












Purchase Order Review Overview Flow Chart (Last Rev[A]: 01/23/2004)

Vendors on
approved list?
[PUR-FO-001]

Order 
Correct?

Purchasing authority reviews request 
for quantities and special requirements 
(e.g., rev, alt.#'s, mfg, etc...) and may 

initiate a quotation request to suppliers
[QUA-MA-000, 7.4]

[PUR-WI-002,3.2, 4.1-4.3]

Purchasing authority determines 
supplier chosen to place order with and 

initiates a formal PO for materials.
[QUA-MA-000, 7.4]
[PUR-WI-002, 4.6]

Purchasing authority notifies quality 
who issue quality survey audit to 
vendor to determine suitability of 

quality system.
[PUR-WI-002, 3.2]

Quality issues audit and reviews the 
completed form on return.  If quality 

system is acceptable, vendor is added 
to approved vendors list under 

probationary status
[PUR-WI-002, 3.2]

[QUA-PR-004]

Purchasing authority prepares written 
order and forwards to quality for review 

and application of any applicable 
clauses or special requirements.

[PUR-WI-003, 4.7]

Once approved, order is forwarded to 
purchase order entry to be input into 

Dymax system.  Once entered, a copy 
is given to purchasing authority for final 

review and approval.
[PUR-WI-001, 4.1]

Purchasing authority returns order to 
order entry for correction.

[PUR-WI-001, 4.2-4.3]

Once final approval is given, formal PO 
is issued to vendor, original copy is 

returned to the purchasing authority.  
Once order confirmation is received 
from supplier it is attached to original 

order and filled by sales.  
[PUR-WI-001, 4.4]

A copy is given to Receiving Inspection 
for reference upon material receipt.

(OPR)

No

Yes

No

Yes

Reference Documents
QUA-MA-000 - Quality ManagementSystem Manual
PUR-PR-001 - Purchase Order Procedures
PUR-PR-002 - Order Expediting
PUR-WI-001 - Purchase Order Entry
PUR-WI-002 - Request for Quotation
PUR-WI-003 - Purchase Order Review
QUA-PR-004 - Vendor Approval Procedures

Purchasing authority receives request 
to initiate PO for material either for 

stock or customer. 



Receiving Segregates Material and 
Initiates Pre-Receipt Procedures

[QUA-MA-000, 7.5.3, 8.4.1]
[QUA-PR-007, 4.1-4.6]

Receiving Performs sampling 
inspection on incoming material

[QUA-MA-000, 7.5.3]
[QUA-PR-007, 4.7-4.10]

[QUA-FO-059]

Materials Acceptable?

Receiving initiates non-conforming 
material procedures

[QUA-MA-000, 7.5.3, 8.3.1]
[QUA-PR-010, 4.1]

Receiving completes inspection 
reports, enters data into Dymax and 

stamps boxes.
[QUA-MA-000, 7.5.3]

[QUA-PR-007, 4.11-13]
[QUA-PR-006, 4.1-4.3]

Materials Needed
to fill Orders?

Receiving moves material to a stock 
location and places paperwork in 

scanning boxes by mfg.
[QUA-PR-007, 4.12-4.13]

Test report documents scanned into 
imaging system

(OPR)

Quality processes Non-conforming 
materials

(OPR)

Receiving forwards materials to order 
packing

[QUA-PR-007, 4.13]

Packing prepares customer order for 
shipment

(OPR)

No

Yes

No

Yes

Receiving Inspection Overview Flow Chart (Last Rev[A]: 01/23/2004)

Reference Documents
QUA-MA-000 - Quality ManagementSystem Manual
QUA-FO-007 - Dimensional Inspection Report
QUA-FO-008 - Receiving Inspection Report
QUA-FO-059 - Receiving Insp. Sample Size Table
QUA-PR-006 - Product Ident. and Traceability
QUA-PR-008 - Final Inspection
QUA-PR-010 - Control of Non-Conforming Material
QUA-PR-020 - Statistical Techniques
QUA-WI-012 - Issuance & Control of Insp. Stamps

