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Revision & Amendment Record

REV DATE DESCRIPTION OF CHANGE
D 1 10/20/04 Initial draft.

A 1/16/05 Initial release.
B 4/20/05 Revised “Controlled” block, revised para. 5.2, 6.3, 7.4.1, 7.4.3, 7.5.1,

7.5.2, 7.5.4, 8.2.4, 8.3 & 8.5.3.9, re-paginated as necessary and revised
“Table of Contents”.

C 5/27/05 Replace “the company” with “Sirois Tool Co., Inc.”, removed “For Clause
7.5.1.5” from Exclusions, fixed numbering of Quality Management System
and General Requirements sections, added reference to specific procedures
to headings as appropriate, added paragraph 4 to section 4.1 to cover
Control of Outside Processes, removed 2nd paragraph of section 5.3,
changed responsible person for Control of Records on chart in section
5.5.1, removed last sentence of the 2nd paragraph of section 5.5.2, removed
unnecessary wording in 2nd paragraph of section 8.1 and changed the
heading of 7th paragraph of section 8.5.2 to “Investigation of supplier non-
conformities”, revised paragraph 8.5.3 to move process description to
P852-01.

D 11/21/05 Added “Work environment cleaning may be done by employees or by
outside contractors.” to paragraph 6.4

E 05/10/06 Revised and expanded paragraph 6.3 Infrastructure and 8.2.3 Monitoring
and Measurement of Process
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F 04/02/07 Added “Education” to last paragraph on page 9 (now page 10).
Combined Quality Policy Goals and Objectives on page 7 (now page 8)
with Quality Policy Requirements on page 12 (now page 13).
Section 6.3, 1st Paragraph, 2nd Sentence changed to read: “Records of
significant repairs are maintained.”
Changed Monthly to Weekly in section 5.2
Changed Director or Administration to Customer Manager in section 7.2.2
in three places.
Removed “scheduled periodic supplier surveys” from 7.4.1
Removed text about “self release programs” from 7.4.1
Changed “Vendor/Supplier” to just “Supplier” in 7.4.1 bullets.
Removed “regularly while in storage areas” from paragraph 2 of 7.5.5
Added “or in the minutes of the weekly management review/production
meeting” to paragraph 4 of 8.2.1
Bullet “Screen Product” added to 8.3

G 12/03/07 6.2.2 Remove Reference to employees without Training records
5.6.1 Added -  Annual Management Review  based on info from 
            Manager Continuous Improvement and Quality
7.4.1 Added - quarterly review of Supplier performance based on info 
            from Purchasing Manager 
8.2.2  Added  Internal Audits may be subcontracted to qualified Supplier 
5.5.3  Added reference to Weekly Production meeting minutes in E-2
Misc.  Changed “outside vendors”  to “approved suppliers”
QPM Repaginated – Table of Contents updated
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Scope

The Management System described in this Quality Policy Manual (and the related documents within the
Quality Manual as a whole) apply to the operations of Sirois Tool Co., Inc. in providing contract
machining services to customers to their specifications and/or industry specifications.

Exclusions (and Justifications)

The requirements of ISO 9001:2000 for the following clauses have been excluded from this quality
system for the reasons described:

 For Clause 7.3, Design and Development, as the requirements relate to the design of product. Sirois
Tool Co., Inc. has taken this exclusion as it does not have the capabilities to provide product design
services to Customers and does not accept orders for product design-related activities.

 For Clause 7.5.1 (f) Control of Service Operations, Sirois Tool Co., Inc. does not solicit, or accept,
orders from Customers for after-sales servicing. Therefore, Control of Service Operations is not
within the scope of the Quality Management System at this time.

Authorization
This Quality Policy Manual is published under the authority of the Executive Team of Sirois Tool Co.,
Inc. It is intended to establish and communicate the Quality Policy and structure of the quality
management system for Sirois Tool Co., Inc. The intent is to effectively implement a Quality
Management System that complies with International Standard ISO 9001:2000. It will be reviewed and
updated as necessary to reflect changes in policies and quality management system practices. Changes
or amendments to this manual will be referenced in its revision record section.

Distribution Policy & Distribution List
This manual is available to: internal personnel, and upon request, to representatives of customers, or
regulatory agencies.

Master Quality Policy Manual: 
The Management Representative maintains the Master Quality Policy Manual. A working copy is
located in the main office.

Uncontrolled Copies: Uncontrolled copies of the Quality Policy Manual are available for reference
only. Uncontrolled copies will be clearly identified as uncontrolled copies. These are not updated. It is
the holder’s responsibility to verify that it is the current revision before using it.
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Company Profile

Sirois Tool Co., Inc. was established in 1960 as a manufacturer of precision tooling. Since then, we have
expanded into the manufacturing of precision gauges and low-volume, complex machine parts and
assemblies. We make Precision Tooling, Gauging and Quality OEM Machine Parts from Carbide, steel,
aluminum and numerous other materials to your drawings or CAD files. We specialize in Jigs, Fixtures,
Gauges, I.D. Grinding Quills, Wheel-screws, Pulleys, Spindle Shafts as well as Precision OEM Machine
Parts and assemblies. We were originally located on Pane Road in Newington, CT, but we moved to
Berlin, CT in 1999. Our new facility, which we designed and built, is 20,000 square feet and is located
in the Riverbend Industrial Park.

Quality Policy Statement (   See paragraph 5.3)     

Sirois Tool Co., Inc. strives to deliver quality tooling, gauging and parts to our customers, to maintain
reasonable lead times and to deliver as promised. We continue to look for new ways to improve both
product quality and delivery to better serve our customers.
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4.0 QUALITY MANAGEMENT SYSTEM (ref. W410-01)

4.1 General Requirements 
Sirois Tool Co., Inc. has established, documented, implemented and maintained a quality
management system and continuously improves its effectiveness in accordance with the
requirements of International Standard ISO 9001:2000. The quality management system is
documented in this Quality Policy Manual, quality system procedures, work instructions and
other quality system management documentation. The quality management system is designed to
satisfy the requirements of ISO 9001:2000. The Director of Administration is the identified
Management Representative and has overall responsibility for the administration of the quality
management system.

Sirois Tool Co., Inc.’s management system fosters continuous improvement so that it is in
continual compliance and effectiveness with the governing International Standards.

If and when any regulatory requirements are contractually imposed, Sirois Tool Co., Inc.
incorporates those requirements as needed into Sirois Tool Co., Inc.’s associated Quality Policy
Manual, Quality Systems Procedures and work instructions.

If any outside process that affects product conformity is outsourced, Sirois Tool Co., Inc. shall
ensure control over such processes. Control of such outside processes shall be identified within
the quality management system.

4.2 DOCUMENTATION REQUIREMENTS

4.2.1 General
Sirois  Tool  Co.,  Inc.  has  documented  and  implemented  a  quality  system  that  satisfies  the
requirements of ISO 9001:2000 and any special customer requirements. This quality system has
been established to ensure that quality, consistency and reliability are integral parts of all jobs
and activities supporting production.

The quality system addresses the applicable clauses of ISO 9001:2000. There are appropriate
procedures in place intended to address the requirements of the Standard and to ensure that,
when complied with, these procedures represent the standard Quality Plan. The system has been
developed to incorporate feedback loops to ensure that procedures and practices are documented
and  that  there  is  objective  evidence  to  show  that  the  system  is  effective.  The  Director  of
Administration ensures that the appropriate revisions of Quality Documents are maintained and
are accessible.
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4.2.1.1 Quality System Documentation Structure (ref. P423-01)
The Quality System is described in  a  Quality Manual,  which is  comprised of four levels as
follows:

• Level I - Quality Policy Manual (QPM)
An overview document which outlines the requirements and how the requirements of
ISO 9001:2000 are satisfied.

