
Procedure 
Pre-production Samples P7.1-1  

Rev. F 
 
 
Approved By: Keith Gibson, President 
Date: 10/08/2002 
Purpose: To document the process for planning and production of samples. 
Scope: All pre-production samples 
Authority: The President and Quality Management Rep has the authority to change or modify 

this procedure. 
 

Reference Documents and Records 
• Policy Element 7.1 Planning for Product Realization 
• BOM 
• Pricing Work Instruction (OFF-004) 
• Sample Log 
• Work Instruction EE01 
• Work Instruction EE02 
• Engineering Work Instruction Test and Measurement EE03 
• Work Instruction EE04 
• Quality Records Procedure P4.2.4 

 
Change History 

 
Date Change Rev By 
06/13/96 Change procedure entirely to match 

current methods – changed name of 
procedure from Project Planning to Pre-
Production Samples 

B MO 

12/10/96 Steps revised and clarified due to pre-
assessment audit. 

C MO 

01/02/97 Revised entirely D MO 
10/12/01 Removed original paragraph 3 was 

redundant in explaining samples BOM 
development. Removed ref. To CLC 
system. 

E MO 

10/8/02 Flowcharted F MO 
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Pre-production Samples P7.1-1   Rev F
Engineering SupervisorProject Manager

Develop sample BOM
per Pricing Work

Instruction (OFF-004).

Determine customer requirements record on Production
Order Sheet, Specification Sheet or Customer Drawing with
“SAMPLES” indicated on it.

List sample order on
production schedule.

Record pre-production samples
request  in the Samples Log per

work Instruction EE01.

Submit BOM to the Department
 Supervisors.  BOM accopmanies
 sample to each manufacturing
department. Record the pre-production
sample information on the Sample Job
Status listing per EE04

Create Samples per work
instructions or BOM and record
process so SMP can be developed.

Forward sample process information to
Data Entry to develop SMP in the ERP
software.

Review samples after each production step.
Record discrepancies (E-RSLT-XX),
problems, assembly procedures, and
information acquired during the
 manufacturing process on the information
package or Sample BOM.  Ref Engineering
Work Instruction Test & Measurement EE03

Complete? No

Conduct final engineering review per
EE03.  Record observations on

information package.

Yes

Scrap invalid
samples.

Notify Shipping with memo to deliver
samples to customer.  Record the

Engineering Sample No. on the memo
and file in the sample log.  Forward a

copy of the memo to Customer Service.

Forward SMP/FIP requirements  to Quality.

Submit a copy of sample BOM to Project
Manager if the BOM needs changes.

File Sample Log per Quality Records
Procedure P4.2.4

END
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