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	QUALITY POLICY
We at Aztec Communications, Ltd. are committed to providing quality services at the highest measured standards set for the Telecommunications Industry.

We will work as a team to deliver reliable telecommunications systems at exceptional value, that meet the customer’s requirements, is completed on time and achieves customer satisfaction.

Aztec Communications, Inc. pledges to support TL 9000 Quality Standards, including:


*
Diagnosis and resolve root causes of non – compliance.


*
Furnish progressive training to our employees to maintain an organization which exemplifies safety, good business practices, and embodies the Company’s Quality Pledge.


*
Fully practice the Continuous Quality Improvement Process.  Manage sales and control expenses according to a profit plan that is fair to our customers, suppliers, investors, and accountable to the community.

It is fundamental that each of our employees understand, practice, communicate, and sustain Aztec Communications, Ltd.’s commitment to continuous process improvement. 

            President


Date
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	AUTHORIZATION
This Quality Manual has been developed and documented to identify the Company's business process requirements.  This Quality document serves as a summary of the accountabilities and activities that will allow each member of the Company's staff to meet the standards and requirements of good business practice, as well as, the TL 9000 program standards.

The fundamental concept of this document is to provide procedural guidelines appropriate for the support function necessary for training and controlling all operations affecting quality.  It is basic to this quality manual to provide consultation for each functional organization within the Company, to ensure each department develops quality systems, procedures, maintains accurate / timely records, and provides documentation of management evaluations and internal audits of processes, people and all distributed services.

This Quality Manual will be controlled and maintained to meet all TL 9000 standards by a management of the following:

    
1.
President

    
2.
Quality Systems Manager

    
3.
Major Accounts Manager

    
4.
Vice President, Operations

    
5.
Controller

The entire Quality Manual will be reviewed, and evaluated for updating, no less than annually, and sections will be updated when necessary to professionally reflect the Quality Plan for the Company.  A record of these evaluations updates, revisions, or additions will be retained by the Quality Systems Manager.
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	INTRODUCTION
Aztec Communications, Ltd. was founded by Alex Yanez in 1987 and incorporated in the State Of Texas.

Over the years, the Company has evolved into what is now an experienced Telecommunications engineering and systems installation management Company formed in 1987 to serve the ever-increasing high technology of telecommunications, video, and computer networks.  Aztec Communications is a certified Disadvantaged Business Enterprise with the City Of Houston and several other major metropolitan entities.

Aztec Communications has provided engineering and project management to clients in the areas of network planning, design, engineering, material procurement, implementation and management since its founding.  The clients we have served since the Company was established are large telecommunication companies, hotels, universities and other organizations that require timely and professional systems installed.  We at Aztec are certain you will find that our officers, managers, and technicians are committed to providing our clients with the highest quality installation services found in our industry today.
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	QUALITY SYSTEM

GENERAL
This section of the Quality plan provides an outline of the Quality program as a means for ensuring that the Company's installation service and processes conform to customer requirements and the TL 9000 standards.  The program outline is incorporated in this Company quality manual.  The Quality Systems Manager is accountable for maintaining this manual as outlined, as well as, securing this document or the Company's overall quality plan.  A detailed index of standard operating procedures supporting this quality plan for all areas is in the Quality Systems Manager’s quality documents storage


QUALITY SYSTEM PROCEDURES
The Quality systems Program is a formally documented system of planned functions established to provide records of compliance to effective business practices, governmental regulations and codes, procedures, standards, customer's specifications, drawings, TL 9000 requirements, as well as, the Company quality and mission policies.

All of the actions listed above are governed and supported by standard procedures and documented processes supported with records of training and satisfactory compliance of install materials and processes.

The President, Quality Systems Manager, and Division General Managers shall develop, document, train and implement the Quality Systems as defined in the Quality Manual, to ensure compliance to the quality systems program.

The Company's Quality statement is the initial point of the Quality System.  Supportive to this document is a series of Company standard procedures that document the quality process for each affected organization.

QUALITY PLANNING
This Company Quality Manual and all the supporting standard procedures will be referred to as the Company's Quality Plan.

