4.7  Methodology

4.2.1 Prior to an audit an audit plan is established to identify the
activities to be audited, the dates of the audit and the
auditor{s) assigned. The activities are determined based on
the requiremants of the audit schedule. The Quality
Manager chooses intermnal auditors that are appropriately
trained, qualified, and independent of having responsibility
for the audited activity.

4.2.2 Auditors will use a checklist to guide the internal audit,
Auditors will seek out objective evidence of conformity
indicating whether or not the activities comply with the
requirements of the quality system and the 1SO 9001:2000

Uneontrolled 1f printed

8.2.2 p1.pdf




Quality System Procedure

wd asP 8.2.2
ASPHALT KI NGDOM Subject: Internal Audit
Revision B
Issue Date: Br2TMT
Roference |50 9001:2000 Element: §.2.2 Page 2 of 2

Internal Audit

standard, and if the quality system is effective. Objective
evidence 15 collected by reviewing associaled documentation
and records, observing activilies and interviewing personnel

to determing compliance.

4.3 Corrective action

4 31 Corrective and/or preventive action requests are generated
and assigned to the responsible managers when
nonconforming conditions are identified during an intemal
audit. The auditor performs follow-up o ensure the actions
taken have been effectively implemented.

4.4 Reoords

4.4.1 Records of internal audits, corrective and preventive actions,
and other associated records are maintained by the Quality
hanager and subsmilled for managemnenl teview,

2.0 Related and Suppord Documentation
Internal audit plan
Internal audil checklist
6.0 Rewvision History
Date: |Revision | Description of Revision: h -
lewe|:
107 | A Initial release
GR2THT | B Updated \Version

Uneontrolled 1f prninted
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Section 8.3

ASPHALT KINGDOM | 5“"1e¢t  Gontrol of Nonconforming
Revision B

Issue date 6/27M17T

Reference 150 90012000 Element 5.3
Contral of Naaﬂcunt'nﬂﬂing Product

1.0

2.0

3.0

Genaral Policy

1.1 Nonconforming product is identified, documented, evaluated, and
prevented from being used or shipped. When appropriate,
corrective and preventive actions are implemented to prevent
recurrence of nonconformites.

Responsibility and Authority

2.1  The Qualily Manager is responsible for the control of
nonconforming material. Each employee has been granted
authority in order to meet specifiad requirements.

Policies
3.1 Control of Nonconforming Product

3.1.1 Ark Alloy, LLC ensures that product that does not conform to
specified reguirements is identified and controlled to prevent
its unintended use or shipment. A documented procedure
has heen established and implemanted to define the controls
and related respaonsibilities and authorities for the disposition
of nonconforming product.

3.1.2 Nonconforming product is controlled as follows:

a. By taking action to eliminate nonconformities, and,
b. Taking action to preclude the unintended use or
shipment of nonconforming products.

3.1.3 Monconforming product may be reworked or scrapped,
dapending on the nature of the nonconformity. When it is to
be scrapped, the product is immediately destroyed to
physically render it unusable. When nonconforming product
is reworked, it is re-inspected to confirm conformity to
specified reguirements.
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Section 8.3
ki Subject Control of Nonconforming
ASPHALT KINGDOM Product
Revision B

Issue date 6/27/M17

Reference 150 9001:2000 Element 8.3
Control of Hnnr;unfonni_n_‘._g_Pmduct

3.1.4 Records of nonconformities and corrective actions taken are
maintained.

3.1.5 If nonconforming product is detected after delivery, the
nonconformity is documented and appropriate action taken.

4.0 Related and Support Documentation
QSP 8.3.1 Control of Nonconforming Product
QSP 8.3.2 Return Authorization Procedure
QSP 8.5.1 Corrective and Preventive Action

5.0 Rewvision history

Date: Revision | Description of revision:

Level:
M5 A Initial release _
62717 |B Updated Version
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Quality System Procedure

1.0

2.0

3.0

4.0

wdes osP 8.3.1 )
ASPHALT KI N G DOM Subject: EP:.:;:.I::{ Noncenforming
Revision B
Issue Date: B2ETIT
Reference IS0 9001:2000 Elerment: 8.3 Page | of 3

Control of Nonconforming Product

Purpose

1.1 To establish a procedure for the control and disposition of
nonconfarming products and matanals, to prevent unintentional use

or shipment.

