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Quality Planning 

 

1. PURPOSE 

To establish a consistent process for planning the production of customer orders. 

Note: This operating procedure supersedes and replaces OP-710-01. 

 
 

 

 

2. RESPONSIBILITY 

The table below identifies QNP personnel and their responsibility relating to this procedure: 

Person Responsibility 

Engineering Personnel 

Plan the production of a customer order. 

Assemble the documents that make up a quality plan used in the 
production of a customer order. 

Customer Service 
Personnel Contact customers for information as required. 

Department Supervisors 
and QNP Personnel 

Apply skills, knowledge, and training to advise engineering personnel 
in the planning of customer orders as appropriate. 
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3. APPLICABLE FORMS OR REFERENCES 

The table below identifies the code number and title of documents and references applicable to this 
procedure; 

Code Number Title 

AS9100 Quality Management Systems - Requirements for Aviation, Space 
and Defense Organizations 

OP-82-01 Review of Contract Requirements 

WI-86-01 Quality Plan Inspection 

FM-81-01 Shop Order Envelope (Quality Plan) 

FM-81-02 Job Tracking Record 

FM-82-01 QNP Quote 

FM-82-02 Verbal Customer Purchase Order 

FM-86-01 Production Inspection Report 

N/A Price Card / Shop Order database 
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4. - Creating a New Quality Plan 

Quality Plans (Shop Orders) are made by creating a record in QNP’s FileMaker Shop Order 
database, entering the appropriate information, and then printing the record on a 7” x 10” envelope. 

A quality planning engineer can create a record in the Shop Order database by choosing from one of 
three scripts. 

Reference the table below to determine the appropriate FileMaker script to run when creating a shop 
order. (Accessible as buttons in the Pricecards database) 
 
 

Function/Script Description 

Make an As Before or 
Change Shop Order 

Generates a record within the shop order database that maintains a 
link to the original part record in the Price Cards database. 
 
Data from this new shop order record will over-write most of the 
information in the part’s Price Card record when the shop order record 
is committed.  
 
This script should be used when a previously made part is re-ordered 
(with or without a revision change) 
 
The details and history of the previous production runs for this part will 
remain unchanged in the Closed Job Tracking database. 

Make a Repeat Card 
Shop Order 

Generates a record in the shop order database that duplicates the 
information from a Price Card part record - but does NOT retain a link 
to the original price card record. 
 
This will create a NEW part record in the Price Card database when 
the shop order record is committed. 
 
This script should be used when an engineer wishes to use the 
production plan for an existing part as a starting template for the 
production of a new part - but does NOT want to overwrite the 
information in the original part. 

Create a New Shop 
Order Record 

Generates a new record within the shop order database with NO pre-
filled information. 
 
This script should be used when an engineer wishes to start from 
scratch in generating a production plan for a customer order. 
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5. Risk Management 

 
Quality planning engineers should consider and account for the risks associated with an order as it is 
being processed. Special or unusual risks or requirements should be identified on or in the Shop 
Order, FM-81-01, or on the Inspection Plan Report, FM-86-01. 
 
Note: the quality planning engineer should consider risks in the context of both Contract Acceptance: 
Ref OP-82-01, and the production of the part. 
 
Reference the table below for the most common types of risk associated with customer orders. 

 

Category Risk Quality Planning Responsibilities 

On Time 
Delivery  

Customer could receive 
parts later than they 
want/need. 

Quality planning personnel should maintain an 
awareness of trends in on time delivery. (Current data 
is available to view with the Shop Order database and 
on posted goal boards.) 
 
If there is a high probability that an order will not meet a 
customer’s dock date requirements, consider if the 
order should be expedited in some way (i.e. Quick 
Ship), or if a new dock date should be negotiated with 
the customer. 

Quality 

Non-conforming parts or a 
poorly designed production 
plan could cause an 
internally detected 
escape/rerun or generate 
excessive scrap or waste. 

Quality planning personnel should maintain an 
awareness of trends in escapes and quality issues. 
(Current data is available to view with the Shop Order 
database and on posted goal boards.) 
 
If there is a stage in production where an order has an 
unreasonably high chance of developing a quality 
issue, consider what actions could be taken to mitigate 
that issue.  Consult with department heads or process 
owners as appropriate to develop a mitigation plan. 

Customer 
Satisfaction 

Non-conforming parts 
could result in a customer 
complaint. 
 
Additional requirements 
flowed down by the 
customer may not be met. 

