	Grand Rapids Controls, Co. LLC

	Layered Process Audit (LPA) Checksheet

	

	Dept#:
	
	Work Center Name:
	
	Process Description(s):
	

	

	Date:
	
	Shift:
	
	Time:
	
	Audited By:
	

	

	GRC P/N(s):
	
	Customer P/N(s):
	
	Customer Name:
	

	

	Audit Results:
	
	No NC found (APP)
	
	NC found CA completed (NCC)
	
	NC found CA pending (NCP)
	Audit Layer

	

	Item Audited
	Y
	N
	N/A
	Comments
	CA completed Y/N
	Added to open list Y/N

	Part / Product / Process
	
	
	
	
	
	

	     Part Verification
	
	
	
	
	
	

	1. Verify that error proofing was checked per 

    requirement on inprocess paperwork.
	
	
	
	
	
	

	2. Verify first piece inspection was done and 

    documented on inprocess paperwork.
	
	
	
	
	
	

	3. Verify last piece inspection was done and 

    documented as applicable (molding & diecast only).
	
	
	
	
	
	

	    Training
	
	
	
	
	
	

	1. Observe operator(s) working.  Verify that work 

    instruction is being followed.  Observe 2 operations.
	
	
	
	
	
	

	2. Verify the operators are signed off for the appropriate 
    training record.
	
	
	
	
	
	

	3. Verify that operator has a training matrix and it is 

    being filled out.
	
	
	
	
	
	

	4. Verify that operator knows how to handle 

    nonconforming material (have them verbally tell you 

    the steps. (Steps should match Quality Bulletin No. 1).
	
	
	
	
	
	

	    Safety
	
	
	
	
	
	

	1. Verify that safety glasses are worn by all operators.
	
	
	
	
	
	

	2. Verify that PPE is being worn. 
	
	
	
	
	
	

	3. Verify that GRC safety rules are being followed.
	
	
	
	
	
	

	Process
	
	
	
	
	
	

	     Process / Quality Documentation
	
	
	
	
	
	

	1. Quality data – inprocess inspection sheet
	
	
	
	
	
	

	    - Verify actual frequency of check matches inprocess 
       sheet.
	
	
	
	
	
	


	Item Audited
	Y
	N
	N/A
	Comments
	CA completed Y/N
	Added to open list Y/N

	    - Verify that inprocess data is correctly entered.
	
	
	
	
	
	

	    - Verify that parameter sheets are correctly filled 

       out as applicable.
	
	
	
	
	
	

	    -  If parts are in shipping container, verify that all 

       operations have been completed (if the part is  

       awaiting testing, material approval, or containment 

       activities, there should be a yellow hold tag on the 

       carton).
	
	
	
	
	
	

	2. SPC compliance
	
	
	
	
	
	

	    - Verify actual frequency of check matches
       inprocess sheet and chart.
	
	
	
	
	
	

	    - Verify that X&R are correctly calculated and plotted.
	
	
	
	
	
	

	    - Verify that out of control plots are circled with 
       notations on the back of chart.
	
	
	
	
	
	

	3.  Part identification
	
	
	
	
	
	

	    - Verify that bad parts are properly tagged or
       put in red reject bins, as applicable.
	
	
	
	
	
	

	    - Verify that good parts (WIP) are properly identified.
	
	
	
	
	
	

	    - Verify shipping label revision to blueprint as 

       applicable.
	
	
	
	
	
	

	- If there are rejected purchased parts at the line, 

  verify that they are properly tagged & receiving   

  inspection is aware of them.
	
	
	
	
	
	

	4.  Drawing vs. Part
	
	
	
	
	
	

	    - Verify that print dimensions written on inprocess 

       paperwork match drawing.
	
	
	
	
	
	

	    - If drawing being used is marked or advanced, verify 

      that it had not expired and that it has been dated & 

      signed.
	
	
	
	
	
	

	Facility
	
	
	
	
	
	

	1. Lot traceability
	
	
	
	
	
	

	    - Verify that FIFO is being done.
	
	
	
	
	
	

	    - Verify labor/lot tags have correct component lot 

       information.
	
	
	
	
	
	

	    - Verify that components are properly labeled with 

       P/N and lot information.
	
	
	
	
	
	

	- Verify that current lot number tag has latest lot info 

   recorded (if applicable)
	
	
	
	
	
	


	Item Audited
	Y
	N
	N/A
	Comments
	CA completed Y/N
	Added to open list Y/N

	2. Housekeeping
	
	
	
	
	
	

	    - Verify that 5S Standard sheet is filled out 

       completely and posted.
	
	
	
	
	
	

	    - Observe if area is clean.
	
	
	
	
	
	

	- Verify that no food or beverage open containers 

  are in the area.
	
	
	
	
	
	

	3. Environmental
	
	
	
	
	
	

	    - Verify that lube containers etc are properly 

       labeled.
	
	
	
	
	
	

	    - Verify that recycle bins are being used.
	
	
	
	
	
	

	Voice of the Customer
	
	
	
	
	
	

	1. Quality Alerts / Customer Concerns
	
	
	
	
	
	

	    - Observe/Verify that alerts are posted or in file as

       applicable.
	
