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	Standard Meter Lab.
	



1. PURPOSE:

1.1. [bookmark: _Hlk206679515]To identify the requirements of and provide a process for the receipt, acceptance and subsequent inspection of incoming equipment, parts etc. By indicating conformance or non-conformance through the use of stamps, labels, and/or physical locations.

2. SCOPE:

2.1. This procedure applies to all materials and equipment received for use by the technical services group, excluded items are general shop supplies (e.g. paper, cleaning supplies, solder, cutters etc.).

2.2. Any deviations from this procedure will be immediately corrected and the problem analyzed as to why it happened.  

3. RESPONSIBILITIES:

3.1. Only employees who have received training on this document may assume the responsibilities defined in this procedure

3.2. The receiving clerk has primary responsibility for carrying out the processes defined in this document.

3.3. In the absence of a receiving clerk the department manager will assume responsibility for processing incoming materials.

3.4. Since inspection and testing is the primary function of Standard Meter Lab, Inc., both Management and Quality Assurance are responsible for ensuring that all employees of the company adhere to this document.  

4. RELATED DOCUMENTS:

4.1. (SML-123) Service Request Form 

4.2. (SML-122) Asset Tag 

4.3. (SML-108) Service Report Form

5. PRODUCT ACCEPTANCE:

5.1. A physical examination of all packages, boxes & equipment delivered to SML must be completed prior to signing for or accepting that shipment.

5.2. Acceptance Criteria is as follows:

5.2.1. Quantity must match accompanying documentation.

5.2.2. Packages should not be damaged or exhibit signs of rough handling.

5.2.3. If exterior damage is found it must be noted on the shipper’s documentation prior to being signed for.





5.3. If exterior damage is found it must be noted on the shipper’s documentation prior to being signed for. 

EXAMPLES:

· Hole in box, possible loss of contents.

· Package crushed, possible interior damage

5.4. Equipment received requiring repair or calibration services must be accompanied by one of the following:

5.4.1. A Packing Slip

5.4.2. A Purchase Order

5.4.3. A Request for Calibration

In the absence of such documentation, a phone call will be made to the customer by the receiving department to determine any unknown processing requirements. I.e. PO#, certificate type, repair symptoms, etc.

If the customer cannot be reached within 24 hours of receipt, the receiving department will proceed with the check-in process using previously established criteria, and the customer service department will be notified so they can pursue obtaining the missing documentation.

6. CHECKING EQUIPMENT INTO THE SYSTEM

6.1. Incoming test equipment is compared to corresponding order specifications and verified as conforming to listed requirements

6.2. Customer specific requirements such as DATA POINTS or RUSH DELIVERY are defined in Indysoft.

6.2.1. Rushes should be noted during the Receiving Event. They are indicated under “Turnaround Time” and must include rush type and approval person. The job worksheet should be stamped “Rush” in red ink.

6.3. Equipment will be checked in and scheduled for processing in the Indysoft.

6.4. Minimum requirements for data entry are as follows:

6.4.1. System ID Number (existing or assigned at check in)

6.4.2. Service Report Serial Number (system assigned)

6.4.3. Equipment specific identifiers Model, Serial & Property Numbers

6.4.4. Customer information: Company Name, Phone No. & Contact

6.4.5. Accessories: Test leads, Carrying Case, Power Cord etc.

6.4.6. Processing info: Repair, Calibration type, Maintenance, and Malfunctions etc.

6.4.7. Observations: Broken Glass, Harsh Environment, Missing Knobs etc.

6.4.8. Lead Time Info: Date Received and Date Due.

6.4.9. Calibration Cycle: Frequency of calibrations as defined by the customer

The (SML-123) Service Request Form is to be used along with customer’s information to log the above listed minimum requirements and provide for ease of data entry.

6.5. All incoming equipment is checked and verified against the system database. A search is run on Serial Number, Property Number or any other unique identifier. Equipment found to have existing history files will be accepted and scheduled for work only after verifying all the equipment identifiers match both on the unit and in the database.

6.6. [bookmark: _Hlk206747582][bookmark: _Hlk206748286]Once accepted and checked in, a (SML-108) Service Report Form is printed. The equipment is tagged with the work system ID number, customer name & due date. Then moved to the equipment awaiting service shelf.

7. PURCHASE ORDER RECEIPTS:

7.1. Standard Meter Lab’s purchase order will be compared against the vendors packing slip and the items received, verifying compliance with the following listed requirements.

7.1.1. Quantity Match

7.1.2. Identifying Features: Part, Model, Serial, Physical Appearance etc. 

7.2. For Sub-Contract receipts:

7.2.1. A 100% visual Inspection will be made on all completed equipment. Checks for completeness, labels and external cleanliness will be performed.

7.2.2. The supplier’s certification will be compared with the purchase order, verifying compliance with all requested specifications.

7.2.3. The equipment is then married with the original service report form, purchase order and vendor certification and placed in the Technical Services Lab.

7.3. For Repair Part receipts:

7.3.1. Incoming repair parts are received by the receiving clerk and delivered directly to the Technical Services Group to complete the repair.

7.3.2. Customer confirmation of repair is tracked on the relevant (SML-108) Service Report Form, and any accompanying correspondence such as emails are attached. 



8. NONCONFORMING RECEIPTS:

8.1. Test equipment received for servicing with a request for warranty or customer complaints refer to (SML-208) Control of Non-Conforming Work for processing instructions.  

8.2. Test equipment rejected as a result of receiving inspection is either refused at will-call, or sequestered in a designated area from equipment to be tested.

8.3. Rejected test equipment is quarantined and the customer contacted to clarify noted discrepancies, after which the instrument is either returned to the customer or processed for service.    

8.4. Purchase Order items with discrepancies are brought to the attention of the buyer for disposition.



	