Materials arrive at Peerless 



Non-Conforming Material (From Receiving) Overview Flow Chart (Last Rev[A]: 01/23/2004)

From Off Page Reference (OPR)

Quality receives non-conforming 
material from receiving

[QUA-MA-000, 7.5.3.4, 8.3]
[QUA-PR-007, 4.8]

Quality bonds non-conforming material 
and prepares non-conformance report

[QUA-MA-000, 8.3.2]
[QUA-PR-010, 4.1.2-.3]

Quality contacts original material 
supplier and informs them of problem

[QUA-MA-000, 8.3]
[QUA-PR-010, 4.1.2]

Send Samples
for testing?

Quality may send samples to the 
original supplier for testing verification 

of the non-conformance
[QUA-MA-000, 8.3]

[QUA-PR-010, 4.1.2]

Non-Conformance
Verified

Quality requests an RMA number from 
supplier to return parts

[QUA-MA-000, 8.3]
[QUA-PR-010, 4.1.3-.4]

Quality returns materials to receiving 
to complete inspection and check in 

process
(OPR)

Material dispositioned
as scrap?

Quality packs and ships material to 
original supplier and may issue 

corrective action request

Quality takes all pieces to be scrapped 
and places them in scrap steel drums 
in rear of warehouse to await removal

[QUA-MA-000, 8.3.4]
[QUA-PR-010, 4.4]

Quality notifies purchasing that 
materials were defective and advises 

when replacements are expected from 
material supplier

Yes

No

Yes

No

No

Yes

Reference Documents
QUA-MA-000 - Quality ManagementSystem Manual
QUA-FO-012 - Rejection/Debit Memo/CA Report
QUA-FO-039 - Vendor RMA Request Sheet
QUA-PR-010 - Control of Non-Conforming Material
QUA-PR-007 - Receiving Inspection Procedures
QUA-PR-011 - Corrective Action Procedures
QUA-PR-012 - Procedure for Notifying Cust.of NCP



From Off Page Reference (OPR)

Test Report Scanning Overview Flow Chart (Last Rev[A]: 01/23/2004)

Imaging retrieves manufacturer test 
report packages from bins and verify 

that packages are complete
[QUA-MA-000, 8.2.5]
[MIS-WI-001, 4.1.1]

Packets incomplete
or missing approval

stamps?

Imaging brings packages to quality for 
review and correction
[MIS-WI-001, 4.1.1]

Imaging: orders pages and scans them 
using the Scancert Program

[QUA-MA-000, 8.2.5]
[MIS-WI-001, 4.1.2-4.1.5]

Imaging verifies that all pages were 
scanned in properly

[QUA-MA-000, 8.2.5]
[MIS-WI-001, 4.1.6]

All Pages Scanned
In properly and are legible?

Imaging replaces or append pages as 
necessary until imaged records are 

correct and legible
[MIS-WI-001, 4.2-4.3]

Imaging reassembles test report 
packet, stamps front with imaged 

stamp and places into pile to be filed
[QUA-MA-000, 8.2.5]

[MIS-WI-001, 4.4]

Test Report Packages are filed

Yes

No

No

Yes

Reference Documents
QUA-MA-000 - Quality ManagementSystem Manual
MIS-WI-001 - Imaging Test Report Packages
MIS-WI-002 - Imaging Re-Cert Instructions
MIS-WI-004 - Imaging Viewing Instructions
QUA-FO-007 - Dimensional Inspection Report
QUA-FO-008 Receiving Inspection Report



Order Packing Overview Flow Chart (Last Rev[A]: 01/23/2004)

From Off Page Reference (OPR)
Order Entry

Packing reviews pick ticket for pending 
customer order and retrieves material 

lots assigned
[QUA-MA-000, 7.5.5]
[SHI-WI-007, 4.5-4.6]

Shipping manager reviews pick ticket 
against order to verify accurate input.  
Any errors are given to sales/oe for 

correction before proceeding and are 
noted on error log form.
[SHI-WI-007, 4.1-4.2]
[QUA-PR-025, 4.1]

[QUA-FO-003 - Error log form]

Any stock material
remaining?

