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STATEMENT OF COMMITMENT:
We, the entire Management of MICROPRESS COMPUTER CENTER LIMITED do solemnly and in one accord declare our intention to implement a Quality Management System in accordance with the requirements of ISO 9001:2015 Standard throughout our company’s operations having direct bearing with the quality of our Products.

MISSION STATEMENT
The primary choice for quality products that provides value for all.

VISSION STATEMENT
To be a trusted professional market leader that passionately delivers Quality, Service & Value.

OUR QUALITY POLICY:
At Micro press computer center limited, We are committed to consistently producing high Quality packaging, labels and boxes that meet customers’ expectation and fulfill all applicable regulatory requirements, by involving all our employees through Quality management system ISO 9001: 2015 in order to have continual improvement on our products delivery with focus excellence.
To achieve our Quality policy, we have defined, established Quality objectives that cut across every process within the organization.
     
	
OUR QUALITY OBJECTIVE:
· As an organization we will drive ownership of quality as responsibility of every employee by engaging them to deliver excellence in our activities and strive to achieve 100% customer satisfaction.
· Satisfy corporate, statutory and regulatory requirements in order to meet customers’ needs, expectation and continually improve our Quality Management System by ensuring all payment or inspection are done at least 15 days before due date.
· Maintain quality standards in accordance with ISO 9001:2015, aiming to minimize non-conforming products to < 10 instance per month
· To ensure that customer complaint is resolved within 15 working days of receipt

The departmental objectives are determined by each department and the Managing Director ensures that all set objectives are measurable and consistent with the quality policy.  The extent of realization of these departmental objectives or targets is reviewed during Management review meetings to determine the level of customer satisfaction.

DIRECTORY OF HOLDERS:
	S/No.
	Title of Holder
	Copy Number

	1
	Business Operation Head
	01

	2
	Accounts Manager
	02

	3
	QC Manager
	03

	4
	Maintenance Manager
	04

	5
	Personnel /Admin manager
	05

	6
	Store Manager
	06














AUTHORIZATION
I, THE CFO OF MICROPRESS COMPUTER CENTER LIMITED (MCCL), HERE BY AUTHORIZED THE IMPLEMENTATION OF THE REQUIREMENTS OF THIS QUALITY MANUAL WITHIN THE EPL QUALITY MANAGEMENT SYSTEM. THE PROVISIONS OF THIS MANUAL AND OTHER RELATED QUALITY MANAGEMENT SYSTEM DOCUMENTS ARE MANDATORY FOR COMPLIANCE BY ALL EMPLOYEES OF THE COMPANY WHILE CARRYING OUT VARIOUS QUALITY RELATED DUTIES ASSIGNED TO THEM.


CFO



HOLDER’S NAME: 

POSITION: 

SIGNATURE: 

DATE: 







1.0 INTRODUCTION

1.1 COMPANY’S BACKGROUND & NATURE OF BUSINESS
EXTENSION PUBLICATION LIMITED
	
1.2	COMPANY LOCATIONS
Plot 588, Aliyu Dikko Strt, Area 1, Durumi, Abuja,
E-mail: 
1.3	FIELDS OF COMPETENCE
We are presently producing writing and printing paper of various sizes as per the market standards as well as requirements..
1.4	LIST OF PROCESSES
i. Human resources/Admin
ii. Accounts
iii. Quality Assurance
iv. Production 
v. Store 
vi. Maintenance
vii. Purchase (support process)

1.5 COMMUNICATION
MCCL Quality management system documents are written in English Language. Other means of communication such as internal memo, telephone, Email, are used.

2.0 DOCUMENTS SUPPORTING EPL QUALITY MANAGEMENT SYSTEM
The following are the documents supporting our quality system: -
1. MCCL Quality Manual
2.  ISO 9001:2015 Quality Management System – requirements
3. Process Manual
4. Standard Operating Procedures.
5. Work Instructions.

2.1 DOCUMENTED INFORMATION
MCCL/CORP/COC-003		Cooperate Organizational chart
MCCL/CORP/IEI-005 			Internal and External Issues
MCCL /CORP/IP-004                          interested parties and their requirements
MCCL /CORP/SC-006 		Scope of Quality Management System
MCCL /CORP/QP-001         		Quality Policy Statement
MCCL /CORP/QO-002           	            Quality Objectives
MCCL /FA/QMS/PM-001   		Finance / Account Process Manual
MCCL /QC/QMS/PM-001   		QC Process Manual
MCCL/HRA/QMS/PM-001		Personnel/Admin process manual
MCCL/MNT/QMS/PM-001		Maintenance process manual
MCCL/PRD/QMS/PM-001		Production process manual
MCCL/STR/QMS/PM-001		Store process manual
MCCL/PUR/QMS/PM-001		Purchase process manual
MCCL/MGT/QMRM-01/02		Quality management review meeting
MCCL/CORP/PAQ-001         	Plan to Achieve Quality objectives
MCCL /CORP/RAR-012     	Risk assessment Register.
MCCL/CORP/LIA-013          	List of Internal Auditors
MCCL/CORP/BSP-009	             Business Plan and Strategy Review
MCCL/CORP/AP-008	Management Lead Appointment letter
MCCL/CORP/OSP-015	             Control of outsource process
MCCL/CORP/PIC-011		             Process interaction chart
.

