STANDARD OPERATING PROCEDURE

QUALITY CONTROL FOR

PACKAGING DEPARTMENT

What is a Quality Product?

For the customer, it is a machine that he knows has been well-made, well designed, and reliable.  It is a machine that a customer understands he can buy with complete confidence and operate with satisfaction.  It is a machine that he knows will endure for a long time and in all kinds of conditions.

How then do we ensure that our customer does receive a machine with the high standards of (Company) quality?

Every worker must perform his or her work with a sense of personal responsibility.  He or she must produce superior quality products that must satisfy the customer.

Here are a few tips to help you produce such a quality product:

1) Always check the paint jobs on all painted parts before you use them in a bag, crate, or assembly.  Check for light areas, missed spots, and heavy areas.  If you find any paint defects, get the part repainted.

2) Make sure that the color of the paint is correct, if not sure check in the computer on screen L-502.

3) Check weldments for missing welds, missing parts, or parts welded on wrong or crooked.

4) Check parts for missing holes or not bent correctly.

5) Use assembly manuals or blue-prints to help you identify parts.  Do not guess, as some parts are very similar.

6) Always make sure that the correct part number tag stays with the parts.  If you move parts from one basket to another, remember to also move the tag.

7) When filling crates, after you have put an item in, always mark it off on the check sheet right away.

8) When filling crates arrange the parts in a neat way and try to avoid them rubbing or falling over.

9) When making an assembly you must know how the assembly is supposed to work.  Which parts must move, which parts must be tightened, which is the top-side, etc.

10) You must know what makes a part or an assembly “left” or “right”, and how to tell them apart.  “Left” and “right” determined when you stand facing a machine from the back.

11) If on an assembly a part does not want to fit properly, do not force it, rather try and fix the problem.

12) Fix a problem right away.  Do not try and push it off onto another person or shift, they might not see the problem.

13) If at the end of a shift you come across a problem and you do not have time to fix it, let someone on the next shift know all the details about it and ask the person to deal with it.

14) Never ignore a problem or a defect and hope no one will notice.  Tell your supervisor immediately.

15) Try and do all your work in a systematic way.  By doing this you will avoid a lot of mistakes.

16) If you work on some assemblies that another shift has already done some of, do not copy from that assembly, it might be incorrect, use a blueprint.

17) Always check and double-check your work.

18) When making up bags, always weigh the completed bags to check if you have missed any parts.

19) Check sealed and tied bags to make sure they will not open up.

20) When setting-up a bag or starting a bag you must make sure that the part matches the description on the bag/crate check sheet.

21) Also make sure that the marked quantities on the containers are correct.

22) Keep an accurate count of the number of bags, boxes, crates, or assemblies that you have done, this is very important.  Do not over-produce.

23) Measure carefully.  Learn how to use a measuring tape and calipers.

24) Make sure that the tool you use is correct for the job.  If you use an incorrect tool you might damage the part.

25) If your job involves working with many parts, do random spot checks, to make sure that the quality standards are there.

26) Use a “sample” piece to check the quality of other pieces.

27) Keep machines and tools in quality condition.  Remember quality tools produce quality parts.

28) Make sure that parts bins are clearly marked with part number.

29) Be alert.  Concentrate on your work.

30) Always ask yourself, “Will the customer be satisfied with this product?”
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