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1.0
INTRODUCTIONPRIVATE 


1.1
The purpose of this standard procedure is to document Aztec Communications, Ltd.’s installation project delivery process.


1.2
All finished goods, installation materials, replacements and spare parts shipments will be included in this procedure.

2.0
REFERENCE

TL 9000; Section 4.15.6

3.0
PROCESS

3.1
Step 1

Review the Company's pack, packaging and labeling procedures to ensure that the product / installation materials has been packaged properly.  (Reference 4.15 TL 379)


3.2
Step 2

The installation product has been properly packed, packaged and the customer required labels applied. (Reference 4.15 TL 379)


3.3
Step 3

Review the work order for the scheduled delivery date.


3.4
Step 4

Cross check the customer's product order for all special instructions and to confirm delivery schedule date, time, dock location.


3.4
Step 4a

The Company's annual delivery objective is 100% on-time delivery.


3.5
Step 5

Schedule the pick-up and delivery based on customer requirements, lead times and any special handling requirements.


3.6
Step 6

Place on-going customer delivery requirement documents in file for use by distribution staff.


3.7
Step 7

Ensure truckers and distribution staff are familiar with customer special delivery requirements.


3.8
Step 8

Shipper, or  Company’s warehouse staff, picks up product.


3.9
Step 9

Log by project code the pick-up time, date, name of transportation company, and estimated date of delivery.


3.10
Step 10

Product delivered to customer & signed accountability.


3.11
Step 11

Was the delivery as customer specified?

ON-TIME DELIVERY

3.12
Step 12

Verify actual delivery by UPS on-line or other trucker validation systems, weekly or as validation systems require.  Log actual product delivery data in shipping log.

MISSED DELIVERY DATE

3.13
Step 13
*
Customer complaint or verification system indicates missed delivery





date.





*
Expedite delivery of product.





*
Log actual delivery data.





*
Investigate issues regarding delivery problems.





*
Develop review document of problem and proposed solutions as part of process improvement action plan.


3.14
Step 14

Develop action plan to meet company objective for 100% on-time delivery.


3.15
Step 15

Present problem statement and action plan at management review meeting (Reference 4.1.3).

4.0
ACCOUNTABILITY

4.1
The Warehouse Manager and through delegation of authority, the Warehouse Staff are accountable for meeting the Company's objective for on-time delivery.


4.2
The distribution staff is accountable for the product delivery process and ensuring it functions in a business effective and timely manner.


4.3
The Warehouse Manager will lead non-compliance reviews and with the Warehouse staff participation develop all remedial action plans.


4.4
The distribution staff will provide logging, documentation and follow-up/verification support.