3.0 DEFINITION OF COMMONLY USED TERMS & ABBREVIATIONS

	S/N
	ALPHABET
	TERM
	DEFINITION

	1. 
	
	Audit
	Systematic, independent and documented process for obtaining objective evidence and evaluating it objectively to determine the extent to which the audit criteria are fulfilled.

	2. 
	
	Audit evidence
	Records, statements of fact or other information, which are relevant to the audit criteria and verifiable

	3. 
	
	Audit criteria
	Set of policies, procedures or requirements used as a reference against which objective evidence is compared.

	4. 
	
	Authorization
	An act of endorsing or granting permission.

	5. 
	C
	Calibration
	Compares and adjustment to a standard of known accuracy.

	6. 
	
	Certificate of Compliance
	A document signed by an authorized party affirming that the supplier of a product or service has met the requirements of the relevant specification or regulation.

	7. 
	
	Competence
	Ability to apply knowledge and skills to achieve intended results.

	8. 
	
	Complaint
	Expression of dissatisfaction made to an organization, related to its product or service, or the complaints-handling process itself, where a response or resolution is explicitly or implicitly expected.

	9. 
	
	Compliance
	An indication or judgement that the product or service meets the agreed requirements of the relevant specifications or the state of meeting the requirements.  This may also be called conformance.

	10. 
	
	Context of the Organization
	Combination of internal and external issues that can have an effect on an organization’s approach to developing and achieving its objectives.

	11. 
	
	Conformity
	Fulfilment of a requirement.

	12. 
	
	Contract
	Binding agreement.

	13. 
	
	Continual Improvement
	Recurring activity to enhance performance.

	14. 
	
	Customer
	Person or organization   that could or does receive a product or a service that is intended for or required by this person or organization.

	15. 
	
	Customer satisfaction
	Customer’s perception of the degree to which the customer’s expectations have been fulfilled.

	16. 
	
	Company wide
	Implemented across Units, Departments and Sections of the Organization

	17. 
	
	Dependability
	Ability to perform as and when required.

	18. 
	
	Document
	Information and the medium on which it is contained.

	19. 
	
	Documented Information
	Information required be controlling and maintaining by an organization and the medium on which it is contained.

	20. 
	
	Documentation
	A set of documents, for example specification and records.

	21. 
	E
	Effectiveness
	Extent to which planned activities are realized and planned results achieved.

	22. 
	
	Efficiency
	Relationship between the result achieved and the resources used.

	23. 
	
	External provider (Formally supplier)
	Provider that is not part of the organization e.g. vendor of a product or a service.

	24. 
	F
	Flux
	The action  or process of flowing or flowing out

	25. 
	I
	Infrastructure
	System of facilities, equipment and products needed for the operation of an organization.

	26. 
	
	Interested party (stakeholder)
	Person or organization that can affect, be affected by, or perceive itself to be affected by a decision or activity e.g. Customers, owners, people in an organization, providers, bankers, regulators, unions, partners or society that can include competitors or opposing pressure groups.

	27. 
	
	Involvement
	Taking part in an activity, event or situation.

	28. 
	
	ISO
	International Organization for Standardization.

	29. 
	
	Inspection
	Determination of conformity to specified requirements.

	30. 
	
	List 
	Different between port side draft and Starboard side draft

	31. 
	M
	Management System
	Set of interrelated or interacting elements of an organization to establish policies and objectives, and processes to achieve those objectives.

	32. 
	
	Measurement
	Process to determine a value.

	33. 
	
	Mission
	Organization’s purpose for existing as expressed by top management.

	34. 
	
	Monitoring
	Determining the status of a system, a process, a product, a service, or an activity.

	35. 
	N
	Non-Conformity
	Non-fulfilment of a requirement.  It may also be called deficiency, discrepancy, non- conformance, or non-compliance.

	36. 
	O
	Objective Evidence
	Data supporting the existence or verity of something.

	37. 
	
	Output
	Result of a process

	38. 
	
	Policy
	Intentions and direction of an organization as formally expressed by its top management.

	39. 
	
	Process
	Set of interrelated or interacting activities that use inputs to deliver an intended result.

	40. 
	
	Products
	The action helping or doing work for someone.

	41. 
	
	Sorting
	A system of arranging items systematically, and has two common, yet distinct meanings.

	42. 
	
	Project
	Unique process, consisting of a set of coordinated and controlled activities with start and finish dates, undertaken to achieve an objective conforming to specific requirements, including the constraints of time, cost, and resources.

	43. 
	
	Provider
	Organization that provides a service e.g. vendor of a product or a service.

	44. 
	Q
	Qualification Process
	Process to demonstrate the ability to fulfil specified requirements.

	45. 
	