	
	
	
	
	

	    - Observe compliance to the alerts as applicable.
	
	
	
	
	
	

	2. Corrective Action Verification
	
	
	
	
	
	

	    - Verify that LPA corrective action is on target & 

       not past due.
	
	
	
	
	
	

	    - Verify that 8-D corrective action changes are 

       implemented as applicable.
	
	
	
	
	
	

	Rework / Reinspection
	
	
	
	
	
	

	    Verification Process
	
	
	
	
	
	

	1.  Verify that there is a work instruction detailing 

      the inspection or rework.
	
	
	
	
	
	

	2.  Verify that there are tagged samples or pictures 

     of defective parts at point of use / inspection.
	
	
	
	
	
	

	    Verification Documents
	
	
	
	
	
	

	1.  Quality Data – Reject Tracking Log
	
	
	
	
	
	

	    - Verify that the 8-D or MDR numbers are on 

       tracking log.
	
	
	
	
	
	

	    - Verify that QA has initialed the log indicating 

       reinspection.
	
	
	
	
	
	

	Notes: 

	

	

	

	


Reaction Plan/Corrective Action Plan Layered Process Audit
	What to look for during the audit
	What to do if a non conformance is found

	Part / Product
	

	     Part Verification
	

	1. Verify that error proof check was completed on inprocess paperwork.  Verify that MWI is available at point of use.  Verify that master parts are available as detailed in the MWI.
	Immediately find a team leader.  If there are discrepancies- Immediately retrain operator. Determine if bad parts could get to customer- if so put parts on hold to be sorted, if not no action is needed.  Record observation and comments on audit sheet.

	2. Pull print and inprocess paperwork. Verify that all entries match the drawing and are accurately recorded. Record observations and comments on audit sheet.
	If there are discrepancies- Immediately retrain operator. Determine if bad parts could get to customer- if so put parts on hold to be sorted, if not no action is needed.  Record observation and comments on audit sheet.

	3. As applicable, verify that last piece paperwork was completed.  Form correctly filled out and parts available.
	Immediately find a team leader.  If there are discrepancies- Immediately retrain operator. Determine if bad parts could get to customer- if so put parts on hold to be sorted, if not no action is needed.
Record observation and comments on audit sheet.

	     Training
	

	1. Read operator instruction and observe operator. Check a min. of two operations. Record observations and comments for each operation on checklist separately.
	If there are discrepancies- determine if bad parts could get to customer- if so put parts on hold to be sorted. Immediately tell operator what they are doing wrong and get a team leader to retrain operator and record the additional training. Record observation and comments on audit sheet.

	2. Look for the operator(s) name to be in the training log. Must match to the operation being performed. Record observation and comments on audit sheet.
	If name is not in training log, call a team leader to find out why. Get NC corrected immediately. Record observation and comments on audit sheet.

	3. Look at the operators training matrix and verify that it is being filled out.
	If training matrix has been completed, write N/A.  If training matrix is not being used, call the team leader to find out why.  Record observation and comments on audit sheet.

	4. Ask the operator to verbally tell you the nonconforming procedure.  Make sure they know the following steps: stop production, contain parts, fix the problem, re-inspect the parts.
	If the operator does not know the 4 steps, call a team leader to immediately train them.  Record observation and comments on audit sheet.

	     Safety
	

	1. Observe that safety glasses are worn by all. Record observation and comments on audit sheet.
	Immediately tell them to get glasses on. Record observation and comments on audit sheet.

	2. Observe that diecasting persons are wearing PPE.  Record observation and comments on audit sheet.
	Immediately tell them to dress appropriately. Get team leader involved. Record observation and comments on audit sheet.

	What to look for during the audit
	What to do if a non conformance is found

	3. Observe that safe practices for running machines is being followed. Record observation and comments on audit sheet
	Immediately address the un safe situation with the operator. Get team leader involved. Record observation and comments on audit sheet.

	Process
	

	     Process / Quality Documentation
	

	1a. Verify that the actual frequency of check matches the inprocess sheet. Record observations and comments on audit sheet.
	Immediately get with operator and retrain.
Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	1b. Verify inprocess data is correctly entered by looking and print and data. Record observations and comments on audit sheet
	Immediately get with operator and retrain.  Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observation and comments on audit sheet.

	1c. Verify parameter sheets are filled out with all values within noted limits.  Record observations and comments on audit sheet.
	Immediately get with team leader.  Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	1d. Verify that yellow hold tag is on product if testing, material approval, or containment activities are not complete.  Check operator’s knowledge of this policy.
	Immediately get with team leader.  Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	2a. Verify that the actual checks match the inprocess sheet frequency. Verify that the chart frequency which is recorded in the upper RH corner of the chart, also matches the inprocess sheet. Record observations and comments on audit sheet.
	Immediately get with the operator and retrain, as appropriate. Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observation and comments on audit sheet.

