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Quality Policy 

 
Jolico/J-B Tool, Inc. is committed to delivering products and services, which conform to 
customer needs and expectations in a timely and cost-effective manner. 
 
Management’s goal is to involve every employee in the continuous improvement of all our 
systems by providing the means and processes that encourage full participation and a spirit of 
innovation in our total quality effort.   
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Jolico/J-B Tool, Inc.’s Quality Manual and Procedures are contained within this document.  All 
revisions that affect this document as a whole are recorded on this page; otherwise, revisions to 
individual procedures are documented at the end of each procedure. 
 
 
 

Date Revision Rev. No. 

12/17/02 Eliminated overuse of revision boxes.  Left one for each section 2 

10/20/02 Changed format of page numbers to eliminate repagination of whole 
document with each revision 

1 

 
 
 
     

President Date  Management Representative Date 
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4 Quality Management System 

Scope 
The system and related operating procedures described in this section of the Quality Manual 
comply with the requirements of the Standard as described in: 
 
ISO Q9001:2008, Element 4 

 
4.1 General Requirements 
 

Purpose 
 This Procedure describes individual responsibilities, procedures, and documents used to control 

management review activity of the Quality Management System. 
  

Responsibilities 

• The President has overall responsibility for quality planning activities.   
 

• The Management Team has responsibility for the administration of the Quality System 
using the ISO Quality Management System and the Management Review process to assess 
its status.   

 

• The Management Representative has overall responsibility for the control of documents.   
 

• Internal Auditors are responsible for maintaining the Quality System through the audit 
process.   

 

• All employees are responsible for working in accordance with the documented Quality 
Management System in their area of activity and for contributing to the system by 
submitting Continuous Improvement Forms (CIF’s). 

 

 Procedure 
a) The Process Flow diagram identifies the quality management processes.  A key component 

of our quality plan is the Shop Traveler, which is created for individual items and becomes 
the traveler that follows the lot during the manufacturing process.   

 
b) The Process Flowchart outlines the sequence and interaction of the processes of the 

Company while the shop travelers details each sequence of steps required during the 
manufacturing process. 

 

c) Each shop traveler created has been defined by the President, Plant Manager and or 
Purchasing Agent based on personal expertise of processes and procedures and is 
continually improved through the use of the Continuous Improvement Form 8.5.1.  All 
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items manufactured are measured and checked to ensure tolerances and measurements are 
as prescribed on the drawing(s) and work instruction(s).  Reference Section 8. 

 
d) Scheduling and hiring practices are conducted by the President who assesses need. 
 
e) The Quality System is monitored, measured and analyzed via the Management Review 

Meetings and Internal Audits. (Section 5.6 and 8.2.2) 
 
f) Continuous Improvement Forms are initiated for customer complaints, employee 

suggestions, nonconforming products, subcontractor concerns, document changes, 
preventive actions, maintenance matters and safety concerns. (8.5.2) 

 
Outsourcing processes are controlled using CIF forms, drawings, specifications or acceptance 
criteria on purchase orders, the Vendor/Subcontractor Evaluation Spreadsheets and certification 
documents, when required.  Reference section 7.4.1. 
 
Corrective actions for the Quality System are addressed through internal and external audit 
CIF’s, as appropriate. 

 

References 
Process Flow diagram 
Continuous Improvement Form 
Drawings 
Shop Traveler 
CMM Work Instructions 
Management Review Minutes 
Internal Audits 
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4.2 Documentation Requirements 
 

4.2.1 General 
 

 Purpose 
This Procedure describes the responsibilities, procedures and documentation for controlling the 
approval, issue, revision, and storage of documents contained in the Quality Management 
System.   
 

Responsibilities 

• The Management Representative (MR) is responsible for control of the Quality 
Management System including master copies of the Quality Manual and control of 
drawings and specifications. 

 

• All employees are responsible for the control of documents in their areas. 
 

• The CFO is responsible for control, access, and maintenance of computer system files and 
form maintenance. 

 

• All employees are responsible for recommending changes to Quality Management System 
documents. 

 

Procedure  
a) The basis of our quality management system and objectives consists of:  1) our quality 

policy, 2) our quality manual along with its review process and 3) on-going training of our 
personnel.  

 
b) Our quality manual has been designed to include all standard operating procedures.  In 

support of this manual we also use: 1) work instructions, 2) company forms and data and 3) 
company records. 

 
 c) The quality management system procedures are documented as shown throughout the 

quality manual.  These procedures have been established to maintain an accountable audit 
trail, when required. 

 
 d) All pertinent reference material, documentation and standards required for effective 

planning, operations and control are made available to those individual(s) responsible. 
   
 e) All records required by our quality management system are as shown in Section 4.2.3. 
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4.2.2  Quality Manual  
 

Purpose 
This Procedure describes the method of establishing a system for Quality planning and how it 
relates to the Quality System. 
 