	Quality
	Degree to which a set of inherent characteristics fulfils requirements

	46. 
	QA
	Quality Assurance
	Part of quality management focused on providing confidence that quality requirements will be fulfilled.

	47. 
	QC
	Quality Control
	Part of quality management focused on fulfilling quality requirements.

	48. 
	
	Quality Manual
	Specification for the quality management system of an organization.

	49. 
	
	Quality Management System (QMS)
	Part of a management system with regard to quality.

	50. 
	
	Quality Policy
	Intentions and direction of an organization as formally expressed by its top management related to quality.

	51. 
	
	Quality Objectives
	Result to be achieved related to quality.

	52. 
	
	Quality Planning
	Part  of  quality  management  focused  on  setting  quality  objectives  and  specifying necessary operational processes and related resources to fulfil the quality objectives.

	53. 
	
	Quality Plan
	Specification of the procedures and associated resources to be applied when and by whom to a specific object (e.g. project, products, process or contract).

	54. 
	R
	Record
	Document stating results achieved or providing evidence of activities performed.

	55. 
	
	Reliability
	The ability of an item to perform a required function under stated conditions for a stated period of time.

	56. 
	
	Requirement
	Need or expectation that is stated, generally implied or obligatory.

	57. 
	
	Regulatory requirement
	Obligatory requirement specified by an authority mandated by a legislative body.

	58. 
	
	Repair
	Action on a nonconforming product or service to make it acceptable for the intended use.

	59. 
	
	Review
	Determination of the suitability, adequacy or effectiveness of an object to achieve established objectives, e.g. management review, design and development review, review of customer requirements, review of corrective action and peer review.

	60. 
	
	Inspection
	caDocul examination or scrutiny

	61. 
	
	Risk
	Effect of uncertainty.

	62. 
	S
	Service
	Output of an organization with at least one activity necessarily performed between the organization and the customer.

	63. 
	
	Specification
	Document stating requirements.

	64. 
	
	Strategy
	Plan to achieve a long-term or overall objective.

	65. 
	
	Statutory requirement
	Obligatory requirement specified by a legislative body.

	66. 
	
	Sustained success
	Achievement of an objective over a period of time.

	67. 
	T
	Test
	Determination of one or more characteristics according to a procedure.

	68. 
	
	Top Management
	Person or group of people who directs and controls an organization at the highest level.

	69. 
	
	Traceability
	Ability to trace the history, application or location of that which is under consideration.

	70. 
	V
	Validation
	Confirmation, through the provision of objective evidence, that the requirements for a specific intended use or application have been fulfilled.

	71. 
	
	Verification
	Confirmation, through the provision of objective evidence, that specified requirements have been fulfilled.

	72. 
	
	Vision
	Aspiration  of  what  an  organization  would  like  to  become  as  expressed  by  top management.

	73. 
	W
	Work Environment
	Set of conditions under which work is performed.




4	Context of the organization
4.1    Understanding the organization and its context
MCCL has determined the external and internal issues that are relevant to its purpose and its strategic direction and that affect its ability to achieve the intended result(s) of its quality management system. EPL has also monitored and reviewed information about these external and internal issues. See information in document Doc. No. MCCL/CORP/IEI-E05 Internal and External Issues).

4.2	Understanding the needs and expectations of interested parties
Having understood the need to consistently provide Products that meet our customer and applicable statutory and regulatory requirements, MCCL has determined:
a) The interested parties that are relevant to its quality management system;
The requirements of these interested parties that are relevant to its quality management system. See details in Doc No: MCCL/CORP/IP-004
MCCL has also monitored and reviewed information about these interested parties and their relevant requirements.

4.3	Determining the scope of the quality management system
The Quality management system as documented here is applicable to the following activity only: The scope of quality management system in MCCL see Doc Doc No: MCCL/CORP/SC-006
4.4	Quality management system and its processes
4.41. MCCL has established, implemented, maintained and continually improved a quality management system, including the processes needed and their interactions, in accordance with the standards’ requirements. See Doc no: MCCL/CORP/PIC-011 
MCCL has also determined the processes needed for the quality management system and their application throughout the organization, and has been included in each department process manuals see department process manual 

4.4.2. To the extent necessary, MCCL is;
· Maintaining documented information to support the operation of its processes;
· Retaining documented information to have confidence that the processes are being carried out as planned.

5    Leadership
5.1    Leadership and Commitment
5.1.1	General
MCCL management has demonstrated leadership and commitment with respect to the quality management system by:
· Taking accountability for the effectiveness of the quality management system;
· Ensuring that the quality policy and quality objectives are established for the quality management system and are compatible with the context and strategic direction of the organization;
· Ensuring the integration of the quality management system requirements into the organization's business processes;
· Promoting the use of the process approach and risk-based thinking;
· Ensuring that the resources needed for the quality management system are available;
· Communicating the importance of effective quality management and of conforming to the quality management system requirements;
· Ensuring that the quality management system achieves its intended results;
· Engaging, directing and supporting persons to contribute to the effectiveness of the quality management system;
· Promoting improvement;
· Supporting other relevant management roles to demonstrate their leadership as it applies to their areas of responsibility.
5.1.2	Customer focus
MCCL management has demonstrated leadership and commitment with respect to customer focus by ensuring that:
a) customer and applicable statutory and regulatory requirements are determined, understood and consistently met;
b) the risks and opportunities that can affect conformity of Products and the ability to enhance customer satisfaction are determined and addressed;
c) The focus on enhancing customer satisfaction is maintained.

