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PURPOSE
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The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for establishing, storage, and retention of quality and environmental     records.
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This procedure applies to all records pertaining to the quality and environmental     system, and directly concerns all departments that establish and maintain records. 


PROCEDURE

Records, Storage Locations, and Retention Periods


Management Review Records: Minutes of management review meetings established per Procedure PR-MGT-004. Retained by the Management Representative for a period of three years.


Production Part Approvals: All records and documents required for Production Part Approval Process (PPAP), in accordance with PPAP Reference Manual. Retained by Quality Assurance while the part (or family of parts) is active for production and service requirements plus one calendar year.


Contract Review Records: Purchase Orders (contracts), Tooling records, Team Feasibility Commitments, and other documents established in the course of negotiating and implementing contracts. Retained by Sales while the part (or family of parts) is active for production and service requirements plus one calendar year. 


Engineering Design Output Documents: Design FMEA’s, drawings, specification, calculations, prototype test reports, and other documents established in the course of product design. Retained by Engineering and/or Quality while the designed part or system is in production and service plus one calendar years.


Subcontractor Evaluation and Performance Records: Documents demonstrating subcontractor quality capability and quality performance. Retained by Purchasing for three calendar years.


Purchase Orders: Purchasing documents for procurement of materials, components, products, and services to be incorporated into the finished product. Retained by Purchasing and/or the Plant Manager for seven (7) years. 


Product Quality Records: Work orders, traceability records, material certificates, control charts, inspection and test results, etc. Retained by Quality for one calendar year after the year in which they were created.


Calibration Certificates: Inspection, measuring, and test equipment calibration certificates. Retained by Quality Assurance for one calendar year after the year in which the records were created.
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Nonconforming Product Records: Product nonconformance reports established per Procedure PR-QA-007. Retained by Quality Assurance for one calendar year after the year in which the reports were created.


Corrective and Preventive Action Records: Corrective action requests established per Procedure PR-QA-005. Retained by Quality Assurance for a period of three years.


Customer Complaints Records: Files with customer complaints and records with short-term and long-term resolutions. Retained by Quality Assurance for a period of three years.


Internal Audit Reports: Audit noncompliance reports established per Procedure PR-QA-006. Retained by the Management Representative for a period of three years.
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Training Records: Personnel training records. Retained by Human Resources and departments conducting training for a period of three years after termination of employment.

Environmental Records     : Environmental records and charts. Retained by the ISO 14001 Designee, the Health and Safety Desginee and/or the department(s) creating the records for the time periods of 10 years or as outlined in the “Environmental Compliance in Michigan” manuals or Federal,  Provincal, State, County, and/or Municipal environmental act(s) or law(s) regulating them.

Waste Manifest : Waste manifests records will be retained by the Health and Safety Designee for a period of 10 years or the time period specified in the law, act or legislation governing the waste being disposed.

Equipment Manintenance Records : Equipment maintenance records will be retained by the maintenance department for a period of 3 years from the date they were created unless they are on environmentally sensitive equipment, then they will be maintained for the time period as specified in “Environmenntal Records” above

When Documents or records are maintained electronically, all discs and storage files must be maintained for the same periods as outlined above.


These requirements do not supersede any government or customer requirements. All specified retention periods are considered as minimums.

Identification


Records are legible, and identifiable to the product, person, or event to which they pertain. Records are dated, and identify the person who established the record. Records are indexed or grouped to facilitate their retrieval.


Storage


The same department that initially established the record normally stores records. Records are stored in a dry and clean environment. Cabinets and boxes containing records are clearly labeled to display their contents. Records and other quality documents may not be stored in private desk drawers or other obscure locations that are not generally known.
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Disposal of Records


Records are disposed of by one of two (2) means: a) Disposal by recycling or in land fill for non -sensitive records and b) by shredding for sensitive records then recycling or sending to a land fill.


Customer Review


When contractually agreed, quality records will be made available for evaluation to the customer or the customer’s representative for an agreed period.

Environmental compliance audits shall be completed at a minimum of 10 years per an accredited Environmental Inspection Agency, per Federal, Provincial, State, County and/or Municipal Environmental laws regulating them.

In the case of any major environmental changes at our WMG Facilities, we will then require an accredited outside Environmental source to complete an Inspection as per Federal, Provincial, State, County and/or Municipal Environmental laws.


ASSOCIATED DOCUMENTS

- Document and Data Control
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