	2b. Add the sub group values to verify that the average is calculated and plotted correctly. Record observations and comments on audit sheet.
	Immediately get with operator and retrain. Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	2c. Review the chart to make sure that out of control points are circled and have the appropriate notation put on the back of chart. Record observations and comments on audit sheet.
	Immediately get with operator and retrain.  Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	3a. Verify that rejected material is tagged and put in the red reject bins. Interview operator to see if they know why we are doing this. Record observations and comments on audit sheet.
	Immediately get with operator and retrain.  Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	3b. Verify that good material is identified correctly by verifying WIP container identification.
	Immediately get with operator and retrain.  Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	3c. Verify that material ready to be shipped is identified correctly by verifying blueprint revision to label.
	Immediately get with operator and retrain.

Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	What to look for during the audit
	What to do if a non conformance is found

	3d. Verify that rejected purchased parts are properly tagged.  Talk to receiving inspection to see if they know about them.  Ask receiving inspector for part status.
	If there are discrepancies, immediately contact Quality Engineer.  Record observations and comments on audit sheet.

	4a. Verify that print dimensions on inprocess paperwork match drawing.
	If there are discrepancies- determine if bad parts could get to customer- if so put parts on hold to be sorted. Immediately tell operator what they are doing wrong and get a team leader to retrain operator and record the additional training. Record observation and comments on audit sheet.

	4b. If drawing is marked or advanced, verify that it is not expired and that it is dated and signed.
	If this is not applicable, indicate N/A on form.  If there is a discrepancy, contact Quality Engineer immediately.

	Facility
	

	1a. Look at boxes on line. Verify that the oldest lot dates/boxes are staged to be used before the newer lot dates/boxes. Interview the employees. Record observations and comments on audit sheet.
	Immediately get with operator and retrain.
Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	1b. Observe labor/ lot tags. Make sure that component lot information is accurate by checking a few items against containers in work cell. Record observations and comments on audit sheet
	Immediately get with operator and retrain.

Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	1c. Observe component labels and bins.  Look to see that lot information is readily available and parts are tagged with the right part numbers. Record observations and comments on audit sheet.
	Immediately get with operator and retrain.

Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	1d. Observe current lot number tag.  Look to see that latest lot information is recorded. Record observations and comments on audit sheet.
	Immediately get with operator and retrain.

Determine if bad parts could get to customer. If so, contain the parts for sorting. Record observations and comments on audit sheet.

	2a. Verify that the 5S Standard Sheet is  filled out completely and posted. Record observations and comments on audit sheet. 
	Record observations and comments on audit sheet.

	2b. Observe the immediate work area. It should be clean and uncluttered with personal belongings. Record observations and comments on audit sheet.
	Record observations and comments on audit sheet.

	2c. Observe the work area. There should be no open beverage containers or food in the area. Record observations and comments on audit sheet.
	Record observations and comments on audit sheet.

	3a. Look at any lube bottles etc. and verify that they are properly labeled and legible. Record observations and comments on audit sheet.
	Record observations and comments on audit sheet.


	What to look for during the audit
	What to do if a non conformance is found

	3b. Look at part waste. Verify that waste is being handled appropriately ie recycle, trash etc.. Record observations and comments on audit sheet.
	Record observations and comments on audit sheet.

	Voice of Customer
	

	1a. Verify that quality alerts are posted or in the file. Record observations and comments on audit sheet.
	Record observations and comments on audit sheet.

	1b. Verify that operators have knowledge and awareness of the quality alerts. Observe that the alerts are being followed. Record observations and comments on audit sheet.
	Record observations and comments on audit sheet.

	2a. Observe LPA corrective action matrix to verify that corrective action is on target and not past due.
	Record observations and comments on audit sheet.

	2b. Verify that corrective action changes are implemented as applicable (This to be audited by Quality Engineer only).
	Record observations and comments on audit sheet.

	Rework / Reinspection
	

	     Verification Process
	

	1. Verify that there is a work instruction and that it is signed off by QA.  Record observations and comments on audit sheet.
	Immediately find a team leader and let them know that a work instruction needs to be written.  Record observation and comments on audit sheet.

	2. Verify that a sample bad part or picture of a bad part is at point of sort.  If a sample is used, it must be properly tagged.  Record observations and comments on audit sheet.
	Record observations and comments on audit sheet.

	     Verification Documents
	

	1a. Verify that the tracking log is fully filled out including appropriate 8-D or MDR numbers.  Record observations and comments on audit sheet.
	Immediately get with the operator and retrain, as appropriate.  Determine if bad parts could get to customer.  If so, contain the parts for sorting.  Record observation and comments on audit sheet.

	1b. Verify that QA has initialed the log.  Record observations and comments on audit sheet.
	Immediately get with QA and retrain.  Determine if bad parts could get to the customer.  If so, contain the parts for sorting.  Record observations and comments on audit sheet.


What to do when audit is completed:
Have champion initial checklist with corrective action date.
Add all non conformances to non conformance log & assign champions

If there are non conformances, make a copy of the audit for any off shift coaches whose area is affected

Return the original copy of the completed audit to the Launch Coordinator

Return the completed audit to Launch Coordinator.
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