
Checklist are very good for business and help business people get better on a continual basis. They can help determine if
employees doing what they want to do, or doing what management would like them to do.

Checklist are good for planning, doing, checking and acting (PDCA). Checklist are good for creating evidence of execution and
records. Checklist are good for producing data that can be easily analyzed.

Dept: Purchasing

1-Planning

FAILPASSMeasurementType of Inspection

Checklists are very good for setting the order and sequence of activities.

Describe what should be done if the inspection point fails.
Note:

Are employees doing what they want to do, or doing what management would like them to do?

Row 2 instructions if the inspection point fails.
Note:

Checklists are good for planning, doing, checking and acting (PDCA).

Row 3 instructions if the inspection point fails.
Note:

a) Good for planning;

Row 4 instructions if the inspection point fails.
Note:

b) Good for creating evidence of execution and records;

Row 5 instructions if the inspection point fails.
Note:

c) Producing data, which can be easily analyzed, and

Row 6 instructions if the inspection point fails.
Note:

d) good for getting things done right the first time.

Row 7 instructions if the inspection point fails.
Note:
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2-Doing / Performance

FAILPASSMeasurementType of Inspection

Checklists are good for inspecting what you expect.

Row 8 instructions if the inspection point fails.
Note:

Checklists are good for creating a systematic and documented approach for process improvement, like ISO 9001.

Row 9 instructions if the inspection point fails.
Note:

Good for Management

Row 10 instructions if the inspection point fails.
Note:

Checklists are good for Resource Management.

Row 11 instructions if the inspection point fails.
Note:

Checklists are good for Product realization

Row 12 instructions if the inspection point fails.
Note:

3-Inspection or Checking

FAILPASSMeasurementType of Inspection

Checklists are good for Measurement, analysis and improvement.

Row 13 instructions if the inspection point fails.
Note:

Checklists are good for verifying purchased products.

Row 14 instructions if the inspection point fails.
Note:

Checklist are good for controlling outsourced services.

Row 15 instructions if the inspection point fails.
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Note:

Checklist are good for work orders or work instructions.

Row 16 instructions if the inspection point fails.
Note:

Checklist are good for verifying Sales Contracts prior to acceptance.

Row 17 instructions if the inspection point fails.
Note:

Checklist are good Design and Development.

Row 18 instructions if the inspection point fails.
Note:

Checklist are good for Management Review.

Row 19 instructions if the inspection point fails.
Note:

Checklist are good for Process Auditing

Row 20 instructions if the inspection point fails.
Note:

4-Act if Corrections are Needed

FAILPASSMeasurementType of Inspection

Checklist are good for controling non-conformance products.

Row 21 instructions if the inspection point fails.
Note:

Checklist are good for corrective actions.

Row 22 instructions if the inspection point fails.
Note:
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5-Preventive Action

FAILPASSMeasurementType of Inspection

Checklist are good for preventive actions.

Row 23 instructions if the inspection point fails.
Note:

Checklist are good for getting things done right the first time.

The below signed person(s) have inspected the material/products received as indicated above.

Checked by: Job Title of Checklist User (Signature & Date) Reviewed by: Job Title of Checklist Reviewer (Signature & Date)
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