The Quality Systems Manager together with the Company's senior management staff is accountable for preparing, reviewing, revising and updating the company's Quality Plan.  A review of all sections of the plan and the supporting procedures must be conducted at least annually.
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	DOCUMENT AND DATA CONTROL


GENERAL
It is the responsibility of each functional organization to establish, install procedures, train and maintain the control of all documentation, instructions, and technical support data in their operations to meet the intent of the TL 9000 standards.  Each organization is accountable for acquiring, maintaining and distributing documented quality standards that exist outside of the immediate organization, but are necessary for that organization to meet the TL 9000 requirements.


DOCUMENT AND DATA APPROVAL AND ISSUE
The Company's Quality Systems Manager is accountable for the overall establishment and maintenance of the Company's documentation control program.  Documents, processes, procedures and training instructions must be established whenever a lack of documentation could negatively affect the quality process, product or services provided by the company. Individual departments are accountable to ensure that quality system documents are approved by the department manager, a technical individual who can assess the process and methods utilized to meet the material or installation service requirements, and the employees assigned to perform the task.  When documentation is developed to support tests and evaluation of the installation, the Vice President, Operations; Project Manager, or Project Engineer need to review and approve the proposed documentation.

Each functional department will maintain the standard procedures, instructions and other quality systems documents within the department so that any staff member can easily retrieve the documents for task completion reference.  The documents controlled by this policy can be software discs, hard copy or other types of electronic media.

There is no specific format for quality documentation, however, each document must be identified and controlled, contain a control number, revision level, effective date, a reference to the TL 9000 section standard affected and the required signatures for approval.

A master revision catalog of the quality system documents is maintained and distributed by the Quality Systems Manager.  The document originator must maintain, revise, update, or obsolete the original document.  It is the responsibility of each Department Manager to ensure only current quality system documentation is available for staff usage.

Obsolete documents must be properly removed from all affected departments and fully identified as available for reference, legal or service functions only.
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DOCUMENT AND DATA CHANGES
Prior to the distribution of any new procedures, training instructions, or other quality system documentation each document needs the same approval as outlined in 4.5.2.  To revise, or update, a quality system document the Quality Systems Manager must authorize a new revision number identification for the change into the document control matrix.  When developing revisions, it is suggested that the changes from the last revision are highlighted in order to ensure the proper changes are easily implemented.
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	CONTROL OF QUALITY RECORDS

SCOPE
The Quality Systems Manager and all Department Managers must establish and maintain procedures on how to handle and process quality records.  These procedures must identify the record, indexing, access, filing, storage, maintenance, distribution and disposition.  The purpose for these systems is to demonstrate conformance to the requirements of the Company's quality system.  These records must be legible, easy to access, and preserved for a period that supports installation warranty, supports installation service or is specified by customer requirement or internal audit reports.  These quality records also include evaluation records of the Company's supply vendors, and need to be available upon written customer request.
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	MANAGEMENT RESPONSIBILITY
     QUALITY POLICY
It is the intent of this section to fully identify accountability for ensuring that cost effective business practices, TL 9000 standards and the Company's Quality Policy requirements are met.


The Company's Quality Policy is defined and documented in Section 1 of this Quality Manual.

     ORGANIZATION
                            See approved Functional Organization on next page.

            
   RESPONSIBILITY AND AUTHORITY

The Quality System and Control Program within Aztec Communications has been established and installed at the direction of the Company’s President.  The accountability for development, training, implementation, documentation and record retention of the Quality plan resides with the Quality Systems Manager.

    
The responsibility for professional execution and implementation of the Company's Quality Program is delegated to the functional Division General Managers and Department Managers.  The Division General Managers and Department Manager may further delegate accountabilities for the Quality Program, but will remain fully accountable for its certified functionality.

    
The Quality Systems Manager oversees the operations of the Company's overall Quality Program, including but not limited to installation processes, quality inspection, process testing, final installation test, and delivery standards, in conjunction with the Company's Vice President, Operations.  Internal audits will be directed by and coordinated by the Quality Systems Manager.

  
The Quality Systems Manager has the organizational freedom and authority to initiate Corrective action plans, verify solutions, record problems, initiate corrective and preventive action programs, prevent the occurrence of non-conformities, and if required, stop any Company process or practice until such time as those business processes meet full compliance.


   RESOURCES
    

Each functional organization will designate trained staff to meet all the requirements within the Company's Quality Program.  All personnel performing any Quality inspections, or audits, shall be approved by the Quality Systems Manager with concurrence s of the Company's senior staff. 
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	Material visual inspection shall verify the conformance of all customer supplied inventory, installation materials, and spare parts against design standards and will be the responsibility Of the Warehouse Manager and operations staff.

