AIDS Record Checklist

NOTE:
 If you receive this checklist from your supervisor, please return the original checklist to your supervisor with the original AIDS.

	AIDS Number
	
	QAE
	
	Project
	


	Comment:
	

	
	


	Supervisor
	Date to Supervisor


1. Things to check prior to QAE Approval/beginning of work. Refer to references 1, 3 for AIDS preparation.

(
Check PDMS to verify that the AIDS number is not already assigned or closed (this helps avoids duplicates).

(
Check that the COG-E has signed and dated the AIDS original.

(
Check that all header data is complete and accurate (Project, P/N, S/N, Qty. Build Rev., Item/Class, Title).

(
(Optional) Check metadata and AIDS header data for correlation.

	Comment:
	

	
	


2. Things to do while the AIDS is in work. Refer to references 1, 3 for AIDS processing while in work.

(
Verify that all data referenced as ‘attached’ is present (test data, photos, etc.).

· Ensure that only the original AIDS is used to document work.

· Ensure that all steps and data entry required by the AIDS is done.

(
Ensure that all changes are signed and dated by COG-E and QAE. Do not allow use of markers or white-out.

(
Ensure that IR numbers and related AIDS numbers are documented.

	Comment:
	

	
	


3. 
Things to check prior to signing final QAE Acceptance and removal of AIDS and associated data. Refer to 

reference 1 for complete requirements.

(
PDMS metadata matches the AIDS hardcopy.

(
Inconsistent or missing part numbers or serial numbers.

(
All header data is complete, e.g., missing or miss-numbered AIDS and page numbers.

· Part number entered in the AIDS document/part number field is a component of the hardware or is otherwise not 

traceable. (Use the build book AIDS log number if unsure what to enter.)

· All operations signed off; no missing/illegible stamps. Listed IR s closed as indicted by stamp and date.

· Note: Not all IR s listed in the AIDS need to be closed in order for the AIDS to be closed; refer to QAP 141.11 for exceptions. However, all open IR issues should be resolved prior to letting the hardware go on to the next level of fabrication, assembly, integration or test. This can be done, for example, at final buildbook review.

	Comment:
	

	
	


4. 
Send the original AIDS and all referenced “attached” data to QADC (83-214) for closure. 

   
Call 3-0239, or your supervisor, with questions.

References.

1. For AIDS requirements, refer to QAP 141.11, Rules! DocID=35603:

http://rules.jpl.nasa.gov/cgi/doc-gw.pl?DocID=35603
2. For a matrix of JPL documents specifically requiring the use of AIDS, refer to:

http://eis.jpl.nasa.gov/quality/AIDS/AIDSrqts_matrix.doc
3. For guidelines on how to make an AIDS, from a COG-E’s perspective, refer to:

http://eis.jpl.nasa.gov/quality/training/COG_E_AIDS_training_sherpa.ppt
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