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	Form

No
	Description
	Work Station

Issuer
	Frequency
	Work Station

Route
	Record

Location

	1
	Non

Conformance

Report
	Management

Rep
	Every

Internal

Fault
	Employee
	Non 

Conformance

Folder

	
	
	
	
	Line Manager
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	Manage Review
	

	2
	Non

Conformance

Report

Index


	Management

Rep
	Every

NCR
	Manage Rep
	Non 

Conformance

Folder


	
	
	
	
	Manage Review
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Review
	

	3
	Customer

Complaint
	Management

Rep
	Every

External

CC
	Employee
	Customer

Complaint

Folder

	
	
	
	
	Line Manager
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	Manage Review
	

	4
	Customer

Complaint

Index
	Management

Rep
	Every

CC
	Manage Rep
	Non 

Conformance

Folder



	
	
	
	
	Manage Review
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Review
	

	5
	Vendor

Rating

Form
	Management

Rep
	Every

Critical

Supplier
	Manage Rep
	Vendor Rating

Folder

	
	
	
	
	MD
	

	
	
	
	
	All Purchasers
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Rep
	

	6
	New Enquiry

Form


	Employee
	Every

New

Enquiry
	Employee
	Sales

Folder

	
	
	
	
	Sales
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	7
	Measuring

Tape

Calibration

Sheet
	Management

Rep
	Monthly
	Manage Rep
	Measuring

Tape 

Folder

	
	
	
	
	Employee
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	8
	Equipment Data Sheet
	Management

Rep
	Every

New

Machine
	Manage Rep
	Quality
Records

	
	
	
	
	MD
	

	
	
	
	
	Manage Review
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	9


	Training

Matrix


	Management

Rep


	All

Employees & Training
	Manage Rep
	Training

Records

	
	
	
	
	MD
	

	
	
	
	
	Line Manager
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	10


	Training

Record
	Management

Rep
	All

Employees & Training
	Manage Rep
	Training

Records

	
	
	
	
	MD
	

	
	
	
	
	Employees
	

	
	
	
	
	Manage Rep
	

	11
	Employee Signatures
	Management

Rep
	All

Employees
	Manage Rep
	Training

Records

Folder

	
	
	
	
	Employee
	

	
	
	
	
	Manage Rep
	

	12
	Purchase 

Order
	Manufacturer

Purchaser
	Every

Purchase
	Purchaser
	Supplier

Folder

	
	
	
	
	Supplier
	

	
	
	
	
	Goods Inwards
	

	
	
	
	
	Accounts
	

	13
	Profile Check
	Management

Rep
	Weekly
	Manage Rep
	Manufacturing

Records

	
	
	
	
	Operative
	

	
	
	
	
	Manage Rep
	

	14
	Profile

Cutting

Record

Sheet
	Management

Rep
	Weekly
	Manage Rep
	Manufacturing

Records

	
	
	
	
	Factory Manager
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	15
	Milling &

Routing

First Off

Record
	Management

Rep
	Weekly
	Manage Rep
	Manufacturing

Records

	
	
	
	
	Factory Manager
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	16

	Crimped

Assembly

First Off

	Management

Rep

	Weekly

	Manage Rep
	Manufacturing

Records


	
	
	
	
	Factory Manager
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	17
	Window

Pre-Assembly

First Off

Record
	Management

Rep
	Weekly
	Manage Rep
	Manufacturing

Records

	
	
	
	
	Factory Manager
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	18
	Window

Pre-Build

Assembly

First Off
	Management

Rep
	Weekly
	Manage Rep
	Manufacturing

Records

	
	
	
	
	Factory Manager
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	19
	Window

Final Assembly

First Off

Record
	Management

Rep
	Weekly
	Manage Rep
	Manufacturing

Records

	
	
	
	
	Factory Manager
	

	
	
	
	
	Manage Rep
	

	
	
	
	
	
	

	20
	Cutting List
	Order Input
	Every

Order
	Order Input
	Customer

Order

Folder

	
	
	
	
	Factory Manager
	

	
	
	
	
	Operatives
	

	
	
	
	
	Final Inspection
	

	
	
	
	
	Office Admin
	


	21
	Manufacturer

Delivery

Note
	Order Input
	Every

Order


	Order Input
	Customer

Order

Folder

	
	
	
	
	Despatch
	

	
	
	
	
	Customer
	

	
	
	
	
	Office Admin
	

	22
	Supplier

Delivery

Note
	Every

Supplier

Delivery
	Every

Order


	Supplier
	Supplier

Folder

	
	
	
	
	Goods Inwards
	

	
	
	
	
	Accounts
	

	23
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	24
	Client
Enquiry
	CClient
	Every

Enquiry
	Client
	Sales
Folder

	
	
	
	
	Sales
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Review
	

	25
	Quotation
	Sales
	Every

Quotation
	Sales
	Sales

Folder

	
	
	
	
	Client
	

	
	
	
	
	MD
	

	
	
	
	
	Manage Review
	

	26
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	27
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	28


	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	29
	Internal

Audit

Document
	Management

Representative
	Annually
	Manage Rep
	Management Rep

Office

	
	
	
	
	MD
	

	
	
	
	
	Manage Review
	

	
	
	
	
	Manage Rep
	

	30
	Form to

Work Station

Index
	Management

Representative
	As &

When
	Forms Manual
	Management Rep

Office

	
	
	
	
	
	

	
	
	
	
	
	

	31
	Form Index
	Management

Representative
	As &

When
	Forms Manual
	Management Rep

Office
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