Project / Engineering Master File 

Purpose: To provide electronic documentation which shall be housed in a central location for Engineering, Sales, Quality and Leadership to quickly access. 
Scope: Provide a historical trail for any supporting documentation for Engineering.  

New Project File

1. When a new project is secured from a customer, the quote file per 80.7101ENG shall become the “New Project” file.  The project file will be kept electronically on the network under the Z: drive.  Corresponding folders (i.e., Quotes, Material info, CAD data, etc.) will be within each molds’ folder.
2. Each folder on the Z: drive will be stored by mold number.  Within each mold’s folder will be the following sub-folders at a minimum:
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3. All 2D and 3D part files will be saved with revision level in the name.  If no revision level is available, they will be saved by date.
4. Engineering will create the Bill of Material (BOM) in IQMS after the approval has been received and is saved on the Z: Drive Folder and linked to IQMS BOM through the document tab.
5. The Master File shall be maintained for the life of the project. For obsolete projects, the appropriate paperwork shall follow the mold out the door.  If the mold is not to be returned to the customer, or if it is deemed obsolete, the documentation for that mold will be kept on field for any length of time or discarded at the discretion of the engineering department. 
6. After sampling, Engineering creates a sampling report of actual part information.  The BOM shall be updated using any new information.  Any EC’s, quality or production changes follow the same procedures. 
Reference Material:

Work Instructions

80.7101ENG

Quoting 
80.7212ENG


Lindsey Hahn


5/22/03





Latest 


10/23/2025


Revision 06








	Policy
	Procedure
	WI
	Form
	Retention

	8
	8.2
	80.7212ENG
	
	




Page 1 of 1



