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	1. PURPOSE
	1.1. Define the roles and responsibilities of the Material Review Board (MRB).
	1.2. Specify instruction for:
	 Preparation, preliminary review (PR), dispositioning, investigation, and corrective action of a Non-Conformance Report (NCR).
	 Supplier request of VACCO MRB action on non-conforming material.
	 Processing a Supplier Request for Material Review (SRMR).
	 Requesting advance permission to deviate from, or a temporary waiver of, specified contractual requirements in order to use a manufactured part, assembly, or material.
	 Recalling product that has been determined to be non-conforming following delivery to the customer.
	 Preparing and implementing a Corrective Action Report (CAR).
	 Preparing and implementing a Preventive Action Report (PAR).
	 Addressing customer complaints.

	2. SCOPE
	2.1. These instructions apply to the processing of non-conformances for all products purchased, manufactured, tested and sold by VACCO as well as the response and preventive actions to audit findings, observations, deficiencies and identified potential pro�
	2.2. This publication supersedes and encompasses the information previously covered in:
	 PFGF-13 – PFG Request for Deviation or Waiver
	 PFGF-14 – PFG Request for Deviation or Waiver
	 PNM101-100-2A – Supplier Request for Material Review
	 PNM101-100-2B – Supplier Request for Material Review Continuation Sheet
	 QAL-104 – Non-Conformance Report, Non-Conformance-Rework/Repair Instructions
	 QF-05 – Corrective Action Request/Preventative Action Request
	 QF-309 – Customer Complaint
	 QF-520 – Product Recall
	 QF-901 – Rejected RCCA Suggestion Form
	 ST-100 – Scrap Ticket
	 VI-CAR-001 – Preparation and Implementation of Corrective Action Report
	 VI-CAR-002 – Customer Complaints.
	 VI-MRB-001 – How to Prepare a Nonconformance Report
	 VI-MRB-002 – Preliminary Review of a Nonconformance Report
	 VI-MRB-003 – Performance of Material Review Board Function
	 VI-MRB-004 – Supplier Request for Material Review Board Action
	 VI-MRB-006 – Request for Deviation or Waiver
	 VI-MRB-007 – Product Recall
	 VI-PAR-001 – Preparation and Implementation of Preventative Action Report
	2.3. The following documents shall be updated upon release of this instruction:
	 QAP-7.0 – Product Realization
	 QAP-8.0 – Measurement, Analysis, Improvement
	 VI-HR-004 – Employee Training
	2.4. Future release of this document shall include comprehensive instructions for use of IQS for MRB functions.

	3. RESPONSIBILITIES
	3.1. VACCO employees and contracted vendors/suppliers are responsible for proper adherence to these instructions for handling, documentation and processing of non-conforming materials, corrective actions and preventive actions.
	3.2. The MRB Manager is responsible to the management of this instruction and shall audit it at least biannually for relevance and adherence to industry standards and certifications.
	3.3. VACCO employees in Quality Assurance (QA), Inspection, Manufacturing, Assembly & Test, Engineering and Purchasing departments are to read this instruction in its entirety upon release or upon hire.  These departments shall conduct and document trainin�
	3.4. Further responsibilities are defined within the sections of this instruction.

	4. REFERENCES
	 AS9100 – Quality Management Systems - Requirements for Aviation, Space and Defense Organizations
	 AS9101 – Quality Management Systems - Audit Requirements for Aviation, Space, and Defense Organizations
	 AS9120 – Quality Management Systems - Requirements for Aviation, Space, and Defense Distributors
	 ENG-OP-0002 – Engineering Configuration and Document Control Procedure
	 Interoffice Memo 1/30/12 – Supplier NCR Process Change
	 Interoffice Memo 4/29/13 – Notifying the QE of ATP Failures
	 ISO 9000 – Quality Management Systems - Fundamentals and Vocabulary
	 ISO 9001 – Quality Management Systems - Requirements
	 ISO 9004 – Quality Management Systems - Guidelines for Performance Improvements
	 ME-OP-0001 – Manufacturing Engineering Order Request/Notice
	 QAP-8.0 – Measurement, Analysis, Improvement
	 QF-55 – Training Record and Attendance Sheet
	 QF-105 – Pre-Release Form
	 VI-GIDEP-001 – GIDEP Procedure
	 VI-HR-004 – Employee Training
	 VI-LOG-001 – Property Control System – Customer Supplied Product & Government Furnished Property
	 VI-PC-1001 – Pre-Release Procedure
	 VI-QCP-001 – Classification of Characteristics/Sampling Plan
	 VI-QSP-150 – QA/QC Personnel Training
	 VI-SCWI-050 – Work Instruction for Stamp Control
	 VI-VWS-001 – VACCO Website - Supplier Portal Changes