Customer purchase orders and related documentation 
should be reviewed carefully to determine that all 
quality requirements can be met. Highlight or document 
those requirements in a conspicuous way that will 
ensure the proper personnel are aware of their 
responsibilities. 
 
Any special or unusual requirements that require 
clarification or additional negotiations with the customer 
should be resolved before final acceptance of the order. 
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6. Typical Quality Plan (Shop Order) Format 

 
Below is an example of a standard shop order used at QNP. Formatting may vary by job type. 
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 Title Notes 

A Shop Order 
Number The unique identifying serial number assigned to every production order. 

B 
Customer Name 
and Customer ID 
Number 

The Shop Order database looks up the Customer Name and other 
customer related information when a unique Customer ID number is 
entered. 

C Shipping Address 

This information will pass through Job Tracking database and then the 
Packing Slip database when parts are ready to ship.  The information 
entered here will ultimately to entered into the UPS/FedEx or other 
carrier’s software to determine where parts will go. 

D 
Customer 
Purchase Order 
Number 

For customers who do not issue purchase orders, reference information 
like the buyer’s name or initials, the date of the order, and/or the means 
by which they placed the order, i.e. 
 

Verbal - Bob S. - 2/13/18 
Email - Bob Smith - 2/13/18 

E Print Job Type 
Description 

This information appears on the top of the shop order and helps route 
the order to the proper staging areas of the factory. 

F AS Before/Change 
or New 

Typically determined by reviewing the revision level of the current order 
and the blueprint.  

AB  (As Before): the part artwork is exactly the same as it was from the 
previous order and the film/negative on file can be used “as is”. 

Change: The part was run before, but the artwork requirements do not 
match the previous order. The order must be routed through the art 
department to be updated. Any films/negatives from previous orders are 
no longer useful. 
 
Typically the result of a customer updating the revision of a blueprint. 

New - The part has never been run before. The order must be routed 
through the art department for a new art file to be created. 

AB - Fix: The requirements for the part’s artwork are the same as the 
previous run, however the art setup requires corrections or changes.  
The order should be routed through the art department. 

AB- Check: The requirements for the part’s artwork are the same as the 
previous run, but the film/negative/file should be carefully reviewed for 
quality and/or accuracy. 

G Certification 
Requirement 

Below is a list of the most commonly used Certification Requirement 
choices. (Available through a drop down menu) 

No - The customer does not require any certifications 
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Reg - The packing slip database will automatically generate a generic 
cert when the packing slip is created 

Special - The customer requires a custom made cert, typically specifying 
additional information like the material lots used, or the expiration date 
of adhesive. 

FAIR - The customer requires a full First Article Inspection Report, 
typically in accordance with AS9102 and/or additional customer 
requirements 

H Quality Tier 

A code that provides a general outline of the risks and special customer 
requirements for this order.   
 
Typically, an individual order has the same Quality Tier as the customer, 
but it can be modified to account for any special risks associated with 
the particular part. 
 
Clicking on Quality Tier will launch a Pop Over window that provides a 
guide to all the available codes. 

I As Before Order 
Number 

The shop order number used the last time parts were run.   
 
This area is left blank on new orders 

J Print By Date 
The target date for the print operation to be completed.  Typically auto-
calculated when the Ship Date (Item K) is entered, but can be modified 
as necessary. 

K Ship Date 

The target date for getting parts ready to ship. Typically the Ship Date is 
determined by giving it the best date available per our current schedule, 
or by working backwards from the customer’s requested dock date.  
 
Although this field can accept multiple lines of text, the first word must 
be formatted as a date for the database to understand when the first 
release is scheduled to ship. 
 
May include additional information to outline a schedule of releases. 
 
May also include the modifiers listed below: 

Quick Ship - When this term appears in the Ship Date field, the order is 
given a higher priority over any non-Quick Ship order. 

Ship from Stock - This indicates that parts from a previous run may be 
available. If the available parts will satisfy the customer’s requirements, 
new parts will not need to be produced.  
 
Be sure to carry over any required quality data from the previous order 
as a reference for the inspection department. 
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L Dock Date 

The date the customer wants to receive parts at their location.  
 
Ideally should be based on the Ship Date (Item K) plus the estimated 
ship time. 

M Quantity The number of parts to be produced. 

N Quantity Modifier 

The inspection/shipping department uses this information to determine 
they quantity of parts that are allowed to ship 

Exact: The customer will only accept (and pay for) the exact quantity 
listed on the shop order (M) 

10% ±: The customer will accept and pay for an additional 10% of the 
ordered parts. The customer will also close out an order as complete if 
they only receive 90% of the ordered quantity. 