• Level II- Quality Assurance Procedures (QAPs)
Identifies  the  procedures  utilized  to  comply  with  quality  requirements  of  ISO
9001:2000. The procedures are written to address the everyday business requirements
as well as provide for special requirements dictated by the customer or internal forces.

• Level III - Work Instructions (WIs)
Detailed, “how to “ instructions regarding techniques or unique processes. These are
utilized  when  required  and  may  include  the  use  of  flowcharts  as  instructional
documents.

• Level IV - Forms and Records
These provide objective evidence that the procedures are utilized and are effective.

This  Quality Policy Manual is  made available to certain bodies outside Sirois Tool  Co.,  Inc.
including customers and/or customers’ representatives as required. Any QPMs issued outside of
Sirois  Tool  Co.,  Inc.  will  be  indicated  as uncontrolled  and  are  intended for  reference  only.
Uncontrolled  copies  will  not  be  updated  when  changes  are  made.  Level  II  and  Level  III
documents are considered proprietary and may be made available outside Sirois Tool Co., Inc. on
a case-by-case basis.

Sirois Tool Co., Inc. has implemented an Employee Training program to assist in educating the
personnel in the functions of this quality system as they apply to each employee, ensure that the
relevant procedures and work instructions are fully implemented and to provide personnel with
sufficient training to perform all tasks in the manner in which Sirois Tool Co., Inc. has described
in quality documentation. Ensuring on-the-job competencies and related training is an ongoing
task and is performed as needed. Whenever possible, people that are fully qualified for their jobs
are hired.

The Quality Manual describes the document format of the procedures. The procedures describe
the work, methods, education, skills and techniques to be followed in order to provide products
that achieve the quality goals.
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Not  all  process  descriptions  will  be  in  the  format  of  narrative  procedures.  As  deemed
appropriate, checklists, flowcharts, physical samples etc. are used to depict processes or transmit
process  information.  Regardless of  the  style of  process  description used,  revision control  is
provided for and maintained.

The documentation used at Sirois Tool Co., Inc. may be in any form or type of medium; paper or
electronic.  Regardless of the medium, all documentation is controlled in accordance with the
requirements of the quality system.

4.2.2 Quality Manual

Sirois Tool Co., Inc. has established and maintains a Quality Manual that includes:

a) The  scope  of  the  quality  management  system,  including  details  of  (and
justification for) any exclusions (see page 5).

b) The documented procedures established for the quality management system, or
reference to them.

c) A description of the interaction between the processes of the quality management
system.

4.2.3 Control of Documents (ref. P423-02)
Documents required by the quality management system are controlled. Records are a special type
of document and are controlled according to the requirements given in 4.2.4.

Documented procedures are established to define the controls needed to:

a) Approve documents for adequacy prior to issue.

b) Review and update as necessary and re-approve documents.

c) Ensure that changes and the current revision status of documents are identified.

d) Ensure that relevant versions of applicable documents are available at points of
use.

e) Ensure that documents remain legible and readily identifiable.

f) Ensure  that  documents  of  external  origin  are  identified  and  their  distribution
controlled.

g) Prevent  the  unintended  use  of  obsolete  documents  and  to  apply  suitable
identification to them if they are retained for any purpose.

A Master List of Controlled Documents (MLCD) is maintained which identifies the
current revision level of all documents in the system. All master controlled documents are
maintained in secured locations to protect against loss or change other than by the
approved document and data change procedures.
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4.2.4 Control of Records (ref. P424-01)
Records are established and maintained to provide evidence of conformity to requirements and
of  the  effective  operation of  the  quality  management  system.  Records  shall  remain  legible,
readily identifiable and retrievable. A documented procedure has been established to define the
controls needed for the identification, storage, protection, retrieval, retention time and disposition
of records.

4.2.4.1 Records retention

The control of records satisfies regulatory and customer requirements.

5.0 MANAGEMENT RESPONSIBILITY

5.1 MANAGEMENT COMMITMENT
Sirois Tool Co., Inc.’s quality policies and objectives are communicated through Sirois Tool Co.,
Inc. through the documented quality management system, posted notifications, periodic
publications, employee meetings and other communication means deemed appropriate by the
Management of Sirois Tool Co., Inc. Additionally, the Executive Team communicates the
importance of customer satisfaction and the necessity for compliance to regulatory and statutory
requirements.

The Executive Team provides evidence of its commitment to the development and
implementation of the quality management system and continually improving its effectiveness
by:

a) Communicating to all Company employees the importance of meeting customer as well
as statutory and regulatory requirements.

b) Establishing the quality policy.

c) Ensuring that quality objectives are established.

d) Conducting management reviews.

e) Ensuring the availability of resources.
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5.2 CUSTOMER FOCUS
Company Management strives for 100% customer satisfaction by assuring that all customer
requirements are met and that continual customer satisfaction is its primary goal.

Documented procedures are in place to ensure that the customer’s requirements are adequately
reviewed, understood and communicated to the appropriate departments.

Weekly management reviews monitor and analyze customer input  in  an effort to continually
improve and enhance customer satisfaction.

5.3 QUALITY POLICY

Quality Policy Statement 

Sirois Tool Co., Inc. strives to deliver quality tooling, gauging and parts to our customers, to
maintain reasonable lead times and to deliver as promised. We continue to look for new ways to
improve both product quality and delivery to better serve our customers.

The Executive Team has identified certain strategic goals and objectives which are used to direct
the  future  development  and  operation  of  Sirois  Tool  Co.,  Inc.  These  strategic  goals  and
objectives are proprietary and confidential and, as such, are not published or communicated to
persons  not  part  of  the  Executive  Team.  As  a  means  of  providing  for  the  effective
implementation of the strategic goals and objectives, The Executive Team has established and
documented certain operational goals and objectives. These are measurable Company objectives,
which are to be met through the effective implementation of the quality policy and the quality
management system. These operational objectives are published to the Management team who
will use them in running their respective departments. Progress toward attaining these objectives
is monitored and reported.

These objectives will be evaluated by The Executive Team at regular intervals and adjusted as
Company conditions, technological advances, market pressure or other circumstances change.

In  addition,  the  Executive  Team will  seek  and  utilize  relevant  customer  feedback  that  will
measure customer satisfaction. This will be applied to  potential improvements to the quality
management system.

The quality policies and objectives are defined in this Quality Policy Manual. These policies and
objectives are communicated to all levels of Sirois Tool Co., Inc. through this Quality Policy
Manual, the documented quality system, posted notifications, periodic publications, employee
meetings and other communication means as deemed appropriate by Management of Sirois Tool
Co., Inc.

The Executive Team ensures that the quality policy:
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a) Is appropriate to the purpose of Sirois Tool Co., Inc.

b) Includes a commitment to comply with requirements and continually improve the
effectiveness of the quality management system.

c) Provides a framework for establishing and reviewing quality objectives.

d) Is communicated and understood within Sirois Tool Co., Inc.

e) Is reviewed for continuing suitability.

5.4 PLANNING

5.4.1 Quality Objectives
Quality is the responsibility of all employees. Each employee understands and commits to the
quality policy requirements and related objectives. Specifically, each employee understands their
respective role within the quality system as defined in documented policies, procedures and work
instructions and as otherwise communicated by the Executive Team. Additionally, each
employee is aware of Sirois Tool Co., Inc.’s effort for continuous improvement in its operations.
Each employee performs their respective job in accordance with documented instructions, in-
process routers and associated documents, operation sheets, drawings as well as instructions
relayed through Supervision. Employees are empowered to inform Supervision of any condition
preventing the employee from complying with this requirement.