In process installation inspection, final evaluation and functional testing shall ensure conformance to installation design and installation functional specification.  This function is accountable to the site supervisory staff, distribution staff and specifically the assigned project Manager.

Special applications and installation design modifications are the responsibility of Aztec Communication’s Engineering.  All customized products must be documented, reviewed and approved for specified applications by the corporate Engineering staff.

Internal Quality Audits of installation processes, procedures, and materials used to verify quality conformance will be performed by independent personnel trained and selected by the Quality Systems Manager.  Internal staff performing the audits can audit any area for which they have been trained and any department they do not have responsibility for the materials or installation services being implemented there.

Fully identified, calibrated test equipment shall be available to trained installation operation's personnel for in-process and final installation tests as applicable.  Easy access to appropriate installation test documentation is fundamental to business effective and timely test results necessary to meet TL 9000 standards.

Safe and healthy work environments are the continuing assignment of the site supervisor. Proper use of equipment, chemicals, protection devices, tools and personnel should be evaluated by any member of the Operations Staff, Company senior management, Or the Company’s staff in order to minimize accidents and resulting in reduced Worker's Compensation expenditures.


MANAGEMENT REPRESENTATIVE
The Quality Systems Manager is accountable for assuring that the Company meets the TL 9000 standards, as well as, all other customer requested quality requirements.  It is also the function of the Quality Systems Manager to provide feedback to Company Management on the status of the quality system and its continuous improvement progress.  This communication will be accomplished through a monthly / quarterly report on all aspects reflective of the quality system.



	SECTION:  5.0
	DATE ISSUED:

	MANAGEMENT RESPONSIBILITY
	GSMIC:  465533

	REVISION: 1.0
	AUTHORIZED BY:
	APPROVED BY:

	
MANAGEMENT REVIEW
During the year, the Quality Systems Manager shall review the Company's Quality System's methodology and its application to the TL 9000 standards.  Revisions, and updates, to the manual, standard procedures, processes and quality system shall be developed as necessary to ensure the quality of installation materials, spare parts, and installation services meet the needs of customers and the Company alike.

The President, Quality Systems Manager and other members of the senior staff shall participate in regular reviews of quality issues.  These reviews shall include action plan evaluations and updates, Quality problem identification and action plan concurrence, review of non-conforming materials issues, design of corrective and preventive action programs, and any other issue that affects the Company's Quality system.  All Quality issues received and corrective actions approved will be documented and reflected in the minutes of those meetings.
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	TRAINING


SCOPE
All employees who affect quality will require appropriate training and support records.  Each organization shall establish and maintain documented procedures for the identification of training needs.  Personnel performing these tasks shall be qualified on the basis of education, training, and experience.

The Quality Systems Manager and Vice President, Human Resources shall establish procedures for the identification of training requirements.  Those departments where the employees reside shall maintain the training record.  No employee shall perform a task unassisted until they have been reviewed and their training record indicates successful completion of training to the defined task.  The Quality Systems Manager will oversee the maintenance of the Company's Master Training records kept by the Vice President, Human Resources.
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	CONTRACT REVIEW

GENERAL
This section provides the process by which the Company establishes and maintains procedures for the review, acceptance and rejection of customer orders.  It will also document the follow-up procedure.  The Accounting, Administration, Account Management and senior management staff are accountable to ensure procedures and records are developed and implemented to meet the TL 9000 standards.


REVIEW
The accounting, administration and account management staff are accountable for maintaining a documented customer contract system, and controlled records, to ensure, the appropriate evaluation of customer's orders.  This process shall include ensuring that the order terms, conditions and specifications are fully understood by both parties and that the company has the capability and capacity to fulfill the order.  The Account Management staff, Division Management, and Design Engineering are accountable to ensure comprehensive documentation integrates these requirements.

All purchase orders, contract or customer's order $5,000 or below, in value can be reviewed and approved by a Company Account Manager and Division Manager.

All Purchase orders, contracts or customer's orders exceeding $5,001 need to be reviewed and approved by the Account Representative, the Company’s Controller, Account Manager and the Division Manager.

