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1 Introduction to the Quality Managem ent System Manual 
This quality management system manual has been designed by Witco Inc. hereafter referred to as Witco, for the 
implementation of customer supplier quality requirements and the requirements of AS 9100.  This manual contains: 

 The scope of WiǘŎƻΩǎ quality management system 

 The sequence and interaction of the quality management system processes 

 Justification for any exclusion from AS 9100, ISO 13485 or ISO 9001 in the quality management system 

 Includes references to the following procedures which are required by AS 9100, ISO 13485 or ISO 9001: 
o Document Control 
o Records Control 
o Control of Nonconforming Product 
o Internal Auditing 
o Corrective Action 
o Preventive Action 

 Descriptions of the processes in the quality management system including where applicable;  
o the objectives and measurables of the process;  
o the records required by the process;  
o rules that apply to users of the process;  
o process instructions necessary for the successful function of the process 

 A list of the authorities approving this Quality Management System Manual 

 A brief description of revisions made to this document throughout its lifetime 

1.1 Quality Management System Scope 
This Quality Manual provides guidance and establishes requirements for Witco Inc. to remain compliant to the 
!{фмлл vǳŀƭƛǘȅ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳΦ  ²ƛǘŎƻΩǎ vǳŀƭƛǘȅ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳ ƛǎ ǘŀƛƭƻǊŜŘ ǘƻ ƳŜŜǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ !{фмлл 
requirements: 

Precision CNC Machining and Contract Manufacturing for Commercial and Aerospace Industries 

Situations where partial or no compliance is required will be exceptions and specifically designated in the contract or 
product work instruction. 

1.2 Quality Policy Statement  
The mission of Witco Inc. is to assure a sustainable advantage over our competitors through our dedication, skill, and 
effort to provide complete customer satisfaction by: 

 Successfully employing resources 

 Striving for continuous improvement 

 Committing total compliance to customer requirements and our Quality Management System 
  

Quality%20Manual%20Revision%20E.docx


Quality Management System Manual 

Revision G 
Page 6 of 35 

Printed copies of this manual or any page from this manual is considered uncontrolled for reference only unless accompanied by a serialized first page 

1.3 Exclusions from AS 9100, ISO 13485 or ISO 9001 and Justification for Exclusion  
Clause from 

Standard 
Topic Justification Statement 

7.3 of all 3 
Standards 

Design 
Control 

Product design is not required by our customers and not performing this process does 
not adversely affect compliance with statutory or regulatory requirements.  Customer 
satisfaction is unaffected by excluding the design control process. 

1.4 Approvals  
The approvals indicated below are for the approval of this revision of the Quality Management System Manual 

Name Title Name Title 

    

    

    

    

    

    

    

1.5 Revision History  
Letter Date Brief Description 

A 10-07-09 Initial Release of document for management review prior to implementation 

B 02-01-10 

Clarification revisions throughout, enhancement of risk assessment and configuration management sections, addition of 
section numbers to all headings, rewritten improvement recommendation procedure.  Enhancement of document control, 
nonconforming product and records control procedures.  Record retention times increased to meet general aerospace 
requirements. 

C 03-05-10 
Clarification of revisions throughout.  Removed Risk Drivers Section, updated gages selection, and redefined the manner in 
which scrap will be handled. 

D 06-03-10 
Update Quality Manual Scope, update process interaction with outsourced processes, clarify records retained at supplier, 
clarify OK to Proceed disposition, and clarify actions taken when CAR is not effective. 

E 07-02-10 
Updated internal auditor competency requirements, defined individual having approval/disapproval authority for suppliers, 
and defined the process for approving personnel for dispositions of non-conforming material. 

F 07-01-11 
Updated section 11.8 to require issue log entry of corrective actions, provide option of using QAF-10, update preventive 
action to improvement recommendation, update Sales Engineering Manager to Director of Sales and Marketing, update 
Training Matrix to Training Tracking Grid, update section 5.4.3 outlining supplier responsibilities to document completion. 

