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All controlled documents/procedures issued by FARO Services will be confirmed and approved by the Quality Assurance Department prior to disbursement.  QA signature and date on the documents/procedures will acknowledge receipt and acceptance of the forms.

These procedures, documents, amendments and attachments may be duplicated for use in the assembly area or general warehouse use.

A working copy of all SOP’s will be kept on site in the appropriate departments.  An original approved copy will be kept in the QA Department.

As new documents are amended or issued, it will be the responsibility of both the Department Manager and the Quality Assurance Director to conduct training to ensure proper procedures are followed.  This is especially true for new quality variances, assembly instructions, and pallet patterns.  The training will be documented and kept on file in the appropriate department.

All records are identified and stored in a suitable environment to minimize deterioration.  All records are retained for a minimum of 5 years.  Financial documents, along with other sensitive material will be stored in a locked area.  The Department Manager, QA Manager and Facility Manager will have access to the secured area.

Customer needs/requirements supersede general procedures listed above.

An annual review of printed materials will be conducted to purge any old, obsolete printed materials.  This will be a yearly review.

 