5.2	Policy
5.2.1	Establishing the quality policy
MCCL Management has established, implemented and maintained a quality policy that:
· is appropriate to the purpose and context of the organization and supports its strategic direction;
· Provides a framework for setting quality objectives;
· Includes a commitment to satisfy applicable requirements;
Includes a commitment to continual improvement of the quality management system. See information in page 4 of this Quality Manual & Doc No; MCCL/CORP/QP-001 (Quality Policy Statement)

5.2.2	Communicating the Quality policy
EPL quality policy is:
a) Available and be maintained as documented information;
b) Communicated, understood and applied within the organization;
c) Available to relevant interested parties, as appropriate.

5.3	Organizational roles, responsibilities and authorities
MICROPRESS COMPUTER CENTER LIMITED management has ensured that the responsibilities and authorities for relevant roles are assigned, communicated and understood within the organization. These roles, responsibilities and authorities have been assigned for each personnel working in EPL in the staff job description which can be find in the HR department.

6    Planning
6.1    Actions to address risks and opportunities
6.1.1 MCCL has addressed the issues, requirements, the risks and opportunities, to;
· Give assurance that the quality management system can achieve its intended result(s);
· Enhance desirable effects;
· Prevent, or reduce, undesired effects;
· Achieve improvement.
6.1.2   MCCL has determined:
a)  Actions to address these risks and opportunities;
b)   How to:
1) Integrate and implement these actions into its quality management system processes.
2) Evaluate the effectiveness of these actions.
See information in document Doc. No. MCCL/CORP/RAR-0012 (Risk Assessment Register).

6.2	Quality objectives and planning to achieve them
6.2.1 MCCL has established quality objectives at relevant functions, levels and processes needed for the quality management system
See information in document Doc: EPL/CORP/QO-002
MCCL has maintained documented information on the quality objectives which are:
a) Consistent with the quality policy;
b) Measurable;
c) Taken the applicable requirements into account.
d) Relevant to conformity of Products and to enhancement of customer satisfaction;
e) Monitored;
f) Communicated;
g) Updated as appropriate.

6.2.2	In planning how to achieve its quality objectives, MCCL has determined:
a) what will be done;
b) what resources will be required;
c) who will be responsible;
d) when it will be completed;
e)   How the results will be evaluated See Quality objectives and plan to achieve them.
See details in the plan to achieve objectives doc no: MCCL/QMS/PQO-003

6.3	Planning of changes
When MCCL determines the need for changes in its quality management system; the changes will be carried out in a planned manner that satisfies:
· The purpose of the changes and their potential consequences;
· The integrity of the quality management system;
· The availability of resources;
· The allocation or reallocation of responsibilities and authorities.
See information in document Doc. No. MCCL/CMP/SOP-023 (SOP for change management).

7    Support
7.1    Resources
7.1.1	General
EPL has determined   and   provided   the   resources   needed   for   the   establishment, implementation, maintenance and continual improvement of their quality management system, taking into consideration; the capabilities of, and constraints on, existing internal resources and also what needs to be obtained from external providers. The Required resources are mainly identified in the event of new Process Development / Business plan review, the Organization performance review in Management Review Meetings and monthly business reviews. These resources include but are not limited to the following; financial resources, human resources, infrastructure, work environment, information, materials and documentation.

7.1.2	People
EPL determines and provides the persons necessary for the effective implementation of its quality management system and for the operation and control of its processes. 
This is being managed by the HR department 

7.1.3	Infrastructure
EPL has determined, provided and maintained the infrastructure necessary for the operation of its processes and to achieve conformity of Products.
Our Infrastructure includes:
· Buildings and associated utilities;
· Equipment’s, including hardware and software;
· Logistics resources;
· Information and communication technology.

7.1.4	Environment for the operation of processes
MCCL has determined, provided and maintained the environment necessary for the operation of its processes and to achieve conformity of Products. This environment is a combination of both human and physical factors. These factors include:
a) Social:- Non-discriminatory, calm and non-confrontational 
b) psychological:- Stress-reducing, burnout prevention, emotionally protective
c) Physical: - Good ventilation, Good hygiene and Controlled noise in work areas.