G 09-07-11 
{ŜŎǘƛƻƴ пΦпΦо ǊŜǾƛǎŜŘ άŀŎŎŜǎǎέ ǘƻ άŀǎǎŜǎǎέΣ ǎŜŎǘƛƻƴ мΦм ǊŜǾƛǎŜŘ ǎŎƻǇŜ ǘƻ ƛƴŎƭǳŘŜ ά/ƻƴǘǊŀŎǘ aŀƴǳŦŀŎǘǳǊƛƴƎέΣ updated section 
1.2 Quality Policy Statement, ǊŜǾƛǎŜŘ άLƳǇǊƻǾŜƳŜƴǘ wŜŎƻƳƳŜƴŘŀǘƛƻƴέ ǘƻ άtǊŜǾŜƴǘƛǾŜ !ŎǘƛƻƴέΣ ŀŘŘŜŘ ǎŜŎǘƛƻƴ оΦт tǊƻƧŜŎǘ 
Management, and updated section 6.4.3.3 to include temperature requirements. 
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2 Process Sequence and Interaction  
The management process is responsible for oversight of all processes, tracking and analyzing customer satisfaction, 
management review and the administration of the training process through the Human Resources department. 

The contract administration process is responsible for the preparation of quotations, contract review, procurement 
of materials and services and planning of product realization. 

The manufacturing process is responsible for producing and inspecting the product.  They support these processes 
with maintenance and calibration. 

The storage and shipping process is responsible for packaging product for inventory or immediate shipment. 

 

2.1 Interaction of Procedures  with Processes  

2.1.1 Document and Records Control  
Document and Records Control procedures are applied to all processes and all procedures. 

2.1.2 Internal Audit  
The internal audit procedure is applied to all primary processes and the supporting processes are audited as part of 
the primary process that they support.  Internal audit results are reviewed in the management process.  The 
management process administrates the internal audit procedure. 

2.1.3 Control of Nonconforming Product  
The nonconforming product procedure applies primarily to the purchasing, manufacturing and shipping processes.  It 
provides review data to the management process. 

2.1.4 Corrective Action and Preventive Action  
The corrective action and preventive action procedures are administered by the management process and applied to 
other processes as directed by the management process. 

  

Contract 
Administration 

  

Manufacturing 

Storage/Shipping 

Calibration  

Maintenance  

Inspection  

Supplier 
Approval  

Training 
Training, which is part of the 
management process, supports 
all processes. 

Purchasing  

Manufacturing 
Engineering  

Management 
The management process 
interacts with and 
oversees all processes 

Outsource 
Selection  
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3 Management Process 
This is the process by which Witco manages the quality management system to ensure that its various departments 
and employees remain focused on the customers. 

3.1 Management Process Objective(s) and Measurement(s)  
Customer Satisfaction ς Customer satisfaction is measured by the number of customer complaints and by monitoring 
the data that affects customer satisfaction; Delivery Performance and /ǳǎǘƻƳŜǊ b/aΩǎΦ 

Employee Competency ς Employee competency is measured by monitoring the number of issues with a resolution 
on the Issues Log of training or employee error. 

3.2 Management Process Records 
The records listed below are those necessary for the management process and may not be an exhaustive list.  These 
records are controlled in accordance with the Records Control Procedure. 

Record Type Record Format Minimum Retention Time 
Maintenance 
Responsibility 

Management Review Issues Log 3 Years Management Rep. 

Employee Training Training Records & Training Matrix Length of Employment +1 Year Office Manager 

 

3.3 Management Process Rules 
1. Control all documents created by management and providing instruction per the 

Document Control Procedure 
2. Communicate all relevant quality management system, customer, product, 

statutory and regulatory requirements to the appropriate departments and 
personnel within Witco and where appropriate, to customers and suppliers 

3. Establish, communicate and maintain WitcoΩs quality policy in accordance with 
section 5.3 of the standard 

4. Ensure that objectives, consistent with the quality policy, are established to ensure 
the effectiveness of the quality management system processes and the 
conformance of products to their requirements.   

5. As a minimum, product conformity and on time delivery performance shall be 
measured to give evidence of customer focus.   

6. Ensure that all process objectives are assigned target values that are consistent 
with the goals of Witco and will maintain customer satisfaction. 