SO0pE

2.1 This procedure applies to all nonconforming products and materials
detected within Ark Alloy, LLC, whether obtained from vendors,
produced in-house, or in company stock.

This procedure applies to all employeas.

R il | Authori

3.1 The Quality Manager has responsibility and authority 1o ensure this
procedure is followed. He may delegate tasks to qualified
personnel as neaded. All employeas are responsible for knowing

and following this procedure.

Frocedure

4.1  Nonconforming product detected at Ark Alloy, LLC.

4.1.1 Nencenforming product can be detectad in many ways, by

any person, at any time.

412 When nonconforming matenal is detected, it is immedialely
remaved from the normal process flow and one of the
fallowing people is notified: The President, Quality Manager,

or Enginearing Manager.

4.1.3 The product or material is removed from the normal process
flow by being placed on the designated "hold shelf® or area
depending on size of product Nonconforming material is
identified with 2 HOLD tag, which is filled out and attached to
the affected item(s). Tha HOLD tag contains part number,
quantity, description, reason for being on hold, name of the
person who detected the problem, and the date.

Uneontrolled 1f printed
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adiy asP B.31
ASPHALT KING DOM Subject: mr:.l:tuf Monconforming
Revision B
Issue Date. 2TAT
Reference IS0 9001:2000 Element: 8.3 Page 2 of 3

Control of Nonconforming Product

4.1.4 Disposition of nonconforming products can be determined by
any of the above 3 listed people. The Quality Manager will
perindically go thru all the items on the hold shelf to dispose
of the products. Mo nonconforming material shall be
removed from the hold shelf except by the Quality Manager,
the President, and the Engineering Manager.

4.1.5 After parls are properly disposed of, the disposition is noled
on the HOLD tag. Completed HOLD tags are given lo the
Cluality Manager and kept on file to assist with
measuremeants of guality objectives.

4.16 Depending on the source of the nonconforming materials, it
may be necessary to notify the Accounting department of a
product’s disposal, for example if the part is returned to a

vendar for credit.

4.1.7 Also depending on the nature of the nonconformance, it may
be necessary to generate a Comrective Action Reguest, and
possibly a notation in the Vendor Tracking Log.

4.2  Nonconforming product detected after delivery or use.

4.2 1 When nonconforming product is detected after delivery or
use, corrective action is taken appropriate to the nonconformance.
Appropriate action may be in the form of parts andlor information
sent to customers, a recall of the product, or other action deemed
necessary by top management to correct the nonconformance and

prevent its recurrence,

5.0 Related and Supporl Documentation

Hold tags

8.0  Revision History

Uneontrolled if printed
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s/ asP B.31
ASPHALT KI NG DOM Subject: Contrel of Nonconforming
Product
Revizion B e
Issue Date: BETIT
Reference S0 9001:2000 Elermant: 8.3 Page J of 3
Control of Nonconforming Product

Date: Revision Deascription of Revision:

lewvel:
1107 | A Initial release
GI2THT | B Updated Version

Uneontrolled 1f printed

8.3.1 p3.pdf




Quality System Manual
ol Section 8.4
ASPHALT KINGDOM | Subject Analysis of Data
Revision B

Issue date GI2TMT

eference 150 SO01:2000 Element 5.4
Analyzis of Data

1.0 General Policy

1.1 Ark Alloy, LLC collects and analyzes data required for evaluating
the suitability and effectiveness of the quality system, and for
identifying opportunities for continual improvement,

2.0 Responsibility and Authority

2.1 The Quality Manager is responsible for ensuring that appropnate
data is collected, that it is analyzed, and corrective action taken
when performance levels drop below the guality objectives, to
continually improve the quality system.

4.0  Policies

3.1 Analysis of Data

3.1.1 Dala and information recorded is compiled and analyzed
within management review 1o identify trends in the
perfomance and effectiveneass of the quality system, and to
identify opportunities for improvement.