7.1.5	Monitoring and measuring resources
7.1.5.1	General
MCCL determines and provides the resources needed to ensure valid and reliable results when monitoring or measuring is used to verify the conformity of Products to requirements.
MCCL ensures that the resources provided:
· Are suitable for the specific type of monitoring and measurement activities being undertaken;
· Are maintained to ensure their continual fitness for their purpose.
MCCL retains appropriate documented information as evidence of fitness for purpose of the monitoring and measurement resources. See calibration certificates in Quality Control 

7.1.5.2	Measurement traceability
When measurement traceability is a requirement, or is considered by MCCL to be an essential part of providing confidence in the validity of measurement results, then measuring equipment in MCCL shall be:
· Calibrated or verified, or both, at specified intervals, or prior to use, against measurement standards traceable to international or national measurement standards; when no such standards exist, the basis used for calibration or verification shall be retained as documented information;
· Identified in order to determine their status;
· Safeguarded from adjustments, damage or deterioration that would invalidate the calibration status and subsequent measurement results.
MCCL takes appropriate action when it determines that the validity of previous measuring equipment has been adversely affected and is found to be unfit for its intended purpose. 

7.1.6	Organizational knowledge
MCCL has determined the knowledge necessary for the operation of its processes and to achieve conformity of Products. This knowledge is maintained and is made available to the extent necessary. When addressing-changing needs and trends, MCCL considers its current knowledge and determine how to acquire or access any necessary additional knowledge and required updates. Organizational knowledge is knowledge specific to the MCCL, and it is generally gained by experience. It is information that is used and shared to achieve the company’s objectives. Organizational knowledge is also gained from:
· Internal sources: - intellectual property, knowledge gained from experience, lessons learned from failures and successful projects, capturing and sharing undocumented knowledge and experience, the results of improvements in processes, Products.
· External sources: - Standards (Both International and local), academia; conferences; gathering knowledge from customers or external providers.
See details in Doc no: MCC/P0K/SOP-025 (procedure for organizational knowledge)

7.2 Competence
MCCL has determined the necessary competence of person(s) doing work under its control, and which affects the performance and effectiveness of the quality management system. It has ensured that these persons are competent on the basis of appropriate education, training, or experience. Where applicable, MCCL take actions to acquire the necessary competence, and evaluate the effectiveness of the actions taken and also retain appropriate documented information as evidence of competence. 
See details in Doc. No. MCCL/HR/CM-001 (Competency matrix).

7.3	Awareness
Through corporate/departmental meetings and proper awareness training, MCCL ensures that persons doing work under the company’s control are aware of;
· The quality policy;
· Relevant quality objectives,
· Their contribution to the effectiveness of the quality management system, including the benefits of improved performance;
· The implications of not conforming to the quality management system requirements.

7.4 Communication
MCCL has determined the internal and external communications relevant to the quality management system and this includes: what it will communicate, when to communicate, with whom to communicate, how to communicate and who communicates.
See Doc. No: MCCL/CORP/CM-004 (communication matrix).

7.5	Documented information
7.5.1     General
EPL Quality management system includes:
· All documented information required by ISO 9001:2015;
· Documented information determined by the organization as being necessary for the effectiveness of the quality management system.

7.5.2	Creating and updating
When creating and updating documented information, MCCL ensures appropriate:
· Identification and description (e.g. a title, date, author, or reference number);
· Format (e.g. language) and media (e.g. paper, electronic);
· Review and approval for suitability and adequacy.
See information in Doc. No. EPL/CDC/SOP-001 (Document control procedure).


7.5.3 Control of documented information
7.5.3.1 	Documented information required by MCCL Quality management system and by ISO 9001:2015, is controlled to ensure:
· Its availability and suitability for use, where and when it is needed;
· It is adequately protected (e.g. from loss of confidentiality, improper use, or loss of integrity).
See information in Doc. No. MCCL/CDC/SOP-001 (Document control procedure).

7.5.3.2	For the control of documented information, 
MCCL has addressed the following activities, as applicable:
· Distribution, access, retrieval and use;
· Storage and preservation, including preservation of legibility;
· Control of changes (e.g. version control);
· Retention and disposition.
See information in Doc. No. MCCL/CDC/SOP-001 (Document control procedure).

8    Operation
8.1    Operational planning and control
All processes needed to meet the requirements for the provision of Products, and to implement the actions determined in section 6.0 of this quality manual are planned, implemented and controlled by;
· Determining the requirements for the Products.
· Establishing criteria for the processes and the acceptance of Products;
· Determining the resources needed to achieve conformity to the product and service requirements;
· Implementing control of the processes in accordance with the criteria;
· Determining, maintaining and retaining documented information to the extent necessary to have confidence that the processes have been carried out as planned and to demonstrate the conformity of Products to their requirements.
MCCL ensures that the output of this planning is suitable for the organization's operations.
MCL controls planned changes and review the consequences of unintended changes, taking action to mitigate any adverse effects, as necessary.
See information in Doc. No. MCCL/COP/SOP-003 (control of products change).

8.2    Requirements for Products
8.2.1	Customer communication
Communication with MCCL customers includes:
· Providing information relating to Products;
· Handling enquiries, contracts or orders, including changes;
· Obtaining customer feedback relating to Products, including customer complaints;
· Establishing specific requirements for contingency actions, when relevant.
All which are being handled by the sales and marketing team. See information in document Doc. No: EPL/COP/CM-004 (communication matrix).