7. Assign at least one member of the management team with the authority and 
organizational freedom to perform the duties outlined in sections 5.4.2 and 5.5.2 
of the AS 9100 standard as the management representative for quality 

8. Establish and maintain an organization chart that identifies key management 
functions within Witco, including the management representative discussed in rule 
7, with the names of the managers and supervisors for the functions.  The chart 
shall be a controlled in accordance with the Document Control Procedure. 

9. Conduct management reviews at least once each year in accordance with the 
Management Review Instruction. 

10. Ensure that all employees are competent to perform their assigned tasks. 
11. Ensure that ²ƛǘŎƻΩǎ infrastructure and work environment is maintained to achieve conformity with product 

and customer requirements. 

Establish a Management 
Quality System 

Establish a Quality Policy 

Establish Objectives to 
Support the Policy and 

Measure the 
Management Quality 

System 

Assign a Management 
Team Member to 

enforce and oversee the 
System, Policy and 

Objectives 

Provide the Resources 
needed to implement 

and support the System, 
Policy and Objectives 

Review System Results 
and Activities 
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3.4 Management Process Instructions  

3.4.1 Management Review  
Management reviews may be conducted by one of two methods.  The management representative will maintain a 
checklist of review inputs to ensure that all inputs receive a management review at least once each year. 

The first method would be to review a log or document to determine if a review input indicates that a management 
action should be assigned.  The record of this type of review would be initials or other indication of the managers 
that reviewed the input and the date of the review.  This may be accomplished by circulating an email with the input 
data attached and requiring a response from all reviewers which could be saved as evidence of review.  If any 
manager feels an action is necessary the second method (meeting) will be used to discuss and assign this action. 

The second method would be to schedule and conduct a meeting with management personnel to discuss review 
inputs and determine if a management action should be assigned.  The record of this review would be meeting 
minutes that indicated the managers attending, the topics discussed and the actions assigned. 

Actions assigned should indicate the nature of the action, an individual responsible for coordinating the action, a due 
date for the completion of the action, and/or progress reporting intervals for the action.  The nature of the action 
may be for: 

 The correction of a problem (see Corrective Action Procedure) 

 The prevention of a problem (see Preventive Action Procedure) 

 The improvement of the effectiveness of the quality management system and its processes 

 The improvement of Witco product 

 The development or procurement of needed resources 

3.4.1.1 Review Inputs 
Issues Log ς This document will provide information on product conformity, corrective action, preventive action, 
internal audits, customer feedback, supplier problems and internal issues that can affect process performance.  A 
review of this log also provides evidence of the effectiveness of employee training by reviewing the nature and 
number of employee caused issues. 

Documents referenced in the Issues Log - Documents referenced in the log are filed by type and issue number.   

Objective Measurement Charts ς These charts will provide information on process performance to the objectives 
targeted by management. 

Open Assigned Actions ς These are actions assigned from previous meetings.  They are reviewed to determine if they 
have been completed and effectively accomplished their purpose. 

Changes that could affect the quality management system ς This would include revisions to the management 
quality system standards upon which Witco has designed its system.  It would also be a review of customer supplier 
quality requirement changes or additional requirements from new, prospective or existing customers. 

Preventive Actions ς These are suggestions made from various sources both internal and external and are reviewed 
for feasibility and benefit. 
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3.5 Use of the Issues Log 
Any manager or authorized employee may make an entry in the Issues LogΦ  Lǘ ƛǎ ǘƘŜ ƳŀƴŀƎŜƳŜƴǘ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ 
responsibility to monitor and maintain the log and to assign corrective actions in accordance with the Corrective 
Action Procedure, as necessary. 

The Issues Log is used to gather information on product non-conformances found internally, customer complaints, 
ŦŀƛƭǳǊŜ ǘƻ ƳŜŜǘ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŘŜƭƛǾŜǊȅ ǊŜǉǳƛǊŜƳŜƴǘǎΣ product returns related to problems caused by Witco or its 
supplier, non-conformances caused by a supplier, equipment failures and other issues deemed worthy of record by 
the management representative. 

Each log entry is sequentially numbered.  The issue number is used as the control number for documents generated 
to request actions related to the log entry.  (I.e. Corrective Action Request, Supplier Nonconformance Reports, etc.) 

