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1. PURPOSE
 
1.1 This procedure defines the system used for handling, storage, packaging, and delivery of product. 

2. SCOPE

2.1	This procedure defines the methods and means of handling, storage, preparation, packaging, preservation and delivery. It is designed to limit the risk of damage, loss of and/or deterioration of calibration items and/or other equipment. Packaging procedures and methods are specified and controlled. Receipt and dispatch of products are protected up to and during delivery.

3. RESPONSIBILITY

3.1 The Shipping and Receiving Clerk, as well as the Delivery Driver, are responsible for this procedure.

4. REQUIREMENTS

4.1 The narrative contained in 7. Method (Flowchart and/or Narrative) defines the method(s) used by Standard Meter Lab for material control.

5. DEFINITIONS:

Assessment: Review of products or parts to evaluate conformance to required specifications.

Adverse Conditions: Conditions that destroy or deteriorate state of conformance.  

Electrostatic Discharge (ESD): Certain components used in electronic assemblies are sensitive to static electricity and can be damaged by its discharge. Static charges are created when non-conductive materials are separated, such as when plastic bags are opened or separated. Destructive static charges are induced on nearby conductors, such as human skin, and delivered in the form of sparks passing between conductors, such as when the surface of printed board assembly is touched by a person having static charge potential. If touched at the right solder joint or conductive pattern, the circuit board assembly can be damaged as the discharge passes through the conductive pattern to a static sensitive component. 

6. RECORDS
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	Location
	Retention

	
Completed
Service Request
Form SML-123
	
Record of
Production
Preservation
	
Storage per
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Document Control
	
7 Years
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7. METHOD 

7.1. Handling

7.1.1. All products are stored in bins or cartons, on pallets, or custom built containers to provide for general handling without risk of damage or deterioration. 

7.1.2. ESD sensitive materials and components are handled with all ESD controls maintained. Ref: SML-302 Handling Of ESD Sensitive Assemblies

7.1.3. Product is transported with trucks, handcarts, carried by hand or any other reasonable manner using proper care to avoid damaging the product.

7.1.4. Any product damaged or suspected of damage in handling is processed in accordance with Standard Meter Lab. quality procedure SML-208 Control Of Non-Conforming Product.

7.1.5. Care is taken during handling to make sure equipment is not exposed to any of the following risk factors:

7.1.5.1. Extreme Temperatures
7.1.5.2. Water
7.1.5.3. Chemical Leakage
7.1.5.4. Corrosion
7.1.5.5. Improper handling of fragile items.

7.2. Storage 
7.2.1. Product with shelf-life is stored according to the appropriate Work Instructions
SML-303 Control Of Shelf Life Items.
7.2.2. The shipping/stores specialist records the date of receipt upon placement of materials into the sales inventory stock area. 
7.2.3. Products placed in inventory are subject to assessment at the time of use, if product(s) are found to be suspected of damage, they will be thoroughly evaluated to ensure original specifications are met prior to release.
7.2.4. If conditions adverse to product quality arise, the product(s) receives an assessment according to final inspection procedures. The final inspection checklist is identified by the inspector as a “re-inspect” and is maintained on file as a record of such.

7.2.5. Access to the stores area(s) is restricted to authorized personnel only. All others must be escorted.

7.2.6. Customer owned equipment is to be identified and whenever possible segregated from company owned test equipment.

7.3. Packaging/Preservation

7.3.1. Product with shelf life is preserved in accordance with the manufacturer’s suggested storage requirements.

7.3.2. Special shipping and labeling requirements are specified on the Sales Order and related shipping documents.

7.4. Delivery

7.4.1. Specialized packaging maintains the quality of product through delivery.
