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2. Decumented instructions for the inspection and test of the product; and

3. Records to demonsirate the effective operation of the quality system.
44.2 Al decumentation and records are to be made available for the costumers review upon request,
4.5 Comective Action

2. Documented instructions for the inspection and test of the product; and

3. Records to dermonstrate the effective operation of the guality system.
44.2 Al decumentation and records are to be made available for the costumer’s review upon request.
4.5 Comective Action
4.5.1 The supplier shall establish and maintain procedures or work instructions to detect and to cormrect
defciencies in all cperations and the quality system elements of contract performance.
4.5.2 The supplier shalk:

1. Provide continuing analysis of scrap and rework to determine cause and implement comective actiong
2, Detect and eliminate potential causes of nonconformance: and

3, Provide effective and efficient cormective action, as requested by the costumer.

4.5.3 When reguested, the supplier shall zubmit to ABC Company the correctine action for revies: and
concurrence (see Appendix A),

4.6 Design and Development

45,1 The supplier shall establish and maintain control of design and development fundtions including
the transition from the design and development phase to the manufactuning phase.

46,2 The control shall include, a3 3 minirmum the following:

46,21 Preparation and maintenance of drawings, specifications, and manufacturing processes;
4.,6.2.2 The establishment of a design review procedure;

4.6.2.3 The use of defect data feedback from previous designs where appropriate; and

4.,6.24 The evaluation of reliabdity, maintainability, and new materials.

463 The supplier shall verify all engineering data released for purchasing, manufacturing, testing and
inspection for accuracy, completeness, and conformance to contract requinemeants,

4.7 Documentation and Change

4.7.1 The suppler shall establish and maintain control of all documentation essential to the
accomplishment of work,

4.7.2 The control shall include, as a mindrum the following:

4,7.2.1 Documentation from subcontractors when appropriate;

4.7.2.2 Availability of documents at a time and place, where reguired;

4,7.2.3 Completeness and correctness of all technical, contractual, inspection or test instructions; and
4. 7.24 Proviskons to preclude the use of obsolete documents.

4.7.3 All changes bo documents shall be:

I. Made according to written procedurnes;

2. Recorded;

3. Made by authorized personnel only; and

4. Prompily disserminated to points of use.

4B Inspection Measuring and test Equipment (IM & TE)

4.8.1 The supplier is responsible for providing and controlling inspection and test equipment suitable to
determine acceptability of material to contractual requirements.

4 8.2 The suppliers’ cahibration systom for the measunng and test equipment shall be in accordance
with AQAP-6 or MIL-5TD-45662,

4.8.3 Purchaser/customer supplied IM & TE shall be contrelled by the supplier to ensure valid
mieasurements are obtained,

4.9 Material and Services

4.9.1 Supplier Purchased Materials and Senvices




Bartender Training Manual

Bar Station Setup

The Well

The well station 15 set up at each location behuind the bar. Thas station 15

designed to maximize the bartenders’ speed and efficiency i prepanng
commonly ordered dnnks,

Each highball station should be set up in the same manner so that
bartenders are not searcling for product as they move around the bar.

Guidelines for this station include:

» Cubed ice in the bin with the ice scoop placed handle up 1n the 1ce
» Mixer and soda gum on the nght hand side of the station.

v Mupang mat placed in the rail, 2 muxang tins, and the bar strainer to
the nghnt

» Bar spoon in a designared area.
» All necessary garmishes in their proper contamners (limes, etc.)
»  Straws, napkins m the napkin holder - orgamized and in easy reach

» Well hiquors, arranged in a specified order, located in a speed rail
attached to the 1ce bin.

» Lime mux and Grenadine in the speed ra:l

v Most frequently used call hiquors located at every station m the
speed rails

» Glassware stored in its designated area at each station

v Stemware located so that 1t 15 accessible from every stahon.

» Trash receptacle neatby.

» O-Packs m a central, conventent locanon for all banenders

» Condiments in a central convement location for all bartenders.