	5. DEFINITIONS
	 Corrective Action – Action or set of actions required to contain and reprocess an immediate deficiency to a conforming condition, stop the deficiency from occurring on similar products in-process, and prevent the deficiency from occurring in the fut...
	 Corrective Action Report (CAR) – Formal method to enforce ownership of thorough root cause investigation, correction action and reoccurrence prevention of non-conformances and deficiencies.
	 Counterfeit – Fraudulent imitation, forgery.
	 Deviation – Permitted permanent departure from a specific requirement for a particular part or part series, typically granted prior to the start of production.
	 Disposition – Assessed course of action to be taken given specific circumstances.
	 Major Non-Conformance – A non-fulfillment of a requirement which is likely to result in the failure of the quality management system or reduce its ability to assure controlled processes or compliant products/services; it can be one or more of the followi�
	 Minor Non-Conformance – A non-fulfillment of a requirement which is not likely to result in the failure of the quality management system or reduce its ability to assure controlled processes or complaint products/services; it can be either of the followin�
	 Preliminary Review – Determination point following initial completion of NCR paperwork by which the necessity of Engineering Disposition and Root Cause & Corrective Action (RCCA) is assessed.  When acceptable, a Preliminary Review of a non-conformance is�
	 Preventive Action Report (PAR) – Formal method to investigate, assign and track actions necessary to prevent the occurrence or reoccurrence of a deficiency or inefficiency that may minimize or hinder the success of operations at VACCO.
	 Regrade – Process to reclassify and certify a material to a different specification.
	 Repair – The reprocessing of non-conforming product in accordance with approved written procedures and operations to reduce, but not completely eliminate the non-conformance for the purpose bringing the non-conforming product to a usable condition.
	 Rework – The reprocessing of non-conforming a product to make it conform completely to the drawings, specifications, or contract requirements.
	 Root Cause – Point of origin where an event occurred from which subsequent chain of events results in a non-conformance.
	 Scrap – Disposition in which the non-conforming product cannot be reworked or adequately repaired and, therefore, shall be removed from production as a loss.
	 Standard Repair – Established pre-approved procedure for repairing a common deficiency with regards to specific part or product line.
	 Tier 1 – Classification of MRB disposition to which no Root Cause & Corrective Action (RCCA) is required.  Typically, this classification relates to non-conformances such as a small quantity from a lot is rejected due to expected attrition, a typical ano�
	 Tier 2 – Classification of MRB disposition to which it is determined that the non-conformance is not systemic and only a short-term RCCA is required.
	 Tier 3 – Classification of MRB disposition to which it is determined that the non-conformance is systemic and a thorough RCCA investigation is required, resulting in mid- and long-term corrective action.
	 Type I Non-Conformance – Deviation or discrepancy with regards to a customer specified requirement.
	 Type II Non-Conformance – Deviation or discrepancy with regards to a drawing, specification or procedure not controlled by a customer specified requirement.
	 Waiver – Permitted relinquishment of a specific previously agreed upon requirement due to unforeseen/unavoidable circumstances for a specific Work Order/serialized part, typically granted after the start of production.

	6. ACRONYMS
	 AP – Assembly Procedure
	 ASL – Approved Supplier List
	 ATP – Acceptance Test Procedure
	 CAR – Corrective Action Report
	 CCIL – Customer Complaint Investigation Log
	 CPI – Continual Process Improvement
	 DC – Document Control
	 DCMA – Defense Contracting Management Agency
	 DSR – Degradation of Specification Requirements
	 ECD – Estimated Completion Date
	 ECR – Engineering Change Request
	 GIDEP – Government-Industry Data Exchange Program
	 ME – Manufacturing Engineer/Manufacturing Engineering
	 MEOR – Manufacturing Engineering Order Request
	 MRB – Material Review Board
	 NCM – Non-Conformance Module
	 NCR – Non-Conformance Report
	 OEM – Original Equipment Manufacturer
	 PC – Production Control
	 PNM – Purchasing Notations Manual
	 PR – Preliminary Review/Preliminary Reviewer
	 PRIL – Product Recall Identification Log
	 QA – Quality Assurance
	 QAR – Quality Assurance Representative
	 QC – Quality Control
	 QE – Quality Engineer/Quality Engineering
	 RCCA – Root Cause & Corrective Action
	 RFD – Request for Deviation
	 RFW – Request for Waiver
	 RTV – Return to Vendor
	 RR – Receiving Record
	 SRMR – Supplier Request for Material Review
	 SRP – Standard Repair Procedure
	 UAI – Use-As-Is
	 VIR – Vendor Information Request

	7. INITIAL ACTIONS FOR A NON-CONFORMANCE (QF-MRB-101A)
	7.1. Identification of a Non-Conformance
	A non-conformance is any failure to fulfill a requirement, whether it is a physical property of a material, error in paperwork, failure to meet test requirements, etc…  While there are a few layers of the organization to catch non-conformances, they s...
	7.2. Stop Operations and Notify Quality Engineer
	Upon identification of a non-conformance, or suspected non-conformance, stop further operation on the material/part, leave any test equipment undisturbed (if applicable) unless operation is necessary to place it in a safe condition, and immediately no...
	7.3. Document the Non-Conformance
	Documentation of a non-conformance on a Non-Conformance Report (NCR) (QF-MRB-101A) may be performed by first completing portions as described in Addendum I, section 1, items 2 through 21.  The NCR may be completed electronically (preferred) or on prin...
	If the NCR is electronic, the inspector/QE shall enter his/her Withheld “D” Stamp number in the Stamp block.  Otherwise, the inspector/QE shall stamp the paperwork with his/her Withheld “D” Stamp in the Stamp block.  The inspector/QE shall attain a No...
	7.4. Identify & Secure the Non-Conforming Material/Part
	Inspection shall assure that non-conforming items are identified with a Rejection Tag (Figure 1), segregated from the normal production/inspection material flow and moved to MRB holding areas.  When physical size or unique configuration do not make se...

