Assembly Inspection Data Sheet (AIDS)

BASIC INSTRUCTIONS

NOTE: For complete AIDS instructions, refer to  QAP 141.11. Use of the template and PDMS AIDS metadata is governed by QAP 141.11.
NOTE: An AIDS template is available in FrameMaker or Word, when the AIDS Form button is pressed in an AIDS record. The Word option will contain populated metadata; select the *.rtf option. The AIDS template  is also available, without the populated data.  

What is an AIDS?

An AIDS is an Assembly Inspection Data Sheet - so what is that?

· The AIDS is a ‘traveler’ - it records what assembly and inspection steps were performed and who performed them.

· The AIDS is not a document, once released it cannot be revised.

· The AIDS is a controlled document that references documents that control fabrication, assembly and test.  The AIDS captures build data that is unique to a serial number.

The AIDS must not be used in lieu of:

· engineering drawings, ECOs

· procedures, specifications, procedures

· or other documents that establish and define design and fabrication criteria.

AIDS must not be used to capture changes to design or fabrication criteria.

Approvals and Acceptances.

1. An AIDS must be approved by the COG-E and the QA Representative before any work can begin.

2. At the end of the work, the completed AIDS must be accepted by the COG-E and then, last, by the QA Rep. 

3. QA will check the AIDS and PDMS metadata for completeness, sign the AIDS, and then forward the original AIDS and all related material to QADC for check and attachment to the PDMS record.

4. After QA signs the AIDS, the AIDS original and copies cannot be modified. 

5. If new work must be done, a new AIDS must be generated.

Steps Format.

To minimize changes to the AIDS after approval, begin by planning the entire operations sequence and have the QA representative assist you in planning the inspection points.

1. Assign planning step numbers consecutively in increments of ten. Begin with the number 10, e.g., 10, 20, 30, 40, etc. 

2. Assign inspection steps, where required, in increments of ten, starting with the number 5, e.g., 5, 15, 45, 55, etc. 

3. After AIDS approval, add in additional steps between those increments. 

· For example, between steps 30 and 40, you can add step 33 if desired, without adding steps 31 and 32

· Between inspection steps 45 and 55, you can add step 48 if desired, without adding steps 46 and 47.  NOTE: Work cannot begin on a modification or addition until the required review and approval cycle for the change is completed by QA and the COG-E.
4. Provide enough space between steps to allow for insertion of redlining and comments.

5. If special quality provisions are necessary during an assembly, fabrication, or test activity, enclose the step number with a square or brackets.

6. Provide a statement that  the step requires  QA witness, i.e. the  step requires stamp and date.

7. To save time, and rewriting, have the QA representative assist you in planning inspection points.

8. Enter a description of the task for each step. Make reference to drawing notes, and specification paragraphs where needed. 

9. Clearly identify requirements for specific action by Quality Assurance in the step description.

Sequence of Operations.

AIDS steps are not required to be performed in the order in which they are printed or numbered.  However, it is preferred that the number sequence generally reflect the order of actions to be performed.  If an operation must be performed in the sequence included on the AIDS, a statement should be included specifying which steps must be followed in order. 

· “Order Sensitive Operation - Steps X through X must be performed in sequence.” or equivalent wording should be used.

· The statement should appear before the first step in the order sensitive operation.

IMTE (Inspection, Measurement, Test Equipment)  Notation.

The IMTE number/ID and calibration expiration date must be recorded on the AIDS when IMTE is used.

AIDS Release.

The AIDS is a controlled record; it is released by the QA representative who signs it in the acceptance block. Once signed, the AIDS cannot be changed. 

As described in Approvals and Acceptances above, the original AIDS hardcopy and related material is removed from the hardware and forwarded by the QA Rep. to QADC for completion of the AIDS record. The scanned AIDS and related material, when attached to the PDMS metadata, is the complete AIDS master record.
