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1. Purpose, scope and users

The purpose of this procedure is to describe the process of \production according to demanded
quantity and deadlines, in line with the request for product quality, land the service provision process
according to customer request.

The procedure is applied in realization of the [production |and \service \process.

Users of this document are persons responsible for the process of lproduction }and Lservice \provision in
[organization name].

Reference documents

AS9100 Rev D standard clauses 8.1, 8.5; 8.6

Procedure for Document and Record Control

Procedure for Competence, Training and Awareness

Procedure for Purchasing and Evaluation of Suppliers

Procedure for Design and Development

Warehousing Procedure

Procedure for Management of Nonconformities and Corrective Actions
Procedure for Equipment Maintenance and Measuring Equipment
Procedure for Addressing Risks and Opportunities

Procedure for Software Development

Procedure for Production of Chemical Products

Procedure for Manufacturing of Electronic and Optical Equipment
Procedure for Production of Machinery and Equipment

Procedure for Production of Metals

Procedure for Production of Rubber and Plastics

[|Working instruction manuals\]
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3. Product ‘and ‘service realization

3.1. [Process flow

‘
%l,

Load of goods

Problems with Yes

loading goods?

o

In'a

Yes

Vehicle Maintenance
No

Arrival at destination N

Are non-conformities
. . Yes
discovered during
unload?
No

3.2.  Product and service realization planning

3.2.1. Defining resources for production and service provision
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According to [|document name], []job title] makes an internal purchasing order that specifies
quantities of raw material and other resources needed for realization of product or phase, defined in
the Project PIan[, and delivers it to ﬂjob title\]. [Llob title\] defines which working instructions will be

product are stated in the Product Specification made by [ﬁob title\].

[Job title] creates the Quality Plan, which defines necessary activities of verification, monitoring,

recorded on the Record of Validation of Production Process and Special Process.
3.2.2. \Validation of production and service provision\
[Job title] must conduct validation of all processes of production and service provision where:

. \It is not possible to confirm by measurement that a product or service satisfies customer
request

Processes that fall under at least one of these conditions are defined as Special Processes and the

e Criteria for review and approval of processes
. donditions to be in place to maintain process approval\

. \Records needed to provide evidence of controlling parameter‘
e Need for revalidation|

[Job title] creates records needed to provide evidence that realization processes and resulting
products meet predefined requests.

[Job title] enters data about validation in the Quality Plan, which demonstrates the capability of the

capability of the process to accomplish planned results.

[Job title] obtains \data from a representative item from the first production run of a new part or

that invalidate the original results,

3.2.3. Identification and traceability
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[Job title] must identify the product through the entire production process and according to the

data in the Record of Traceability, identifying differences between the actual configuration and the
required configuration on the Record of Product-Service Configuration.

3.2.4. Product Safety Plan

[Job title] ensures that operational risks that affect product safety are managed through the
Procedure for Addressing Risks and Opportunities.

[Job title] ensures that product safety critical items and features are identified in design documents.
[Job title] ensures that these product safety features are made available to external providers
according to defined Project Plan or production procedures. [Llob title\] ensures that these product

[Job title] ensures that product safety events are documented and corrected according to the
Procedure for Management of Nonconformities and Corrective Actions.

the Procedure for
Competence, Training and Awareness.

3.2.5. lPrevention of Counterfeit partﬁ

[Job title] ensures that adequate training is provided for awareness and identification of counterfeit
parts according the Procedure for Competence, Training and Awareness.

[Job Title‘] ensures that parts are only procured from original or authorized manufacturers, according
to the Procedure for Purchasing and Evaluation of Suppliers.

[job title\] ensures that verification and test methodologies for identifying counterfeit parts are in

Record of Traceability.

[Job title] ensures that counterfeit and suspect counterfeit parts are quarantines and dispositioned
according to the Procedure for Management of Nonconformities and Corrective Actions.

[define communication channels\] to quarantine parts that have been delivered to [organization
name].

[Job title] is responsible to monitor forlparts obsolescence\ and dispose of out of date parts according
to [\name the documents].

3.2.6. Configuration Management Planning, Control, and Reporting
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[Job title] ensures that every product specification, test plan and test procedure is maintained with a
“revision number” to control and track the configuration changes of parts produced or tested on

The revision number is a designation used to identify the changes made to a document, and identify

system with initial release at 0 and increasing by 1 at each change\.

[Job title] ensures that, at the end of the design phase, the revision number of each document and
part is recorded for use in the Record of Product/Service Configuration.

[Job title] ensures that the Record of Product/Service Configuration is completed and includes all
parts and documents that were used in the creation of the product or service, as well as the revision
numbers for the parts and documents.

3.3.  Production and service provision realization

\Production is executed in controlled working conditions, which implies compliance with all technical
and technological requirements defined in documents necessary for the production process. If

for subsequent production unless all required measuring and monitoring activities are completed
and conforming.

3.3.1. Auvadilability of information that defines product or service characteristics

\In cyclic production, [job title] gathers information about product characteristics from the following
sources: [\name the sourcesj].‘

3.3.2. Auvadilability of working instructions

[Job title] is responsible for creation of working instructions, including criteria for workmanship, for

3.3.3. Usage of adequate equipment, tools and software programs

[Job titlel is responsible to ensure that all eauipment is in operational condition and validated prior
of the Plan for
Preventive Equipment Maintenance and records of calibration and repairs of measuring equipment.
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If requirements for equipment maintenance and working environment are specified by the customer

3.3.4. \Customer propertﬁ

[Job title] is responsible for identification, verification, and protection of customer or external

property owner using Notification to Customer about Changes on his Property.
3.3.5. Conducting measuring and monitoring

[Job title] must ensure availability of monitoring and measuring resources and define the method of

the Quality Plan.

