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1.
Purpose

•
To establish a mechanism for management to set quality goals and review their attainment.

•
To provide for management review of internal quality audits and completion of corrective action.

•
To ensure all employees are adequately trained.

•
To establish and implement a quality system by formulating the quality policy, defining organization, assigning authorities and responsibilities, appointing the management representative, reviewing the quality system, and ensuring the resources and personnel to maintain the system.

•
To clearly identify the management function responsible for the Quality System. 

•
To establish a quality policy and objectives and ensure that the policy is communicated and practiced throughout the organization and that quality objectives are routinely met by everyone.

•
To have in place an organization chart and a description of roles and responsibilities required for the business unit. The organization chart is a controlled document and updated at least once a year.

2.
Scope

This procedure applies to all operations at <COMPANY>.

3.
Responsibilities

The <job title> has overall responsibility for quality at <COMPANY>.

The ISO 9000 Team composed of the <job titles> is responsible for forming an internal audit team to audit ISO 9000 compliance.

Management supports the organizational freedom and authority to:

•
Identify and record any product quality problems.

•
Initiate, recommend or provide solutions through designated channels.

•
Verify the implementation of solutions.

•
Control further processing, delivery or installation of nonconforming product until the deficiency or unsatisfactory condition has been corrected.

Management defines the responsibility, authority and interrelation of all personnel who manage, perform and verify work affecting quality. Management identifies in-house verification requirements, provides adequate resources and assigns trained personnel for verification activities.

Management provides Work Instructions that describe the process of assembling, verifying and documenting product performance.

4.
Procedure

4.1
Quality Policy

<Job title> is responsible for defining the quality policy. The quality policy specifies organizational goals and customer expectations.

<Job title> is responsible for implementing the quality policy. Through <activities> management communicates the policy to employees.

4.2
Quality Objectives

<Job title> defines the quality objectives. Through <activities> objectives are communicated to employees.

4.3
Management Responsibilities

Quality <list job functions>.

Operations <list job functions>.

Planning <list job functions>.

Engineering <list job functions>.

Sales and Marketing <list job functions>.

Purchasing <list job functions>.

Document Control <list job functions>.

Production <list job functions>.

Distribution <list job functions>.

Service <list job functions>.

4.4
Management Review

See Internal Quality Audits , Corrective and Preventive Action, and Quality Records .

Management reviews the results of internal audits. <Job title> plans and schedules audits of quality processes and procedures according to Internal Quality Audits.
<Frequency>, <Team title>, composed of <job titles> reviews the quality system.

<Frequency>, <Team title>, composed of <job titles> reviews corrective actions.

<Frequency>, <Team title>, composed of <job titles> analyzes and evaluates preventive actions.

As a result of the reviews, measurements are added or deleted as necessary.

<Name of record> is kept at the team meetings. The <name of record> is stored <department> and maintained by <job title> for <length of time>.

4.5
Responsibility and Authority

Job descriptions describe responsibilities and skills required by the employee and are maintained by <department>.

<Job title> generates and implements procedures and work instructions.

<Job title> has the authority to prevent nonconforming product.

4.6
Quality Problems and Solutions

Any employee can initiate solutions to a quality-related problem by <activity>. The success of a solution to a quality problem is verified by <activity>.

4.7
Verification Resources

See Quality Records  xxx and Training xxx.

<Job title> defines where in the process testing and inspection occur. <Job title> trains the operators to test or inspect their work.

Training records for inspection and test are maintained verifying training. <Job title> is responsible for these records. The <names of training records> are stored in <department> and maintained by <job title>.

Audits are performed by employees not having direct responsibility for the area being audited. Training records for employees performing audits of the quality system are maintained verifying training. <Job title> is responsible for these records.  The <names of training records> are stored in <department> and maintained by <job title>.

Training records for employees performing design reviews are maintained verifying training. <Job title> is responsible for these records.  The <names of training records> are stored in <department> and maintained by <job title>.

4.8
Management Representative

<Job title> is designated as the company's Management Representative of Quality.

The management representative is responsible for:

•
<activity>

•
<activity>

•
<activity>

5.
Related Documents

<record of management review>

<training records>

Corrective and Preventive Action, xxx

Internal Quality Audits, xxx

Quality Records, xxx

Training, xxx

<list of work procedures>
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