All Purchase orders, contracts, or customer's orders exceeding $25,000 must also be reviewed and approved by the company's President in addition to the Division managers listed above.


AMENDMENTS TO CONTRACTS
Each functional organization affected shall maintain procedures for the process used to amend a customer order requirement to ensure compliance, timely fulfillment, protection of the Company's financial resources, and / or the professional rejection of the customer's variance.

    

All contract amendments will be reviewed for value impacts as outlined in 4.3.2.


RECORDS
The customer's orders / contracts / purchase orders / amendments to contracts, shall be maintained by accounting / administration for at least seven (7) years in order to meet product service standards.  After seven (7) years they are archived for long-term service requirements.
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	DESIGN CONTROL


GENERAL
Aztec Communications, Inc. located in Houston, Texas is currently using SBC, TELLABS, and other major account customers’ Engineering Design and Installation Design Control functions as the basis for their Installation Design.

Aztec Communications, Inc. has no hardware product design responsibility or software development and, therefore, is not accountable for compliance to TL9000, section 4.4 hardware standards.
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	 PURCHASING


SCOPE
The accounting / administration organization shall establish and maintain a documented process with the applicable records that assure products, installation materials, spare parts, Company support materials and special customer application products meet documented specifications and the TL 9000 standards.


EVALUATION OF SUBCONTRACTORS
The Purchasing administrator will establish a list of Company approved supply vendors.  The selection process shall incorporate at least three (3) selection criteria as follows: 1) The verifiable ability to deliver materials, or services, that meet all specifications, 2) The evaluation of their quality program to ensure consistent delivery of excellent installation materials or contract services, 3) A cost effective and timely delivery of goods and services.

The Purchasing Manager, the Quality Systems Manager, the Vice President, Operations and the Project Engineer will develop, implement and document the methods needed to ensure the receipt of conforming materials or services.

The Purchasing Manager and the Warehouse Manager shall inspect and document for the quality files and records all material, or service, supplier's performance.  The Purchasing Manager shall allow purchasing materials only from approved suppliers.  The Purchasing Manager, with assistance from the Quality Systems Manager, the Warehouse Manager, and Engineering is accountable for establishing, and maintaining process and procedures for developing acceptable supplier resources.  The Quality Systems Manager must approve final selection of all material, service and support vendors.


PURCHASING DATA
The purchasing orders issued by the Company to the supply vendors will clearly outline the appropriate terms and conditions, product or service specifications, the quantity needed, and the delivery requirements.  When it is applicable, the Company's quality standards for workmanship, material content, and evaluation / test creation should be documented in detail.


VERIFICATION OF PURCHASED PRODUCT
The Purchasing Manager shall outline how the Company will ensure that all materials acquired by the organization have been evaluated for conformity.  Purchasing will review materials and with the assistance of the Warehouse / Inventory Manager, develop inspection procedures for each key materials type.  A receipt record for each supplier will be established and maintained by purchasing in order to properly document the supplier's Quality performance.
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	When a supplier source inspection (S.Q.A.) is indicated, by the customer or the Company, it will be coordinated by the Purchasing Manager and fully documented on the Purchase Order. Upon completion of the S.Q.A., the materials will be delivered per the purchase order specification, and inspected with the understanding that it may still be accepted or rejected at any time it is evaluated as non-conforming.

Quality Performance Records of all external support supply vendors will be available should the customer request such documentation.

All supply vendor visits requested by the Company, or customer, will be coordinated by the Purchasing Manager and fully documented for the Quality Systems Manager.  These S.Q.A. visits should be designed to gain optimal product Quality evaluation data and be convenient for all personnel engaged in the specific S.Q.A. project.
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	SERVICING


SCOPE
The Vice President, Operations and the Operations staff will help develop, document, train and implement procedures and appropriate records for installation service and materials returns. The installation program will ensure that a detailed tracking and performance reporting systems is established to ensure that all Company’s, customers’ and TL 9000 standards are met.

The installation service and return goods staff must ensure that it conforms with all applicable practices cited in the TL 9000 program as it may be detrimental to the business effective and timely installation service provided by their organization.  It must be made clear to all installation service personnel that they are not to provide installation service on equipment for which they have not been trained.