Packer places remaining materials into 
go-back cart to await restocking.

Shipping manager assigns material lots 
that meet cust. requirements(b/o order) 

and records them on pick ticket
[SHI-WI-007, 4.3-4.4]

Packing processes materials through 
Dymax system (302), assign shipping 

license, count out appropriate qty's and 
bag materials per cust. requirements.

[QUA-MA-000, 7.5.5]
[SHI-WI-007, 4.7]

Packing labels bags, places them into 
a suitable container, retrieves 

paperwork, completes checklist and 
forwards order to final inspection.

[QUA-MA-000, 7.5.5]
[SHI-WI-007, 4.7-4.11]

[QUA-PR-008, 4.1]
[SHI-FO-001 - Order Checklist]

Packer follows material repacking 
procedures as appropriate

[SHI-PR-001, 4.1-4.4]

Packer processes empty material 
containers and proceeds to next order

Yes

No

Scheduled
Order? (Yellow Ticket)

Packing processes materials through 
Dymax system (301), count out 

appropriate qty's and bag materials per 
cust. requirements.
[SHI-WI-007, 4.7]

Packing labels bags, places them into 
a suitable container, retrieves 

paperwork, completes checklist and 
places container in a hold shelf location

[QUA-MA-000, 7.5.5]
[SHI-WI-007, 4.7-4.10]

Yes

No

Reference Documents
QUA-MA-000 - Quality ManagementSystem Manual
QUA-DB-006 - Barcode Generator
QUA-PR-008 - Final Inspection
QUA-PR-015 - Handling, Storage,Packing & Delivery
SHI-FO-001 - Order Inspection Checklist
SHI-PR-001 - Material Re-Packing Guidelines
SHI-WI-007 - Material Packing Instructions
SHI-WI-008 - Government Parking Instructions
SHI-WI-009 - Government Barcode Instructions



Final Inspection Overview Flow Chart (Last Rev[A]: 01/23/2004)

Final inspection person reviews 
physical order copy and compares to 
pick ticket to make sure that all items 

are correct.
[QUA-MA-000, 7.5.5.3 - 7.5.5.6]

[QUA-PR-008, 3.2-3.3, 4.2]

All info/items present
and correct?

Is order for a
customer who requires 

special
inspection?

Order transferred to Chief Inspector or 
a quality representative. 

[QUA-PR-008, 4.6]

Order is forwarded to invoicing 
station

[QUA-PR-008, 4.9]
OPR-Invoicing

Final inspector notifies the original 
packer and works with them to resolve 

the discrepancy
[QUA-MA-000, 7.5.5.3 - 7.5.5.6]
[QUA-PR-008, 3.2-3.3, 4.3-4.4]

Final inspector reviews any special 
requirements that may be specified or 
on file for customer and verifies that 

they have been addressed
[QUA-MA-000, 7.5.5.3 - 7.5.5.6]

[QUA-PR-008, 3.5, 4.2]

Problem
resolved?

Final inspector notifies shipping 
manager and/or quality to develop 

resolution to issue.  Customer notified 
if appropriate

[QUA-MA-000, 7.5.5.3 - 7.5.5.6]
[QUA-PR-008, 3.2-3.3, 4.3]

No

Chief Inspector/Quality rep. reviews 
order and any appropriate customer 
inspection requirements (e.g, Govt, 

Lockheed) Any appropriate inspections 
are then performed.

[QUA-PR-008, 4.6-4.7]

Final inspector reviews part numbers , 
bagged quantities, labeling and 

paperwork for accuracy
[QUA-MA-000, 7.5.5.3 - 7.5.5.6]
[QUA-PR-008, 3.2-3.3, 4.2-4.3]

Final inspector marks appropriate 
items on order checklist and stamps 

form with their acceptance stamp
[QUA-MA-000, 7.5.5.3 - 7.5.5.6]

[QUA-PR-008, 3.2, 4.5]
[SHI-FO-001 - Order Checklist

Inspection
ok?

