1
General
1.1
Scope
This procedure covers all product preservation activities, such as identification, handling, Packaging, storage and protection during internal processing and delivery to the intended destination.
1.2
Purpose

This procedure is applied to
1.2.1 All materials that (company)  and customer owned.
1.2.2 All product preservation activities, such as identification, handling, Packaging, storage and protection during internal processing and delivery to the intended destination.
1.3
Responsibility
1.3.1
Logistic is responsible for storage of incoming material, part preparation for production, stock condition assessment, finished goods storage, and dock audit for finished goods.
1.3.2
Production is responsible for handling the products with care.

1.4
Definition 
1.4.1 Dock Audit
The audit that performed by Logistic to ensure the products conform to requirement prior to shipping the products to customer
2
Procedure
2.1
All accepted incoming materials will be stored in storage area by Logistics with the information of part name, part no., quantities, serial number  and storage location .

2.2
The quantity and quality condition of incoming materials in storage areas will be assessed at least once a year .
2.2.1
For quantity , the assessment criteria will be quantity,  location (bin), serial number (batch), part no., part name for all part 2.2.2 For quality, the assessment criteria will be the same as Incoming inspection(PR 011- 04 “ 2.1.1.1“)
and base on Material which was kept more than 1 year.

2.2.3
The assessment result will be recorded with assessment stock form
-/-(mark) for the accepted criteria,
-x-(mark) for the unaccepted criteria, 

and signature of person who perform assessment.

2.2.4
The corrective action will be taken for any dissatisfied result was found, and recorded

2.2.5
Any parts are obsolete or in poor condition will be controlled in a similar manner to nonconforming products per Non-conforming Product Procedure.

2.3
All parts/components will be withdrawn in sequence by reading the serial number on label to ensure first-in-first-out (FIFO) basis is followed 
2.4
To ensure and optimize inventory turns over time, all parts/components are purchased on customer order driven basis and minimum order basis.

2.5
Production replenishment for lotwise parts withdraw from the storage area will be based on the requirements shown in SAP replenishment details and stock list for the others which will be issued to production box by box to provide part traceability.
2.6
All parts released to production will be handled with care by using forklift/handlift and delivery rack.

2.7
Work in process and finished product will be handled by using appropriate handling equipment e.g. crane, hand lift etc.

2.8
All finished products will be put in the customer specific packaging e.g. rack, box with identification on products

2.8.1
Identification sticker consists information of part no., serial no., assy date, lot no., Inspector unless otherwise specified as the sample tag
2.8.2
Identification sheet consists information of Model and lot no. as the sample tag 
2.9
All finished products in finished goods storage area will be stored in a manner to protect   damage, lost.

2.10
 Before shipping to customer, the following action need to be satisfactorily completed

2.10.1
Product conforming to requirement

2.10.2
Quality Inspection Check list per dock audit

2.10.3
Shipping document e.g. invoice.

2.11
Products will be shipped to the destination by the agreed transporting mode..
2.12   Any customer’s request to transportation service, Logistics Supervisor will inform to supplier , keep record the acknowledge and control supplier by Supplier monitoring. 

2.13
Sample Tag (Finished Good) 
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3
Records / logs

All documents will be retained as defined in the Record and retention control procedure (PR-002).


	Item
	Doc No.
	Doc Name

	1
	
	Incoming material list and check sheet

	2
	
	Incoming problem rocord

	3
	
	Dock Audit Check list 

	4
	
	Material quantity and quality check sheet

	5
	
	Incoming inspection standard

	6
	
	Boxwise form

	7
	
	Material Receiving Form

	8
	
	Delivery schedule

	
	
	


4
Referenced
	Item
	Doc No.
	Doc Name

	1
	
	Purchasing procedure

	2
	
	Control of N/C product procedure

	3
	
	SAP system

	4
	
	SAP printed out report with assessment results

	5
	
	Invoice

	6
	
	Incoming work instruction

	7
	
	Replenishment  work instruction

	8
	
	SAP work instruction

	9
	
	Unloaded Empty Rack work instruction

	10
	
	FG Delivery work instruction

	11
	
	Shock packing work instruction

	12
	
	WI dock audit

	
	
	




















































































































Sample TAG


P/N:


S/N:





Produce date


Checked by:








	Master files are stored electronically and are available to all employees.
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