8.2.2	Determining the requirements for Products
When determining the requirements for the products to be offered to customers, MCCL ensures that:
· The requirements for the products are defined, including any applicable statutory and regulatory requirements, and those considered necessary by the organization (This may include client scope of work, technical requirements, method statement, or in a tender or quotation document).
· The organization can meet the claims for the Products it offers.
8.2.3	Review of the requirements for Products
8.2.3. MCCL ensures that it has the ability to meet the requirements for Products to be offered to customers. It conducts a review before committing to supply Products to a customer, and this review includes;
· Requirements specified by the customer, including the requirements for delivery and   post-delivery activities;
· Requirements not stated by the customer, but necessary for the specified or intended use, when known;
· Requirements specified by the company;
· Statutory and regulatory requirements applicable to the Products; 
·  Contract or order requirements differing from those previously expressed.

MCCL ensures that contract or order requirements differing from those previously defined are resolved. Customer's requirements are confirmed by the company before acceptance, when the customer does not provide a documented statement of their requirements.
8.2.3.2 As applicable, the company retains documented information on the results of the review done and any new requirements for the Products. Which are being handled by the sales and marketing department 

8.2.4     Changes to requirements for Products
When requirements for Products are changed, MCCL ensures that relevant documented information is amended, and that relevant persons are made aware of the changed requirements. 
See information in document Doc. No: EPL/COP/SOP-003 (control of product change).

8.3    Design and development of Products
All design/drawing requirements are based on international specifications. Therefore, this Column not applicable to our QMS.
See information in Doc. No. EPL/CORP/SC-E06 (Scope of quality management system)

8.4    Control of externally provided processes, Products
8.4.1	General
EPL ensures that externally provided processes, Products conform to requirements. It further determines the controls to be applied to externally provided processes, Products when:
· Products from external providers are intended for incorporation into the MCCL own Products;
· Products are provided directly to the customer(s) by external providers on behalf of MCCL;
· A process, or part of a process, is provided by an external provider as a result of a decision by the MCCL.
MCCL has determined and documented criteria for the evaluation, selection, monitoring of performance, and re-evaluation of external providers, based on their ability to provide processes or Products, in accordance with requirements. Records of any necessary actions arising from the evaluations are also maintained. 
See information in document Doc. No. MCCL/CSE/SOP-007 (criteria for selection, evaluation and monitoring of external provider).

8.4.2	Type and extent of control
MCCL ensures that externally provided processes, Products do not adversely affect the organization's ability to consistently deliver conforming Products to its customers. To this effect, MCCL:
· ensures that externally provided processes remain within the control of its quality management system;
· define both the controls that it intends to apply to an external provider and those it intends to apply to the resulting output;
· take into consideration the potential impact of the externally provided processes, Products on the company’s ability to consistently meet customer and applicable statutory and regulatory requirements, and also the effectiveness of the controls applied by the external provider;
· Determine the verification, or other activities, necessary to ensure that the externally provided processes, Products meet requirements.

8.4.3	Information for external providers
MCCL ensure adequacy of requirements prior to its communication to the external provider.
MCCL communicates to external providers its requirements for: 
· the processes, Products to be provided;
· the approval of Products, methods, processes and equipment, the release of Products;
· competence, including any required qualification of persons;
· the external providers' interactions with the company;
· control and monitoring of the external providers' performance to be applied by the company;
· Verification or validation activities that the organization, or its customer, intends to perform at the external providers' premises. See information in the purchase department 

8.5    Production and service provision
8.5.1	Control of service provision
MCCL has implemented its production and service provision under various controlled conditions, and these conditions includes as applicable:
· the availability of documented information that defines the characteristics of the Products to be produced, the products to be provided, or the activities to be performed and also the results to be achieved;
· the availability and use of suitable monitoring and measuring resources;
· the implementation of monitoring and measurement activities at appropriate stages to verify that criteria for control of processes or outputs, and acceptance criteria for Products, have been met;
· the use of suitable infrastructure and environment for the operation of processes;
· the appointment of competent persons, including any required qualification;
· the validation, and periodic invalidation, of the ability to achieve planned results of the processes for production and service provision, where the resulting output cannot be verified by subsequent monitoring or measurement;
· the implementation of actions to prevent human error;
· The implementation of release, delivery and post-delivery activities.

8.5.2	Identification and traceability
MCL uses suitable means to identify outputs when it is necessary to ensure the conformity of Products. It identifies the status of outputs with respect to monitoring and measurement requirements throughout production and service provision. When traceability is a requirement, MCCL controls the unique identification of the outputs. It also retains the documented information necessary to enable traceability.
See information in document Doc. No. MCCL/PIT/SOP-013 (products identification & traceability).