Chief Inspector/
Quality rep. prepare 
any special reports/
lables , verify order 
contents, sign off/

stamp any 
applicable forms 
and forward to 

invoicing station
[QUA-PR-008, 4.7]
[QUA-PR-008, 4.8]

Any problems are 
investigated by 
quality and non-

conforming 
material / corrective 
action procedures 

are initiated as 
appropriate. 

[QUA-PR-008, 4.8]
[QUA-PR-010,4.2]

Problem
resolved?

Customer contacted 
and informed of 

problem.  Further 
actions are taken as 

appropriate until 
problem is resolved 

so that customer 
requirements are 

fully met.
[QUA-PR-008, 4.7]
[QUA-PR-008, 4.8]

No

No

Yes

Yes

No

Yes

Yes

No

From Order Packing
Reference Documents

QUA-MA-000 - Quality Management System Manual
QUA-FO-003 - Performance Log Error Form
QUA-PR-008 - Final Inspection
QUA-PR-010 - Control of Non-Conforming Material
QUA-PR-015 - Handling, Storage,Packing & Delivery
QUA-WI-012 - Issuance & Control of Insp. Stamps
SHI-FO-001 - Order Inspection Checklist



Invoicing Overview Flow Chart (Last Rev[A]: 01/23/2004)

From Off Page Reference (OPR)
Final Inspection

Final packer reviews order contents to 
insure that all required elements are 

present (e.g., all parts, qty's,, 
paperwork, labels etc...)

[QUA-PR-008, 4.9]

Final packer completes shipping 
checklist and places completed order 

paperwork in bin to await billing pickup
[QUA-PR-008, 4.10]

[SHI-FO-001 - Order Checklist]

Final packer ensures that all previous 
applicable operations checklist form 

have been carried out and that 
appropriate stamps have been applied

[QUA-PR-008, 4.9]

All elements
correct/complete?

Final packer initiates invoicing through 
Dymax system, weighs order 

container(s) and completes appropriate 
shipping requirements (e.g., UPS world 

ship, Fedx program, etc...)
[QUA-PR-008, 4.9]

Foreign 
Shipment?

Final packer generates 6 copies of the 
packing slip and prepares all 

necessary customs documents and 
releases.

[QUA-PR-008, 4.9]

Final packer generates 1 copy of the packing slip.
 [QUA-PR-008, 4.9]

Final packer generates and/or applies any applicable customer/
carrier specific labels to the package(s) applies to the packages.

[QUA-PR-008, 4.10]

Final packer places any appropriate paperwork in the container (or 
in pouch on box exterior), properly prepares materials for shipment 

and seals container for shipment. [QUA-PR-008, 4.10]

Final packer places containers in 
designated pickup area to await carrier 

pickup

Yes

No

Yes

No

Final packer returns order to final 
inspection for review and correction

[QUA-PR-008, 4.9]

Credit Card or
pro-forma order?

Final packer notifys 
accounting who perform credit 
card /pro-forma authorization

[ACT-WI-001]

Payment approved?

Yes

No

Yes

No

Order held until payment 
issues are resolved

Reference Documents
QUA-MA-000 - Quality ManagementSystem Manual
QUA-PR-008 - Final Inspection
QUA-PR-015 - Handling, Storage,Packing & Delivery
SHI-FO-001 - Order Inspection Checklist



Non-Conforming Material (In-House/Reported) Overview Flow Chart (Last Rev[A]: 01/23/2004)

Quality receives a report of non-
conforming material either from a 
customer or identified in house

[QUA-MA-000, 7.5.5.4, 8.3]
[QUA-PR-010, 4.2, 4.3]

Quality bonds all non-conforming 
material for the affected lot(s) and 

prepares a non-conformance report
[QUA-MA-000, 8.3]

[QUA-PR-010, 4.2.2, 4.3.2]

Quality contacts original material 
supplier and informs them of problem

[QUA-MA-000, 8.3]
[QUA-PR-010, 4.1.2]

Quality requests an RMA number from 
supplier to return parts and may initiate 

corrective action procedures.
[QUA-MA-000, 8.3]

[QUA-PR-010, 4.2.3-.4, 4.3.4]
[QUA-PR-011, 4.2]

Material dispositioned
as scrap?

