STANDARD OPERATING PROCEDURE


CRATING PROCEDURE
1.
Before starting any crates at the beginning of a run, you must count all the hardware items which come out of the warehouse and go directly into crates, to double check warehouse count and it will also help control your completed crate count.  Before crates go out the door.  You can check to see how many crates are left to be completed by the number of hardware items left over.

2.
Set up the right amount of the correct size crates that you will be doing as close too the paint line as possible, (if unloading parts into crates right off the line), or as close to your parts as possible to eliminate walking.  Note:  Leave enough room in between crates too walk safely.

3.
Using a black felt marker, mark the crate I.D. number on both ends of each crate.  Note:  Get crate I.D. number from crate I.D. record book.  Start the numbering sequence on the crates, so that the crate with the lowest number will get picked up first with the forklift.  (Same on a two row layout with the lowest number being closes to the track.)

4.
Remove the lid from crate and open the plastic liner that is in the crate.  Use a safety knife to cut two slits into the bottom of the liner for water drainage.

5.
Put a check sheet stand on each crate and print out an R-298 check sheet for each crate that you are doing and clip them to the stands on each crate.  Mark crate I.D. numbers on the check sheet at this time.  Also check drawing books and run an R-999 for any drawing of parts that you need at this time.  Note: Check any E.C.O.’s for the crate on screen L-220 in the computer.

6.
Make sure that you have the “crate book” and all drawings and reference materials on hand before starting crate.

7.
Check all parts to the part description on the check sheets to make sure you have the correct parts.  Note:  Use part manuals, drawings, know what makes a certain part "Left" or "Right"; measure your parts, check to see if it needs a decal etc.

8.
Check all the painted parts for missed or light spots, runs, overspray or other paint defects.  Also check for missing welds, pinholes, etc.

9.
Put parts into crates starting with the bigger items first, followed by the smaller items and bags.  Place parts into crates in a neat and organized manner and in such a way as to eliminate damage from movement, rubbing etc.  Place all small items into a plastic bag inside the crate.  Use card board between parts when damage to paint may result.

10.
Put the correct amount of a certain part into one crate and mark it off on the check list before you go on to the next crate.

11.
To check off an item on the R-298 check sheets, fill in the number of parts that you put in beside the part number in the space provided.  Also put your employee number between the part number and the part description of each part that you put in.

12.
When putting hardware or parts bags into crates you must record the bag ID numbers and the crate ID numbers that they go into.  These numbers must get recorded on the crate record book before the end of the day.  You should use a small note pad to record these numbers.

13.
When the crate is complete and all items have been marked off on the check sheet, sign off the check sheet at bottom with date and employee #.  Print out one small crate I.D. label on L-199 option #4 and stick it to the check sheet before placing it in crate.

14.
Close up the plastic liner as follows so that no water might run into the crate:

a.
Pull the bag up so it is tight;

b.
Fold in one side of the bag

c.
Tuck in both corners from the first fold

d.
Fold in the other side of the bag

e.
Tuck in all round the crate so water will run off, but not into the bag.

Place lid on crate.

15.
If crates are still incomplete (i.e.: parts on back order or waiting for manufactured parts), put a tag on each end of the crate with the crates part number, part number and amount, of the parts that are missing.  Staple tags to crate, do not band down lids, stack and set outside the door.  Contact outside forklift driver and give him all the instructions concerning the crates.  Update item shortage board for follow up purposes.

16.
Record the crates completed on the work order, the crate I.D. record book and in the log book of your area.  Also record the bag ID numbers at this time in the crate ID record book.

17.
Using an air bander, steel 3/4" wide strapping and metal banding clips, band the lid down on each crate using two bands for each crate, except for 38" long granular crates which only need one strap. 
18.
Print out two (2) large part labels on L-199 option #1 and stick them to each side (front and back) of the crate, near the top of crate and covering each of the bands.

19.
Print out small part labels on L-199 option #2, you need two per crate and stick them on the top center, one on each end of the completed crate.

20.
Print out large crate I.D. labels on L-199 option #3.  You will need two (2) for each crate.  Place one label on each side (front and back) of the crate beside the large part number label.

21.
Staple all the labels to the completed crates putting 2 staples in each small label and four in each large label.

22.
Stack the crates using a forklift.  For safety precautions do not stack crates to high.  The limits for stacking crates are:


all 5 board high crates -- stack 2 high.


all 4 board high crates -- stack 2 high.


all 3 board high crates -- stack 3 high.


all 2 board high crates -- stack 4 high.


3 board wide x 1 board high crates -- stack 5 high.


4 + 5 board wide x 1 board high crates -- stack 6 high.

23.
Before the completed crates go out the door, print out two copies of T-199 shipping lists, sign both copies, file one for inside records, and the other one goes to the outside forklift driver.

24.
Use forklift to move the crates outside.
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