	Figure 1: Rejection Tag
	Complete Rejection Tag (Figure 1) as follows:
	For any ATP failures in Space Products lines, the NCR documenting the ATP failure will be given with the paperwork package to the QE for that project with an accompanying FLUORESCENT GREEN SHEET stating ATP FAILURE – CUSTOMER NOTIFICATION REQUIRED. VA...
	The original NCR, Work Order package and/or Receiver Package will remain under the control of the MRB Chairman, Co-Chairman or designee in a dedicated file.  If needed for disposition or investigation, copies of the NCR and any other relevant paperwor...

	7.5. Process NCR through MRB.

	8. PRELIMINARY REVIEW OF A NCR
	8.1. Each NCR shall be reviewed and dispositioned by an authorized PR person.
	8.2. The initial review shall be to ensure that the rejection is valid and that the NCR has been properly written in accordance with Addendum I, section 1.
	8.3. The NCR disposition shall be limited to the following:
	8.4. The review of NCR and its subsequent disposition shall consider the possible effect on parts already manufactured.  If there is some effect, Production Control (PC) shall be notified to withdraw items for re-inspection.  For items already shipped, QE 

	8.5. The PR representative shall sign, enter VACCO employee number (ID#), date and provide stamp number (e.g. QA 10 or QC 9) (or physically provide Withheld “D” Stamp impression if using printed NCR), signifying the disposition is complete at PR.
	8.6. The dispositioned NCR shall be routed to MRB for entry update in IQS.  If the PR disposition is complete, the white and blue copies shall be detached and filed.  If the disposition is “Refer to MRB”, NCR shall remain intact.
	8.7. Using IQS, the PR representative shall assess the need for corrective action.  Corrective action may be requested at any time at PR’s discretion based on the quantity of Non-Conformances, part cost, schedule impact, subcontractor’s rating, or other fa�
	8.8. If the disposition is Rework or Standard Repair, PR shall obtain instructions from ME on the back of the NCR.
	8.9. ME shall fill out the appropriate Blocks (refer to VI-MRB-001) and return to PR.  PR shall then review and approve the instructions by signing and dating in the appropriate Blocks (refer to VI-MRB-001) prior to the release of discrepant items.  Note: �
	8.10. During the processing of the NCR, the reject tag shall remain on the discrepant items (or when necessary on Work Order package) until all operations are completed and items accepted by QC or QA personnel.
	8.11. When additional discrepancies are detected during the rework cycle, a new NCR shall be generated to document these discrepancies and returned immediately to PR.  All unfinished operations from the first NCR shall be transferred to the new NCR or anno�
	8.12. When additional discrepancies are detected during a standard repair cycle, a new NCR shall be generated and routed immediately to MRB for further evaluation.
	8.13. In cases where rework or standard repair is unsuccessful, the items shall either be scrapped or NCR routed to MRB, as appropriate.
	8.14. Upon successful completion of the Rework or Standard Repair, the cognizant QC or QA personnel shall accept the operation on the NCR and close NCR by interlocking the acceptance stamp with the Withheld “D” Stamp on the NCR, original Work Order or rece�
	8.15. Route NCR to Inspection Department for IQS update and return reworked/standard repaired item to original Work Order for further processing.