Quality packs and ships material to 
original supplier and may issue 

corrective action request

Quality takes all pieces to be scrapped 
and places them in scrap steel drums 
in rear of warehouse to await removal

[QUA-MA-000, 8.3.4]
[QUA-PR-010, 4.4]

Quality notifies purchasing that 
materials were defective and advises 

when replacements are expected from 
material supplier

No

Reference Documents
QUA-MA-000 - Quality Management System Manual
QUA-FO-012 - Rejection/Debit Memo/CA Report
QUA-FO-039 - Vendor RMA Request Sheet
QUA-PR-010 - Control of Non-Conforming Material
QUA-PR-007 - Receiving Inspection Procedures
QUA-PR-011 - Corrective Action Procedures
QUA-PR-012 - Procedure for Notifying Cust.of NCP

Quality sends samples of affected 
material to Mfg for verification of 

reported problem
[QUA-MA-000, 8.3]

[QUA-PR-010, 4.2.2, 4.3.3]

Non-Conformance
Verified

Customer Reported 
Non-Conformance?

Lot(s) supplied
to other Custs.

Quality prepares customer recall 
notification including desc. of problem, 
affected items and  course of action to 

follow (e.g., bond, return, etc...)
[QUA-MA-000, 8.3]

[QUA-PR-010, 4.2.7]
[QUA-PR-012, 4.0]

Quality upon receipt of materials from 
customer verifies quantities, bonds 

materials and issues customer 
appropriate credit/replacements.

[QUA-MA-000, 8.3]
[QUA-PR-010, 4.2.5-4.2.6]

Quality closes out paperwork for issue

Quality notifies customer of 
manufacturers non-verification findings 

including providing them with any 
appropriate lab results and requests 

that issues be closed out.

Issues Resolved?

May either issue customer replacement 
materials or reject customer RMA 

request due to invalid non-
conformance.

No

Quality returns materials to stock and 
closes any non-conformance reports

[QUA-MA-000, 8.3]
[QUA-PR-010, 4.1.3-.4]

No

Yes

Yes

No

Yes

Yes

Yes

No



Procedure/WorkInstruction/Form  Revision Steps Overview Flow Chart (Last Rev[A]: 01/23/2004)

Quality receives a request to modify or 
add a new QMS document.

[QUA-MA-000, 4.3]
[QUA-WI-001, 4.0]

QMS document is written/revised and 
then submitted to department 

managers and Quality for review and 
approval.

[QUA-MA-000, 4.3.4]
[QUA-WI-001, 4.6, 4.10-.12]

Issue appropriate notifications 
indicating that a new version of the 

document is available

Reference Documents
QUA-MA-000 - Quality Management System Manual
QUA-WI-001 - Document Preparation Work Inst.

Quality updates the master database of 
quality documents : \\pc019_fs1\
pc019_data\Department Folders\

Quality\ISO Quality Manual\
ISO9000DOCS.MDB

New QMS
Document

Quality determines next available 
document number of the document and 

adds a record to the database.  The 
form fields for the record should be 
filled in as completely as possible.

Yes

Yes

Document
Acceptable?

QMS document is revised based on 
recommended changes from managers 

and Quality until  the document is 
acceptable

No

The QMS document is then updated 
with the document number and date of 

revision.  In the case of procedures 
and work instructions, the change of 

revision record on the from of the 
document should indicate "Initial 

Release"

Quality looks up the document number 
in the quality document database, 

increases the revision level/date and 
adds a revision message note.

The QMS document is then updated 
with the document revision level/date.  
In the case of procedures and work 
instructions, the change of revision 
record on the from of the document 
should indicate a brief description of 

the change.