3.1.2 The Quality Manager is responsible for coordinating these
activities, and for reparting on the pedormance within the
context of management review. The Quality Manager takes
corrective action when the performance is below the quality
objectives, to continually improve the system.

3.1.3 The analysis of data provides information relating to the

following:

a. Customer Satisfaction

b. Conformity to Product Requirements

c. Characteristics and trends of processes and products
including opportunities for preventive action

d. Suppliers

Urneontrolled if prainted
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oo Section B.4
ASPHALT KINGDOM | Subject Analysis of Data
Revision B

Issue date B2T17

Reference 1500 S001:2000 Element 8.4
Analysis of Data

40 Related and Suppaort Documentation

RSP 8.5.1 Corrective and Preventive Action

50 Rewswon history

Date: | Revision | Description of revision:

Level
1115 | A Initial release
B27T | B Updated Version
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A\?PHALT KINGDOM | Subiect Continual Improvement

Quality System Manual
Section 8.5

Revizion B
Issue date B/27M17

Relerence 150900002000 Element 8.5
Continual Improvement

1.0

2.0

3.0

General Palicy

11

1.2

Ark Alloy, LLC employs 8 continual improvement philosophy throughout
the enfire organizatiocn. The improvement effort is driven by objectives
defined in the quality policy and performance data. Improvemeant
opportunities are identified by analyzing quality performance data and
information. Improvement projects are defined and implemented through
the system of corrective and preventive actions and management review
actions.

Cauges of identfied nonconformities are invastigated and, whearna
appropriate, corrective actions are implemented to ensure that
nonconformities do not recur. Preventive actions are implemented to
eliminate the causes of polential nonconformities. Corrective and
preventive actions leken are recorded and are followed up to ensure that
they have been effectively implementad.

Responsibility and Authority

21

The Quality Manager is responsible for ensuning conlinuous improvemeant
throughout the qualily system. The Cuality Manager is responsible for all
maonitoring, measurement, analysis and improvement applications usead in
the quality system. Each employes has bean granted authority in order to
meet specified requirements,

Palicies

an

Opportunities for Improvemant

31.1 OCpportunities for improvement are identified by comparing present
quality performance to documentad quality objectives.

3.1.2 Quality performance is determined by analyzing the performance
levels of the guality cbjectives.

3.1.3 Quality performance is evaluated at management reviews of the
quality system. Where quality performance falls short of a dafined
objective, top management identifies specific improvement actions
to reach the objective, When a quality objective is reached, top
managemant may change the objective to raise the desired lavel of
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performance, with the objective to confinually improve the quality
system.

In addition to lop management objectives for improvement,
employees are encouraged lo contribute ideas for improvement
relating to product, procasses, systems, productivity, and working
environmeant. These improvement opportunities are evaluated and
prioritized by top management and, where appropriate, are
implemented through the system of corrective and preventive
aclions.

Corrective and Preventive Actions

3.2.1

3.2.2

Corrective actions are used when an actual nonconformity is
identified. Preventive actions are requested and implementad
when there are trends of decreasing quality capability andlor
effectiveness of the quality system that create a risk for potential
nonconformity.,

The Company recognizes the difference betwaen corrective and
preventive achions, and has separate systems for identifying each
type of action. Once the need is identified a common system is
used to process both types of actions, Forms, logs and other
documents and records for procassing corrective and preventive
actions are the same.

Corrective Action

3.3.1

3.3.2

The neaed for corrective action is determined on thea basis of
identified actual nonconformities, and can be generated by any
employee. Corrective acticn requests are typically triggered by
events such as a customer complaint, nonconforming product
shipped by a supplier, internal audit findings or poor quality
performance,

A documented procedure has been established to define
requiraments for the following:

a. Reviewing nonconformities and customer complaints
b. Determining and eliminating causes of nonconformity
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Continual Improvement ]
Evaluating the need for action to ensure that nonconformities
do not recur

Determining and implementing aclion needed

Reviewing corrective action taken for effectiveness

Preventive Action

3.4.1 The need for preventive aclion is determined on the basis of
information and data gathered regarding performance of processes,
nonconformity rates, customer returns and complaints, and quality
system audil findings. Appropriate information and data is collected
and analyzed to detect unfavorable trends that, if not checked, will
increase the risk of nonconformities.

