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Example Quality Manual


1.0  Quality Management System Overview
1.1   Scope
The scope of this document outlines policies and procedures regarding the design phase, production phase and the delivery of products to the end consumer.

1.2 Organizational Chart
This can be written out or shown in chart format.  
1.3   Record Retention
 All records relating to quality assurance and testing shall be retained for a minimum of 10 years.

1.4 Responsible Person in charge of Quality
Must list who is in charge of the Quality Program at each manufacturer facility.
1.5 Responsible Person in charge of Quality
The Quality Manual shall be approved by the plant management.

2.0 Material/Product Inspection and Testing
2.1 Incoming Materials Inspections

The incoming materials are inspected for damage, size and tolerance, quantity, etc. Any material found to be non-conforming is quarantined and tagged. The information is communicated directly to the supplier and the material is repaired, returned to supplier or disposed of on site. Material or product found to be non-conforming, the appropriate staff are notified to confirm non-conformity. 
2.2 Product Inspections and Testing
Production units are inspected and tested to see if they conform to the required specification. If they don’t then a corrective action is to be implemented and documented on all non-conforming products. The management staff is notified on how to handle this non-conformity.
2.2.1 Internal frequency of product inspection and testing is not dictated by Hallmark but by the manufacturer.
3.0 Control of Non-Conforming Product or Material

All non-conforming product and/or material is documented and reported to the Quality Manager. If deemed as a non-compliance it is handled with a Corrective and/or Preventative Action procedure.  

4.0 Calibration and Maintenance

Tools used to measure the conformity of parts or products are examined and calibrated on an interval that the manufacturer deems necessary for the usage of that instrument.  The calibration of these instruments is documented on a log.
5.0 Internal Audits

Internal Quality Control audits will be performed annual to review the entire quality system to ensure the effectiveness of the system.

6.0 Customer Complaint

Customer complaints are logged and are reviewed by management on how to handle.  This can be done through many different methods. 

