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1.0 Purpose

1.1
To establish a procedure for the control and disposition of nonconforming products and materials, to prevent unintentional use or shipment.
2.0 Scope
2.1 This procedure applies to all nonconforming products and materials detected within Sample Company, whether obtained from vendors, produced in-house, or in company stock.

This procedure applies to all employees.
3.0 Responsibility and Authority
3.1
The Quality Manager has responsibility and authority to ensure this procedure is followed.  He may delegate tasks to qualified personnel as needed.  All employees are responsible for knowing and following this procedure.

4.0 Procedure
4.1 Nonconforming product detected at Sample Company
4.1.1 Nonconforming product can be detected in many ways, by any person, at any time.  
4.1.2 When nonconforming material is detected, it is immediately removed from the normal process flow and one of the following people is notified:  The President, Quality Manager, or Sales Manager.

4.1.3 The product or material is removed from the normal process flow by being placed on the designated “hold shelf”.  (Note- you may wish to lock up your nonconforming material to prevent unintended use.)

4.1.4 Nonconforming material is identified with a HOLD tag, which is filled out and attached to the affected item(s).  The HOLD tag contains part number, quantity, description, reason for being on hold, name of the person who detected the problem, and the date.  

4.1.5 Disposition of nonconforming products can be determined by any of the above 3 listed people.  The Quality Manager will periodically go thru all the items on the hold shelf to dispose of the products.  No nonconforming material shall be removed from the hold shelf except by the Quality Manager, the President, and the Sales Manager.
4.1.6 After parts are properly disposed of, the disposition is noted on the HOLD tag.  Completed HOLD tags are given to the Quality Manager and kept on file to assist with measurements of quality objectives.

4.1.7 Depending on the source of the nonconforming materials, it may be necessary to notify the Accounting department of a product’s disposal, for example if the part is returned to a vendor for credit.  

4.1.8 Also depending on the nature of the nonconformance, it may be necessary to generate a Corrective Action Request, and possibly a notation in the Vendor Tracking Log.

4.2 Nonconforming product detected after delivery or use.

4.2 1
When nonconforming product is detected after delivery or use, corrective action is taken appropriate to the nonconformance.  Appropriate action may be in the form of parts and/or information sent to customers, a recall of the product, or other action deemed necessary by top management to correct the nonconformance and prevent its recurrance.

5.0 Related and Support Documentation
Hold tags
6.0 Revision History
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Thank you for downloading this sample procedure applicable to control of a non-conforming product.   The COMPLETE ISO TEMPLATES BUNDLE includes:





28 Separate Quality Manual Page Templates 


9 Sample Forms


1 Process Chart  (MS Excel) 


12 Procedures 


Common Questions 


Helpful Tips





To purchase the entire Template Bundle control-click on the following link:





� HYPERLINK "http://iso-quality-manual.com/eN-purchase-iso-resources.html" ��ISO-Quality-Manual.com�





Good luck on your certification!





Tim and Quintin
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