The Warehouse Manager or Purchasing Manager will collect all-failure data and record it in the proper quality records systems.
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	PROCESS CONTROL


SCOPE
Each department, under the direction of the Quality Systems Manager, is accountable for developing and maintaining controlled processes that ensure the continued conformance to customer specifications and the TL 9000 standards.  This includes operating procedures for all departments and their associated employees that affect the quality system.  Specific procedures for Project Installations operations that could adversely affect quality are:

    

1)
Documented work orders, B.O.M., installation instructions or other directed product installation procedures that define installation, inspection, and installation service process.

    

2)
The use of appropriate installation, test and material handling equipment.

    

3)
Suitable working environment.

    

4)
Compliance with applicable standards, codes and quality plans.

    

5)
Monitoring and control of the installation process during module installation.

    

6)
Approval of procedures, process and program support equipment as needed.

    

7)
The criteria for workmanship in clear and concise terms.

    

8)
Preventive maintenance programs designed to assure continued and improved compliance for all installation programs.

There are occasions when the Company engages in installation processes that incorporate specialized customer products and the evaluation process is not verifiable.  When this happens, the Project Manager, or Site Supervisor, will identify those installation processes, and maintain a continuous monitoring of the key factors affecting the installation workmanship.

Installation staff personnel will be selected and trained to install this type of customized product.  It is important to the Company, its customer and especially the product service / repair organization that detailed records of this product installation be maintained for seven (7) years in support of potential service and spare parts requirements.

It is recommended that where possible the installation process include a fully documented work order, Bill of Materials and a complete installation process flow chart to simplify the training and resultant installation process.  This procedure will assist repair / service personnel for resolution of product service issues.
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	CONTROL OF CUSTOMER SUPPLIED PRODUCT


SCOPE
There are occasions when a customer provides product, assembled modules, spare parts or other materials for integration into one of the Company's finished services.  It will be identified and controlled in the same business effective and timely manner as the Company's own existing installation supply materials.  The Warehouse Manager and/or the Warehouse Staff are accountable for communicating the status of the customer owned materials, as well as, the security of those materials.
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	INSPECTION AND TESTING


GENERAL
The Company has established and will maintain documented procedures for the inspection, evaluation and testing functions associated with the verification of conforming specifications for products, installation materials and spare parts.  All performance log records, and quality files in support of compliance will be maintained to meet TL 9000 standards.  These procedures will be documented in order to support a cost effective installation program and to support potential materials recall.  No installation material, or spare part, may be released to a customer order without the completion of visual, function, or safety requirements testing.

All procedures and process affecting installation testing will be overseen by the Site Supervisor and the Project manager.  The Project Manager’s signature is required for any new or revised Procedures.  All receiving, in-process or final test criteria are based on product output requirements generated by Engineering.


RECEIVING INSPECTION AND TESTING
The Warehouse Manager is accountable for all-incoming product, installation materials, and spare parts inspection to ensure no installation materials are stored or used before visual Compliance evaluation meets specified materials requirements.  These inspections will be conducted according to documented inspection procedures with the appropriate records retained.  All receiving inspection processes will be approved by the Quality Systems Manager. All product received after February 1, 2001 will have a green label attached with the date of

                       Inspection on the tag for batch control.


IN-PROCESS INSPECTION AND TESTING
The Site Supervisor and Project Manager are accountable for the visual, fit, form, centering and function testing of all installed products.  This testing process must be documented, staff trained, and records retained to support the product installation quality program and TL  9000 standards met.  Installation may not continue to be processed without successful completion of in-process testing.  These in-process testing procedures must be reviewed and approved by the Engineering Manager and the Quality Systems Manager.
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FINAL INSPECTION AND TEST
The Vice President, Operations and his senior staff, develop, install and document inspection and test plans that ensure that all finished goods products meet defined installation testing requirements before they are made available for customer systems start up.  The plan must include documented test instruction, test pass / fail criteria, test staff identification, and the records retention system to support conformance.  No installed project may be released for customer utilization without successful completion of installation test requirements.  Final installation test procedures must be reviewed and approved by the Vice President and the Quality Systems Manager.


