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1.0
Purpose

This procedure defines the protocol for communicating and monitoring the Stop/Resume Work/Shipment activity at all facilities of [Company Name] and between [Company Name] and its vendors.

2.0    Scope

This procedure applies to all production and process materials and finished goods made within or purchased for use by all facilities of [Company Name].

3.0 Definition Of Terms

3.1 Stop/Resume Order

An order issued to stop or resume the manufacture, assembly or shipment of production or process materials or finished goods. It is issued to track and allow time for problem investigation, while awaiting the implementation of a "must" engineering change or to prevent further production or distribution of defective components, sub‑assemblies, assemblies or products. 

3.2 Supplier

A supplier is an external individual or organization that supplies service, parts, components, assemblies, substances, and/or raw materials to [Company Name]. They are also known as vendors.

3.3 Work‑in‑Process [WIP]

Any partially completed goods on hand in [Company Name] inventory.

3.4 Finished Goods [FGS]

Any goods on hand in [Company Name] inventory that can be sold to a customer.

3.5 Pilot Goods or Materials

Material that is used for, or goods that result from, a trial manufacturing operation.

3.6 Prototype Goods and Materials

Material or the goods that are used for testing purposes or to prove a device or process.

3.7 ECR/ECN

ECR/ECN is an acronym for Engineering Change Request / Engineering Change Notice.

3.8 References

Stop/Resume Order

Quality Records

Note: All references are the latest revision, unless otherwise designated.

4.0 Responsibilities and Requirements
4.1 Quality Assurance Manager

[Insert responsibilities of Quality Assurance Manager.  Include the following types of data:]

Individual responsible for the administration of the procedure, e.g. Quality Assurance Manager;

Description of responsibilities, e.g. issue, track and close Stop/Resume Orders; and

Identify the internal and external individuals, sections, departments and/or organizations that should be informed of the status of Stop/Resume Orders.

4.2 [Company Name] Personnel

Any [Company Name] employee may write a Stop/Resume Order. All [Company Name] personnel are responsible to abide by all conditions of a Stop/Resume Order, when it is in force.

4.3 Buyer/Planner

The Buyer/Planner is responsible to notify suppliers of Stop/Resume Orders of their status.

4.4 Materials Support Services

Materials Support Services is responsible to manage material in response to Stop/Resume Orders in accordance with existing procedures.

5.0 Procedure

A Stop/Resume Order can be originated by any [Company Name] employee, a supplier or contract customer. An order is official only when signed by the appropriate person[s].

5.1 Criteria for Issuing a Stop/Resume Order

The reasons for issuing a Stop/Resume Order are, but are not limited to:

•
A serious quality problem noted during an on‑site audit or inspection.

•
A serious quality problem found at Incoming Inspection.

•
A serious quality problem found in return product or during a statistical review of historical data.

A pending ECR/ECN relating to a safety or regulatory matter that is determined to require an immediate response from a supplier or an internal manufacturing section.

A pending ECR/ECN that mandates rework or repair of manufactured or purchased material.

Supplier or internal manufacturing section problems with the effected item's manufacture or procurement such that the established specification[s] cannot be met.

When a condition or situation occurs that mandates that a Stop/Resume Order is required, verbal communication may be used to initiate the action. This action is official only and if the completion of the proper form as identified by this procedure. This applies to [Company Name] and its suppliers.

5.2 Stop/Resume Order Completion

A Stop/Resume Order is completed as follows:

•
Obtain an order number from the Stop/Resume Order log and enter it on the Order No. line on the top of the form.

•
If referencing a previous Stop/Resume Order enter its number on the Reference Order No. line. This is used for resuming work or shipments. The order used to stop work or shipment is referenced to facilitate communication.

•
Enter your name and date in the originator block.

•
For purchased or customer supplied items, complete the required supplier information in the next block. This information includes the supplier's name, code, address, city, state and ZIP Code. There is also an area for entering the responsible individual name, phone number and contact date and time. This is the person, who is contacted and is responsible to carry out the actions required by the Stop/Resume Order.

Check the action required; Stop Work, Stop Shipment, Resume Work, Resume Shipment. One or both Stop actions or one or both Resume actions may be checked on the same order, but Stop and. Resume actions may not be checked on the same order. Only one type of action may be performed on any one Stop/Resume Order form.