	9. MATERIAL REVIEW BOARD (MRB)
	9.1. MRB Assignment
	With input from the Vice President/Director of Engineering, the Vice President of Quality Assurance shall publish the MRB Personnel List (QF-MRB-111) on IQS of all authorized Quality and Design Engineers to make MRB dispositions.  This list shall also...
	A. Chairperson
	The MRB Chairman and Co-Chairman shall have primary responsibility of all MRB activities, including monitoring of final closure of NCR's.  Typically, but not necessarily, the MRB Manager is either the MRB Chairman or Co-Chairman
	B. Resumes
	All MRB members shall submit and keep up-to-date a resume outlining pertinent technical experience, educational background and/or knowledge of contractual requirements to justify MRB eligibility.  The MRB Chairman, Co-Chairman or designee shall keep t...
	C. Meetings
	MRB members and Auxiliary Personnel shall convene and disposition NCR’s periodically, as dictated on the MRB Personnel List (QF-MRB-111).
	D. Customer Participation
	The MRB QE shall ensure customer participation in all MRB activities when required by contract.
	9.2. Non-Conformance Processing
	A. IQS Non-Conformance Module (NCM)
	IQS shall be kept up-to-date throughout the MRB process for the status of all NCRs.  Because the use of electronic documentation allows for the possibility of NCRs to be worked on outside of the MRB Room, it is the QE’s responsibility that IQS reflect...
	Note: Subsequent revisions of VI-MRB-100 will include detailed instructions on the use of IQS for MRB activities.
	B. Non-Conformance Investigation
	The QE shall lead the investigation, evaluate Non-Conformances and assist in determining the appropriate disposition of the non-conforming items.  This includes using input from project engineering, operations, suppliers, etc. in helping determine the...
	C. Split Work Orders
	When acceptable materials or products mixed in the non-conforming lot are needed by manufacturing during the MRB cycle, Production Control may generate a Split Work Order.  This will allow manufacturing to continue processing the acceptable lot while ...
	Note: The rejected parts will remain on the ORIGINAL Work Order.
	D. Disposition of Non-conforming Items
	(1) Use-as-is (UAI)
	This shall be accompanied by technical rationale and consideration for changing the governing drawing or specification.  The MRB QE is responsible for identifying any customer contract exclusions for UAI.  In these instances, one of the following shal...
	When the root cause of the discrepancy is attributed to a drawing error/inadequacy (customer or VACCO) or when the manufacturing procedure is incorrect/inadequate, the corresponding corrective action shall be to consider revising the drawing or manufa...
	A drawing change will be mandatory for the third UAI disposition for the same discrepancy of the same part number, unless there are extenuating circumstances.  In the case of customer-supplied drawings, this requirement can be satisfied by a drawing c...
	For UAI, the NCM number shall be chemically etched on the part(s) when practical.
	NOTE: VACCO shall not use dispositions of UAI unless specifically authorized by customer, the product is produced to customer design, or the non-conformance results in a departure from the contractual requirements.
	(2) Rework/Return to Vendor(RTV)
	If practical, this disposition should be performed per Preliminary Review.
	In the case of an NCR with multiple discrepancies, these dispositions may be performed by MRB only when in conjunction with other dispositions like UAI, REPAIR or SCRAP.  Rework instructions (when not RTV) shall be written by Manufacturing Engineering...
	NOTE: For lengthy or complicated instructions, a new Rework Work Order may be generated to describe the actions to be undertaken.  Inspection hold points originally imposed by VACCO, the Government Inspector, or the Customer will be included in the in...
	(3) Repair
	If practical, Standard Repair disposition should be performed per Preliminary Review.
	NOTE: VACCO shall not use dispositions of Repair unless specifically authorized by customer, the product is produced to customer design, or the non-conformance results in a departure from the contractual requirements.
	This shall be accompanied by technical rationale and shall have repair instructions written by Manufacturing Engineering (ME) using NC Rework/Repair Instructions (QF-MRB-103).  Both ME and MRB QE shall review and approve these instructions prior to re...
	NOTE: For lengthy or complicated instructions, a new Repair Work Order may be generated to describe the actions to be undertaken.  Inspection hold points originally imposed by VACCO, the Government Inspector, or the Customer will be included in the in...
	(4) Scrap
	If practical, this disposition should be performed per Preliminary Review if the disposition for scrap is stand alone and is not in conjunction with other dispositions like UAI or Repair.
	NOTE: Items dispositioned as scrap on a NCR that exceed $1,000 shall be approved by the Vice President of Quality, or Director of Quality if so delegated, prior to closing out NCR.
	Scrapped items shall be stored in a locked container by Inspection Department until they can be physically rendered unusable (deformed) before disposal.  They must be clearly identified and rendered unusable within 30 days (unless otherwise instructed...
	In cases where scrapped items, when specifically requested, may be used as demonstration, setup or research pieces, they shall be conspicuously and permanently marked either “SCRAP,” “ENGINEERING USE ONLY.” or “SETUP.” If applicable, a Scrap Ticket (Q...
	(5) Handling of Counterfeit Parts
	If parts are suspected of being counterfeit they will be stored in MRB while an investigation is conducted.  Photographs are recommended to be taken for documentation of suspect counterfeit parts.  Under no circumstances will suspected counterfeit par...
	(6) Regrade
	VACCO does not regrade material, or products that do not meet the original intended use.


	E. MRB Manager Review
	Tier 1: No RCCA required.  Typically, this classification relates to non-conformances such as a small quantity from a lot is rejected due to expected attrition, a typical anomaly during assembly to which a Standard Repair exists, or isolated administr...
	Tier 2: Only short-term RCCA required.  Classification of MRB disposition to which it is determined that the non-conformance is not systemic.
	Tier 3: Thorough RCCA investigation required.  Classification of MRB disposition to which it is determined that the non-conformance is systemic where mid- and long-term corrective actions are necessary.
	Upon completion of the NCR review and concurrence, the MRB Manager or designated MRB QE shall complete items 26, 27, 32, 34, 35 and 36 of Addendum I, section 1.  If it has been determined that a Preliminary Review is acceptable for the NCR, the MRB Ma...

	a. Type II Non-Conformances (VACCO MRB Authority Retained)
	For Prime Government contracts, or as specified by DD 1232 on Government subcontracts, the MRB Chairman, Co-chairman or designee shall present the NCR to the Government Inspector for concurrence.  If the Government Inspector does not concur with the d...
	In some cases, the rules governing “Repair” shall take precedence over “UAI” until all actions are complete.
	During the processing of any parts traveling on an MRB disposition/instruction and if discrepancies are found, a new NCR shall be generated and immediately referred to MRB for further investigation.  All items dispositioned as rework or repair shall i...
	It is VACCO standard policy as the OEM with design authority to state that Type II Non-Conformances (including UAI and repair) shall not affect form, fit, or function of the top assembly part part/specification called out by the customer.
	b. Type I Non-Conformances (Customer MRB Authority Withheld)
	The NCR processing of Type I Non-Conformance is the same as for Type II, except that all dispositions become recommendatory and final approval by the MRB Chairman, Co-chairman or designee and Government Inspector, when required, shall be withheld unti...
	The recommended disposition shall be provided to the customer for approval.  In general, the affected material shall be held in MRB holding area pending customer response.  However, in some instances, WHEN NOT PROHIBITED BY CONTRACT, where shipping sc...
	It is VACCO standard policy, as the OEM with design authority, to state that Type I Non-Conformances (including UAI and repair) are considered those that affect form, fit, or function of the top assembly part/specification called out by the customer.
	c. Storage of Open NCR’s Waiting Customer Disposition.
	The original NCR and data package (work order and data) will remain under the control of the MRB Chairman, Co-chairman or designee in a dedicated file.  If needed for disposition or investigation, copies of the NCR and data package may be obtained fro...