Quality objectives and their continued suitability for and towards Sirois Tool Co., Inc. are
continually reviewed and adjusted, accordingly, to suit current business climates and customer
needs.

5.4.2 Quality Management System Planning:
The Quality Management System is used to ensure that customer requirements and Sirois Tool
Co., Inc.’s quality objectives are met. As necessary, key functions meet at production meetings to
address ongoing quality planning needs. In parallel to this, The Customer Managers identify
quality considerations and requirement by addressing the following planning activities:

 Contract review activities prior to acceptance of order.
 Acknowledgement to Customer of order acceptance (and requirements).
 Process development.
 Quality Assurance requirements.
 Manufacturing capabilities.

The “E2” database is used to initiate and document the review activity, provide a platform for the
development of Job Travelers, utilized in the capture of information related to the production of
an order and is maintained as a record.
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5.5 RESPONSIBILITY, AUTHORITY AND COMMUNICATION

5.5.1 Responsibility and Authority
The organizational chart for Sirois Tool Co., Inc. defines the lines of responsibility and
interrelations for personnel who manage, perform, and verify work-affecting quality. Sirois Tool
Co., Inc. has a limited number of employees, therefore, a single person may perform several
functions.

Each Manager sets departmental and personnel expectations that support the quality policy and
objectives of Sirois Tool Co., Inc. as a whole, assigning qualified people to meet those
expectations, ensuring that prescribed procedures are followed and measuring results against
expectations in their area of responsibility. The following table lists Sirois Tool Co., Inc.
functions with the responsibilities for implementing and maintaining elements of the Quality
Management System.

RESPONSIBLE PERSON MANAGEMENT SYSTEM ELEMENT ISO 9001:2000
REFERENCE

Executive Team Management Responsibility 5.0
Director of Administration Quality Management System 4.0
Director of Administration Documentation Requirements 4.2
Customer Managers Customer-related Processes 7.2
Director of Administration Competence, Awareness and Training 6.2.2
Director of Administration Purchasing 7.4
Department Managers (Production) Process Control 7.5
Manager of Continuous Improvement and Quality Monitoring and Measurement 8.2
Manager of Continuous Improvement and Quality Internal Audit 8.2.2
Manager of Continuous Improvement and Quality Control of Nonconforming Product 8.3
Executive Team Continual Improvement 8.5
Manager of Continuous Improvement and Quality Corrective Action 8.5
Manager of Continuous Improvement and Quality Preventive Action 8.5
Director of Administration Control of Records 4.2

Throughout the system, whenever responsibilities and/or authorities are specified, they may be
delegated by the person so named. However, the person named maintains ultimate responsibility
and authority despite the delegation.

The Executive Team has:

 Identified the processes needed for the quality management system and how these processes
apply throughout Sirois Tool Co., Inc.

 Determined  the  sequence  and  interaction  of  these  processes,  through  flowcharting  and
through planning for individual products.

 Determined the criteria and methods needed to ensure that both the operation and control of
these processes are effective.
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 Implemented  controls  in  order  to  ensure  the  availability  of  resources  and  information
necessary to support the operation and monitoring of these processes.

 Implemented systems intended to monitor, measure and analyze these processes.
 Provided  the  necessary  resources  to  continually  implement  actions  necessary  to  achieve

planned results and improve these processes.

Quality Management Principles

These processes are managed by Sirois Tool Co., Inc. in accordance with the requirements of
International  Standard  ISO  9001:2000  and  encompass  the  eight  “Quality  Management
Principles” (from ISO 9004:2000):

 Customer Focus  : Focusing on and satisfying the customer is the primary goal that drives
Sirois Tool  Co.,  Inc.  Sirois Tool  Co.,  Inc.  strives for 100% customer  satisfaction and is
regularly successful  in meeting customer  requirements while maintaining the profitability
goals of  Sirois Tool  Co.,  Inc.  Sirois  Tool  Co.,  Inc.  routinely conducts various staff  and
management  meetings that  focus  on the needs  of  the customer  and how to improve  the
products and services offered to the customer. These meetings are focused on understanding
current customer requirements and anticipating future needs.

 Leadership  : Management has clear purpose and provides consistent direction for Sirois Tool
Co.,  Inc.  Feedback from both the customer  and from the field is considered in providing
direction to all personnel and departments.  Sirois Tool Co.,  Inc.  holds regular production
meetings reviewing workload, critical and problem jobs, vendor issues and related corrective
action and health of Company.

 Involvement  of  People  : All  personnel  are given the opportunity  to  become involved  in
achieving  Company  objectives.  Department  Managers  strive  to  involve  all  personnel  as
needed.

 Process Approach  : Each process in the system has been developed as an activity with a
desired function, relying on specific inputs and generating specific outputs.

 System Approach to Management  : The entire operating system of Sirois Tool Co., Inc. has
been designed as a series of inter-related and inter-dependant processes.  All processes are
value-added and focused on the goals and objectives of Sirois Tool Co., Inc.

 Continual Improvement  : The culture of Sirois Tool Co., Inc. is one in which improvement
is ingrained within Sirois Tool Co., Inc. as a constant expectation. There are regular meetings
held to review jobs for “lessons learned” and identify opportunities for improvement.

 Factual Approach to Decision-making  : Management has developed appropriate sources of
information regarding significant aspects of Company operations.  Feedback is sought and
provided  through  ongoing  Management  meetings  and  through  staff  meetings  to  discuss
general business issues. All decisions are supported by this available information.

 Mutually beneficial Vendor Relationships  : One of the strengths of Sirois Tool Co., Inc. are
the relationships that we have with Subcontractors and Suppliers. The mutual goals are: jobs
completed on time, within budget and to the ultimate satisfaction of the customer. We view
the subcontractors/suppliers as integral partners in the success of Sirois Tool Co., Inc.
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5.5.2 Management Representative
The Director of Administration has been appointed the Management Representative responsible
for ensuring the quality management system is established, implemented and maintained to meet
stated quality policies and objectives, customer requirements and ISO 9001 requirements. At
scheduled meetings, the Director of Administration allocates time to discuss quality related
issues such as those related to product quality, stated policies and procedures, customer
requirements, this manual and ISO requirements.

As the appointed Management Representative, the Director of Administration has full authority
to ensure that the quality management system requirements stated within the text of this
document and support documentation are implemented and maintained to an acceptable level of
performance. 

The Director of Administration, on an ongoing basis, obtains from the Department Managers
information on the performance of the quality management system. The information is reviewed
during management and production meetings.

5.5.3 Internal Communication
The Director of Administration is the individual responsible for ensuring that issues as they pertain
to the effectiveness of the quality management system are communicated to all employees. Such
communications will be provided to the employees via postings on bulletin boards, internal memos
and during formal and informal meetings, including Weekly Production Meetings.

5.6 Management Review (ref. P560-01)

5.6.1 General

Data indicating the suitability and effectiveness of the Quality Management System is compiled
and presented by the Manager of Continuous Improvement & Quality to the Executive Team for
analysis to determine its continuing suitability, adequacy and effectiveness.  This review includes
assessing opportunities for improvement and the need for changes to the quality management
system, including the quality policy, and quality objectives.  The Executive Team reviews data
associated with the operation of Sirois Tool Co., Inc. e.g. minutes from weekly Production
Meetings.  The Management Review is held annually, typically in January. 