¥ Clean menus located by each bar well
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:euqatsed me sun Ab ed od®AetnoC Your company grows, the work forgns expands and the workplace dynamics becomes more complex. To simplify all flow, flow, must create an operating manual. This document offers the structure on which all employees address their daily tasks. This includes how they approach customers, what they say, how you
request payments for your products/services, as you work with suppliers and so on. Having this script documented for the company's policies and procedures is a way to ensure that all workers work from the same perspective and towards a common goal. The Operation Manual is the written material that a company uses to help its employees and
workers perform their jobs with precision and efficiency. He contains all the standard ones established to produce things and provide services with security. The purpose of this manual for employees is remembering how they perform their functions in a diligent and efficient manner. The Operation Manual can also be a printed document that contains
standard operating procedures and describes the hierarchy of the organization, such as the members of the team of higher, their contact information and those General Emergency Protocols of the Company. Error to assume that the Operation Manual is the same as a training manual. This is not the case. While the training manual is used to train new
employees of your company during the integration process, the Operation Manual is a manual that all employees are accessed and use at work all the days. If you are in a wave of contract, spend more time training new employees using the training manual. If you are not actively hiring, spend more time supervising and using your team on how to
improve your productivity, not starting with new tasks. Has experienced a situation where a new employee, who thinks he has years of relevant experience, hinders the general work process because a manual of Is it not available? This and many more reasons why you should use an operating manual in company. Below are some other reasons:
Keeping Operations Consistent For every task that you and your employees perform, the operations manual gives thorough guidance and completely documented processes. It demonstrates how you should conduct your business operations and sets steps that everyone in the company must follow. For instance, as a restaurant owner, you want to make
sure that your clients can expect the same high-quality food and top-notch customer service delivery every time they visit. This will help you to attract and retain your customers more effectively. Reducing Employee Learning Time New employees, regardless of their level of expertise, require some time to become familiar with your business
operations. This is because organizations have different ways of doing things. A well-written and well-researched operations manual will serve as a knowledge base for employees. It will be a resource that your employees can consult when they have a question or need something explained.A A New employees can quickly read the operations manual to
learn what you expect of them and how they should complete their tasks. That way, they won¢AAAt disrupt other team members at work or waste time trying to figure out how to perform their tasks. A A Centralizing All Critical Resources and Processes When a key employee is unable to work, the business activities do not have to come to a halt.A A
Alternatively, an employee can stand in for them using the business operations handbook and continue with the operations as if nothing happened at all. A A This is possible if you¢AAAve documented your processes, hierarchy, job descriptions, emergency protocols, and other relevant information and stored it all in the operations manual. Making Task
Delegation EasyA A Holding everyone accountable for their activities can help to eliminate human error. A well-written operations manual does this. This is because it shows all employees what they do and who to contact if a problem arises.A A Furthermore, when you need to delegate a certain task, you may quickly determine who can assist or
advise you based on their job description. Knowing that each employee is aware of the responsibilities of others is a powerful motivation. This will lead to better efficiency and output from your employees. Improving Customer Satisfaction Have you ever called the customer care section of a company and the agent couldn¢AAAt answer your inquiry,
and then you called again on that same day and a different customer care agent was able to solve the same inquiry you¢AAAd called for earlier?A A Situations like this happen if the company does not have a detailed operations manual. Your company¢AAAs operations manual should spell out how to deal with customers, including how to handle their
questions, refunds, promotions, and follow-up. Your personnel will treat all of your clients fairly and equally if they follow this manual, resulting in consistent customer service. A A When you deliver efficient customer service consistently, you¢AAAll have a loyal and pleased customer base in the long run. Now that you know how important operations
manuals are, it¢AAAs time to create one for your company. Here¢AAAs the information you need to include in creating the manual so it¢AAAs useful and functional. The important information to include in your operations manual to ensure that your employees perform each of their functions at an optimum level, in a professional way, and without
external aid, are as follows:A A Company contact information: This includes the company¢AAAs address, phone number, fax, website URL, email addresses for key departments, and other information that people can use to reach out to the company.A AHours of operation: The operation hours highlight the companyq:AAAs working days and the hours
