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                       Port Of San Diego Ship Repair Association

QA Sub-Committee 
Procedure for Conducting Subcontractor Audits

DRAFT-2 Revised July 10, 2007


1. Purpose: 

The purpose of this Port of San Diego Ship Repair Association (PSDSRA) procedure is to standardize the subcontractor auditing process within the San Diego ship repair association’s QA Sub committee members.  This process can also be used as a guide to other ship repair communities.  

2.  Scope:
The scope of this procedure is to detail the process for selecting and training auditors, setting up and conducting annual subcontractor audits and for the processing of this information as required by NAVSEA Standard Item 009-04, Quality Management System; provide.  This procedure is applicable to all Master Ship Repair Agreement (MSRA) holders, Agreement Small Boat Repair (ABR), and all vendor-subcontractors which are PSDSRA members.  This procedure is also applicable to all non-PSDSRA members who agree to adhere to this process.

3.  References:
A. NAVSEA Standard Item 009-04, Quality Management System; provide.
B. San Diego Shipbuilding and Repair Community, Single Quality Management System.

4. Procedure:
The PSDSRA Quality Assurance Subcommittee will assign a/an MSRA/ABR member as the Chairperson. An AIT member may be assigned as chairperson with a two thirds majority vote from active members. The Chairperson will provide leadership over the committee’s established charter, goals and objectives. Will assign Lead Auditors, develop and communicate meeting agendas, oversee audit activities, schedule and administer training, track action item progress and ensure that subcommittee activities are accomplished in a timely manner. The Chairperson will report to the PSDSRA Board as requested by that association.
The PSDSRA Quality Assurance Subcommittee will assign a/an MSRA/ABR member as the Data Base Manager to develop and maintain the PSDSRA Qualified Subcontractor List (PSDSRA QSL), develop the audit schedule, assign auditors, maintain audit records and oversee this process.  The Data Base Manager will prepare the PSDSRA QSL, track data, provide necessary reports and assist Lead Auditors as necessary.  The Data Base Manager will report auditing to the PSDSRA QA Subcommittee as requested by that committee.

A. Selecting Audit and Auditors

The Data Base Manager will receive audit information from Lead Auditors, update and distribute the PSDSRA QSL.  The Data Base Manager will review the PSDSRA QSL, and generate a list of subcontractors to be audited.  The audit list is composed of all MSRA’s, ABR’s, AIT’s and vendors-subcontractors joining this program.  The audit list will be broken down by calendar quarters and further by month.  A Lead Auditor, MSRA, ABR or AIT and an Assist Auditor (Vendor-Subcontractor) will be assigned to each audit.  Previous audits will be used to assure that the same auditor does not audit the same Subcontractor two years in a row (if possible).  A Subcontractor will be assigned as an Assist Auditor; every effort will be made to assure subcontractors are not involved in auditing their competitors. Individual subcontractor or AIT members may be assigned as a Lead Auditor provided any or all of the following criteria has been met:
1. Formal training to this procedure.

2. Active member of this subcommittee for at least one year.

3. Completion of at least 3 assist audits.
The PSDSRA QSL will be distributed quarterly to all participating contractors.  A copy of the PSDSRA QSL will also be available, if requested, to other ship repair associations that have joined this process.

All Lead Auditors shall attend a documented training session prior to conducting audits.  Assist Auditors will be invited to attend training sessions.  Training will be conducted by a MSRA, ABR or AIT that has been qualified to conduct training by the PSDSRA QA Sub-Committee.  Training will be primarily on how to conduct uniform audits using the PSDSRA Vendor/Subcontractor Qualification Audit/Review forms as the lesson plan.  Data Base Manager will maintain the list of trained auditors.

B. Conducting Audits

It is the Lead Auditors responsibility to review the quarterly PSDSRA audit list and determine the audits they are responsible for conducting.  The Lead Auditor will also contact the Assist Auditor to set up date and time for audit.  The subcontractor will then be notified of the scheduled audit.  Lead Auditors will attempt to schedule audits a week in advance.

Prior to accomplishing the audit the Lead Auditor should review the last audit conducted on the subcontractor.  The Lead Auditor should contact the Data Base Manager and review the last audit and any discrepancies previously found.

The Lead Auditor and the Assist Auditor will conduct the subcontractor audit using the PSDSRA Vendor/Subcontractor Qualification Audit/Review form.  The Lead Auditor will evaluate the audit results and determine if corrective action is required.  If minor or no corrective action is required, the audit may be deemed satisfactory with minor corrections noted.  The PSDSRA Vendor/Subcontractor Qualifications Audit/Review form will be marked appropriately and sent to the Data Base Manager for the monthly update.

If major discrepancies are found during the audit, the Lead Auditor will inform the subcontractor of the areas needing corrective action.  The subcontractor will have 15 working days to correct the discrepancies, provide a plan for corrective action, and submit corrective action to the Lead Auditor for review.  If corrective action is found to be satisfactory, the Lead Auditor will complete the audit form as satisfactory and forward to Data Base Manager.  If further in-plant evaluation is required, the Lead Auditor will set a time frame and date with the subcontractor for a review to complete the audit form.

If the audit is still unsatisfactory and the subcontractor has not completed the corrective actions required, the Lead Auditor will mark the audit “unsatisfactory” and submit the audit form to the Data Base Manager.  The audit results on the PSDSRA QSL shall be annotated “Unsat”or “Audit Prior to Use”.  The subcontractor will be notified ‘in writing’ by the Lead Auditor of the unsatisfactory results, with a copy of the letter going to the PSDSRA QA Sub-Committee Chairman and or Database Manager for review and archive.  The subcontractor will remain on the PSDSRA QSL as an “unsatisfactory” or “Audit Prior to Use” until such time as all corrective actions are completed. Upon verification, the Lead Auditor originally assigned shall inform the Data Base Manager ‘in writing’ that the subcontractor is now satisfactory.

C.
Vendor-Subcontractor

When the vendor-subcontractor desires to be listed on the PSDSRA QSL, the subcontractor will submit their written QA Manual to a MSRA for review.  The Lead Auditor will review the QA Manual for compliance to NAVSEA Standard Items, PSDSRA Vendor/Subcontractor Qualification Audit/Review form, and all other applicable references.  If the QA Manual is found to be satisfactory, and there is evidence that company procedures are followed, the Lead Auditor will submit the audit form to the Data Base Manager for annual scheduling of an in-plant audit and inclusion on the PSDSRA QSL. 

D.
Records
Records shall be maintained by the Database Manager. Records may be provided to an MSR, ABR, AIT or SWRMC Code 200 upon reasonable request. Disposition of records will be at the sub-committee’s discretion.
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