The Issues Log is the key management tool for recording and reviewing activities both positive and negative in the 
quality management system. 

3.6 Resource Control  
The two primary resources to be controlled by this instruction are human and infrastructure resources.  They are 
controlled to the extent necessary to achieve conformance with customer and quality requirements as they relate to 
products and services provided by Witco. 

3.6.1 Human Resources 

3.6.1.1 Competency Requirements 
The education, skills, training and experience requirements shall be established and documented for each position at 
Witco that has an impact on product quality.  A checklist or job description shall be prepared from these 
requirements to be used as a training guide. 

3.6.1.2 Training  
The competency requirements are used by the trainer as a guide to ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǘǊŀƛƴƛƴƎΦ  ²ƘŜƴ ŀƭƭ ǘǊŀƛƴƛƴƎ ƛǎ 
completed, the area supervisor or manager reviews the trainee to determine the effectiveness of the training.  
Effectiveness may be measured by observation, oral or written testing or other types of examination.  The results of 
all training are documented in a training record. 

The supervisor, the trainer (if not the supervisor) and the trainee sign the training record to indicate agreement with 
the record.  The record is filed as a training record and retained in accordance with the Management Process Records 
table in this document. 

Group training may be documented through the use of a sign in sheet attached to an outline of the training topic. 

The effectiveness of training is monitored through management review of the Issues Log by analyzing issues that 
could be attributed to insufficient or ineffective training.  It is also monitored thru the use an employee review 
system conducted between the employee and the area supervisor/manager. 

3.6.1.3 Document Training Tracking Grid  
The Document Training Tracking Grid serves as a master record of employee training by indicating the functions for 
which each employee is trained and the level of training.  Levels include: Able to Substitute, Fully Competent, and 
Able to Train Others. 
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3.6.2 Infrastructure Resources  
Witco maintains infrastructure resources and a work environment necessary to achieve conformity with product 
requirements.  A preventive maintenance program is administered through the manufacturing process to maintain 
infrastructure resources. 

3.7 Project Management  
Witco will plan and manage product realization in a structured and controlled manner to meet requirements at 
acceptable risk, within resource and schedule constraints. 

4 Contract Administration Process  
This is the process by which Witco determines the feasibility and risk of compliance with customer, contract, product, 
statutory and regulatory requirements and establishes a price for the effort.  This is also the process by which 
contracts are reviewed for requirements that need to be established and communicated. 

4.1 Contract Administration Process  Objective(s) and Measurement(s)  
It is the objective of this process to ensure that all customer requirements, including risk, are understood prior to 
acceptance of the contract.  This objective is monitored through on-time delivery, cost of non-conformances, and 
customer complaints. 

4.2 Contract Administration Process  Records 

Record Type Record Format 
Minimum Retention 

Time 
Maintenance 
Responsibility 

Quotation Quote Form and Notes 6 Months 
Director of Sales 
and Marketing 

Contract Review Copy of Reviewed Order Length of Job + 7 Years 
Director of Sales 
and Marketing 

4.3 Contract Administration Process  Rules 
1. Witco effectively communicates with the customer about information relating to request for quotation, 

contracts or authorizations to proceed, including amendments.  If the customer requires a specific proposal 

format, that format will be used to submit the proposal. 

2. All customer requirements must be considered including delivery and post delivery activities. 

3. If the customer does not provide a clear description of the product or requirements, Witco will, confirm the 

ŎǳǎǘƻƳŜǊΩǎ ǊŜquirements on key characteristics prior to acceptance. 

4. If requirements cannot be met, attempt to resolve with the customer or decline the offer to quote. 

5. Records of the results of the review and actions arising from the review will be maintained. 

6. Customer feedback, including customer complaints are provided for management review  

7. When required planning documents are prepared in a format required by the customer. 

8. Planning must communicate acceptance criteria 

9. Planning must identify key and critical characteristics 

10. Planning must be clear and understandable to the user 

11. When planning documents refer to drawings, work instructions or specifications they must also reference 

their engineering change level 

12. All product requirements must be documented 


















