•
Also Check the item[s] affected; Pilot, Prototype, WIP and/or FGS. FGS for suppliers can include components, sub‑assemblies and assemblies. If WIP is checked, all material in inventory from Incoming Inspection through Final Inspection are affected. WIP may also include material that is located at subcontractor's locations. A thorough effort must be made to insure all affected material has been located.

If only shipment is checked then only the items or assemblies being shipped by [Company Name]. or from a supplier to [Company Name]. are affected.

•
Complete information about the affected item[s]. The information required is Item number, revision, description, quantity and serial or lot number(s). Columns are provided on the form.

•
Enter detailed reason[s] for the action in the space provided. List briefly and clearly the reason for the Stop/Resume Order. Reference test procedure steps, drawing notes and other requirements that are not being met and are the cause for the Order being issued. If an ERC/ECN is the reason, give the ECR/ECN number and attach a copy, if possible. Note: This space cannot be left blank Insufficient information could result in the authorizing person's refusal to sign the form.

•
Also enter detailed action[s] required to complete the order. Briefly, describe the action[s], step[s], or investigation required to close the Order. Note: This space cannot be left blank either. A clearly defined next step is required.

•
Enter an expected completion date and responsible individual, if known in the applicable block. Indicate the person responsible to complete the action[s] within [Company Name]. or the vendor. Also indicate the expected date the action[s] will be completed.

5.3 Stop/Resume Order Authorizing Signatures

When the Stop/Resume Order form is completed per the above instructions, obtain the required approvals. The approval for a Stop/Resume Order is as follows:

1.
Prototype / pilot material ‑ Program Manager, co‑signed by the Quality Assurance Manager.

2.
WIP / FGS at [Company Name] or a supplier ‑ Quality Assurance Manager, [Company Name], co‑signed by [Employee Name].

5.4 Stop/Resume Order Status

The Stop/Resume Order Log, monitored by the Quality Assurance Manager or an employee designated by the manager lists the status of all Stop/Resume Orders. The Quality Assurance Manager will make the log available on the network and/or publish the log on a weekly basis as long as orders are outstanding.

5.5 Completion and Clearance of Stop/Resume Orders

A Stop/Resume Order is completed and dropped from the status list, when the following criteria are met:


A Stop Order remains the responsibility of the authorizing person. He/she must


issue the Resume Order required to clear the Stop Order.

Note: No one other than the authorizing person may issue the Resume Order to

remove a Stop Order.

•
A Resume Order will be issued when the reason[s] for the original Stop Order are resolved, and all action[s] required by the Stop Order are complete.

•
The Stop Order number must be referenced on the Resume Order in the "Reference Order Number" space provided to the right of the "Order Number" space.

•
The reason[s] for issuing the Resume Order must be listed, attached or otherwise referenced in the "Reason(s)" section of the form so that historic continuity is maintained.

A Stop Order is cleared and a Resume Order is official only when the Resume Order is signed by the proper authorizing person(s), as stated in the Stop/Resume Order Authorizing Signatures section.

5.6 Stop/Resume Order Distribution

Each Stop/Resume Order is distributed as follows:

Original: to the individual(s) required to perform the action. [e.g.: Production Manager, Supplier, etc.)

Copy: originator

Copy: Manager, Quality Assurance

Additional copies may be distributed to the following:


Manufacturing Engineering Manager

• Engineering Manager

• Materials Manager

Any of the aforementioned personnel may make and distribute additional copies to

his/her particular section or department. All copies are considered as uncontrolled

and only for information. Only the original with signatures has authority.

A supplier generated order is initially distributed by the supplier sending the

original and a copy to [Company Name] as follows:

• Prototype/Pilot material ‑ Program Manager

• WIP/FGS Material ‑ Manager, Quality Assurance It is the responsibility of the aforementioned:

• Manager, Quality Assurance [only for Prototype/Pilot material]

• Production Manager

• Materials Support Services Manager

• Manufacturing Engineering Manager

• Any other affected personnel

Each of the individuals may distribute copies as required for his/her particular section or department.

The Stop/Resume Order is retained according to the Quality Records procedure.
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