	F. Transferring of the Withheld “D” Stamp
	In some cases, it may be necessary to continue processing rejected item(s) before a complete disposition can be made or in the case of pre-released items, the Withheld “D” Stamp may be transferred to a later operation on the same or next level Work Or...
	MRB ACTION TRANSFERRED
	TO/FROM W/O#_____________
	Signature:  Date:
	This above stamp impression shall be placed right next to the first Withheld “D” Stamp to be transferred and another impression at the operation where Withheld “D” Stamp need to be transferred to.  The first Withheld “D” Stamp shall be superimposed wi...
	G. Root Cause & Corrective Action (RCCA)
	H. Consideration for Non-Conformances from Suppliers

	Figure 2: Supplier Non-Conformance Process Map
	Note 1: The goal is the return all discrepant parts to the supplier.  The part should only be dispositioned UAI or rework in house on a case-by-case basis. Things such as nature of discrepancy, schedule etc. should be considered.  VACCO management wil...
	Note 2: RCCA are not always required for a Supplier NCR.  The nature of the nonconformance will be taken into account when determining whether to request RCCA.  Examples of things to consider in determining if RCCA is required include, but are not lim...
	I. Close-Out of NCR
	NOTE: If the NCR is found to be void/unnecessary, the NCR documentation shall be re-dispositioned as VOID and the NCM Type & Disposition shall be made VOID in IQS.


	10. SUPPLIER REQUEST FOR MATERIAL REVIEW (QF-MRB-104A)
	10.1. Overview
	It is the supplier's responsibility to detect non-conformances and, when appropriate, submit non-reworkable conditions for VACCO MRB's consideration prior to completion and/or shipment of the item.
	This applies to non-conformances found by a supplier either during in-process or final inspection, that are not reworkable to drawing or specification requirements, and present a significant cost or adverse schedule impact such that they warrant consi...
	10.2. Instruction

	11. REQUEST FOR DEVIATION OR WAIVER (QF-MRB-112)
	11.1. Request Preparation, PE Actions
	A. Deviations.
	When it becomes known that a temporary deviation from contractual requirements will be necessary, the responsible PE will obtain a RFD number from Document Control (DC), determine the technical requirements, obtain the quantity of parts affected and t...
	B. Waivers.
	The QE will verify that VACCO MRB delegation is sufficient to disposition a NCR on the program.  The PE will obtain a RFW number from Document Control, prepare the request, provide technical justification and forward the completed copy to the MRB Chai...
	C. Request Forms
	 Commercial Contracts: The Request for Deviation or Waiver (QF-MRB-112) or a customer directed equivalent shall be used.
	 Prime Government Contracts: The Deviation/Waiver form DD 1694 shall be completed as specified in MIL-STD-973.
	 Government Subcontracts: The DD 1694 or customer directed equivalent shall be used.

	11.2. Submittal, QE Actions
	A. Review the request for completeness and accuracy.  For RFW, ensure the Waiver # is on the NCR and the NCM is referenced on the RFW.
	B. Prime Government Contracts
	Submit the original to the DCMA QAR for transmittal to the action point.
	C. Government Subcontracts
	Coordinate with DCMA for their review and concurrence (as required by DD 1232).  If no DCMA action is required, provide DCMA with an information copy. Forward the original to Contracts for transmittal to the customer.
	D. Commercial contracts
	Forward the original to Contracts for transmittal to the customer.


	12. PRODUCT RECALL (QF-MRB-108)
	12.1. Detection of Non-Conforming Product
	When a non-conformance is detected in a product(s), at VACCO Industries, and it is determined that similar products which are in process or already shipped to the customer are affected, a product recall shall be initiated.
	From the Product Recall Investigation Log (PRIL) located on the Quality server, the QE shall obtain PRIL # and then complete the Product Recall form (QF-MRB-108).  The form shall be saved to the server.
	The customer shall be notified as required by contract within a week of non-conformance detection or earlier if required by contract. If there is a reliability or safety issue as determined by MRB, the customer shall be notified within 24 hrs.  In the...
	NOTE: For a customer provided quality alert, a response is required within 72 hours.
	12.2. Recalled Product Return
	When the recalled product is returned, it shall be received and stored by the Logistics Technician, as specified in VI-LOG-001.
	12.3. The Product Recall Investigation Log (PRIL) The responsible QE will log the customer recall in the PRIL (Microsoft Access) and assemble a file to collect all documentation of the investigation and pertinent data.
	12.4. Investigation Assignment The responsible QE will assign the investigation tasks to the respective departments to determine validity of the non-conformance and what appropriate actions are to be undertaken, when valid.

