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	Subject:                                         Material Handling & Storage 



Purpose: The purpose of this procedure is to provide instruction and responsibility for performing and recording movement and storage of material within each of Windsor Machine Group’s plants.

 Scope: The scope of this procedure covers receipt through to shipping.


















Ref: PR-QA-001(Inspection & Test Status) for Inspection Process.














































































Material Handlers/Supervisors licensed to operate Forklifts





Inspect prior to use for damage. If damaged move to quarantine area, contact customer





Remove labels, stickers, Tags


And Foreign Material





Receive Containers, Totes,


Knockdowns





OK for Release is evidenced by Colored Mark on Master Label or ‘OK For Shipment’ tag or authorized signature on Work Order.





Only material that has been verified and signed  off can be loaded for shipment.





Material moved to Final Inspection area. 





Identification applied (Work Order or Batch Number) at last point of production.





Production supervisor authorizes release from storage area. Material moved where needed.





Storage Areas designated by Plant Manager





Move material to designated storage area:


Receiving and shipping storage


Inprocess and Final storage


Quarantine Storage


Tooling Fixture Storage


Misc., (Spare Parts)
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