342 Adocumented procedure has been established and implemented to
define the following requirements:

a.
b.
C.

d.
2.

40 Related

Determining potential nonconformities and their causzes
Evaluating the need for action to prevent occurrence of
nonconformities

Determining and implementing aclion needed

Records of results of action taken and

Raviewing preventive action taken

D ti

QSP 8.5.1 Corrective and Preventive Action Procadure

50 Revision history
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Control of Nonconforming Product

Purpose

To establish a procedure for initiating, asswgning, implementing and
recording corrective and preventive actions (CAR's and PAR's) and
ensuring that actions taken are effective.

SO0pE

This procadura applies to all product and process nonconformances
whether they are identified in-house or reported by a customer. Corractive
and Freventive actions are applicable to all departments and personnel
and may also be directed at suppliers and subcontractors.

Responsibility and Authority

The Qualty Manager has responsibility and authority to ensure this

procedure s followed,

He may delegate 1asks 10 qualifed

personnel as needed. All employees are responsible for knowing

and fallowing this procedure.
The President and the Quality Manager
completed CAR's and PAR's.
Procedure

4.1

have authority to sign approval of

Caorrective and preventive actions (CAR's and PAR's) may be

initiated when actual or potential nonconformances are discovered,
and apply lo both products and processes. CAR's and PAR's may
be initiated by any employee of Ark Alloy, LLC

Product nonconformances relate

to products sold by Ark Alloy, LLC,

both produced in-house and purchased from vendors. Some
examples of product nonconformances are:

» |mpropary designed products

= |mpropery produced products

«  [amaged products

Uneomtrolled 1f printed
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Process nonconformance relate to how we do things at Ark Alloy,
LLC. Some examples of process nanconformances are:

An inspector forgetting to sign approval

An unauthorized person issuing a purchase order
Training conducted without being recorded

Failure to hold a management review meeting

CAR's and PAR's may also be initiated for non-gquality-related
issues al Sample Company, such as safety and cleanliness issues.

4.2  Preventive action requests may be initiated when no actual
nonconformance exists, but there is a potential of a problem if no
action is taken. Some examples of potential problems include:

= An overloaded shelf that has not yet broken, but looks like it
might fail very soon if no action is taken.

= A bracket that has not vet failed, but shows signs of wear
thal could lead 1o failure

= A tool or maching shows signs of wear that could lead to
defective products being made if no action is taken.

4.3 CAR's and PAR's are infiated using a CAR/PAR form. Blank forms
are available on the company computer network, available o all
employees. Any employea may start @ CAR/PAR form, noting the
date and the nonconformanca, actual or potantial.

44 CAR/PAR forms are given to the President or Quality Manager, who
will review the request and delerming if action is needed,

4.5  If action is deemed necessary, a CAR/PAR number is assigned and
recorded on the CAR/PAR list. The CAR/PAR is assigned to the
responsible manager, and a due date is noted.

4.6  The responsible manager deterrmines the root cause of the
nonconformance, the corrective action needed to correct the
problem, and the preventive action neaded to make sure it doesn't
happen again. The responsible manager completes the
appropriate sections of the CAR/PAR form and gives the form to the
Fresident ar Prasident for approval,

LUnesntrolled if printed
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Control of Nonconforming Product

4.7  The President may approve the actions, or may return the
CAR/PAR form to the responsible manager with requested
changes. Once approved, a follow-up date is noted on the form.

4.8  The President or their designee is responsible for following up fo
make sure the commective or preventive aclion taken has been

implemented and is effective.

4.9 Completed CAR/PAR records are kept on file by the Quality

Manager.

50 Related and Support Documentation

CAR/PAR form
CAR/PAR list

6.0 Revision History

Date: Revision

Description of Revision:

level:
1107 | A Initial release
62717 | B Updated Version

Uneomtrolled 1f printed

8.5.1 p3.pdf