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operating process. To avoid delay in communication or reach the wrong person, including compilation of a directory of all corporate personnel, complete with their names, titles, job descriptions and contact information. Following these steps will help you to write a functional and usable operation manual. Here is a small video that leads you to how to
create an operations manual: the truth is that there is no specific format to write an operations manual. You can create yours in the form of a booklet, mini-book or something extensive. What matters is that you touch the main aspects that make your operations manual useful. If you know the technology or work in an organization that value the use of
technology to solve problems, you can take advantage of online tools and software to create your operating manual. SweetProcess is a very good tool to achieve this. It can help you create an encyclopedia of operational processes for your company. With SweetProcess, you can create a process for your company's zero operations manuals. In addition,
you can also create a procedure as well. You can also use the software to add steps from a procedure to a process. Finally, you can add how many procedures you want to a specific process. Having a technology-based operations manual like this is important because you are able to save the details in the cloud. When you make changes, you do not
need to spend money on printing and replacing the manuals, as they will be updated and immediately ready for use. Another important consideration is that you can get totally green, saving the environment from "guiding documents" and can update thesi serusaem ytefas dna lortnoc ytilauqg etaugeda ekat dna selur htiw ylpmoc ot snoituacerp
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Operations manual templates allow your manual to have a standardized and necessary functionality adding value to the document and allowing it to portray the needed significance to your employees. In most cases, a finished template is created with all of the necessary components in mind. Allows for Faster SwitchingA A A template-based operations
manual design can easily be replaced with a new one. After a few years, you¢AAAre unlikely to want to give up an expensive bespoke design because it still hurts too much financially¢AAAassuming you didn¢AAAt have someone amend the template until it looked like it was made from scratch. When you use a template, you can easily modify the one
you already have and immediately switch to another design. Below are free operations manual templates that you can download, tweak, and use for your organization. Business Operations Manual Template Click here to download this Operations Manual Template The business operations manual template helps you to document in detail how your
business functions. As a business owner, it helps you easily handle and delegate tasks to staff and other entities that make up your company. The operations handbook specifies the processes that are required to meet corporate objectives, as well as the documents that detail how to carry them out and who is responsible for them. Restaurant
Operations Manual Template Click here to download this Operations Manual Template The restaurant operations manual template outlines the duties that are critical to the success of your restaurant. It comes with instructions on how to complete the duties assigned to owners, management, and other staff members. It also shows who is responsible
for each task listed. It is a thorough compilation of standards, checklists, and responsibilities, as well as other pertinent information for all Manual Sample Operations model click here to download this manual Operations model a manual sample operations model has only one purpose, which is to remind people how to perform their tasks in a simple
but easy and understandable way. the sample operation manual is a book u folder of printed documents containing standard operating procedures, a description of the organization hierarchy, important team contact information and emergency protocols. Standard Operations manual model click here to download this manual Operations model a
standard operations procedure manual contains all the written instructions of the organization and most important duties in a document. a sop manual is a collection of all individual and departmental sops of an organization, stating and explaining in detail what each person in your company should do. employees can consult the sop manual if they
have questions about appropriate processes. Print Operations manual model click here to download this manual model of Operations the manual model of printable operations is a document that shows how to manage current and future operational employees with the information they need to understand and operate each system throughout their
potential. is the system manual that focuses on how to use the equipment instead of how to keep it, specifically how to interact with it for full functionality. Basic operations manual model click here to download this manual Operations model the main goal of the basic operations manual model is to remind your staff how to perform their tasks. the
manual is a book u package of printed documents containing standard operating procedures, a description of the organization hierarchy, important personnel contact information and emergency protocols. manual emergency operations modelhere to download these operations arap sadAulcni o£As m©Abmat siel sa rarohlem arap sadatoda marof euq
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launaM od sepA§Aarepo ed launam ed oledom esse raxiab arap iuqa euqilC launam oledoM this operation manual model A manual model of construction operations is used to perform construction activities. One and maintenance (0&M) program includes training, cleaning, work practices, and monitoring to keep asbestos-containing materials (ACM)