[Job title] ensures that any documented information for monitoring and measurement activity for

and any specific equipment required and instructions for use.

[Job title] must ensure that when sampling is used the sampling plan is justified on the basis of a
recognized statistical principles and appropriate for use.

3.3.6. Control of changes

continuing conformity with the requirements and enters changes in the Production/Service Change
Review Record.

3.3.7. Preservation

[Job tile] ensures that the following preservation techniques are understood and recorded in the
necessary documented information:

e Marking and labelling, including safety warnings and cautions
e Shelf life control and stock rotation

3.3.8. Product release, delivery and activities after delivery

requirements are met regarding Product Specification and customer requirements. If requirements
are met, [job title] confirms fulfillment of requirements by signing Record of Product Service
Conformance and approving shipment.
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according to the Procedure for Control of Non-Conforming Product and Procedure for Corrective and
Preventive Actions.

[Job title] ensures that the release of products and services to the customer will not proceed until

[Job title] ensures that all documented information required to accompany the products and services
are present at delivery.

e Statutory and regulatory requirements
e The potential undesired consequences associated with the products and services

e Collection and analysis of in-service data
e Control, updating and provision of technical documentation relating to product use,
maintenance, repair and overhaul

. \Planning servicing activities

During servicing activities, [job title] is obligated to initiate correction of non-conformance using the
Procedure for Management of Nonconformities and Corrective Actions for every non-conformity of

3.4. \Product preservation

[Job title] is responsible for preservation of product during production and service provision and
internal transport of product and/or assembly parts.

and/or assembly parts before delivery to a customer according to Warehousing Procedure.
[Job title] is responsible for preservation of product during transport.

3.5. Production and Service Provision Process Flow

[Describe all activities of process row‘]

[Service provision organization example:
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3.5 Transport service process flow

3.5.1 Loading of goods

According to the Transport order, the Logistic Manager decides how many vehicles and which drivers
will execute the Transport order and the date of loading of goods.

After loading the goods, the Logistics Manager inspects quantity and other parameters defined in the
Transport order and Delivery Note. If everything is correct, the Logistics Manager approves shipment;
otherwise, he contacts the customer to resolve ambiguities.

3.5.2 Transport
Drivers follow the Transport route defined by the customer and the Logistics Manager.

to the Procedure for Maintaining
Vehicles and contact the Maintenance department.

3.5.3 Arrival at destination

Upon arrival at the destination, the driver delivers Shipment documents to the warehouse operator
and supervises the unloading.

The driver and warehouse operator inspect unloaded goods and, if everything is in order, the

In cases when there is a difference between quantity of goods in the Delivery Note and unloaded
goods, the warehouse manager makes their record of decent, which must be confirmed by the driver
by signature and delivered to the Logistics Manager.

to the Procedure for Non-Conforming Service.

3.5.4 Returning to the organization

The driver, on the way back home, contacts the Logistics Manager, who can send him to another
loading destination or send him back to the organization.

3.6. Resolving non-conformities
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notifies [job title], who acts according to the Procedure for Management of Nonconformities and

Corrective Actions.

production process and acts according to the Procedure for Management of Nonconformities and

Corrective Actions, but can’t change technological parameters.

4. Managing records kept on the basis of this document

Storage
Responsibilit
Record name Code 5
Retention ) = y
. Location ‘Protectlon
time
s Records are
[}ofﬂce of Lo
Product - stored in file . .
. PR.10.1 | 2years Production . . [job title]
Specification cabinet [describe
Managerﬂ )
name/location]
Records are
Record of [office of o
. i stored in file . :
Product/Service PR.10.2 | 2years Production . ) [job title]
cabinet [describe
Conformance Manager] .
name/location]
§ Records are
[office of Lo
i : stored in file . .
Quality Plan PR.10.3 | 2 years Production . . [job title]
cabinet [describe
Manager] .
name/location]
Notification to a i Records are
[office of oo
Customer about . stored in file . .
] PR.10.4 | 2 years Production . . [job title]
Changes on his cabinet [describe
Manager] ]
Property name/location]
Records are
[office of =
Record of . stored in file . .
il PR.10.5 | 2years Production : . [job title]
Traceability cabinet [describe
Manager] .
name/location]
Records are
Production/Servic [office of .
K . stored in file . .
e Change Review | PR.10.6 | 2years Production . . [job title]
cabinet [describe
Record Manager] .
name/location]
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Records are
[office of s
. stored in file . .
Test Plan PR.10.7 | 2 years Production . . [job title]
cabinet [describe
Manager] .
name/location]
Records are
[office of o
. stored in file . .
Test Procedure PR.10.8 | 2 years Production . . [job title]
cabinet [describe
Manager] ]
name/location]
Record of Records are
Validation of [office of stored in file
Production PR.10.9 | 2years Production cabinet [describe | [job title]
Process and Manager] name/location]
Special Process
R d
Record of [office of ecor S ar.e
. . PR.10.1 ) stored in file : :
Production/Servic 2 years Production . . [job title]
. . 0 cabinet [describe
e Configuration Manager] ]
name/location]

5. Appendices

Appendix 1 — Product Specification

Appendix 2 — Record of Product/Service Conformance

Appendix 3 — Quality Plan

Appendix 4 — Notification to a Customer about Changes on his Property
Appendix 5 — Record of Traceability

Appendix 6 — Production/Service Change Review Record

Appendix 7 — Test Plan

Appendix 8 — Test Procedure

Appendix 9 — Record of Validation of Production Process and Special Process
Appendix 10 — Record of Production/Service Configuration

Appendix 17 — Production Plan

Appendix 18 — Production Registry
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