Responsibilities 
The Management Representative (MR) is responsible for control of the Quality Management 
System including master copies of the Quality Manual and control of drawings and 
specifications. 
 

Procedures 
a) The scope of our quality system shall be in accordance with ISO 9001-2000.  Element 7.3 

Design and Development of ISO 9001-2000 shall not be addressed because this is not a 
function of Jolico/J-B Tool, Inc.  If it ever becomes a function, it will be included in the 
Quality Management System.  

 
b) The procedures are documented as shown throughout this manual within each section. 
 
c) This quality manual has been designed to include all standard operating procedures within a 

single document.  These processes will be reflected in association with required records as 
shown in each section. 

 

4.2.3 Control of Documents 
 

Purpose 
This procedure is responsible for control of the Quality Management System including copies 
of the Quality Manual and control of drawings and specifications. 

 

Responsibilities 

• The President has overall responsibility for the document and data control process. 
 

• The Management Representative (MR) is responsible for the effective control of all parts of 
the documented Quality Management System and for maintaining the circulation list, which 
identifies the current revision status of controlled documents.   
 

• The President is responsible for the control of engineering drawings and customer 
specification documentation. 
 

• The CFO is responsible for the control of American, International, Defense and Industry 
Standards and for the control of electronic media. 

 

• All employees are responsible for the control of documents in their areas. 
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• The CFO is responsible for control, access, and maintenance of computer system files and 
form maintenance. 

 

• All employees are responsible for recommending changes to Quality Management System 
documents. 

 

Procedures 
   

a) Documents of the quality management system are approved  or reapproved by the issuer’s 
initials, stamp or by means identifiable to that individual. 

    
b) All quality management system documents are reviewed and approved or reapproved prior 

to release. 
 
c) The revision status of all controlled documents is reflected in the Master Document List.  

The revision number of all controlled documents are identified by either a revision number 
or date printed on the document. 

 
d) All quality management system documents are readily available to all employees at specific 

designated areas. 
 
e) Periodic visual inspection of all quality management system documents ensure that they are 

legible and identifiable.  Questionable documents will be replaced when necessary. 
 
f) The Management Representative maintains a Master System List that describes the location 

and owner of each controlled document in the quality management system.  This includes 
both internal and external documents.  The Master System List is posted at the information 
center.  All documents referenced on the customer’s drawings and specifications are 
maintained in our facility and are kept at the latest release level spelled out on our 
customers purchase orders.   

  
New drawings are sent to subcontractors.  

 
g) All controlled documents are identified either with the words “Controlled Document” 

stamped on the front or title page, signed by either MR, President, designee or are printed 
on watermarked paper.    Uncontrolled documents are identified with the words 
“Uncontrolled Document” stamped on the front or title page.  Obsolete documents, if 
retained, are identified with the word “Obsolete” stamped in red or blue ink. 

 
Manuals and documents used for reference, if controlled, are issued and updated by the 
Management Representative or designee. 
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4.2.4 Control of Records  
 

Purpose 
This Procedure provides a system for identification, collection, indexing, access, filing, storage, 
maintenance, retention and disposition of quality records.   
 

Responsibilities 

• The Management Representative is responsible for identifying and indexing documents that 
qualify as quality records and establishing the record retention period. 

 

• Management is responsible for establishing the requirements for the collection, access, 
filing, storage, maintenance and disposition of quality records generated within their 
department. 

 

• All employees are responsible for ensuring that the quality records they generate are legible 
and complete. 

 

Procedure 
Quality records at a minimum are those called out in the ISO 9001-2000 standard.  The 
applicable quality records are defined in the Quality Records Index where the collection, 
access, filing, storage, maintenance, retention and disposition of quality records are defined.  
Records must remain legible and identifiable. The retention times provided are the minimum 
required. 
 

References 
Computer System Files 
Continuous Improvement Form (CIF) 
Data Back-up Work Instruction (DBWI) 
Drawing Master Database 
Drawings  
Master Document List 
Master Forms List 
Master Systems List 
Process Flowchart 
Shop Traveler 
Testing and Inspection Work Instructions (TIWI) 
Various Circulation Lists 
Work Instructions 
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