The QMS document is then printed and 
signed off on by the department 
manager, quality manager and 

company president.  A controlled copy 
stamp is applied to the document (if 
other than a form) and it is added to 

either QUA-MA-000 or 001.  Any other 
previous revision controlled copies of 
the document are also replaced and 

the older revisions destroyed.

An acrobat version of the document 
should then be generated and placed 

in the appropriate section of \\
pc019_fs1\pc019_data\General Data\
PDF Quality Manual.  (For use by the 

Document viewer program)

Part of 
QUA-MA-000?

Since QUA-MA-000 is available on 
line, the online version of the file 
should be updated to reflect the 

change to the document.  Also section 
2.1 of QUA-MA-000 should be updated 
in both the online and physical copies

No

Yes

No



Stamp Issuance Overview Flow Chart (Last Rev[A]: 03/17/2004)

Quality receives a request to issue or 
recall a stamp
[QUA-WI-012]
[QUA-WI-018]
[QUA-WI-020]

Done

Reference Documents
QUA-WI-001 - Document Preparation Work Inst.
QUA-WI-012 - Issuance and Control of Inspection 
Stamps
QUA-WI-018 - Issuance and Control of Sales 
Review Stamps
QUA-WI-020 - Issuance and Control of Purchase
Review Stamps
QUA-FO-024 - Receiving Stamp Receipt Log
QUA-FO-025 - Final Inspectors Stamp Receipt Log
QUA-FO-026 - Final Insp. Mgr. Stamp Receipt Log
QUA-FO-054 - PO Review Stamp Receipt Log
SER-FO-003 - Sales Order Review Stamp Receipt Log

Quality representative verifies with 
employee supervisor that the person 

has successfully completed all training 
appropriate to the function the stamp is 

being issued for.

Training
Acceptable?

Quality representative retrieves original 
copy of stamp receipt log form from file 
in QA lab and notifies the employee of 

the recall.
[QUA-WI-012, 4.7.1-.2] 
[QUA-WI-018, 4.7.1-.2] 
[QUA-WI-020, 4.7.1-.2]

Stamp
Issuance?

Quality representative then retrieves 
stamps to be recalled from employee, 

verifies they are the correct ones 
issued and records the date of 

bonding. 
[QUA-WI-012, 4.7.3-.4]
[QUA-WI-018, 4.7.3-.4]
[QUA-WI-020, 4.7.3-.4]

Quality representative fills out the 
appropriate stamp log receipt form for 

the stamp being issued and records an 
impression of the stamp.

[QUA-FO-024 - Receiving]
[QUA-FO-025 - Packers Final]
[QUA-FO-026 - Final. Ins. Mgr]

[QUA-FO-054 - PAF PO. Review]
[SER-FO-003 - Sales]

Quality representative determines 
acceptable stamp number that can be 

issued according to bonding 
requirements.

[QUA-WI-012, 4.9]

Quality representative then:
1) Enters info. into stamp database

2) Updates training database
3) places original form in QA lab 

folders

Quality representative goes over with 
employee particular rules governing 
the use of stamp and obtains their 
signature on the form to indicate 

receipt.
[Section: 4.4 of WI docs]

Employee undergoes additional 
training for the position 

Quality representative then places 
stamps back into original box or seals 
them in a plastic bag.  The stamps are 

then placed into the appropriate 
storage box and locked in a secure 

location on the QA lab.
[QUA-WI-012, 4.7.5-.6]
[QUA-WI-018, 4.7.3-.4]
[QUA-WI-020, 4.7.5-.6]

*Note: stamps should be re-inked 
before bonding

Quality representative then
1) updates info. in stamp database, 
including indicating reason for recall
2) Updates training database noting 

recall of stamp
3) places original form back into QA lab 

folders after initialing the recall

Yes No

No

Yes

Stamp missing
worn or broken?

Quality representative notes loss/
broken/severly worn condition on 

original receipt form.  QA Manager is 
then notified so that replacement 

stamp can be obtained, if necessary. 
Note: Broken/severly worn stamp(s) 

should be destroyed upon recall No

Yes