Records from management reviews are maintained.
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Sirois Tool Co., Inc.Page No:Procedure No:18 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALactivities. Department Managers are responsible for identifying the training needs and theeffectiveness of training activities. Training is continually provided to most employees in theform of “mentoring” or other informal training events as conditions warrant. These trainingevents are recorded using the “Training Record” for each employee. Not all training events arerecorded. The Department Manager has the authority and responsibility to record training eventsbased on the significance of the event. Additionally, Department Managers assure that theirpersonnel are aware of the importance and relevance of the activities being performed and howthose activities have an effect on product quality and quality objectives.Employees may identify training needs and opportunities for themselves. If an employee feelsthat particular training is needed, the employee may request training from the DepartmentManager. If the employee has identified outside training resources, the employee requestsauthorization for this training from the respective Department Manager. The employee shouldpresent as much information as possible about the training including marketing literature for thecourse, training outlines or a class synopsis provided by the outside source.Any employees who were performing their current duties at the time of implementation of thisQPM are presumed to have been adequately qualified for the position and to have met alltraining and qualifications required for the position at that time.6.2.2.1Evaluation of Training EffectivenessOnce a training event has taken place, the respective Department Manager administers follow-upactivities in order to determine that the training was effective. Some examples of these follow-upactivities include:Observation of the Employee performing work (most common).Monitoring of Employee performance as indicated by records and reflected in scheduledPerformance Appraisal.Employees’ self-evaluation and notification to Supervision that training was effective.Review of the evaluations recorded by the training provider.Evaluation of the training event as it is being delivered by the provider.If the review of training effectiveness leads to any further re-training, or other actions, theDepartment Manager performing the training evaluation notes this on the relevant TrainingRecord. It is the responsibility of the Department Manager to ensure that appropriate follow-upactions are completed.



Sirois Tool Co., Inc.Page No:Procedure No:19 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUAL6.3InfrastructureMaintenance is performed on process equipment to help in maintaining process capability.Records of significant repairs are maintained.The Manager of Continuous Improvement and Quality ensures that periodic quality checks arecompleted in accordance with inspection plans established prior to production runs and that theappropriate records are completed and maintained.Tooling is indexed by identification numbers and is maintained in controlled areas by allemployees. Tooling is controlled to the extent necessary to assure positive quality product.Maintenance of the building, equipment and grounds is performed, mostly by approvedSuppliers, on a scheduled preventive or as needed basis. Computers and computer network equipment is inspected and maintained on a scheduledpreventive basis or on an as needed basis internally or by approved Suppliers. Maintenance andsupport contracts are in place for all critical software.Transportation and delivery of goods is done by several methods including a van owned bySirois Tool Inc. and multiple approved Suppliers. The van is maintained on a scheduledpreventive maintenance basis or as needed.6.4Work EnvironmentSirois Tool Co., Inc. determines, provides, manages and maintains a work environment that isconducive to achieving product quality and other customer requirements. Factors such astemperature, humidity, lighting, vibration, cleanliness etc. that may affect product quality aretaken into consideration during quality planning. Work environment cleaning may be done byemployees or by approved Suppliers.



Sirois Tool Co., Inc.Page No:Procedure No:20 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUAL7.0PRODUCT REALIZATION7.1Planning of Product RealizationPreparation and planning are used to ensure that the customer’s requirements and Sirois ToolCo., Inc. objectives for quality are met. At a minimum, key functions concerning the planning forproduction will meet informally and/or at regular production meetings to define and qualify howthe requirements for quality are to be met for particular products. The Quoting and Order Entryprocess is designed to identify quality considerations and requirements by addressing thefollowing issues, as appropriate and necessary:Contract review activities prior to order acceptance.B/P and specifications are current to contractual requirements.Detailed process operation sheets are prepared, as necessary.Hidden characteristics are identified.Tool layout and fixture requirements are identified and planned for.Required programs are developed and controlled.Incoming inspection criteria is specified.Customer and process approvals are identified and obtained.Measurement capability, special gauging and special testing requirements are identifiedand provided for.Review of critical, major and key characteristics is performed.Outside services are identified and supplier approvals are obtained.Methods of inspections are reviewed as adequate for proper product verification.Part making capabilities are verified.Part history and trend data are reviewed and issues addressed.Flow-down requirements are satisfied.Equipment availability and capability are verified.Training requirements are identified and planned for.The output of the Planning process is in the form of the Traveler and Job File; either or both ofwhich may be referred to as the “Quality Plan”. “E2” is used as a means of collecting data fromjobs and using that data in the quoting of subsequent jobs. “E2” is also used to prepare anddocument quotes, Travelers and releases for Production.



Sirois Tool Co., Inc.Page No:Procedure No:21 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALProcesses affecting quality are planned and carried out under controlled conditions. TheDepartment Managers have the overall responsibility for the implementation, control andcontinuation of the established infrastructure of the production processes, while Management isresponsible for providing the resources (equipment, housing, utilities, maintenance andpreventive maintenance support services, etc) and guidance as needed. The Director ofManufacturing is responsible for verifying that the parameters identified in quality plans arecarried out and to ensure that processes are documented and controlled, as necessary. TheDirector of Manufacturing has the overall responsibility for the planning and control ofproduction processes as they affect customer orders. Production schedules and all phases ofproduction are planned/developed based on the customer needs, sales, orders and forecasts andare communicated in Production Meetings. The following activities are taken into consideration:Material resource planning.Planning and implementing new or revised processes.Compliance to standards, codes, procedures and internal quality plans.Adequacy and suitability of production for specified processes.As required, review of control plans to assure compliance to customer requirements,Company standards and documented procedures.Processes are documented to the extent necessary to ensure that they can be replicated and arecontrolled. Key parameters and product characteristics are identified in the Job Traveler. Keycharacteristics that are identified on the contract are flowed down to production, and as required,vendors. Customer blueprints that define criteria for workmanship and specifications areincluded in Sirois Tool Co., Inc.’s process documentation. Evidence of the completion ofrequired manufacturing and inspection operations are annotated on the Job Traveler, which ismaintained as a record. The E2 database also provides a record of the completion of processoperations.As appropriate, requirements for inspection and testing to be performed in order to verify thatspecified requirements for the material/products are met (and related quality records) aredocumented on the Job Traveler. The Manager of Continuous Improvement and Quality hasoverall responsibility for administering the system for ensuring adequacy of inspection andtesting.Incoming product is inspected or otherwise verified as conforming to specific requirements priorto use or processing. The verification process is documented in the Job Traveler for the productand/or related products.The amount and nature of receiving inspection are determined in the quality planning process.The Manager of Continuous Improvement and Quality may amend inspection parameters takinginto account the controls exercised over suppliers and/or subcontractors.



Sirois Tool Co., Inc.Page No:Procedure No:22 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALAll material is accounted for on the Job Travelers and in-process paperwork. Part numbers arereflected on the job travelers and splits lots are identified. Nonconforming Material Reportsidentify discrepant material.Department Managers ensure the personnel performing tasks affecting product quality are trainedin the proper methods and techniques needed to operate necessary equipment effectively.When contract, blueprint or specification requires customer approval of certain processes, SiroisTool Co., Inc. attains such approvals and complies with the requirements of said approvals.Approved sources are utilized when required.7.2Customer Related Processes (ref. P720-01)7.2.1Determination of Requirements Related to the ProductSolicitations, contracts and orders are reviewed to determine if customer requirements areadequately defined, understood and agreed to. The Director of Administration has overallresponsibility for administering the contract review process. Manufacturing provides input intothe contract review process whenever necessary to qualify the customer requirements against theproduction capabilities of Sirois Tool Co., Inc. The system for contract review is documented inthe quality system procedures.7.2.2Review of Requirements Related to the ProductBefore submission of a proposal (quote), or the acceptance of a solicitation, contract or order, theCustomer Manager performs a review in order to ensure the following:The requirements are adequately defined and documented including any statutory orregulatory requirements that may apply. Where the customer does not provide a writtenstatement of requirements, the appropriate function assures that the requirements areagreed upon and documented for acceptance.Any differences between the contract or order requirements or those in the proposal areresolved. The Customer Manager resolves differences between the customer and theaffected organization.The Customer Manager assures that Sirois Tool Co., Inc. has the capability to meet thecustomer and/or contract requirements within the stated delivery requirements.Preliminary manufacturing reviews are conducted to identify manufacturingrequirements and applicable process documentation. Where Sirois Tool Co., Inc. does nothave the capability, or changes are identified, differences are resolved between theCustomer and Management. Job Files are developed as required to address allcontractual requirements and methods by which Sirois Tool Co., Inc. intends on assuringcompliance to those requirements.Ensure that all relevant documents are current to the contractual requirements at the timeof review (and after any changes that may occur) and that the changes are flowed down