	13. CORRECTIVE ACTION REPORT (QF-MRB-105)
	13.1. Overview
	CAR is the formal method to enforce ownership of thorough root cause investigation, correction action and reoccurrence prevention of non-conformances and deficiencies at VACCO.  CARs shall be issued for legitimate Customer Complaints, major non-confor...
	13.2. CAR Administrator
	The Vice President of Quality shall designate a CAR Administrator.  The CAR Administrator determines if a finding warrants a CAR or if a PAR shall be written.  Depending on the level of the finding and the potential trend, it may be chosen to be docum...
	 RATING – The CAR Administrator shall designate a rating of A, B, or C for each CAR as follows:
	o A – CAR issued as a result of a customer or external audit finding, a Customer Complaint, or finding that would result in customer dissatisfaction.
	o B – CAR issued as a result of an internal audit finding of a non-fulfillment of an AS 9100 or ISO 9001 requirement.
	o C – CAR issued for findings that do not meet the criteria for A or B.
	13.3. Instructions
	A. Issuance of CAR
	Using the CAR form (QF-MRB-105), the Issuer shall fill out the following:
	 RATING – A, B, or C as determined by the CAR Administrator.
	 CAR # – Enter the CAR number provided by the CAR Administrator.  The CAR Administrator attains the CAR number from the CAR Log (Microsoft Access file) which will provide numbers in sequence.
	 Issued by: – Enter the name and VACCO employee number (“ID #”) of the initiator, and date (“Issue Date”).  While any VACCO employee may initiate the CAR, a QE will be assigned to work with the Issuer to ensure adequacy and completeness.
	 Assigned to: – Enter the name of the supervisor or manager, associated VACCO employee number (“ID #”) and department number (“Dept.”) to which the CAR is assigned.  If assigned to a supplier/vendor, enter “supplier” in “Assigned to:”, supplier ID number �
	 Due Date – Enter the date in which the response to the CAR is due.  Unless delayed by special circumstance (holiday, shut down, etc.), the due date shall be 8 VACCO working days from the issue date to identify root cause, required actions and ECD.
	 SUPPLIER INFORMATION ONLY – If assigned to a supplier/vendor, fill out “Supplier Name,” “Supplier Number,” “City,” “Part #” & “Rev” (if applicable), and “RR Number.”  If not assigned to supplier/vendor, enter “N/A” in this section
	 Description of Deficiency(s) –Describe in detail the specific issue of the CAR, indicating the requirements that may be potentially violated or inefficiencies.  Reference and include attachments as necessary.
	The CAR shall then be issued via email to the Assignee, copying the CAR Administrator and QE Manager for traceability.  The CAR Administrator shall attach the CAR to the CAR Log and update the respective entry.
	B. Response to CAR
	The Assignee may delegate the response to the CAR.  However, the Assignee will retain responsibility for the response to be complete by the due date.  The response shall be completed by addressing each of the subjects as follows (attach additional pag...
	 Root cause of deficiency(s) – Using the Define the Problem and Root Cause Analysis sections of QF-MRB-102B as a guide, provide a detailed root cause of the non-conformance(s) and/or deficiency(s), asking the additional following questions until no other �
	o How did it happen?
	o Why did it happen?
	o What process allowed it to happen?
	o Who? This question should not be the answer to the root cause investigation, but may indicate that an operator failed to follow the existing documented instructions.  In which case, continue to ask “why?”
	 Action taken to correct the specific deficiency(s) – Using Containment Effort and Permanent Actions sections of QF-MRB-102B as a guide, describe in detail action required to correct the specific non-conformance(s) and/or deficiency(s) found.
	 Action taken to prevent the recurrence of the deficiency(s) – Using the Permanent Actions, Control, Verification and Prevention sections of QF-MRB-102B as a guide, describe in detail the actions required to prevent the recurrence of the non-conformance(s�
	 CPI Team Findings – If applicable, report findings from the Continuous Process Improvement team.  Attach applicable documents as necessary.
	 Action taken to determine if other products are affected by the same or similar deficiencies – Using Containment Effort(s) of QF-MRB-102B as a guide, describe in detail what action was taken to determine if other products were affected by the same or sim�
	o All products of the same purchase order, work-in-progress and shipped shall be verified to be unaffected.
	o The sampling of such products shall be in accordance with Classification of Characteristics/Sampling Plan (VI-QCP-001).
	o Each item investigated shall be documented with traceability of the investigation.
	 ECD(s) for Implementation of Corrective Actions(s).
	Provide ECD for planned activities not completed at the time of CAR submittal.
	C. Response Time Limit
	CARs are to be planned and responded to within 8 working days.  CAs need not be completed to provide the response.  If the response cannot be completed within the allotted time, a request for extension shall be made in writing or by email to the Issue...
	D.  Submission of Response
	The Assignee or designee shall address the root cause of the deficiency(s), action to correct the deficiency(s), action to prevent recurrence of the deficiency(s), CPI team findings (if applicable), action to determine if other products are affected a...
	E. Delinquent Responses
	If a response is not received by the due date, the Issuer shall contact in writing (preferably by email) the assignee to determine the cause of the delinquency.  A copy of the follow-up shall be sent to the CAR Administrator and the recorded in the CA...
	F. CAR Review/Acceptance
	The Issuer shall be responsible for the review, evaluation and acceptance of the CAR response.  If the Issuer determines the response acceptable, he/she shall sign “Response Accepted by:” and provide his/her VACCO employee number (“ID #”) and “Date” o...
	If the response is not acceptable, it shall be returned to the Assignee with an explanation of why the response is not acceptable using the Root Cause/Corrective Action Rejection form (QF-MRB-106) , copying the CAR Administrator and QE Manager for tra...
	G. Follow Up:
	A Rated CARs: Follow up shall be performed within 30 days after acceptance of the response to verify completion of the stated preventive action and its effectiveness.  If the completion of CA(s) cannot be completed by the ECD, a request for extension ...
	B & C Rated CARs: Follow up actions shall be added to the AS 9100 Internal Audit Schedule (maintained on Quality drive) and performed in accordance with the AS 9100 Internal Audit Schedule.  B & C rated CARs shall be ready for closure when the follow ...
	If it is determined that follow-up is not applicable, practical or has no redeeming value, the Issuer shall check the “FOLLOW UP: NO” box and explain why follow up is not necessary in the “COMMENTS:” section (e.g. all CAs complete).
	Note: The Assignee must provide Issuer with objective evidence supporting completion of the CA(s) and follow up action(s).
	H. CAR Close-Out
	A Rated CARs: After completing all CA(s), providing objective evidence and completing follow up (if required), the Assignee will acknowledge completion by entering the completion date (“Comp. Date”), signing his/her name (“Completed by:”) and entering...
	B & C Rated CARs: After completing all CA(s), providing objective evidence and ensuring follow up actions are on the AS 9100 Internal Audit Schedule (if required), the Assignee will acknowledge completion by entering the completion date (“Comp. Date”)...
	After verifying and approving the completion of CA(s) and required follow up actions, the Issuer shall sign his/her name (“CA Approved by:”), enter his/her VACCO employee number (“ID #”) and enter “Date” of approval.  The Issuer must attach all of the...
	I. Management Review
	A quarterly compilation of all completed and overdue CARs shall be prepared and submitted by the CAR Administrator to the QE Manager for review.  This schedule may be adjusted as required.  When no CARs have been issued within a quarter, no report is ...

