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1.0
INTRODUCTIONPRIVATE 


1.1
The purpose of this standard procedure is to outline and document Aztec Communications, Ltd.’s material handling process.


1.2
All material handling procedures will be conducted in accordance with the material handling equipment vendor's load and operating specification instructions to ensure equipment is safely utilized.

2.0
REFERENCE

TL 9000; Section 4.15.2

3.0
PROCESS

3.1
Step 1

The process below documents the Company's material handling process.


3.2
Step 2

Finished customer’s product, installation materials or spare parts are delivered to the Company's receiving dock.  (Ref. TL377 4.15)


3.3
Step 3

Have available, for review, the package handling equipment operating and load specifications if the packages are not routine size and weight.  Safety is crucial !!


3.4
Step 4

Select the package handling equipment appropriate for the material transfer process.


3.5
Step 5

Utilize the appropriate material handling equipment to unload vehicles and to transfer product for  receiving physical inspection.


3.6
Step 6

Inspect all exterior and over packed containers for mishandling damage. (Ref. TL375 4.13)


3.7
Step 7

Identify any and all exterior package damage.  Damage noted.

                                                  (Ref. TL375 4.13)


3.8
Step 8

Tag and segregate to non-conforming materials and process per procedure. (Ref. TL375 4.13)


3.9
Step 9

Damaged material report / notes to delivery driver, general administration, and product supply vendor. (Ref. TL375 4.13)


3.10
Step 10
  
If customer’s product displays no external damage, review inventory control system and note product storage location.  (Ref. TL377 4.15)


3.11
Step 11

Store product, installation materials, and spare parts per inventory control system.

4.0
ACCOUNTABILITY

4.1
The Warehouse Manager through delegation to the Company's Warehouse Staff will be accountable for all material handling received and distributed by the Company.


4.2
Daily material handling will be conducted by the distribution staff and will be accomplished under the direction of the Warehouse Manager.