-5% no+: The customer will close out an order as complete if they 
receive more than 95% of the ordered quantity, but will not accept (or 
pay for) any more parts than the ordered quantity. 

No over: Customer will not accept (or pay for) any more parts than the 
ordered quantity 

No under/No partial: Customer will not accept less than the full ordered 
quantity without prior authorization 

O Part Number 

Typically QNP uses the part number provided by the customer’s 
purchase order and/or blueprint. This field may also include a reference 
to the current revision, and some additional descriptive text to help 
identify the part. 
 
For customers who do not have formal part numbers, a sufficiently 
descriptive and unique name should be assigned. 

P Flat Count 

This field is typically left blank, to be filled out later by the photo 
department. 
 
Flat Count =  (Required Quantity of Parts / Number of Parts per Flat ) + 
a couple extra flats to account for scrap and setup 
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Q Flat Size 

Typically written on the shop order by the Photo Dept. when the 
stock/material is requisitioned. 
 
Carried over to the shop order database when an AB/Change order is 
processed.  

R Parts Up per Flat 

Typically written on the shop order by the Photo Dept. when the 
stock/material is requisitioned, or by the Art Dept. when the art file is set 
up. 
 
Carried over to the shop order database when AB/Change order is 
processed.  

S Number of Parts The result of multiplying the Flat Count by the Parts Up per Flat. 

T Drawing/Art File 

Typically left blank to be filled out later by the art department. 
 
Carried over to the shop order database when an AB is processed. 
 
For change orders, prefix any existing art file name with “Ref” or 
“Change” to indicate that any previously created art files should only be 
referenced as a starting point for the set up.   

U Negative Number 

Typically left blank on New or Change orders, to be filled out later by the 
photo department. 
 
Carried over to the shop order database when an AB is processed. 
 

V Screen Number 
Left blank to be filled out later by the screen making department. 
 
This information is NOT carried over from previous orders. 

W Stock/Material 
Description 

Orders are typically linked to specific substrate/material from a list of 
available items in our Materials Database. This area should contain a 
sufficiently detailed description of the material to be used. Details may 
include 

 Material thickness 
 Alloy 
 Temper/Hardness 
 Color 
 Anodize/Annealing requirements 
 Manufacturer’s product number 
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X Grain Direction 

A guide to help stock and printing personnel orient parts on the flat.  
 
Typically written on the shop order by Photo Dept. when the 
stock/material is requisitioned. 

Y Screen Print 
Instructions / Ink 

A list of instructions for the printers to follow. May include: 
 

 Locations and serial numbers of specific ink cans 
 Colors referencing specific PMS or FED-STD-595 numbers 
 Order of operations 
 Handling/drying instructions 

Z 
Etch/Paint/ 
Relieving 
Instructions 

A list of instructions for the etch/paint/relieving personnel to follow 

AA Employee Signoff 
Area 

The cells where employees sign their initials, the flat/part count, and the 
date across from the processes they perform. 

AB 

Laminate/ 
Adhesive 
Instructions/ 
Materials 

Adhesives and laminates are typically linked to orders from a list of 
available items in our Materials Database. This area should contain a 
sufficiently detailed description of the adhesive/laminate to be used - 
usually a specific 3M or Flexcon product number. 

AC Part Size 

The nominal length and width of the part.  (Not accounting for 
tolerances) 
 
For reference only: personnel should reference the customer’s blueprint 
for part dimensions and tolerances. 

AD Machining/Die 
Instructions 

Contains a reference to the machining processes to be used to cut the 
part to size. Instructions may include: 

 The equipment to be used , i.e. Datron, Workcell, Zund 
 The number of holes and their nominal diameter 
 Square or rounded corners, and the nominal radius 
 Any unusual features such as slots or notches 
 Features with unusually tight tolerances 

 
For reference only: personnel should reference the customer’s blueprint 
for part dimensions and tolerances when machining parts. 

AE 

Finishing/ 
Packaging/ 
Shipping 
Instructions 

Reference to any instructions for the inspection/shipping department. 
May include references to  
 

 Packaging Requirements 
 Labeling/Part Marking requirements 
 Cleaning requirements 
 Shipping requirements 
 Certification notes 
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Note: Inspection personnel will typically write the quantity of overrun 
parts they put into stock in this area. If appropriate, transfer this 
information over from the previously run shop order onto the new one. 