in buildings in excellent working order. It explains the scope of the project and the type of construction to be used and as-built drawings in a format that has been agreed upon. It also contains plans for services, register of assets, operation and maintenance instructions. Flight Operations Manual Template Click here to download this Operations
Manual Template The flight operations manual (FOM) template is used to keep in check all activities that are related to flights and air attendants. They are essential for keeping your flight department organized. The policies and procedures of the organization, as well as standard operating procedures and training needs, are all included in a decent
flight operations manual. A FOM improves safety and efficiency while lowering operational expenses. Help Desk Operations Manual Template Click here to download this Operations Manual Template The help desk operations manual template helps you direct all help desk officers in your company and serves as a single point of contact for users to
contact IT with requests. It is an avenue to discover answers to technical difficulties, as well as to troubleshoot and address known issues with the software and hardware that make up the organization¢AAAs IT infrastructure. Home-Based Business Operations Manual Template Click here to download this Operations Manual Template The home-based
business operations manual template helps you to organize, coordinate and direct your home-based business. Recently, homework has taken on a new meaning. The desire to achieve economic independence has prompted a great number of people to sell their abilities and talents from the comfort of their own homes.A A IT Operations Manual
Template Click here to download this Operations Manual Template TheA A IT operations manual It helps deal with all companies involving the information document and insurance procedures of the information, which includes an acceptable use controversy, a computer using computer for employees, a poetics byod (Bring your own device), IT
security planning, IT risk assessment and IT safety audit Franchise Operation Manual Model Click here to download this Operation Manual Model A Model of Franchise Operation Manual Help you as a franchisor to use the Franchise Operations Manual as an Instruction Guide §Ations to communicate the patterns and criteria of the system to
franchisees. Also help you manage your employees and guide them to be productive and display professionalism. Hotel Operations Manual Click here to download this Operation Manual Model A Hotel Operations Manual Model help you as a hotel owner to adopt a pop that your employees follow . This helps in the consistency and quality of the
provision of services and defines patterns for your hotel. Also aid in the organization of function duties for the effective performance of each employee. Manual Operations Manual Nonprofit Click here to download this Operation Manual Model The Non -Profit Operation Manual Model explains and guides you on how to perform your tasks as an
organization without to profit. Project planning is generation and impactful financing of ideas, this model approached it. It contains the standard operating procedures you can use to describe your organizational hierarchy, prepare important information about team contact and create emergency protocols. Office Operations Manual Model Click here
to download this Operation Manual model the Office Operation Operation Manual The issues of your company and employees so that they can present themselves in their greatest professional abilities. With it, you will create and manage procedures of the writing to achieve the efficiency of each in your office, that is, employees, customers, investors,
suppliers and the general public. Model Company Operations Manual Click here to download this Manual Operations Model The company's manual operations model helps you to form the processes and procedures your employees should follow to work on your best. With this model, you can create a structure that is a work communication platform
between you and your workers so that the tasks are delivered accurately, efficiently and without waste of resources. Model Small Business Operations Manual Click here to download this Manual Operations Model The manual model of small business operations serves the only purpose of reminding your employees of when and how to perform their
duties. With this, you are able to focus on other major tasks because you are sure your team is always doing the right things. This is important because in a small business you wear many hats. Having this in place will put many tasks in the autopilot, which helps you spend more time in other urgent activities. When people adopt a manual model of
operations in particular, some questions appear in their process of aligning them to the needs, features and details of their business. Below are the answers to some FAQs about manual operations models. Your business needs a manual of operations unless you do not want to establish yourself as an authority in your space or do not want to maintain a
high standard of excellence in your organization. But if these are important to you, then you should create an operations manual. In addition, if you want to create employee training material for your employees, the operations manual will help new employees to get acquainted with how your business worksto enter the main details of professional
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over 200 pages. The other one was about 100 pages¢AA!A This operation is complex.¢AAA Then they found SweetProcess. They knew it was the one they must subscribe to because of its unique features. Heather, an employee of DFPS, describes the software as a process machine. She said, ¢AAAI really like SweetProcess because it lets you build a

