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	QUALITY PROCEDURE MANUAL




VENDOR APPROVAL
1. PURPOSE

1.1 To ensure all parts, spares, tools, equipment’s, or services purchased by GAM for the purpose of aircraft maintenance activities and operation are from an approved suppliers, contractors and sub-contractors, hereinafter referred as “vendor” which conforms to regulatory requirements and GAM procedures.
1.2 This procedure is to establish GAM vendor approval, monitoring and control procedure.
Note: Refer GAM/CAAM/MOE Part 2.1 Supplier Evaluation Procedure and Sub-Contract Control Procedure for definition of supplier, contractor and sub-contractor.

2. SCOPE

This procedure is applicable to vendors supplying aviation related materials (parts, spares, tools, equipment) and services to GAM.
3. RESPONSIBILITY

[image: image1.png]
3.1 Engineering Manager, Warehouse & Logistics Controller and/or Senior Maintenance Manager are responsible for searching and selecting potential vendors.

3.2 QAM is responsible for the evaluation, control, and approval of vendor into GAM quality system.
3.3 Quality Assurance Personnel (QAP) shall initiate and request all the necessary documentations from the vendor once received Vendor Request Form (GAM/E-011).
3.4 QAP is responsible to assess the vendor’s quality system and needs before forwarding the recommendation to the QAM.

3.5 QAP shall register, maintain, and update the Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057) whenever required.

4. REFERENCE

4.1 GAM/CAAM/MOE Part 2.1 Supplier Evaluation Procedure and Sub-Contract Control Procedure
4.2 GAM/MMP Part 4.4.3 Maintenance Support Network
4.3 GAM/EPM/SA EPM 3-04 Vendor Audits

4.4 GAM/EPM/SA EPM 3-05 Vendor Approval

5. PROCEDURE
5.1 Request for Vendor Evaluation
5.1.1 Any request for evaluation shall be made to the QA Department using Vendor Request form (GAM/E-011).  It shall be completed with the details of proposed vendor information and types of services that enquire.
5.2 Vendor Evaluation

5.2.1 Upon received the Vendor Request form (GAM/E-011), QA department shall initiate the evaluation process by submitting the Vendor Evaluation Questionnaire (GAM/Q-003) to vendor for fill up. 
5.2.2 Vendor shall completed the Vendor Evaluation Questionnaire and revert back to QA department along with relevant supporting documents as required in the questionnaire.
5.2.3 Upon receipt of the completed Vendor Evaluation Questionnaire (GAM/Q-003), QA department shall evaluate the application. Vendor evaluation can be carried out either by a desktop audit – questionnaire and documentation or by a physical audit visit.
a) Desktop Audit:
i. Only desktop audit is required for vendor classified as Supplier.
ii. Classification of the vendor to be included into AVL shall be based on the information provided in the Vendor Request Form (GAM/E-011).
iii. For an initial survey, QAP will forward Vendor Quality Assurance Evaluation Questionnaire (GAM/Q-003) to the Vendor by an e-mail.
iv. Upon receipt, QAP shall assess and review the completed Vendor Quality Assurance Evaluation Questionnaire (GAM/Q-003) once received from vendor. Once satisfactory, completed GAM/Q-003 including all relevant supporting documents shall be forwarded to QAM for recommendation and further evaluation.
v. Upon receipt of the completed Vendor Quality Assurance Evaluation Questionnaire (GAM/Q-003) with relevant supporting documents from QAP, QAM shall evaluate the submitted information.

vi. If the required documentations found satisfactory, QAM will approve the vendor evaluation and register into Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057). Concurrently, QAP shall notify the requester and vendor on the acceptance and approval of evaluation.
vii. Vendor that does not have relevant authority certificate, established Quality Management System, etc. shall be subjected to on-site/physical audit by Quality Audit personnel for verification of the application if required.
b) On-site/Physical Audit
i. On-site/Physical Audit is required for vendor classified as Maintenance Contractor and Sub-contractor/Service Provider.
ii. Classification of the vendor to be included into AVL shall be based on the information provided in the Vendor Request Form (GAM/E-011).
iii. GAM requires on-site/physical audit to be carry out at least every 3 years or at minimum once throughout the duration of the vendor under GAM AVL or MSN.
iv. Upon receipt of the completed Vendor Evaluation Questionnaire (GAM/Q-003) with relevant supporting documents from QAP, QAM shall evaluate the submitted information.
v. GAM Quality Auditor shall initiate the vendor audit process with the vendor. Audit shall be conducted based on Vendor Audit Checklist (GAM/Q-071)
vi. Upon successful completion of the vendor audit, audit report shall be forwarded to QAM along with the vendor evaluation questionnaire for further evaluation and approval.
vii. If the required documentations and on-site/physical audit found satisfactory, QAM will approve the vendor evaluation and register into Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057). Concurrently, QAP shall notify the requester and vendor on the acceptance and approval of evaluation.
5.3 Criteria for Vendor
5.3.1 Engineering Manager, Logistic Controller and/or Senior Maintenance Manager shall identify prospective vendor based on, but not limited to: 
a) It is an Original Equipment Manufacturer (OEM).

b) It is an approved maintenance organization from Authorities i.e. CAAM, EASA, FAA, TCCA etc.
c) Having quality system accreditation such as ISO9000 Series, AS9100 etc. or equivalent.
d) Having health and safety management system approvals i.e ISO 14001, OSHAS 18001 etc.
e) An accredited calibration laboratory by national standard i.e. SIRIM, NIST etc.
f) Competitive price
g) Quick Turn-around-time (TAT

5.4 Type of Vendor
5.4.1 Maintenance Contractor
c) An Approved AMO by CAAM or DGTA or other National Aviation Authority i.e. FAA, EASA, TCCA 

d) Maintenance Repair Organisation
5.4.2 Service provider

a) Training organisations

b) Specialized work

c) Calibration 

5.4.3 Supplier

a) Spares

b) Material

c) Consumables

5.5 Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057) are the listing of all the vendors approved by the QAM and under the custody of QAM.
5.6 Copy of up-to-date Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057) shall be made available to the Engineering Department and other departments as required.
5.7 The Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057) shall contain leading vendor information:
a) Vendor’s Full Name
b) Vendor’s Address
c) Scope of Service
d) Authority’s Approval Number 
5.8 QAP shall review and update the Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057) whenever required or at least once a month.
5.9 Should there be any significant quality issues, GAM may suspend or remove the vendor from the Approved Vendor List (GAM/Q-002) and/or Maintenance Support Network (GAM/Q-057) where applicable.

5.10 The vendor’s records will be kept in a file available in the QA Department for a minimum of 3 years.
5.11 The validity of the vendor’s authorization is 3 years. QAP shall monitor the validity of vendor’s approval/accreditation and audit expiry due on the first week of every month.  Should there be any vendor’s approval/accreditation is expiring, QAP shall communicate with vendor to provide the latest copy of vendor’s approval.  Similarly, QAP shall arrange for audit if the validation of vendor closing to 3-year interval. Audit shall be conducted based on Vendor Audit Checklist (GAM/Q-071). Upon successful completion of the vendor audit, audit report shall be forwarded to QAM for approval.
5.12 If the required documentations and on-site/physical audit found satisfactory, QAM will register into Approved Vendor List (GAM/Q-002) and Maintenance Support Network (GAM/Q-057). Concurrently, QAP shall notify the requester and vendor on the acceptance and approval of on-site/physical audit.
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Flowchart A - Supplier

















Flowchart B – Maintenance Contractor & Sub-contractor/service provider
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