AF Barcoded Shop 
Order Number 

The Shop Order number (Item A) represented as a code 39 barcode.  
Automatically generated when the shop order number is entered, and 
used to scan orders as various stations throughout the factory. 

 
 

7. Primary Databases 

Reference the table below as a guide to FileMaker databases and their relation to this process. 
 

Database Description Key ID  (Unique Identifiers) 

Shop Orders 

The work area where the information for orders 
is entered. 
 
Information is not passed on to the Job Tracking 
or Pricecards databases until an order is 
committed.  

Shop Order Number 

Pricecards 

The primary source of part-related information 
including 
 

 Price schedules 
 Previous shop order numbers, revision 

and purchase order history 
 Linked substrates, adhesives, and inks 

 
Pricecard records are typically created by Shop 
Order records when a Shop Order record is 
committed. 

Pricecard ID Number 
 
(a serial number independent of 
the part number, revision, 
purchase order or shop order 
number) 

Job Tracking 

Contains records for all open and recently 
shipped orders. 
 
Used to locate orders throughout the factory. 
 
Typically Job Tracking records are created by 
the Shop Order database when a Shop Order 
record is committed. 

Shop Order Number 
 
Typically pulled from serialized 
stickers available in the 
engineering department 

Customer Master 
List 

The source of customer related information 
including 
 

 Shipping addresses 
 Contact names and emails 
 Quality/Risk data 

 
Typically Customer Master List records are 
created when a customer submits a purchase 
order for the first time. 

Customer ID Number 
 
May have a prefix ex. XL.  
 
Corresponds to the ID used by 
QNP’s accounting software 
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8. Procedure 

Use the steps in the table below to perform the quality planning process for a customer order. 
 

Step Action Person(s) Responsible 

 1. 
A Customer Purchase Order is received from the 
Sales/Customer Service Department. 
Ref: Review of Contract Requirements, OP-82-01 

Sales/Customer Service 
Personnel 

 2. 

Assign a shop order number to the purchase order. 

(Typically performed by affixing a serialized sticker to the 
printed purchase order) 

Sales/Customer Service 
Personnel or 
Engineering Personnel 

 3. 

Assemble and review the required materials. Examples: 

 Customer blueprint 
 Customer supplied art file/print 
 Shop order from previous run 
 Shop order from similar part 
 Customer supplied materials 
 Specifications/Reference Materials 
 QNP Quote 
 Correspondences related to the order exchanged 

during the contract review process 

Engineering Personnel 

4. 

Ask: Is there enough information available to perform the 
quality planning process? Can QNP meet the customer’s 
requirements? 

 If NO, go to Step 5. 
 If YES, go to Step 8. 

Engineering Personnel 

5. 
Identify the information that is incomplete, or the 
requirement that cannot be met, and send the documents 
back to the sales department for customer contact. 

Engineering Personnel 

6. Contact the customer to acquire the needed information or 
negotiate an acceptable resolution. 

Customer Service Personnel & 
Customer 

 7. 
Information needed for quality planning is reconciled, and 
documents are returned to Engineering for the 
continuation of the quality planning process. 

Customer Service Personnel 
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 8. 
Generate a record in the FileMaker Shop Order Database 

Ref: 4 Creating a New Quality Plan 

Engineering Personnel 

 9. 

Enter the necessary information into the Shop Order 
record to complete the quality plan, including, as 
appropriate: 

 Information from the customer purchase order 
 Information from the customer blueprint 
 Notes documented on a previously run shop order 
 Any identified risks and mitigation plans 

Engineering Personnel 

 10. Print the Production Inspection Form, FM-86-01. Engineering Personnel 

11. 
Print the Shop Order, FM-82-01 on a 7” x 10” envelope 
and commit the shop order record to Pricecards/Job 
Tracking. 

Engineering Personnel 

 12. 

Place the following inside the Shop Order Envelope, FM-
82-01 

 Blueprint/Specifications 
 Samples, as available. 
 FM-86-01 Production Inspection Form 

Engineering Personnel 

15. 
Forward the Shop Order and related documents to the 
appropriate area for the Quality Plan Inspection per WI-86-
01 

Engineering Personnel 

 

 

8. RECORDS/OBJECTIVE EVIDENCE 

The retention duration for records referenced in this procedure are available on-line in the FM-75-01 
Master Document List with Revision History. 

Records are maintained in accordance with OP-75-01 Control of Documented Information. 

 

 

9. REVISION HISTORY 

Revision, approved date, effective date, and a document change summary for this document is 
located on-line in the FM-75-01 Master Document List with Revision History.  
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