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1. Purpose
To define the controls applied during production and service delivery, the identification and traceability of product, the handling of customer property, the preservation of product through delivery, and the final inspection and authorised release of product to the customer. This procedure covers ISO 9001 Cl. 8.5 (Production and service provision) and 8.6 (Release of products and services).
2. Scope
All production and service delivery activities at [Organisation Name], from receipt of customer order through to delivery of conforming product and any post-delivery activities. Includes activities performed at the organisation's premises, at supplier premises under the organisation's control, and at customer sites.
3. Production Control (Cl. 8.5.1)
Production and service delivery is controlled through:
1. Documented information —  Drawings, work instructions, ITPs and procedures available at point of use in current revision.
1. Suitable monitoring and measuring resources —  Calibrated M&TE per QMS-PRO-006.
1. Suitable infrastructure and environment —  Workshop conditions, lighting, ventilation, equipment in good order.
1. Competent personnel —  Trained and qualified per QMS-REG-TRN-001.
1. Validation of processes —  Where output cannot be fully verified by inspection (e.g. welding), the process is qualified and personnel are certified.
1. Implementation of monitoring —  Hold points, witness points, in-process checks.
1. Defined release criteria —  Acceptance standards documented per product type.
4. Identification and Traceability (Cl. 8.5.2)
Product is identified throughout production. Where traceability is a requirement (regulatory, customer or risk-based), unique identification is maintained:
1. Materials —  Heat number, mill cert reference, supplier lot maintained from receipt through to final product.
1. Welds —  Welder ID, WPS reference, weld map maintained on welded fabrications.
1. Sub-assemblies —  Job number, item number, drawing reference marked or tagged.
1. Finished product —  Job number and certificate of conformance reference applied to delivery.
Traceability records are linked through the job file from raw material receipt to final delivery.
5. Property Belonging to Customers and External Providers (Cl. 8.5.3)
Where customer-supplied property or supplier property is used in production:
1. Property is verified on receipt — quantity, condition, identification.
1. Property is identified and segregated — clearly marked as customer property.
1. Property is protected during storage, handling and use.
1. Loss, damage or unsuitability is notified to the customer in writing without delay.
1. Property records are maintained — receipt, use, return.
6. Preservation (Cl. 8.5.4)
Product is preserved during processing, storage, handling and delivery to maintain conformance to requirements:
1. Handling —  Lifting points marked; rigging procedures followed; mechanical aids used.
1. Storage —  Designated storage areas; segregation of dissimilar materials; protection from weather and damage.
1. Packaging —  Suitable to the product, the transport mode and the destination conditions.
1. Identification —  Maintained throughout storage and transport.
1. Protection —  Surface protection (e.g. covers, coatings) maintained.
7. Post-Delivery Activities (Cl. 8.5.5)
Post-delivery activities — warranty, maintenance, recall — are managed as follows:
1. Warranty obligations are tracked from contract documentation.
1. Customer-reported issues post-delivery are managed through QMS-PRO-002 Complaints.
1. Recall risk is assessed for delivered product when an NC is identified post-delivery.
1. Service activities at customer sites are governed by the same QMS controls as on-site work.
8. Control of Changes (Cl. 8.5.6)
Changes to production processes during delivery are controlled:
1. Process changes affecting product conformance require Quality Manager approval.
1. Changes affecting customer-defined requirements require customer notification.
1. Change records identify: what changed, why, who approved, when effective.
1. Affected ITPs, work instructions and inspection criteria are updated before the change is applied.
9. Inspection and Test Plans (ITPs)
For each project or product type, an ITP defines:
1. Stages of inspection from material receipt to final acceptance.
1. Inspection criteria, acceptance limits and measurement methods.
1. Hold points (work cannot proceed until signed) and witness points (customer may attend).
1. Records to be produced and retained.
1. Authority to sign off each stage.
ITPs are reviewed by the Quality Manager and the customer before production commences.
10. Release of Products and Services (Cl. 8.6)
Products and services are released to the customer only when:
1. All planned arrangements (per the ITP) have been completed satisfactorily — every hold point signed.
1. Evidence of conformance to acceptance criteria is documented and traceable to the product.
1. Documented information identifies the person authorising release.
1. Any concessions are formally recorded with customer approval where required.
1. A Certificate of Conformance (QMS-FRM-COC-001) is prepared where contract requires.
11. Authority to Release
1. Standard product release: QA Inspector or Quality Manager.
1. Release with open concession: Quality Manager only.
1. Release of product known to have NCR: Quality Manager + customer approval.
1. Release of product > $[X] value: Quality Manager + Operations Manager joint sign-off.
12. Pre-Release Checklist
Before signing the COC and authorising release, the QA Inspector confirms:
1. All ITP stages completed and signed.
1. All NCRs raised on the product are closed with documented disposition.
1. All open concessions have customer approval.
1. Mill certificates and traceability records are complete.
1. Dimensional records and inspection reports are filed.
1. Required test records (NDT, pressure test, function test) are filed.
1. Welder qualifications applicable to the work are current.
1. Calibration certificates for M&TE used are current.
1. Packaging and labelling per contract requirements.
1. Delivery documentation complete (packing list, COC, manuals where applicable).
13. Records
	ITPs — completed and signed
	Filed with job file. Retained 7 years.

	Inspection and test records
	Filed with job file. Retained 7 years.

	Material traceability records
	Heat numbers, mill certs filed with job file. Retained 7 years.

	Weld records (where applicable)
	Welder ID, WPS, NDT cross-referenced. Retained 7 years.

	Certificates of Conformance issued
	QMS-FRM-COC-001. Retained 7 years.

	Customer property records
	Receipt, use, return. Retained while property in use + 3 years.

	Change records
	Filed with job file.

	Delivery documentation
	Packing lists, freight records, customer acceptance signatures. Retained 7 years.


14. Related Documents
	Document No.
	Title

	QMS-PRO-001
	Customer Requirements & Contract Review

	QMS-PRO-003
	Control of Nonconforming Outputs

	QMS-PRO-004
	Supplier Evaluation and Management

	QMS-PRO-006
	Calibration and Measuring Equipment

	QMS-REG-TRN-001
	Training and Competence Matrix

	QMS-FRM-COC-001
	Certificate of Conformance

	QMS-FRM-NCR-001
	Nonconformance Report Form


	Role
	Name
	Signature
	Date

	Quality Manager
	
	
	

	Operations Manager
	
	
	

	Managing Director
	
	
	


	✎  HOW TO COMPLETE THIS DOCUMENT  —  DELETE THIS SECTION BEFORE PUBLISHING

	Use these notes to tailor, complete and finalise this document before publication. Delete this section once done.

	1. Set the high-value release threshold in §11
Replace [X] with the dollar value above which dual sign-off is required. Suggested $250,000.

	2. Develop ITP templates for each product type
Build standard ITP templates for your main product lines. ITPs are project-specific but templates speed setup. Reference them from this procedure.

	3. Confirm the Pre-Release Checklist is usable
Walk Section 12 with the QA Inspector. Confirm each item is checkable. Adjust to fit your actual workflow.

	4. Train production and QA staff
Hold-point and witness-point discipline is the single biggest source of audit findings. Run a focused training session before publication.

	5. Set up the traceability system
Section 4 requires heat-number traceability through to final product. Confirm the system (paper or portal) is in place.

	6. Verify customer property handling area
Section 5 requires segregation and identification of customer property. Walk the workshop and confirm.

	7. Confirm preservation standards
Section 6 requires storage standards. Walk the storage areas with Operations Manager and document the standards.

	8. DELETE this guidance section before publishing
Select the entire yellow-bordered block and delete.
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