Procedure
Print Control P4.2.3-1
Rev. G

Approved By: Mike Orsini, Quality Manager

Purpose: To document the processes for controlling customer prints.
Scope: All customer prints.
Authority: The Quality Manager has 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
Prints
Drawing Review Form (Q-DRF-XX)
SMP Control Procedure P4.2.3-2
Print Log File
Obsolete Prints

Change History

Date Change Rev By
07/10/96 Corrected typos B MO
12/10/96 Corrected additional typos C MO
08/10/01 Modified paragraph 4 to include a note about D MO

prints received with handwritten changes to
include requirement for signature, date and
either expiration date or period of validity.
10/14/2002 Updated to 1ISO 9001:2000 standard and E MO
flowcharted. Added legibility requirement.
5/5/2006 Added note showing two signatures minimum F MO
required for review approval of drawings.
6/1/2011 Adjusted step 5 to include any of the listed G MO
personnel to begin process either by routing or
call of meeting.
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. : Industrial Engineerin
Customer Service | Product Manager | Quality Manager Engineer Mganagerg
Checks Master
Print File for
latest revision
of print and Receives new print from customer and gives the print to Customer Service.

compares it to If not legible then ask for new print.

the received
print.

Yes
\ 4

Complete all Begins review process either by routing forms or calling a
necessary meeting with VP, IE and EM for review of received print.
information on
Drawing Review
Form (Q-DRF-XX),
attach form to the

file and route the

print and form to " |If necessary start change to all pertinent Standard Manufacturing
Quality Manager. Procedures (SMPs) using SMP Control Procedure (P4.2.3-2).
Stamp new print Should any prints be received with handwritten changes to them,
with the ORIGINAL they must be signed and dated by the authorized authority and
stamp and date must include either and expiration date of the period of validity for
received. Add the change. Approval review of prints/specfications requires a
print to Print Log minimum of two signatures on the Q-DRF-XX form.

File in computer.

|

Complete and sign Drawing Review Form (Q-DRF-XX).

Logs new print l
ISI%rtnllagglgolgillg < Give form to Customer Service for filing.
in computer.

;

Takes the
previously obsolete
print and files in
the Master Print
File, Mark old print
as obsolete and
files in the print file,
files the new
approved print in
the print file.

End <
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