8.5.3	Property belonging to customers or external providers
MCCL exercises much care with property belonging to customers or external providers while under its control or being used by the company.
Customers or external providers’ property(s) provided for use or in-cooperated into the Products of MCCL, are identified, verified, protected and safeguarded in order to prevent loss or damage. However, no customer/ external provider property are in our care

8.5.4	Preservation
MCCL preserves the output during production and service provision, to the extent necessary to ensure conformity to requirements. Preservation includes identification, handling, packaging, storage, transportation, and protection. 
See details in document Doc. No. EPL/PPP/SOP-019 (Procedure for preservation of products).

8.5.5	Post-delivery activities
MCCL meet requirements for post-delivery activities associated with its Products .In determining the extent of post-delivery activities that are required, the MCCL considers:
· statutory and regulatory requirements;
· the potential undesired consequences associated with its Products;
· the nature, use and intended lifetime of its Products;
· customer requirements;
· Customer feedback.
See information in document Doc. No. MCCL/PDA/SOP-023 (Procedure for post-delivery activities).
8.5.6	Control of changes
MCCL reviews and controls change for production or service provision, to the extent necessary to ensure continuing conformity with requirements. It retains documented information describing the results of the review of changes, the person(s) authorizing the change, and any necessary actions arising from the review.
See information in document Doc. No. MCCL/COP/SOP-003 (Control of products change).

8.6    Release of Products
MCCL implements planned arrangements, at appropriate stages, to verify that the product and service requirements have been met. The release of product to the customer does not proceed until the planned arrangements have been satisfactorily completed, unless otherwise approved by a relevant authority and, as applicable, by the customer.
See information in document Doc. No. MCCL/POP/SOP-020 (Release of products).

MCCL retains documented information on the release of Products which includes the following:
· Evidence of conformity with the acceptance criteria.
· Traceability to the person(s) authorizing the release.

8.7    Control of nonconforming outputs
8.7.1	MCCL ensures that outputs that do not conform to their requirements are identified and controlled to prevent their unintended use or delivery. It takes appropriate action based on the nature of the nonconformity and its effect on the conformity of Products. This also applies to nonconforming Products detected after delivery of Products, during or after the provision of products.
See information in document Doc. No. MCCL/INP/SOP-011 (Internal non-conforming procedure).

MCCL deals with nonconforming outputs in one or more of the following ways:
· Correction;
· Return or suspension of provision of Products;
· Informing the customer;
· Obtaining authorization for acceptance under concession.
Conformity to the requirements are verified when nonconforming outputs are corrected.
8.7.2 MCCL  maintains documented information that:
· describes the nonconformity;
· describes the actions taken;
· describes any concessions obtained;
· Identifies the authority deciding the action in respect of the nonconformity.
See details in quality control department 

9    Performance Evaluation
9.1    Monitoring, measurement, analysis and evaluation
9.1.1     General
MCCL determines:
· What needs to be monitored and measured;
· The methods for monitoring, measurement, analysis and evaluation needed to ensure valid results;
· When the monitoring and measuring shall be performed;
· When the results from monitoring and measurement shall be analyzed and evaluated.
See information in document Doc. No. MCCL/MAP/SOP-021 (Measurement and analysis procedure)
MCCL evaluates the performance and the effectiveness of its quality management system, and retains appropriate documented information as evidence of the results.
9.1.2	Customer satisfaction
MCCL monitors customers' perceptions of the degree to which their needs and expectations have been fulfilled, and also determines the methods for obtaining, monitoring and reviewing this information. Sources of data for customer satisfaction includes but not limited to;
Customer surveys, customer feedback on delivered Products, meetings with customers, market-share analysis.  See details in Sales & marketing department.

9.1.3	Analysis and evaluation
MCCL analyses and evaluates appropriate data and information arising from monitoring and measurement.
The results of analysis are used to evaluate:
· conformity of Products;
· the degree of customer satisfaction;
· the performance and effectiveness of its quality management system;
· if planning has been implemented effectively;
· the effectiveness of actions taken to address risks and opportunities;
· the performance of external providers;
· The need for improvements to its quality management system.
See information in document Doc. No. MCCL/PAE/SOP-023 (procedure for analysis and evaluation).
9.2    Internal audit
9.2.1	MCCL conducts internal audits at planned intervals to provide information on whether the quality management system:
· Conforms to MCCL quality management system and the requirements of ISO 9001:2015 and;
· Is effectively implemented and maintained.

9.2.2	MCCL:
· Plan, establish, implement and maintain an audit programme (at least once in a year) including the frequency, methods, responsibilities, planning requirements and reporting, which shall take into consideration the importance of the processes concerned, changes affecting the organization, and the results of previous audits;
· Define the audit criteria and scope for each audit;
· Select auditors and conduct audits to ensure objectivity and the impartiality of the audit process;
· Ensure that the results of the audits are reported to relevant management;
· Take appropriate correction and corrective actions without undue delay;
· Retain documented information as evidence of the implementation of the audit programme and the audit results.
The procedure is outlined below:
SCOPE 
This procedure applies to all departments within the scope of our Quality management system.