INSPECTION AND TEST RECORDS
The Project Manager and Quality Systems Manager are accountable for the accurate and timely retention of test records that are easily retrievable for evaluation by customers, the Quality Systems Manager, other members of the Company's senior staff or installation service personnel should they require proof of compliance.  These records will be maintained for seven (7) years to support warranty and installation service.
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	PRODUCT IDENTIFICATION AND TRACEABILITY


SCOPE
The Warehouse Manager and through delegation, to the Warehouse Staff will be accountable for ensuring the identification of all installation materials, customer’s modules, or spare parts utilized in the fulfillment and product installation process.  This responsibility includes development, documentation of procedures, and records that accurately identify and report the status of these to be installed units.  These procedures will incorporate traceability of products when required by the customer, for support of the Company's warranty service program, and will identify batch control numbers for support of the corporate quality program.

The Warehouse Manager and Quality Systems Manager are also responsible for the currency, revisions, updating and recording of implemented engineering change notices for installed material inspection, and completed installation inspection and evaluation processes.
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	HANDLING, STORAGE, PACKAGING, PRESERVATION AND DELIVERY


GENERAL
The Warehouse Manager and the Operations staff will establish, document, and implement procedures for the handling, storage, packing, packaging, preservation and delivery of installation materials, spare parts and install services to the Company's customers.  The mission for the Warehouse staff is to provide zero-based defective material with a 100% on-time delivery target.


HANDLING
Procedures will be developed, documented, trained and implemented to ensure the proper and safe handling of customer’s product, installation materials and spare parts.  All distribution staff should attend a forklift training class and hold a current operator's license within one year of joining the Company, or have equivalent professional experience.


STORAGE
Procedures will be developed, documented, trained and implemented with the Warehouse staff to ensure the proper and safe storage of customer product, installation materials, and spare parts.  All Company installation materials will be stored to prevent damage, as well as, easy access for support of customer fulfillment and installation process.  It is the Company's policy to follow a "First-in, First-out (FIFO)" inventory control program to minimize any product deterioration.

PRIVATE 
                       

All customer-staged products should be inspected at regular intervals to evaluate any packaging tc  \l 1 "                        All customer staged products should be inspected at regular intervals to evaluate any                                      packaging "deterioration. 

Methods for receipt, storage and distribution of product from inventory controlled storage locations should be processed, documented and recorded per the company's inventory control system.
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PACKAGING
PRIVATE 
The Warehouse Manager will develop, document, train and implement product packing and tc  \l 1 "    

The Warehouse Manager will develop, document, train and implement product packing and "packaging procedures that provide proper customer’s product protection, product identification and address special customer labeling specifications needed to deliver the product in a fully functional condition.


PRESERVATION
A secure distribution / fulfillment center will be established to segregate finished product, installation materials, and spare parts to ensure material preservation.  Products bearing special drive motor inserts or other working surface protection should remain sealed until delivered to the customer's location.

All finished goods products, installation materials, and spare parts are subject to the same storage and preservation procedures.


DELIVERY
The Warehouse distribution staff will ensure the cost effective and timely utilization of freight consolidation, product protection and shipment of customer / installation product to the customer's requirements.  All appropriate shipping data needs to be recorded, tracked and delivery verified in order to accomplish the Company's objective of 100% on-time delivery.
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	CONTROL OF INSPECTION, MEASURING AND TEST EQUIPMENT


GENERAL
The Company will establish and maintain a documented procedure to select, control, calibrate and maintain all inspection and test equipment utilized to demonstrate conformance to the customer's and TL 9000 specifications.  The devices included measuring devices, wire gauges, voltage meters, and any other automated devices used to ensure conformance to a specified requirement.

Upon receipt, all testing devices will be assigned a control number and a calibration record file established before release to installation personnel.  Each file will identify the tool by I.D. number, description, calibration method, acceptance criteria, usage work station, maintenance schedules, as well as, the calibration standard traceable to the vendor's standard.  The devices will be issued by the Warehouse Manager to the appropriate operations staff and recalled for calibration as per schedule.  A full calibration history for the specific device (serial number controlled) will be maintained and available as needed by customer or other member of the Company's staff.

If calibration equipment is obtained from outside vendors, and are calibrated by an independent testing agency, a file must be maintained to reflect the calibration data for that device.

No employee may maintain their own calibration equipment outside of the Company's validated inventory.


CONTROL PROCEDURE
    

1)
The Operations Department in coordination with Engineering will establish the calibration measurements to be made, the accuracy range and the type of device that is capable for the required precision.

