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I
PURPOSE


The purpose of this procedure is to provide a system and instructions for production item identification and traceability, for critical material/component.

II
APPLICATION


This procedure applies to critical materials, components, parts, subassemblies, and production items intended for incorporation into the final supplies and services provided by ManTech when specified in work specifications/drawings.

III
PROCEDURE

1.
Identification of Purchased Products

1.1
All purchased materials and parts are identified with unique numbers, codes, or names.  The identification may be the same as drawings, job order or purchase orders numbers.

1.2
Whenever possible, subcontractors are required to identify the products they supply.  The receiving clerk verifies the material is properly identified (refer to Standard Operating Procedure, SOP-Q-04, Receiving Inspection).  If the original identification is not appropriate or adequate, the Receiving function is responsible for marking purchased products with ManTech’s identification numbers.

1.3
Materials and parts identification is maintained while the products are in storage and/or staged for production.

2.
Identification During Production

2.1
During all stages of production, fabricated components and subassemblies are usually identified by the purchase order, work order, in-process inspection records, or other documents and records created during fabrication, assembly, inspection and testing.  These documents and records are kept in the production area where the product is being processed or is staged for the next processing step.  Permanently marked part numbers may identify some parts and subassemblies.

3.
Traceability

3.1
Traceability is maintained when specified by customers, governmental regulations or internal requirements.  The extent of traceability is defined in accordance with the stated requirements.

3.2
Purchased products are routinely traceable to their purchase orders; and thereby to their original inspection, testing or lab analysis reports, or other such quality records supplied with the material.

3.3 During production, traceability is maintained using purchase order numbers, inspection records, and other such documents and records established during the manufacture, assembly, inspection and testing of a product.

3.4 The Quality Assurance Department will implement a Test and Inspection Plan upon award of a contract, for items requiring unique inspection (i.e. Level-I).  Each work item will be started on a new page, and will be followed by as many pages as required to complete the work item.  When a Work Item has more than one piece of equipment for repair, there will be a copy of the Test and Inspection Plan for each one, or a matrix to document each required inspection.

3.5 The (I), (V) and (G) are inserted in a work item to establish a time in which ManTech shall inspect/verify and document the accomplishment and results of the specified test or inspection.

3.5.1 The (I) inspections or tests require verification by a separate individual, other than the person who has accomplished the work, and must be a quality assurance person/inspector.

3.5.2 The (V) inspections or tests require verification by the qualified tradesman, trades supervisor, or inspector.

3.5.3 The (G) inspections or tests require notification of the supervisor to permit verification of the test or inspection by the government.  The supervisor shall receive written notification no less than four (4) hours, but not more than one (1) working day, prior to the commencement of the test or inspection.  

4.
Traceability Records

4.1
Production shall maintain (or coordinate) the tractability record. The record may consist of purchase orders for materials, parts and components; material inspection and testing reports; process data; and product inspection and testing reports.  The exact scope of the required traceability record for a given task is documented in accordance with the contract specifications.

4.2
Traceability information should be recorded directly on the work assembly item.  For each processing and inspection operation, the work assembly item is used to record or reference the corresponding material purchase orders, process data, inspection and testing reports, identification of operators and inspectors, and other such traceability information, as required.

IV 
Associated Documents

SOP–Q-04, Receiving Inspection

SOP–C-03, Purchasing

SOP-Q-03, Quality Records
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