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Objective

To instruct the Sub-contracted machining company on the minimum requirements for the inspection of
machined items for CTL Seal Ltd.

Procedure
1. Inspection Report/ Documentation

When completing an inspection report ensure that ALL the features on the drawing that you have produced are
recorded on the report. This includes surface finish, chamfers and any dimensions of form and position (hole
positions, squareness, flatness etc.).

The sub-contractor may use their own reporting format, but the report shall include ALL of the fields as shown
in the preferred report form (Appendix A). Please contact the purchaser if you want an electronic copy of
appendix A.

All documentation as requestion on the purchase order must be with the delivered (or collected) items.

Any features produced that are non-conforming to the drawing or purchase order must be highlighted on the
inspection report and a concession request submitted to CTL Seal prior to any items being delivered.

If the subcontractor is unsure on any inspection requirements for the products, they are machining, please
contact the purchaser.

2. Calibrated Equipment

The subcontractor must use calibrated measuring equipment for all inspection unless previously agreed by the
purchaser.

When required, the subcontractor must record the calibrated measuring equipment they have used to carry
out the inspection.

The sub-contractor may use their own reporting format, but the report shall include ALL of the fields as shown
in the preferred report form (Appendix B). Please contact the purchaser if you want an electronic copy of
appendix B.

If the subcontractor does not have the required equipment, please contact the purchaser.
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3. CNC Machined Items (Batch Work)
The items shall be inspected using the sample plan shown below.(Table A)

If unsure, please contact the purchaser for additional information on the inspection requirements.

Table A
Batch size Number of units require inspection
Uptob 100%
6to 50 5
5110 150 20
151 to 280 35
281 to 500 50
500+ Confirm with CTL

4. Manual Machines Items

Unless otherwise stated 100% inspection of all machined features produces require recording on all units
machined.

If unsure, please contact the purchaser for additional information on the inspection requirements.

Change History

Rev No. Date Author Reason Reviewed/Approved
02 18/10/2022 | JBlack 2" note added. RW Furness
03 05/11/2024 | B Hulbert/J Black General formatting changes. Inspection report / R Wright

Documentation section added. CNC Machined items (Batch
work) section added. Manual machined items section added.
Calibrated equipment section added. Appendix B added.
Overall review of this work instruction.
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Appendix A

Inspection Record Sheet

Description Drawing No. / Rev PO No. CTLS WO No. Inspector
Customer Part No. Serial No. Qty | Process Date
Ref/Zone Specification/ Result Conclusion Comments
Tolerance (mm) OK NOK
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Appendix B

W/0O No:

Drawing No:

Equipment type

Equipment model

Unique ID No

Inspection name

Inspection Signature

Inspection date
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