    

2)
All test devices will have a calibration schedule.  The calibration recall planned such that the departments affected will have the opportunity to plan for continued operations. No department will use a test instrument beyond the scheduled calibration date.

    

3)
Documented inspection procedures must be established for all test equipment.  This should include preventative maintenance, duration for calibration recall, as well as, actual test schedules.  Calibration test failure notification is also required.

    

4)
All test equipment must carry a unique serial number.
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	5) A detailed record of all calibration activities shall be maintained in the calibration file.

    
       6)            The Operations Department will be required to maintain a procedure for reconfirming compliance on products tested on out of calibration equipment.

    
       7)            The Operations Department must ensure that the test equipment is utilized in an area suitable for effective evaluation.

    
       8)
            The Warehouse Manager and Staff are responsible for the care, protection and handling of all test equipment.  Maintenance of the device will be done at calibration or as per the vendor's operating specifications.

    
        9)     
No employee shall make arbitrary, unauthorized adjustments to calibrated devices. Instructions regarding this restriction will be communicated during training.  A safe, clean area should be designated for the storage of test equipment not in immediate use.
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	INSPECTION AND TEST STATUS

SCOPE
All finished customer goods, installation materials, and spare parts inventory received after February 1, 2001 shall carry an indicator of their test status, and date test was conducted, to ensure compliance with conformance specifications.  The Warehouse Manager has established and documented a procedure for identifying the visual test status for staged goods, installation materials, and spare parts.  A "Green" tag, or marker, signifies the materials have passed visual evaluation and a "Red", non-conforming material tag, or marker, identifies non-compliant materials.

The incoming products will be evaluated and "Green" tagged / marked for staging if they pass Inspection.  All non-conforming products will be "Red" tagged and segregated to the Materials Review Board (M.R.B.) area for non-conforming materials.

All in-process installed work stations will be authorized to continue installation with documented "Green" tagged materials and authorized to discontinue installation if a module needs to be "Red" tagged for non-conformity during the installation process.

Final inspection and test evaluation shall validate that installation material used in the installation has passed inspection that the finished product has been serialized and met all visual and functional test standards.  The unit identification, serial number will be recorded and the final test inspector's signature, or initials, signify acceptance of the unit for packing.  Should the unit, or spare part fail the final installation acceptance test, or not have the install module's "Green" tag, the unit is then "Red" tagged for non-conformance and segregated to the reject area for final disposition.  The final check log document can be used for future reference.
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	INTERNAL QUALITY AUDITS


SCOPE
The Quality Systems Manager shall develop, document, train, and implement procedures for the planning of all departmental and functional internal quality audits of the Company's business operations, practices and processes and their recorded results.

The audits will evaluate actual versus documented procedures, they will assess all areas affecting quality and determine the measure of compliance and effectiveness of the Company's quality system.

These audits will be conducted according to an audit plan based on the importance of the operations to the quality system, by individuals independent of those operations being audited. It is the Company's policy that no area shall go more than one - year between quality audits.

The audit will be conducted by trained auditors who follow the TL 9000 standard series, Guidance on Quality System Audits.  The Quality Systems Manager will maintain a list of approved auditors.  These audits will be recorded and all findings will be reported to the Company’s President.  A report on the audit will be provided to the management of the audited organization.  The management of the organization shall take timely action to remedy the finding of non-conformance.

The Quality Systems Manager shall consider the organization in non-conformance until a follow up audit has been conducted to verify compliance.  The Quality Systems Manager shall maintain the results of the audits and recorded corrective actions taken for a period of five - years.
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	CONTROL OF NON-CONFORMING PRODUCT


GENERAL
The Warehouse Manager and Operations Department shall develop, document, implement and maintain procedures with the applicable records to ensure that non-conforming materials are prevented from use for installations and spare parts or products delivered to the customer. These procedures must ensure that non-conforming materials are identified, evaluated, segregated, disposition determined, and documented notification is distributed to affected organizations, such as Purchasing and Applications Engineering.


NON-CONFORMING PRODUCT REVIEW AND DISPOSITION
When a product, or material, is found to be non-conforming/defective, then procedures must Be able to define the disposition action for that material.  The Warehouse Manager and Engineering Manager will lead the Materials Review Board (M.R.B.) to develop the proper action plan.  The M.R.B. will meet every two (2) weeks, or sooner if needed, and the members are:

    


*
Warehouse Manager

    


*
 Purchasing Manager

    


*
 Engineering Manager

    


*
 Major Accounts Manager

    


*
 Quality Systems Manager

The Engineer Manager and Warehouse Manager will provide final approval for all M.R.B. Materials action plans.