Sirois Tool Co., Inc.Page No:Procedure No:23 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALto the appropriate parties.7.2.3Customer CommunicationSirois Tool Co., Inc., to the best of its ability, maintains an effective line of communication to itscustomer base. Such communications include, but are not limited to:Information on product status.Handling of customer inquiries as they pertain to contracts, orders, amendment to ordersand handling of the same.Customer feedback, inclusive of complaints.7.3Design and DevelopmentDesign and development does not apply. Please refer to page 5 for exclusion consideration.7.4Purchasing7.4.1Purchasing Process The Director of Administration has overall responsibility for administering the purchasingsystem.The Director of Manufacturing maintains the responsibility for developing, administering andspecifying suppliers to be used.Sirois Tool Co., Inc. selects qualified suppliers and ensures that material used in manufacturingconforms to the specified requirements.  Suppliers are evaluated and selected based on theirability to meet requirements. This is primarily based on material and/or processes required bycontract. Sirois Tool Co., Inc. utilizes a systematic approach to assess, monitor and develop theperformance of suppliers based on product/material quality, delivery, and audit results. Supplierperformance is reviewed quarterly based on reports from the Purchasing Manager addressingquality and delivery. Although not typical, when a customer specifies it , Sirois Tool Co., Inc. purchases material fromthe customer’s designated supplier. Note: Sirois Tool Co., Inc. maintains responsibility for its supplier base regardless of whatcustomer approvals are granted.



Sirois Tool Co., Inc.Page No:Procedure No:24 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALThe extent of control over suppliers is based on type of product/material purchased. The following controls may be utilized:Sample lots of product for evaluation.Supplier Quality Evaluation to aid in process evaluation.On-site audits as required.Appropriate levels of Receiving Inspection.Suppliers are monitored based on performance, on a quarterly basis as noted above. Records of supplier performance are maintained.The following inputs are considered in monitoring suppliers:Receiving Inspection records.Supplier corrective action requests.Information on quality and delivery.Consistent and appropriate pricingApproved suppliers/subcontractors are placed on the Approved Supplier List which is recordedin the E-2 Data.  Suppliers who do not meet, or fails to maintain, a satisfactory performance issubject to being designated as  “ In-Active “ . In-Active is noted in the E-2 Data Base for thosesuppliers who fail to maintain satisfactory performance. The Director of Manufacturing has theauthority to declare a Supplier as In-Active” on their quality performance.When required by contract, all suppliers and subcontractors use customer-approved specialprocess sources. This is identified on the purchase order issued to the supplier.7.4.2Purchasing InformationPurchase orders and requisitions clearly and adequately describe appropriate quality relatedrequirements such as type, grade, class, description, part numbers, reference to applicabledrawings, specifications, process requirements, quality system requirements, inspection and testinstructions and other customer requirements. This includes governmental and industrystandards, requirements for approval or qualification of product and applicable codes. ThePurchasing Manager reviews all purchasing documents for production material for accuracy andcompleteness prior to release.Additionally, and as required, the purchasing information will include:Requirements for qualified personnel.Approval of process when contractually required.Requirements for the supplier to flow down to their sub-tiers any applicablerequirements.Right of entry by Sirois Tool Co., Inc. or its customers and/or regulatory organization.Notification when nonconformance is detected, either as-received or caused duringprocess.



Sirois Tool Co., Inc.Page No:Procedure No:25 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUAL7.4.3Verification of Purchased ProductPurchased materials and components are verified through Receiving Inspection. Generally,purchased product shall not be used until it has been verified to be acceptable. If product isrequired to be released prior to verification, the Manager of Continuous Improvement andQuality will ensure that such product is appropriately identified in the event that recall isrequired upon verification. Purchased tooling equipment and subcontracted services are verified.Verification methods may include source inspection of subcontractors, delegating the verificationto the subcontractor or subcontractor/material certification.When Sirois Tool Co., Inc. intends to verify product at the source, purchase orders tosubcontractors will include provisions to allow Sirois Tool Co., Inc. its customer or regulatoryagencies right of entry to any area necessary to verify the quality of subcontracted work. In thosecases where Sirois Tool Co., Inc. elects to verify purchased product at the suppliers’ premises(source inspection), Sirois Tool Co., Inc. will specify verification agreements and the method ofproduct release in purchasing documents released to the subcontractor. The Manager ofContinuous Improvement and Quality assumes responsibility for this control.Where specified by contract, Sirois Tool Co., Inc.’s customer (or the designated customerrepresentative) is granted the right to verify subcontracted/purchased product compliance onSirois Tool Co., Inc.’s premises or supplier’s premises. Any such verification activity will becoordinated with a notification to Sirois Tool Co., Inc. Verification by the customer does notclear Sirois Tool Co., Inc.’s responsibility in assuring and providing product acceptable to thecustomers.In the event that Sirois Tool Co., Inc. delegates the quality verification responsibility to a subcontactor, the verification criteria and methods to be used are identified on the purchase order oron accompanying documentation.All incoming material from subcontractors and/or suppliers is subject to a Receiving Inspection.Incoming product is inspected or otherwise verified as conforming to specified requirementsprior to use or processing. The verification process is recorded in the Job File (and/or relateddocuments) for the product.The amount and nature of receiving inspection is determined in the quality planning process.Sirois Tool Co., Inc. may amend inspection parameters taking into account the control exercisedover suppliers and /or subcontractors in accordance with documented operating procedures.Purchased material is segregated in a designated area until receiving inspection has beencompleted or it has been otherwise verified as conforming to specified requirements. Anydiscrepant material is identified and segregated to prevent nonconforming material from beingused in production. Receiving reports, material certifications and Nonconforming MaterialReports are maintained as quality records.When outside testing is performed on material and test results/certifications are used as a means



Sirois Tool Co., Inc.Page No:Procedure No:26 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALof verifying material acceptance, the type, manner and methods of testing is recorded indocumentation to the subcontractor.7.5Production 7.5.1Control of Production Sirois Tool Co., Inc. maintains production under controlled conditions including, but notnecessarily limited to, those below.The establishment of process controls and the development of the Job Traveler where thecustomer has identified key characteristics.Availability of detailed work instructions or other process descriptions.Availability and use of proper equipment.Availability and use of inspection and test equipment.Implementation of release, delivery and post-delivery activities.Implementation of appropriate monitoring and measurement activities.Manufacturing and inspection operations are carried out in accordance with approved data. Thedata shall include, as necessary, drawings, tooling, process flow, inspection operations, JobTraveler, methods of inspection, inspection records and NC programs.Only those individuals authorized to do so can approve changes to production processes. Asmandated by customer contract or regulatory requirements, any changes requiring approval bythe customer or regulatory agency are attained. All changes are documented and procedurallycontrolled. Any changes that could affect product or process quality are fully assessed to identifyadverse affects.All equipment, tools and NC programs, as applicable, which affect product quality, are validatedprior to production use by a first article inspection. As needed to assure continual productquality, production equipment, tools and programs will be periodically inspected to documentedrequirements. Additionally, tooling and equipment held in storage is periodically checked forpreservation and condition.Any operation (or portion thereof) that is temporarily transferred to a location outside of SiroisTool Co., Inc. shall have the process fully defined to the vendor and the quality of the workperformed is to be fully validated.



