
Procedure 
SMP Control P4.2.3-2  

Rev. G 
 
 
Approved By: Mike Orsini, Quality Manager 
Date: 10/10/2002 
Purpose: To control SMPs (Standard Manufacturing Procedure {work instructions}). 
Scope: All SMPs. 
Authority: The VP and Quality Manager have the authority to change or modify this procedure. 
 

Reference Documents and Records 
• Policy Element 4.2.3 Document control 
• Quality Records Procedure P4.2.4 
• Corrective and Preventive Action P8.5.2/3-1  
• Defective Material Report (DMR) P8.5.2/3-3 
 

 
Change History 

 
Date Change Rev By 

07/10/96 Added handwritten changes to 
procedures 

  B MO 

12/10/96 Changed title to SMP control from SMP 
and Drawing control.  Added work 
instructions. 

  C MO 

03/19/97 Step #2 -  Changed authority of who 
can change FIP. 

  D MO 

11/17/00 Added note regarding inadvertent use of 
obsolete SMP’s. Revised change input 
method to include the use of Vantage 
Program and the change log associated 
within the Vantage Program.  Removed 
reference to obsolete work instructions 
regarding SMP additions and changes.  
Also corrected several typos. 

  E MO 

8/10/01 Added line to paragraph specifying the 
control of handwritten documents and 
changes to include expiration date 
and/or period of use. 

F MO 

10/17/02 Updated to include ISO 9001:2000 
requirements of legibility and 
documents being readily identifiable. 

G MO 
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SMP Control P4.2.3-2 Rev. G

Data EntryQuality Manager Industrial Engineer
and Eng. Manager SupervisorsProduct Manager

Determines a need to create or change a SMP (standard manufacturing procedure).  New
SMPs may be handwritten or typed.  The SMP shall clearly describe the required steps to
perform the processes or operating parameters for machinery.  The SMP shall list all tools,
fixtures, jigs, or molds required to produce the part to the customer's specifications.
The SMP may also include workmanship standards, inspection and testing requirements
if the operation is not part of normal operations in that department.  Final Inspection SMPs
are commonly referred to as FIPs (final inspection procedures).  SMPs written by
supervisors must be for their area of responsibility.  In the ERP system, the SMP's are
contained in the Bills of Materials, Comments Section for each operation.  If an obsolete
SMP is used inadvertently on the shop floor, the person discovering it must submit
changes according to this procedure.  Then follow the procedure P8.5.2/3-3 DMR and
P8.5.2/3-1 CAR  to resolve any  issues with the parts produced to the obsolete SMP.

SMPs that require changes can be submitted to data entry with handwritten changes.
This revision log within the Vantage Program is the evidence that a change was made
and approved.  Supervisors may only change SMPs in the departments for their area of
responsibility, The Test and Pack/Shipping Supervisor may only change packaging
requirements to the SMP/FIP.  The Quality Manager, Engineering Manager, Industrial
Engineer, or VP of Operations may change SMP/FIP inspection requirements.

Any Handwritten changes to an SMP must be signed and dated and include a period
of time that the handwritten document or change is valid for.  Either the expiration date
 or the period of time to be used must be included on the handwritten document.

All new or changed SMPs must be submitted to Data Entry for input into the ERP program.

Inputs the SMP as it
is written or

changed.  The
changes are put into
the part master file

Bill Of Material
under the comments

section for each
operation.   The
ERP system will

automatically show
the approval as
being that of the

data entry person,
therefore the data
entry person shall

add the initials of the
person submitting
the change to the

end of the
description of the

change.  This is to
allow for traceability
of the source of the

change.

Handwritten SMPs
or the changed

ones do not need
to be kept on file
once they have

been put into the
computer system.

The Vantage
computer program

will date the
change and the
change log will

show the history
of the changes.
File documents
according to the
Quality Records

Procedure
(P4.2.4).

End

All SMPs and FIPs shall be legible and readily identifiable to be considered controlled.
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