HYQUIP

Process Control

Procedures regarding identification, collection, indexing, access, filing, storage, retention times,
maintenance and disposition of relevant quality records are varied depending upon the importance
of the activity and the requirements set out by HYQUIP.

Records are maintained to demonstrate the effective operation of HYQUIP'S quality system and
conformance to specified requirements, but more importantly as a basis of control and continuous
improvement. Records are located in many different locations local to the control and/or assessment
activity.

Quality records are public documents and are available for viewing, reference or evaluation.
HYQUIP’S personnel, its customers, or other authorities may have access to quality records. The
only restriction is that master records are maintained on site at HYQUIP. Should reference be
necessary away from site ‘UNCONTROLLED’ copies may be issued.



HYQUIP

Delivery Notes - Incoming

INCOMING DELIVERY NOTES

!

Stores

!

Administration

!

The delivery note is
checked against the
goods received before
signing and dating the
paper work

‘BOOKING IN’ Process

Delivery Notes - Outgoing

|

MASTER COPY

Tempor!ry Filing
System

!

Match/file with invoice

v

Archive

y

SCRAP
(After 7 years)

Issue 1



HYQUIP

Administration

OUTGOING DELIVERY NOTES
GENERATED

!

!

WHITE
COPY

'

Customer Copy
Left with goods
delivered

Purchase Orders

SCRAP

}

PINK
COPY

!

Administration
Retained as proof of
delivery

|

Pink cop'y used to
prompt invoicing

Filed numerically

Y

(after 7 years) —

Archive

PURCHASE ORDERS

Issue 1



HYQUIP

}

All Personnel

Specified or requested by
all personnel. Processed
by administration
personnel using HYQUIP
business system.

Admini!tration

‘Re-order Report’

!

FAX ORDER Note — Fax transmittal
report printed and filed

with ‘Copy’ orders.

Copy Order Filed Note - Supplier

Numerically acknowledgements are
. filed and matched with the

purchase order when/if

received
Archive
[ ]
SCRAP

> (after 7 years)

Certificate of Conformity - Engineering

CERTIFICATE OF CONFORMITY

This includes: l All power units are issued with a
y joint certificate of conformity and
1. Certificate of conformity. Engineering a declaration of incorporation.
2. Joint certificate of
conformity and a declaration Other contracts are assessed
of incorporation. and certificates are issued upon
3. Joint certificate of request

conformity and a declaration
of conformity. (CE Mark)



HYQUIP

!

Certificate'completed

!

|

MASTER

'

Customer Copy

A documentation control
sheet verifies documentation
sent, to who, and when. This
is maintained in the Job File.

!

Issued by' post with
documentation

Works Certificate - Engineering

\ Filed for reference

COPY

!

Enginéering

‘Job File’

BUILD/TEST/INSPECTION CERTIFICATE

!

Workshop
Build

v

All power units are
manufactured with the aid of a
Works Certificate.

<&

Issue 1



HYQUIP

Certificate completed

|

MASTER

!

Enginéering

!

Filed for reference
‘Job File’

Customer Complaint Forms

COPY

Customer Copy
‘Upon Request Only’

!

Posted with
documentation

Customer Complaint Forms

!

ALL
Personnel

!

Customer complaint
form completed

Completed customer
complaint form issued
to the QA
Representative for
analysis and evaluation

<&

Issue 1



HYQUIP

!

Q.A
Representative

!

Filed for reference,
analysis and
evaluation.

v

Analysis
and evaluation

Analysis and evaluation
to take place at
management review

Copies maintained for
twelve months.

SCRAP

l meetings.
Location — QA
Representatives
Office
Analys'is and
evaluation maintained
; for 5 years
SCRAP
(After 5 years)

(After 12 months)

Quality Audit Reports

Quality Audit Reports

QA Representatives

!

Internal Quality Audit
Quality Audit Report

!

Issue 1



Issue 1

HYQUIP

MASTER

COPY
with auditor

person responsible

ACTION Follow-up audit to verify
agreed action

as agreed
SCRAP Master audit report

form completed

}

* Follow-up audit visits may not be necessary and as Master to QA
such the completed (MASTER) audit report form Representative
should be issued direct to the QA Representative
(i.e. no other action required)

e All (historical) records are located in the QA Reps l
Office and prior to an audit reference must be Managing Director

made to earlier records.

SCRAP Reports & programme Audit proi;ramme
(After 5 years) filed with QA Records. completed

(after re-audit)

Management Reviews

Management Reviews

!

QA Représentative Co-ordinated and led by the
QA Representative

w
All QA
Representatives




HYQUIP

!

Management Review

|

Minutes of Meeting

!

|

Copies to all QA Reps
& those present.

}

UNCONTROLLED
(Reference Only)

Supplier Assessments

!

MASTER maintained
for reference.

!

Location
QA Representatives
Office

y
SCRAP
(After 5 years)

Supplier Assessments

l

Quality Department

!

Past trading relationships
have been considered
sufficient for approval.

All existing suppli'ers on HYQUIP’S

database are approved.

Includes passed trading
relationship with PE.

;

New supp'liers are
specified as required

!

Assessment
Procedure

All suppliers are assessed using
HYQUIP’S returns/quarantine/
credit/customer complaints
procedure. (six monthly)

Subject to continuing problems
suppliers are ‘relegated’ on our
supplier database.

The QA Representative will
undertake a six monthly analysis
to monitor supply problems.

Issue 1
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Returns Notes - Incoming

!

Approved supplier list
maintenance

Returns Notes (Incoming)

!

Administration

|

Goods/note received by| If goods are received without

stores a returns note stores
personnel will create a
l dummy note.

All notes passed to
administration

|

ACTION Scrap, return to supplier, re-
DECIDED stock etc. and credit/replace

goods as necessary.

Issue 1



HYQUIP

| !

Credit Issued Other Miscellaneous
ACTION
Returns notes attached Filed in
and filed with credit Customer Delivery File
notes .

{ !
!

Archived SCRAP
(After 7 years)

NB: Return Notes (outgoing) are dealt with via an order acknowledgement and filed in a live/dead returns
file

Personnel / Training Records

Training Records

!

NOTE All managers / senior Records and training
It is more difficult to verify personnel programmes are managed
‘use value’ training as this is and mamtamed by all
going on every day. l managerial personnel.
However, every effort will be Records are filed with Evidence for verification,
made to recognise this and personnel records particularly exchange value
copies of training sessions, training.
seminars, and indoctrination
programmes will be l

documented if practical. The complete history is

maintained for
reference and reviews

Calibration Records

Calibration Records




HYQUIP

Quality Manager

!

Certificates are Evidence for verification.
maintained with master
schedule