process machine. It¢AAAs not just another place to store a book of processes. It lets you plug everything in so that it¢AAAs all cohesive and yet independent.¢AAA SweetProcess helped them to streamline and improve their business process documentation. One area in which the DFPS has greatly felt the impact of SweetProcess is in its business
process documentation. The organization documented its business processes in manuals, but they were cumbersome and all over the place. SweetProcess helped them to get rid of the complexity with its easy design and features. One of the advantages of using SweetProcess to document your company¢AAAs operations is that you can easily give all
your employees access to the template. You can do this by navigating to the top right corner of your dashboard and clicking on ¢AAACreate Team.¢AAA Next you¢AAAll be redirected to a new page where you can name the team and write a brief description for it. After adding all the necessary details, then click on the ¢AAACreate Team¢AAA button.
As soon as you do, your team will be created on SweetProcess. From the new dashboard, you can add employees as members of the team and assign new roles to the team members. As you can see, SweetProcess not only allows you to create procedures and processes for your company but also ensures that it¢AAAs well organized and accessible to
the right team members. Aside from DFPS, ParcelPoint also had issues with its logistics and supply chain. ¢AAAIt just gets disorganized and chaotic,¢AAA Charlotte, the company¢AAAs operations manager, lamented. When is just doing what you can at work without a guide in a specific direction, things get upside down. One person does one thing
and another person does something else, producing different results. The need to tie loose ends in her departmental operations propeled Charlotte to search for a useful system on the internet, and then she found SweetProcess. Immediately she signed up for a free trial, and proved to be very useful. She said: “Because we did the free trial, I was
already able to set up a lot of things, and they could see how it would work. It wasn't just in theory, they could see how we were already using it. I think it helped to get the buy-in for registration.” With most of her team members in another country, she can board and train them remotely using SweetProcess. She also said: “I'm based in Sydney and
most of my support team are in the Philippines, and through the use of SweetProcess, we can board and train an entire remote team. Without the help of SweetProcess, we would not have been able to do this.” Another similar example is Stone & Wood, a beer company that produces quality beer in the North of Australia region. Updating the
procedures and working processes was your challenge. Employees working with outdated procedures have changed their entire production, leaving the team without option but to start over - a great waste of time and resources. When they upgraded the procedures, training and crafting became an obligation. According to Thomas, the company's
quality assurance and sensory coordinator, employee training and onboard are two areas that your organization felt the biggest impact of using SweetProcess. SweetProcess helped them bring new workers to streamline the way things are done in the organization and they were able toprovide the necessary resources and help new operators acquire
knowledge in a short time You can start with a free 14 -day SweetProcess test to create and manage your company's manual operations models. You do not need to add your details of the Card Card to apply for the free test. For each organization they want to succeed, having an operating manual is a better way to coordinate the workflow and ensure
that processes move at a richer rhythm. One gives it to it that is essential for the construction of a successful and respectable business. Two, it allows you to establish systems and specific systems that duplicate your business model, and also helps different units to achieve its full development and subtly income potential. Now that intellectual
property management is quickly becoming something in the global business community, having your operations manual helps you keep your brand, brand names, corporate logos or other intellectual property material. Want to know the manual models of operations to be used for your business? Click here to download the relevant models for your
Strisher, and get ahead of thousands of companies that should build it from scratch. 5 Essential steps to get a task outside your head and in a system so you can climb and grow your business! Business!
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