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Job Pulling

1.0
PURPOSE AND SCOPE
The purpose of this document is to establish how jobs are to be pulled.

2.0
AFFECTED DEPARTMENTS
Logistics

Production

3.0
REFERENCE DOCUMENTS
D0001.1102
ESD Guidelines

D0001.0010
Employee Handbook

4.0
RESPONSIBILITIES & AUTHORITY
The Logistics Supervisor retains authority over the correct pulling of jobs. All employees who pull jobs are responsible for following this procedure.

5.0 DEFINITIONS

BSD- Business System Database
ESD - Electro-static Discharge

JOB- A collection of items that are to be assembled into a finished good 

6.0
SAFETY PRECAUTIONS

Follow safety procedures as outlined in the Employee Handbook, Logistics Area and new hire training.

7.0
EQUIPMENT & MATERIALS

ESD safe containers / boxes

ESD safe Bags

8.0
INSTRUCTIONS
· The employee obtains the job traveler from a supervisor.

· The employee pulls the quantity of each item that is listed.

· The quantity pulled is then written on the line provided on the right hand column. As items are pulled, they will be packaged and handled using approved ESD and handling guidelines.

· After all the available items have been pulled, the job is then issued in the BSD system software by an employee that has been designated by the Logistics Supervisor. 

9.0
INSPECTION
Jobs may be inspected as requested or specified by Engineering, Logistics, Production or QA.  Those jobs that are inspected by QA are examined for the following criteria:

· Quantity is correct (may not check all item numbers, generally checked on high value items)

· ESD packaging guidelines have been followed for the item

· Bins, containers, etc, have been correctly labeled for the contents

· Correct item has been pulled

· Component / product handling guidelines have been followed

Discrepancies are noted and given to the Logistics Supervisor for resolution.

If discrepancies are found, the Logistics Supervisor is responsible to alert the employee to the error(s) and provide additional training if necessary.

10.0
RECORDS
Completed Job Order travelers are maintained per the Quality Records Matrix, 
D0001.1126-1.

11.0
DISTRIBUTION

Logistics

12.0
ATTACHMENTS
None

13.0
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