Sirois Tool Co., Inc.Page No:Procedure No:27 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUAL7.5.2Validation of Processes for ProductionWhere results of processes cannot be fully verified by either subsequent inspection or testing ofthe product and where, for example, processing deficiencies may become apparent only after theproduct is in use, the process is considered “special”. Special processes include, but are notnecessarily limited to, welding, coating application, NDT’s, heat treatment, special cleaning, etc.Such special processes are carried out by qualified operators, or, as applicable, qualified vendors.When a special process is not covered by an existing standard, the method used is clearlydefined, documented and, where necessary, approved by the customer. Training qualificationrecords are maintained as evidence of Operator’s competence in performing the process. SiroisTool Co., Inc. has defined arrangements for these processes that include the following, asapplicable:a)Defined criteria for review and approval of the processes including qualification andapproval of special processes.b)approval of equipment and qualification of personnel.c)Use of specific methods and procedures to and for the control of significantoperations and the parameters thereof for all special processes.d)Requirements for records.e)Re-validation.7.5.3Identification and TraceabilitySirois Tool Co., Inc. maintains a system for product identification, traceability of product andconfiguration of product from receipt and during all stages of production and delivery.Manufacturing has overall responsibility for administering the system for product identificationand traceability.The extent of control over identification and traceability is extended from raw materials, throughprocessing and finished products. Sirois Tool Co., Inc. maintains a system for identifying andtracing material released to production prior to inspection. The followingforms/reports/references are utilized to establish unique product identification, maintaintraceability and provide quality records:Lot number.Part number.Serial number.Heat code/Suffix number.Shop order number.Job Traveler.Nonconforming Material Report.Identification tags.



Sirois Tool Co., Inc.Page No:Procedure No:28 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALTraceability is in accordance with customer-specified requirements. All material is referenced bypart number and is annotated on the Traveler. “E2”and the Job Card provide a history of theprocess and are maintained as quality records.As contractually required (and/or mandated by regulations) the Sirois Tool Co., Inc. systemallows for, and provides, a system for the following contingencies:Maintaining identification throughout the product’s life cycle.Traceability of all products manufactured from batch of material, including thosedelivered and those scrapped.Traceability of details held by higher assembly.Records showing the sequential processing, assembly and inspection of a product.Inspection and test records are maintained to substantiate that product has been inspected and/ortested, the results are recorded, and provide evidence that released product conforms to specifiedrequirements. Records indicate the inspection authority responsible for the release of the product.When product/parts fail to pass inspection and test requirements, the parts are segregated andcontrolled in accordance with appropriate procedures for nonconforming product.The Manager of Continuous Improvement and Quality is responsible for the maintenance of allinspection and test records and for the overall control of the Sirois Tool Co., Inc. inspectionprocess.The inspection and test status of parts/product during the production of Sirois Tool Co., Inc. isidentified to assure that only product that has passed inspection is used, forwarded to the nextprocess step, or shipped. The Manager of Continuous Improvement and Quality has overallresponsibility for administering the system for inspection and test status. Identification ofproduct inspection and test status is documented on Inspection Reports/Logs, status stamp/tagsand Nonconforming Material Reports. The Lead man is responsible for the in-process status ofparts in production. Operators are responsible for the status of jobs which they are currentlyworking on or jobs to which they have been assigned.7.5.4Customer PropertyProduct or material (including tooling or packaging) supplied to Sirois Tool Co., Inc. bycustomers for subsequent incorporation into products or supplies are verified, stored andmaintained to ensure compliance to applicable requirements and to protect against loss ordeterioration. This includes materials used in the manufacturing process, materials incorporatedinto the final product, tooling and returnable packaging. The Manager of ContinuousImprovement and Quality has overall responsibility for administering the system for control ofcustomer-supplied property.



Sirois Tool Co., Inc.Page No:Procedure No:29 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALCustomer-supplied product is verified and controlled in the same manner as company-ownedproduct except as otherwise specified by contract requirements. Customer supplied raw materialis identified by the applicable Job Number. If customer-supplied product is discovered damagedor out of stated tolerance, the customer is notified immediately.In the event that customer supplied-product becomes lost, damaged or deteriorates to becomeunsuitable for use, Sirois Tool Co., Inc. will notify the customer of the condition. A CorrectiveAction Request is initiated and corrective action investigation is performed in accordance withdocumented procedures. A record of the corrective action and of customer notification will bemaintained to document the incident.7.5.5Preservation of ProductMaterial handling practices provide methods of handling parts in process in order to preventdamage or deterioration. The practices address handling throughout the facility.Product is stored in designated areas to prevent damage or deterioration pending use or delivery.Different storage areas are maintained with respect to the type of material being stored in thearea. Most raw material is purchased to a particular job and is identified with a Job Number.Material maintained in stock is labeled accordingly. The receipt and dispatch of the product toand from these storage areas are controlled by the use of the Traveler. The condition of product isassessed prior to placement in storage and prior to issue from stock.Packaging instructions, specifications and labeling requirements are identified by contract, whenrequired, and identified on the proper in-process paperwork. When no packaging and labelingrequirements are identified, standard best practices prevail.Product handling and storage practices are designed to preserve and maintain appropriatepreservation of product at all times. Where required, shelf life control is documented andobserved. Records are maintained.7.6Control and Monitoring of Measuring Devices (ref. P760-01)The Manager of Continuous Improvement and Quality has overall responsibility foradministering the system for the control of inspection measuring and test equipment. The systemis documented in an operating procedure and the “Gage In Site” database.Inspection, measuring and test equipment includes all types of devices used internally at SiroisTool Co., Inc. to verify materials, products, processes or other inspection and test hardware, testsoftware and employee owned measuring devices used to measure product for final acceptance.



Sirois Tool Co., Inc.Page No:Procedure No:30 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALInspection, measuring and test equipment used in development and production of product atSirois Tool Co., Inc. is controlled, calibrated and maintained to provide confidence in decisionsor actions based on the measurement and test data. The system includes maintaining a databaseof all inspection, measuring, and test equipment used to demonstrate conformance to specifiedrequirements. It also includes, where appropriate, control of manufacturing fixtures, processinstrumentation, software and other devices that can affect the specified product characteristics.All newly released capital equipment used for inspection, measuring and testing is included onthe calibration database, with calibration frequencies and device identification noted. Calibrationstandards and records are established and maintained. Newly released equipment is labeled withcalibration stickers noting the ID number and the date of next calibration.Technical data pertaining to measuring equipment, such as Certificates of Compliance or NISTstandards, is recorded and maintained by the Manager of Continuous Improvement and Quality.Such data is made available to customers or their representatives, when it is a specificrequirement, to verify the integrity of the measuring equipment.Training is administered and documented to ensure personnel are adequately qualified on theoperation of the measuring and test equipment utilized in their job.All product dimensions are identified by customer requirements and/or Sirois Tool Co., Inc.standards and verified by the use of appropriate equipment adequate to meet or exceed requireddimensions. The Manager of Continuous Improvement and Quality has the authority to identifyand specify inspection, measuring and test equipment capable of the required accuracy.All equipment is calibrated at prescribed intervals, which is determined by the type of gage,frequency and type, use, past experience and manufacturer’s recommendations. Equipment isidentified with labels to indicate the integrity of the calibration status and the label is sealed toprotect its integrity. Personnel are appropriately qualified and trained in the operation, handling,preservation and appropriate storage of measuring and test equipment to maintain the accuracyand fitness for use.