	14. PREVENTIVE ACTION REPORT (QF-MRB-110)
	14.1. Overview
	PAR is the formal method to investigate, assign and track actions necessary to prevent the occurrence or reoccurrence of a deficiency or inefficiency that may minimize or hinder the success of operations at VACCO.
	14.2. PAR Administrator
	The Vice President of Quality shall designate a PAR Administrator.  The PAR Administrator shall record and track the status of PARs in the PAR Log (Microsoft Access file).  He/She shall be responsible for assigning serialized numbers to PARs (from PAR...
	14.3. Instructions
	B. Issuance of PAR
	Using the CAR/PAR form (QF-MRB-110), the Issuer shall fill out the following:
	 CAR/PAR # – Enter the PAR number provided by the PAR Administrator.  The PAR Administrator attains the PAR number from the PAR Log (Microsoft Access file) which will provide numbers in sequence.
	 Issued by: – Enter the name and VACCO employee number (“ID #”) of the initiator, and date (“Issue Date”)  While any VACCO employee may initiate the PAR, a QE will be assigned to work with the Issuer to ensure adequacy and completeness.
	 Assigned to: – Enter the name of the supervisor or manager, associated VACCO employee number (“ID #”) and department number (“Dept.”) to which the PAR is assigned.  If assigned to a supplier/vendor, enter “supplier” in “Assigned to:”, supplier ID number �
	 Due Date – Enter the date in which the response to the PAR is due.  Unless delayed by special circumstance (holiday, shut down, etc.), the due date shall be 8 working days from the issue date.
	 Description of Observation(s) and/or Potential Problem(s) – Describe in detail the specific issue of the PAR, indicating the requirements that may be potentially violated or inefficiencies.  Reference and include attachments as necessary.
	The PAR shall then be issued via email to the Assignee, copying the PAR Administrator and QE Manager for traceability.  The PAR Administrator shall attach the PAR to the PAR Log and update the respective entry.
	A. Response to PAR
	The assignee may delegate the response to the PAR.  However, the Assignee will retain responsibility for the response to be complete by the due date.  The response shall be completed by addressing each of the subjects as follows (attach additional pag...
	 Potential Root cause of deficiency(s) – Using the Define the Problem and Root Cause Analysis sections of QF-MRB-102B as a guide, provide an assessment root cause of the observation(s) and/or potential problem(s) asking the additional following questions �
	o How would/does it happen?
	o Why would/does it happen?
	o What process allows it to happen?
	o Who? This question should not be the answer to the root cause investigation, but may indicate that an operator may fail follow the existing documented instructions.  In which case, continue to ask “why?”
	 Preventative action taken to correct observations and/or to prevent the potential problems. – Using the Permanent Actions, Control, Verification and Prevention sections of QF-MRB-102B as a guide, describe in detail the actions taken (or planned to be tak�
	 CPI Team Findings – If applicable, report findings from the Continuous Process Improvement team.  Attach applicable documents as necessary.
	 ECD(s) for Implementation of Preventative Actions(s). – Provide ECD(s) for planned activities not completed at the time of PAR submittal.
	B. Response Time Limit
	PARs are to be planned and responded to within 16 VACCO working days.  Preventative actions need not be performed to provide the response.  If the response absolutely cannot be provided within the allotted time, a request for extension shall be made i...
	C.  Submission of Response The Assignee or designee shall address the requested potential deficiency(s), preventive actions to be taken and implementation date in the response.  The Assignee or designee shall sign “Submitted by”, provide “Title,” enter VAC˝
	D. Delinquent Responses
	If a response is not received by the due date, the Issuer shall contact in writing (preferably by email) the assignee to determine the cause of the delinquency.  A copy of the follow-up shall be sent to the PAR Administrator and the recorded in the PA...
	E. PAR Review/Acceptance
	The Issuer shall be responsible for the review, evaluation and acceptance of the PAR response.  If the Issuer determines the response acceptable, he/she shall sign “Response Accepted by:” and provide his/her VACCO employee number (“ID #”) and “Date” o...
	If the response is not acceptable, it shall be returned to the Assignee with an explanation of why the response is not acceptable using the Root Cause/Corrective Action Rejection form (QF-MRB-106) , copying the PAR Administrator and QE Manager for tra...
	F. Follow up:
	If required, follow up actions shall be added to the AS 9100 Internal Audit Schedule (maintained on Quality drive) and performed in accordance with the AS 9100 Internal Audit Schedule.  When follow up is required, check the “FOLLOW UP: AS 9100 Interna...
	If it is determined that follow-up is not applicable, practical or has no redeeming value, the Issuer shall check the “FOLLOW UP: NO” box and explain why follow up is not necessary in the “COMMENTS:” section (e.g. all CAs complete).
	Note: The Assignee must provide Issuer with objective evidence supporting completion of the preventive action(s) and follow up action(s).
	G. PAR Close-Out
	After completing all preventative actions, providing objective evidence and scheduling follow up (if required), the Assignee will acknowledge completion by entering the completion date (“Comp. Date”), signing his/her name (“Completed by:”) and enterin...
	After verifying and approving the completion of preventative action and verifying schedule of follow up, the Issuer shall sign his/her name (“PA/CA Approved by:”), enter his/her VACCO employee number (“ID #”) and enter “Date” of approval.  The Issuer ...
	H. Management Review
	A quarterly compilation of all completed and overdue PARs shall be prepared and submitted by the PAR Administrator to the QE Manager for review.  This schedule may be adjusted as required.  When no PARs have been issued within a quarter, no report is ...

