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1 SCOPE AND POLICY

This procedure applies to the control of TASKS, which could effect ATD systems and procedures. These are categorised as follows:

	NON-CONFORMANCE
	A specific problem which requires to be fixed.
	eg two different drawings have the same number.

Customer complaints

	PREVENTIVE

ACTION
	A problem with a system which requires changes or additions to the system
	eg Risk management systems are required for ATD

	ACTIONS
	Any other action related to systems and procedures
	eg Investigate the use of OUTLOOK for TASK management


Non-conformances are normally dealt with as action items in meetings. However, any complaints received from Clients shall be entered into the TASKS system and sent to the ATD QA mailbox.

All preventive actions should be recorded in the TASK system.

This procedure describes the use of OUTLOOK for the control of TASKS,other systems may be used providing they are documented in the appropriate procedures.

It is ATD policy that problems shall be documented to ensure that they are corrected and analysed so that appropriate preventive actions are taken.

2 PROCEDURE
2.1 Inputs

Any person identifying a need for preventive action or a Customer complaint shall inform ATD QA. This may be done by raising a TASK REQUEST and assigning it to the ATD QA mailbox. This is applicable to all Tasks including those raised during Internal Audits,Management Reviews and Project Meetings.

ATD QA assigns the TASK to the responsible person.

PROCESS

2.2 New Task request

The person identifying the TASK 

Opens
OUTLOOK

Selects
TASKS

Right clicks
Click here to add new Task

Selects
New Task request
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ddr

Set

	1
	Address to the responsible person

	2
	Enter the details of the task

	3
	set
Due to TODAY

	4
	Set Start to TODAY

	5
	TICK
Keep updated copy of this Task on my Task list

	6
	BLANK
Send status report when Task is complete

	7
	This will be filled in by ATD QA


7 
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2.2.1 Accept or Decline a Task

The recipient will receive the task via email.

The recipient shall "Accept" or "Decline with comment".

If "Accept", the recipient becomes the "Owner".  The "Due date" shall be reset to a considered date. 

If "Declined" the recipient shall state the reason.  The task will revert back to the originator.

Progress of task

The Owner of the task updates the progress fields as progress is made:

1.
due date

2.
Status

3.
Priority

4.
% complete

The notes area shall be used to indicate what actions are planned / have been taken.
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The Owner sets '% complete' to 100% or 'date completed' when finished.


2.2.2 Monitoring tasks

ATD QA reviews open Tasks on a regular basis and refers any problems to the ATD project Manager or his representative for resolution. Appendix B shall be used as a checklist.

ATD QA reviews all TASKS to determine

· The root cause

· Further preventive action if needed. 

ATD QA marks the TASK "CLOSED" by creating an ‘unassigned copy’ of the task when they have been documented, actioned and checked to have been completed.

ATD QA checks that there is sufficient information on the closed TASK to record what actions were actually taken and that they were effective.

3 OUTPUTS

Closed tasks are retained in the ATDQA mailbox.

APPENDIX A  :  RELATED DOCUMENTS

APPENDIX B : RECORD OF AMENDMENTS

Issue 0 based upon TGP016

The approval will be the ATD head of function

APPENDIX C  :  ATD QA TASK

	DISCIPLINE
	
	MONTH
	
	

	Function
	ACCEPT TASKS
	ALLOCATE AND PROGRESS TASKS
	ANALYSE TASKS
	CLOSE TASKS

	View
	INBOX
	OPEN NCR/CAR
	CATEGORISE BY ISO/CLAUSE
	COMPLETE BUT NOT CLOSED

	Minimum frequency
	weekly
	weekly
	monthly
	monthly

	MON
	
	
	
	

	TUE
	
	
	
	

	WED
	
	
	
	

	THU
	
	
	
	

	FRI
	
	
	
	

	MON
	
	
	
	

	TUE
	
	
	
	

	WED
	
	
	
	

	THU
	
	
	
	

	FRI
	
	
	
	

	MON
	
	
	
	

	TUE
	
	
	
	

	WED
	
	
	
	

	THU
	
	
	
	

	FRI
	
	
	
	

	MON
	
	
	
	

	TUE
	
	
	
	

	WED
	
	
	
	

	THU
	
	
	
	

	FRI
	
	
	
	

	MON
	
	
	
	

	TUE
	
	
	
	

	WED
	
	
	
	

	THU
	
	
	
	

	FRI
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