Sirois Tool Co., Inc.Page No:Procedure No:31 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALAll inspection measuring, and test equipment used to measure and test for accuracy to stateddimensions are identified on the “Gage In Site” database which is maintained by the Manager ofContinuous Improvement and Quality. The following information is contained in the “Gage InSite” database:Identification number.Description.Type of device.Calibration frequency.Date of last calibration.Calibration source, as applicable (In-house or contracted service)Date due for next service.Status (Pass/Fail)The Manager of Continuous Improvement and Quality ensures that measuring devices having aknown relationship to Nationally or Internationally recognized standards are used for all devicecalibration and/or verification. Where no such standard exists, manufacturer recommendedstandards or customer requirements prevail.Calibration of inspection, measuring and test equipment may be done in-house by the Managerof Continuous Improvement and Quality or performed by approved outside calibration sources.When performed by outside sources, the sources are maintained on the Approved Supplier Listand provide appropriate calibration records that are maintained on file by the Manager ofContinuous Improvement and Quality.The calibration process is defined and documented in the Control of Monitoring and MeasuringDevices procedure. As required, calibrated devices are positively identified by labels/stickersaffixed to the devices that contain the identification number, date calibrated and due date of nextcalibration.Inspection, measuring and test equipment is calibrated in a suitable environment identified bymanufacturer’s specification and/or by NIST standards for the particular device.The Manager of Continuous Improvement and Quality maintains calibration records ofmeasuring and test equipment. The “Gage In Site” database includes device calibration andrepair history as well as records of corrective actions taken when a device is determined to beout-of-tolerance.



Sirois Tool Co., Inc.Page No:Procedure No:32 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUAL8.0Measurement, Analysis and Improvement8.1GeneralProduct is verified in order to ensure that specified requirements for the material/products aremet. Inspection and testing requirements, and related quality records, are determined in thequality planning process and documented on the Traveler and/or other detailed documentsrelated to the process and product. The Manager of Continuous Improvement and Quality hasoverall responsibility for administering the system for ensuring adequacy of inspection andtesting.Statistical methods are developed and identified by the Quality Department in response to thecustomer requirements. The need for statistical tools and the selection of appropriate statisticaltechniques will be determined during the contract review, production planning and qualityplanning processes. The results of these reviews are documented on the Traveler, customerblueprints, Operation Sheets and other appropriate documentation. After a need is established,training is given to individuals that require the training. The application and focus of statisticaltools may be modified periodically over the life of a product or process based on need,effectiveness or changing condition.8.2Monitoring and Measurement8.2.1Customer SatisfactionSirois Tool Co., Inc. monitors information relating to customer perception as to whether we havemet customer requirements as one of the measurements of performance of the qualitymanagement system. The methods for obtaining and using this information are as determinedand directed by the Executive Team. This is primarily done through direct customer contactbefore, during and after production. Ongoing meetings are conducted with the ManagementTeam and employees in order to ensure that customer satisfaction and customer perception of thequality of the product are at the highest level. Management reviews are held to measure theeffectiveness of the processes in providing product which meets Customer requirements and toidentify opportunities for improvement. Customer and company opportunities for improvementare identified and work completed with customer satisfaction as the primary goal. A product thatis free of Customer-generated complaints or returns is the ultimate goal.Customer satisfaction is monitored through continual evaluation of performance of therealization processes. Performance indicators are based on objective data and include, but are notlimited to:Delivered part quality performance.Customer disruptions including field returns.Delivery schedule performance (including incidents of premium freight).Customer notifications related to quality or delivery issues.Sirois Tool Co., Inc. monitors the performance of manufacturing processes to demonstratecompliance with customer requirements for product quality and efficiency of the process.



Sirois Tool Co., Inc.Page No:Procedure No:33 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALCustomers are contacted informally by Sales, constantly seeking feedback and data used forimprovement. There are informal conversations as well as pre-arranged, formal on-site meetingswith customers. The output of the meetings and the customer communication is usually in theform of recording notes of verbal conversations, maintaining a record of emails, “or in theminutes of the weekly management review/production meeting.”The feedback data is reviewed with appropriate departments and individuals.Management also measures internal improvements which are intended to improve performanceto the customer. The effectiveness of measures implemented is evaluated as part of theManagement Review process.8.2.2Internal Audit (ref. P822-01)Sirois Tool Co., Inc. conducts internal audits of the quality management system and proceduresperiodically in order to ensure compliance with procedures and to evaluate system effectiveness.The Manager of Continuous Improvement and Quality has overall responsibility foradministering the system for internal quality audits. The Internal Audit System is defined in theQuality System procedures.All operating procedures and the entire Quality Management System are audited at least onceannually to review the effectiveness of the system and the related procedures. The Manager ofContinuous Improvement and Quality develops an audit plan and implements the plan with theassistance of the internal audit team. Qualified personnel who are not directly responsible for theactivity being audited perform audits. The audits may be performed by qualified contractedsuppliers  The audit findings are brought to the attention of the personnel having responsibilityfor the area audited. Results are recorded and forwarded to the Manager of ContinuousImprovement and Quality for analysis and to generate corrective actions when required.Managers responsible for the area audited are required to make timely corrective action for anydeficiencies found during the audit. The Director of Administration ensures adequate correctiveactions are implemented and verified through review of the Audit Reports, which includecorrective action plans and follow-up audit activity. Reviews of internal audits are an integralpart of Management Reviews.



Sirois Tool Co., Inc.Page No:Procedure No:34 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUAL8.2.3Monitoring and Measurement of ProcessThe Company applies suitable methods for monitoring and, where applicable, measurement ofthe quality management system processes. These methods demonstrate the ability of theprocesses to achieve planned results. When planned results are not achieved, corrective actionsare taken, as appropriate.The primary measures of Company performance are based on financial results. The ExecutiveTeam continually monitors certain financial metrics as indicators of overall problems with themanagement system. Analysis tools are applied and actions taken when these metrics indicatethat performance objectives are not being met, Also, constant evaluation of the managementprocesses takes place through implementation of the Internal Audit program. Any managementprocess deficiencies uncovered through Internal Audits are investigated and corrected inaccordance with the applicable quality system procedures.Monitoring internal rejects, customer returns and product rework focuses effort on reviewing theproduction process. Meetings are held to discuss various processing problems. Employee input isalso used to help solve production issues. The output of these meetings may be recorded andused as an indicator of process issues. When they indicate an opportunity for improvement, theissues are investigated. In addition to the formal monitoring of the production process there isinformal monitoring by Supervision and by employees. Management has fostered a culturewhere all employees are empowered to review the process and to stop the process when they seeopportunities for improvement.In the event of process nonconformity, the appropriate Company personnel:Take appropriate action to correct the nonconforming process.Evaluate whether the process nonconformity has resulted in product nonconformity.Identify and control the nonconforming product in accordance with established procedures.8.2.4Monitoring and Measurement of ProductManufacturing processes are monitored and products are inspected/tested at selected points whilein process to ensure product compliance to specified requirements. The criteria foracceptance/rejection are identified on customer blueprints, the Job Traveler and/or operationsheets. Operators are responsible for verifying that previous operations have been satisfactorycompleted before proceeding to subsequent operations The inspection intervals as identified onthe Job Traveler are verified by the Manager of Continuous Improvement and Quality. TheManager of Continuous Improvement and Quality verifies that inspections identified on theTraveler or accompanying documents have been completed as planned.



