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New Product Introduction: 
New Product description: 
Add Product Description here 

Quantity: 
Add Build Qty here 

Purchase Order No: 
Add S/O here 

Works Order No: 
Add W/O here 

Project Kick-Off: 
Date: xx/xx/xx 

Due date: 
Date: XX/XX/XX 

Assembly Team / Person responsible: 
Add Assembly Team / Name here 
 

                                                                                   01: Resources (M) = Mandatory Requirements 
Item: Description Action: Who: When: OK /Complete: 
 
01/a 

 
Pre-production, preparation for 
PCB assembly.  (M) 

Have we checked the Customers BOM to AEMS BOM, either in parts box or Epicor? 
Yes/No                                 

   

Has the customer “signed off” the Bom?  - Have we checked for any change requests? 
Yes/No                                 

   

Have we received the correct issue level artwork (Gerber’s)?  – Check to order 
Yes/No                                 

   

Has the Stencil been ordered and the issue level tallies with the BOM and Sales order? 
Yes/No                                 

   

Does the received stencil “line up” with the bare board PCB’s?  
Yes/No                                 

   

Is there a customer manufacturing pack available, this should include a minimum of 
component layout, circuit diagram, photograph, and critical component specification 
(LED orientation)   
Yes/No 

   

Is a first off required to be signed off by the customer?  
Yes / No  
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01/b 

 
 
 
SMT Component Placement(M) 
 

Has the SMT Machine program been generated and Peer checked?                   
Yes/No                                 

   

Have the set-up sheets been generated / approved and issued?                          
Yes/No                                                                     

   

Once the machine is loaded with the feeders, have these been subject to “buddy” check? 
Yes/No                                 

   

 
 
01/c 

 
AOI Optical Inspection (M) 

Is the Assembly to use the In-line or Off-line Machine?        INLINE         OFFLINE    
Has the AOI Machine program been generated and Peer checked?                      
Yes/No                                 

   

Has a % coverage report been generated and approved for volume build?        
Yes/No                                 

   

 
01/d 

 
PCB Functional test / 
verification  

Are there Test Rigs required?                                                                                        
  Yes/No 

   

Is the customer providing test data and specifications?                                       
  Yes/No                          

   

Has the cost been generated and approved?                                                           
 Yes/No      

   

Is there a need for External Engineering support?     Cost £                                     
 Yes/No                              

   

 
01/e 

 
Second stage (Thro hole) Work 
Space 

Has the location for production been identified?                                                               
Yes/No 

   

Is there adequate space?                                                                                                          
Yes/No 

   

Has the work space been provided?                                                                                      
Yes/No 

   

 
01/f 

 
Second stage Assembly Jigs 

Is there a need for an Assembly jig?                                                                                       
Yes/No 
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 Are assembly Jigs / fixtures required?                                                                                   
Yes/No 

   

 
01/g Final Test Equipment 

Verification 
What Test Equipment is required?                                                                                            

02: Documentation / Specification: 
Item: Description Action: Who: When: Ok /Complete: 
 
 
02/a 

 
 
BOMs (M) 

Has the BOM been created?                                                                                                    
Yes/No 

   

Has the BOM been checked and approved?                                                                         
Yes/No  

   

Is the BOM revision correct to the Final Assembly requirements?                                 
Yes/No 

   

 
 
 
02/b 

 
 
 
Assembly Instructions (M) 

Have the Assembly Instructions been created?                                                                   
Yes/No 

   

Have the Assembly Instructions been checked and approved?                                       
Yes/No 

   

Is a “Customer Eyes Over check” Required?                                                                         
Yes/No      

   

 
 
 
02/c 

 
 
 
labeling (Product) 

What / are Labels are required?    
Have the labels been designed?                                                                                              
Yes/No 

   

Have they been printed off ready for production?                                                             
Yes/No 

   

 
 
02/d 

 
 
Labeling (Packaging) 

What Labels are required?                    
Have the labels been designed?                                                                                              
Yes/No 
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Have they been printed off ready for production?                                                             
Yes/No 

   

 
02/e 

 
Special Instruction Sheets 

Is there a need for a special instruction sheet?                                                                   
Yes/No 

   

Has the Instruction Sheet been created?                                                                              
Yes/No 

   

 
02/f 

 
Test and Inspection Procedures 
(T&I) (M) 

Has the T&I sheet been created?                                                                                            
Yes/No 

   

Have the T&I been approved?                                                                                                 
Yes/No 

   

 
 
02/g 

 
 
Packaging requirements and 
instructions 

What packing carton is required?    
Is there a need for any internal packing material needed?                                               
Yes/No 

   

Is there a need for external pallet packing cartons?                                                                      
Yes/No 

   

How many internal units are required for external carton? (If applicable)                           
Qty: 

   

 

 