Material review, evaluation and final disposition shall require a complete investigation of the Installation materials or spare part defect.  The results of the problem investigation can be classified in one of the following categories:

    


1)
Reject or scrap.

    


2)
Use as replacement parts for product reconditioning.

    


3)
Recondition / repair and retest to product conforming specifications.  Materials must maintain a "Red" non-conforming tag until acceptable finished goods tests and inspection requirements are met.

All decisions rendered by the M.R.B. team will result from a total investigation of the material failure compared to the operational product specifications.  Final materials’ disposition plans will require documented notification to the affected organizations.
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	QUALITY IMPROVEMENT AND CUSTOMER SATISFACTION


QUALITY INPROVEMENT PROGRAM
All departments will evaluate each operation for opportunities to continuously improve Quality Capabilities of their processes and installation performance.  The department manager on an annual basis will direct this review.  The evaluation will be a documented report submitted to the Quality Systems Manager for review and concurrence at a Management Review Meeting. This Action Plan report will outline areas for improvement, defined problems of non-conformance, resource requirements, and a plan for resource allocation that emphasizes business effectiveness, and a maximum return on investment to the Company.


CUSTOMER SUPPLIER RELATIONSHIP
The Company has several areas for the TL 9000 Quality Improvement element even when their professional capability is known to all key telecommunications systems providers.  Numerical Matrices will be used where applicable for TL 9000 conformance while providing actual measurement of these critical improvement programs.

4.21.1.C.2  Employees will be rewarded using financial incentives and elements within their performance evaluation for professional participation.   
    QUALITY RESULTS

Aztec Communication has several Customer Satisfaction measurements and plan to use a scale of 1 – 10, low to high scores, and have a target of 8.5 / 10 as a minimum and an annual target of 9.0 / 10. 
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	STATISTICAL TECHNIQUES


IDENTIFICATION AND NEED
All departments will evaluate each operation for opportunities to apply statistical tools for the purpose of improving Quality capabilities of their process and product performance.  The department manager on an annual basis will direct this review.  The evaluation will be a documented report submitted to the Quality Systems Manager for review and concurrence at a Management Review Meeting.  This Action Plan report will outline areas for improvement, defined problems of non-conformance, resource requirements, and a plan for resource allocation that emphasizes business effectiveness, and a maximum return on investment to the Company.


PROCEDURES
Statistical control procedures are not applicable to Aztec Communications, Inc. at the current time. Numerical Matrices will be used where applicable for TL 9000 conformance. 
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	CORRECTIVE AND PREVENTIVE ACTION


SCOPE
The Company must establish, document and maintain procedures for implementing corrective and preventive action programs.  These quality system non-conformities will be gathered, analyzed and root cause corrected.  The priority assigned will depend on the risk level associated with the non-conformity.  Safety and employee health issues will always be given top priority and immediate resources for problem resolution.

In each case where a corrective or preventive action plan is implemented, a record of the changes made shall be recorded and the file maintained for seven (7) years.


CORRECTIVE ACTION
A corrective action plan is the result from a customer complaint or an installation service report of a material non-conformance.  The operations organization will maintain a documented process for collection, analysis and corrective action initiated and tracked.  The corrective action will resolve the root cause, but will also address the application of controls to assure a business effective and timely solution.  The corrective / preventive action plans will be developed and implemented by the departments identified as the problem root cause source of the non-conformity.  A documented report of the problem and its corrective actions will be presented for review by the affected department manager at the next scheduled Management Review Meeting.


PREVENTIVE ACTION
A preventive action plan can result from information acquired from internal audits, quality records, installation reports, customer complaints or any other communication means indicating a potential non-conformity with the quality system.  The failure / shortfall report will be collected by the Quality Systems Manager who will maintain a documented procedure by which the deficiencies are compiled, analyzed, and preventive action plans are developed, implemented and tracked for results.  The preventive action plan needs to resolve the root cause, as well as, install controls to ensure its business effectiveness.  A report of the preventive action plan will be developed and presented to the Management Review Meeting by the affected department Manager.
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