	15. CUSTOMER COMPLAINTS
	15.1. Overview Any VACCO employee may receive a customer complaint.  The format of the complaint may be a formal written complaint delivered by mail or email, a customer supplied GIDEP alert, or a telephone conversation/documented telecom as examples.  A v˚
	15.2. Instructions
	A. Receipt of Customer Complaints
	Upon receipt of customer complaint, prepare a Customer Complaint form (QF-MRB-109) by filling out the following information and forward the form to the responsible QA MRB Member.
	 Customer Name – Company name from with the complaint was generated.
	 Date Rec’d – Date which the complaint was first received at VACCO.
	 Due Date – Date which a response from VACCO to the customer is required, if provided.
	 Description of Complaint – Detailed synopsis of the complaint.  If provided, reference and attach formal complaint.
	 Response Required – Indicate YES or NO if a response from VACCO is mandated.
	 Prepared by: - Name and VACCO employee number of the recipient of the complaint, followed by the date of preparation.
	Note: GIDEP alerts that are not provided as customer correspondence are reviewed by the GIDEP Manager.  GIDEP alerts found to be applicable to VACCO products or services shall be circulated for information to the responsible technical personnel for fu...
	B. Returned Product
	When product is returned, it shall be received and stored by the Logistics Technician, as specified within the procedure for Customer Supplier Product (VI-LOG-001).
	C. The Customer Complaint Investigation Log (CCIL)
	The MRB QE will log the customer complaint in the CCIL (Microsoft Access file) and assemble all documentation and pertinent data of the investigation.  The CCIL number shall be annotated on the Customer Complaint form (QF-MRB-109).
	D. Investigation Assignment
	The MRB QE will assign the responsible QE to work with Engineering to investigate the validity of the complaint and annotate that assignee on the Customer Complaint form (QF-MRB-109) in the “Assigned to:” location, providing name, VACCO employee numbe...
	The assignee shall investigate the validity of the complaint, annotate his/her conclusion as a “Valid Complaint,” “Invalid Complaint” and/or “Opportunity for Improvement” on the Customer Complaint form (QF-MRB-109) and include his/her rationale for th...
	E. Response Time
	Formal customer complaints require a response by a designated date.  If the investigation and response cannot be generated by the given deadline, the assignee will submit a request for extension to the customer.  When a response time is not specified ...
	Note: For a customer provided GIDEP, a response is required within 24 hours.
	F. Valid Customer Complaints
	If the customer complaint has been determined to be a Valid Complaint after investigation, the MRB QE shall issue a CAR (QF-MRB-105) to the responsible manager or supervisor.  The issuance of the CAR and associate CAR # shall be annotated on the Custo...
	G. Invalid Complaints
	If the customer complaint is formal and has been determined to be an Invalid Complaint after investigation, the assignee will submit the Customer Complaint form (QF-MRB-109) to the customer only after the MRB QE has reviewed the Rationale provided and...
	H. Opportunities for Improvement Regardless of whether a complaint is found to be Valid or Invalid, it may expose one or more opportunities for long term (or even short term) improvement at VACCO.  In such case, the MRB QE shall issue a PAR (QF-MRB-110) to˜
	I. Customer Complaint Closure
	The QA shall close the Customer Complaint form (QF-MRB-109) by signing “Closed by,” entering his/her VACCO employee number (“ID #”) and ender the “Closed Date” only after the complaint had been determined to be invalid or a CAR (QF-MRB-105) had been i...
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	ADDENDUM I
	Non-Conformance Form Completion
	1. Completion of NCR (QF-MRB-101A & QF-MRB-101B)
	The components of the NCR (QF-MRB-101A) must be filled out in its entirety as described below.  When needed, the NCR Continuation Sheet (QF-MRB-101B) shall be used and completed in the same manner.
	2. Completion of Root Cause & Corrective Action Submittal (QF-MRB-102A)
	The components of the Root Cause & Corrective Action Submittal Form (QF-MRB-102A) must be filled out in its entirety as described below.  The Root Cause & Corrective Action Checklist (QF-MRB-102B) shall be used and submitted in conjunction with the Su...
	3. Completion of the NC Rework/Repair Instructions (QF-MRB-103)
	The components of the NCR (QF-MRB-101A) must be filled out in its entirety as described below.
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