Sirois Tool Co., Inc.Page No:Procedure No:35 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALProduct is held at control points until the required product inspection and test have beencompleted or necessary reports have been received and verified. As indicated on the JobTraveler, or as specified by the Manager of Continuous Improvement and Quality and/orProduction Supervision, First Piece Inspection is used at the start of new production to qualifythe process. The operators submit a sample piece for verification of setup. Further processingwill cease until approval of first piece. Should a subsequent change be made to the process, thefirst piece inspection is rendered invalid and a new first piece inspection is required.Operators do not accept material without the proper sign-off from the previous step in theproduction process. All operations and inspection must be verified on the Traveler. All inspectionrecords are maintained by the Manager of Continuous Improvement and Quality as qualityrecords.As applicable, Final inspection and testing are performed on finished products to ensurespecified product quality requirements are met.Finished product is not released until all required inspections and tests have been carried out,results meet specified requirements and associated quality data/records are available andapproved. This may include customer source inspection/verification.As appropriate and required, the Manager of Continuous Improvement and Quality determinesthe Inspection and test records to be maintained to substantiate that product has been inspected/ortested, the results are recorded and provide evidence that released product conforms to specifiedrequirements. Records indicate the inspection authority responsible for the release of the product.When product fails to pass inspection and test requirements, the parts are segregated andcontrolled in accordance with appropriate procedures for nonconforming product. The Managerof Continuous Improvement and Quality is responsible for the maintenance of all inspection andtest records for the overall control of the Sirois Tool Co., Inc. inspection process.8.3Control of Nonconforming Product (ref. P830-01)Product that does not conform to specified requirements is identified and controlled to ensurethat it is prevented from unintended use. This includes nonconforming product returned from aCustomer. The Manager of Continuous Improvement and Quality has overall responsibility forthe system for control of nonconforming product. The system and procedures for identification,documentation, evaluation, segregation, disposition and for notification of the functionsconcerned are documented in the Quality System procedures. The Manager of ContinuousImprovement and Quality notifies all parties requiring notification in the event of a productnonconformance. This may include internal departments, Customers, Customer’s representativesand government or regulatory agencies.Nonconforming, or suspect materials, are identified and brought to the attention of the Managerof Continuous Improvement and Quality. Nonconforming material is segregated in a designated



Sirois Tool Co., Inc.Page No:Procedure No:36 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALarea to prevent unauthorized use, shipment, or mixing with conforming material. Incomingnonconforming material is segregated in Receiving pending return to the supplier. Whennecessary, a corrective action request is generated for remedial action by the supplier. Thecorrective action request may be used to evaluate the supplier for use of future orders. The E2database is used to collect information related to nonconforming product.In-process nonconformance data is monitored and is used as the first indicator of nonconformingproduct.The Executive Team is the authority responsible for reviewing/determining disposition ofnonconforming product. Generally the disposition status is one of the following:Use as is.Return to Vendor.Rework.Screen ProductRepair (approved by customer).Scrap.Product requiring repair/rework is documented, routed, processed and re-inspected in accordancewith approved detailed instructions.Typically re-grading of material is not done at Sirois Tool Co., Inc.All product designated as Scrap is permanently defaced and segregated to prevent use in finishedproduct.Sirois Tool Co., Inc. coordinates the timely reporting to customers of system nonconformancethat may have affected product already delivered. The Manager of Continuous Improvement andQuality is responsible for this process.8.4Analysis of DataSirois Tool Co., Inc. determines, collects and analyzes appropriate data, using the E2 database, todetermine the suitability and effectiveness of the quality management system and to identifyimprovements that can be made. The data collected and analyzed by Sirois Tool Co., Inc. are:Customer satisfaction/dissatisfaction.Conformity to product requirements.Characteristics of trends of processes and products including opportunities for preventiveactions.Supplier performance.8.5Improvement8.5.1Continual Improvement



Sirois Tool Co., Inc.Page No:Procedure No:37 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALSirois Tool Co., Inc. continually improves the effectiveness of the quality management systemthrough the use of the quality policy, quality objectives, audit results, analysis of data, correctiveand preventive actions and management review.There are documented procedures for both Corrective Actions and Preventive Actions.Manufacturing process improvement continually focuses upon control and reduction of variationin product characteristics and manufacturing process parameters. Controlled characteristics aredocumented in the Job Traveler.Continual improvement is implemented once manufacturing processes are capable and stable, orproduct characteristics are predictable and meet customer requirements.8.5.2Corrective Action (ref. P852-01)A disciplined and systematic approach to corrective action is used to eliminate causes of actualnonconformities relating to product, process and the quality management system.Nonconformities are prioritized and action is taken appropriate to the magnitude of the problemand the associated risks and cost.The Manager of Continuous Improvement and Quality has overall responsibility foradministering the system for corrective action and documents and records changes todocumented procedures resulting from corrective actions.Sirois Tool Co., Inc. maintains a documented feedback system that relies on the followingcomponents:Investigation of cause of internal nonconformance.Corrective action investigation is initiated by the Director of Administration or the Manager ofContinuous Improvement and Quality when significant failures occur internally relating to theproduct, process or the quality management system. The investigation focuses on identificationof the root cause of the nonconformity. Corrective actions are reported as part of theManagement Review process and are used to analyze trends for preventive action and implementresulting changes in process or procedure.



Sirois Tool Co., Inc.Page No:Procedure No:38 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUALEffective handling of customer complaints and reports of nonconformance.Since complaints and reports may come from multiple sources and entry points into Sirois ToolCo., Inc., procedures direct that the documentation is forwarded to the Manager of ContinuousImprovement and Quality to record the data and forward to the appropriate personnel forpreliminary review of the complaint/nonconformance. The Manager of Continuous Improvementand Quality determines the action required and the assignment of responsibility. If anonconformance is determined to be caused by a Sirois Tool Co., Inc. supplier, the correctiveaction requirements are flowed down to the supplier for root cause and corrective action.The nature and resolution of customer complaints are reported to the Management at formalManagement Reviews and at regular Production Meetings, when appropriate.Investigation of supplier conformities.Supplier corrective action is initiated through the Manager of Continuous Improvement andQuality and a corrective action request is generated to document the corrective action response ofthe supplier. Supplier audits are performed whenever applicable.Internal audit process.Internal audits are utilized as the primary feedback system to verify that corrective actions inresponse to customer complaints, nonconforming product issues and supplier nonconformancehave been implemented and are effective. Internal audits are performed on a regular basis tomonitor the quality system, in response to problems or failures in any of the internal processes orin response to customer complaints.The documented feedback system at Sirois Tool Co., Inc. encompasses all of the above topromote early warning of quality system problems. The Manager of Continuous Improvementand Quality assumes responsibility for documenting nonconformities and initiating follow-upactions. Corrective action data is accumulated, analyzed and presented at Management ReviewMeetings for implementation of appropriate preventive action.



Sirois Tool Co., Inc.Page No:Procedure No:39 of 39QPMEffective Date:Revision Letter:12/03/07             GSubject:QUALITY POLICY MANUAL8.5.3Preventive Action (ref. P852-01)Responsibilities for Preventive Action have been established. The process for addressingpreventive actions includes, but is not limited to:Effective prevention of customer complaints and re-occurrence of nonconformities.Analysis of on-going quality data related to previous product, process and quality systemproblems and determination of the preventive action needed to eliminate future occurrences.Recording the results of any preventive actions implemented.The application of controls to ensure that preventive action is taken and is effective.The Manager of Continuous Improvement and Quality is responsible to review relevantinformation, identify potential problem areas, pursue possible solutions to these potentialproblems and report at the Management Review Meetings the actions taken, or recommended, toavert potential risks to product quality or system failure.It is the responsibility of the Executive Team to participate in the Management Review processand direct the Manager of Continuous Improvement and Quality to pursue appropriate solutions.It is the responsibility of all employees to respond to preventive actions and to serve onCorrective Action Teams whenever necessary.


