Corrective Action (CAR) / Corrective Action Preventative Actions (CAPA) Request


Purpose: All requests are to be submitted to the President or Quality Manager.
Scope: Any employee may submit a request for corrective action. However, anytime a request is denied, the Quality Manager gives the initiator a timely and detailed account as to why the request has been denied.
A Customer may submit an 8D request or other Corrective Action Form of their own in place of the Metro CAR.
1.  All requests are to be submitted in writing along with any applicable documentation.  Emails are acceptable and preferable.  A detailed description of the situation should be included in the request along with any applicable documentation**.
a. Product (non-conforming) request should include the following:

i. Customer’s Name

ii. Customer’s Part name and Part number

iii. Revision level 
iv. Metro Part number 
v. Description of the non-conformance

b. Improvement Issue request

i. Description of the issue

c. Non-conforming Procedure (Audit finding) request should include the following:

i. The audit non-conformance report
ii. Internal Audit Number 
iii. QMS document identification number

iv. Description of the non-conformance


**Applicable documentation would be, but not limited to:

Customer’s email 
Photographs

Measurement /analysis records

Return authorizations
2. Granting Requests
a. Automatically
i. Customer, President, or ARB

b. Audit non-conformances

i.  by either the ARB or external audits
c. At Quality Managers discretion:  
i. All others including VP of Engineering
ii. when in doubt, the Quality Manager shall defer to any persons listed above under “Automatically”
3.  Follow up, tracking, and assigning verification is the responsibility of the President or Quality Manager.
4. The President or Quality Manager shall be responsible for communicating responses with customers, vendors, or employees as appropriate. This responsibility may be assigned to others upon the nature of the CAR / CAPA. 

5. A CAR will be generated by the Quality Manager or President through the IQMS Quality Module. The CAPA will be generated by the Quality Manager through the IQMS Quality Module. 
6. Response due date is 10 working days out from the date opened. Unless it is an external CAR, and our customers have requested a different response time.
7. Quality Manager or President will choose to launch either a CAR or MRB.

A. CAR
a. Customer Complaints (8D)

B. CAPA Will be launched by the Quality Manager / President
a. Non-conforming process (Internal)

b. Internal Audits

c. Request for improvement

C. MRB (see DMR 80.7702QA)
a. Non-conforming products (Internal)

b. Customer Complaints

8. All verification documentation will be added to the appropriate section of the CAR or CAPA report. 
9. Approvals will be automatically sent by the workflow of the CAR / CAPA IQMS template. The Quality Manager or President will approve and close out the CAR or MRB (DMR will include the MRB Team) report. The Quality Manager  or  President will close out the CAPA report.  
10. If the implementation is not complete, the Quality Manager or President may elect to leave it open and reschedule the verification with the new date recorded in the form. However, some sort of notation as to the reason the verification was extended, rather than failing to implement the CAR / CAPA, needs to be noted in the appropriate section of the form including notations as to whether the customer needs to be contacted and as to whom and when the contact was made.

11. CAR / CAPA will be kept on file in the IQMS system for a minimum of three years until they are archived.
12. CAR /CAPA’s will be logged into L8503.1 Log.
References:

Work Instructions / Forms and Logs:

· IQMS Quality Module (CAR / CAPA)
· Corrective Action Database L8503.1
· DMR 80.7702QA

· Customer Complaint Log # L90.8103.1

10.8501QMS 


Lynne Hahn


5/27/2003





Latest 


5-24-2024


Revision 08










Page 1 of 1
	Policy
	Procedure
	WI
	Form
	Retention

	10
	10.2
	10.8501QMS
	
	