RESPONSIBILITY
The MR has the responsibility to ensure compliance with the requirements stated in 	the procedure

PLANNING	
· The Management Representative prepares an annual audit plan reflecting at least, once in a year audit plan and subsequent audit programme with details of time of audits, processes to be audited, audit methods, and audit criteria with names of auditors.  
· He ensures that the yearly Audit Plan is circulated to personnel responsible for 	sections to be audited.  
· The Internal Auditors in collaboration with engaged consultant representative are to ensure the implementation of this procedure and responsible for the compilation and analysis of appropriate review data of QMS ISO 9001; 2015 Internal Audit.
· A Plan for the Audit is compiled Annually or as required
· A List of Internal Audits to be engaged is compiled based on qualification and also considering recent training done.
· A review of the checklist is done with the auditor
· A programme is communicated to Auditees at least a week before the Audit
· Interview the process owner and ask he/she to explain their work process
· Compare the process, as the process owner explained it, to the written procedure/objectives.
· Document the results and any differences in practice to how procedures/objectives are written, when procedures/objectives are compiled to.
· Any observation/Non conformity to be closed within a stipulated time.
· This pre-empts the Management Review Meeting.



AUDIT CONDUCT AND REPORTING OF RESULTS
· Audits are carried out as per schedule except otherwise a change is unavoidable.  When a planned audit has to be shifted, a 5 - day notice is required to enable the auditee adjust his/her programme and prepare for the audit.  
· He ensures good conducts of auditors during audits and adherence to schedules.
· Findings during audits are recorded in Internal Audit Record. This is forwarded to MR for reviews and to serve as inputs in the preparation of Audit resolution to the Business Head.  Records of audits are maintained.

AUDIT FOLLOW UP VERIFICATION AND REPORTING
MR ensures that the management responsible for the area being audited makes sure that any necessary corrections and corrective actions are taken without undue delay to eliminate detected non-conformities and their causes. Specified time for taking corrective actions is documented and 	followed as at when due and audit findings are not allowed to exceed 21 days 	from 	the date of audit.  Auditor carries out follow up audit to verify the extent of 	compliance and actions taken are 	recorded in the Internal Audit Record. 	Thereafter, any outstanding audit findings are brought to the Management attention for further necessary action.
See information in document Doc. No. MCCL/IAP/SOP-010 (Internal audit procedure).

9.3    Management review
9.3.1	General
Top management reviews MCCL quality management system, after every audit (at least once in a year) to ensure its continuing suitability, adequacy, effectiveness and alignment with the strategic direction of the organization.

9.3.2	Management review inputs
The management review is planned and carried out taking into consideration:
· the status of actions from previous management reviews;
· changes in external and internal issues that are relevant to the quality management system;
· information on the performance and effectiveness of the quality management system, including trends in: customer satisfaction and feedback from relevant interested parties; the extent to which quality objectives have been met; process performance and conformity of Products; nonconformities and corrective actions; monitoring and measurement results ;audit results ;the performance of external providers;
· the adequacy of resources;
· the effectiveness of actions taken to address risks and opportunities 
· Opportunities for improvement.

9.3.3	Management review outputs
The management review outputs include decisions and actions related to:
· opportunities for improvement;
· any need for changes to the quality management system;
· Resource needs.
EPL maintains documented information as evidence of the results of management reviews.
See information in document Doc. No. MCCL/DMR/SOP-006 (Department and management review procedure)
10 Improvements
10.1 General
EPL determines and select opportunities for improvement and implement any necessary actions to meet customer requirements and enhance customer satisfaction, by;
· Improving Products to meet requirements as well as to address future needs and expectations;
· correcting, preventing or reducing undesired effects;
· Improving the performance and effectiveness of the quality management system.

10.2	 Nonconformity and corrective action
10.2.1 When nonconformity occurs, including any arising from complaints, MCCL:
a)	React to the nonconformity and, as applicable: take action to control and correct it or deal with the consequences;
b)	Evaluate the need for action to eliminate the cause(s) of the nonconformity, in order that it does not recur or occur elsewhere, by:
· reviewing and analyzing the nonconformity;
· determining the causes of the nonconformity;
· determining if similar nonconformities exist, or could potentially occur;
c) implement any action needed;
d) review the effectiveness of any corrective action taken;
e) update risks and opportunities determined during planning, if necessary;
f) Make changes to the quality management system, if necessary.
Corrective actions shall be appropriate to the effects of the nonconformities encountered.

10.2.2	MCCL maintains documented information as evidence of:
a) the nature of the nonconformities and any subsequent actions taken;
b) the results of any corrective action,
See information in document Doc. No. MCCL/PFC/SOP-022 (Procedure for CAPA)

10.3	 Continual improvement
EPL continuously improves the suitability, adequacy and effectiveness of the quality management system, by considering the results of analysis and evaluations, and the outputs from management reviews, to determine if there are needs or opportunities that shall be addressed as part of continual improvement.

11.00 Process Interaction chart
The information about the process interaction chart is being monitored and reviewed. See Doc no: MCCL/CORP/PIC-E011
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