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I
PURPOSE


The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for establishing, storage, and retention of quality records.

II
APPLICATION


This procedure applies to all records demonstrating conformance of supplies and services, and the quality system, and the records listed in Paragraph IV of this procedure.


This procedure concerns all departments that establish and maintain records.  Paragraph IV of this procedure lists the relevant departments for each type of record.

III
PROCEDURE

1.
General

1.1
Quality records provide the evidence that production efforts meet the specification requirements, and that the quality system is operated in accordance with documented procedures and that it is effective. Where required, the records also include traceability information.

2.
Establishment of Records

2.1
The personnel directly involved with the task, operation, or activity whose results need to be recorded usually establish the records.

2.2
Specific record formats are usually prescribed by procedures that call for their establishment.  These can be forms, reports, minutes of meetings, sign-offs or stamps placed on other documents, and so forth.  Records may also be established and maintained in electronic media (computer files or databases).

3.
Identification

3.1
Records identify or reference the service or supplies, person, or event to which they pertain.  Records are dated, and may identify the function or person who established the record.

4.
Indexing and Storage

4.1
Records shall be indexed or grouped to facilitate their retrieval.  Binders, drawers, cabinets, etc., containing records are clearly labeled with identification of their content. 

4.2 The same department that initially established the record normally stores records.                                                               Records are stored in a dry and clean environment.  Records and other quality    documents may not be stored in private desk drawers or other obscure locations that are not generally known. 

4.3     Electronic record/data shall be backed-up on a weekly basis, with incremental back-up         accomplished daily for areas of significant updating.

IV
QUALITY RECORDS LIST


Contract Review Records: Invitation of Bids, Requests for Proposals, and other documents established in the course of processing, negotiating and implementing contracts and awards are to be retained by the Vice President of seven years or the time required by the contract references, whichever is less.                                                                                                   


Subcontractor Evaluation and Performance Records: Documents demonstrating subcontractor quality capability and quality performance are to be retained by the Vice President while the subcontractor is active.


Purchase Orders: Purchasing documents for procurement of materials, components, products, and services to be incorporated into the finished product are to be retained by Program Manager for the lifetime of the warranty period of the supplies or audited by the customer’s representatives.



Production Verification Records: Work orders, traceability records, material certificates, production records (weld joint history, QA chits), inspection and test results, etc. are to be retained by Quality Assurance  for a period of three years or the time required by the contract references, whichever is less.


Nonconforming Product Records: Product nonconformance reports established per Standard Operating Procedure, SOP-P-05, Control of Non-Conforming Product.  When these records pertain to reworked or repaired product they are kept by Quality Assurance together with other production related records.  When the assembly is scrapped or regraded, Quality Assurance retains the records for a period of three years or the time required by the contract references.


Calibration Certificates: Inspection, measuring, and test equipment calibration certificates. Retained by Quality Assurance for a period of two years.


Management Review Records: Minutes of management review meetings established per Standard Operating Procedure, SOP - M-01, Management Review. Retained by Quality Assurance for a period of three years.


Training Records: Personnel training records. Retained by the Office Manager and departments conducting training for a period of three years after termination of employment.

V
Associated Documents

SOP–M-01, Management Review

SOP–P-05, Control of Non-Conforming product

SOP–P-09, Training

SOP–Q-07, Inspection, Measuring & Test Equipment
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