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Cycle Counts

1.0
PURPOSE AND SCOPE
Cycle counts are used to verify actual inventory with electronic records and to provide a visual check on the condition of the item(s) being verified.  The purpose of this procedure is to establish how cycle counts of the Logistics inventory are to be conducted.

2.0
AFFECTED DEPARTMENTS
Logistics

Manufacturing

3.0
REFERENCE DOCUMENTS
D0001.1102 ESD Guidelines

D0001.0010 Employee Handbook

IC1012 PCB Cycle Count User Guide

IC1010 PCB ABC Analysis

IC1011  Cycle Count Trigger Management

4.0
RESPONSIBILITIES & AUTHORITY
The Logistics Supervisor maintains authority over the completion and accuracy of cycle counts.  All employees who perform cycle counts are responsible for following this procedure.

PCB management (LD plant General Manager) and PCB Depew finance department managers have the responsibility to track and observe the cycle counts and results.  They should perform routine observations of the counts to assure that the procedures are being followed.  They have the responsibility to increase the count frequency if results are lower than the noted standards.

5.0
DEFINITIONS
BSD – Business System Database

User Guide: ABC Analysis IC1010 and User Guide: Cycle Count Trigger Management IC1011.

-
6.0
SAFETY PRECAUTIONS

Use appropriate safety precautions when working in the Logistics area.

7.0
EQUIPMENT & MATERIALS

Surface Mount Parts Counter

Computer that is compatible with current software and operating system

Business System Database (BSD)
Small Part Counter

Cable Length Counter

8.0
INSTRUCTIONS
Before the cycle is opened each morning, the Cycle Count Coordinator will:
· Run a negative inventory report

· Run an Order Staged location report

· Notify the service associate that the cycle count is being opened

Then the Cycle Count Coordintator will open the cycle count per: 

PCB CYCLE COUNT IC1012 to perform cycle count
9.0
INSPECTION

9.1
Part Inspection
While the items are being counted, the counter will perform a quick visual examination of the items for the following:

· Improper packaging or storage

· Damaged items

· Potential for item damage

· Mixed items

· etc.

If any of the above conditions are found, notify the Logistics Supervisor.  Include the item number, location and problem found.  Mark or identify the item(s) and do not count the questionable item until the Logistics Supervisor has examined and/or resolved the problem.
10.0
RULES FOR COUNTER:  
· When a box or bag of inventory is sealed, we will use the accurate count that is marked on bag or box.

· Always look behind the box you are counting for additional boxes.

· If using the scale to count parts, choose an appropriate sample size based on the weight and size of the part.  (Normal sample size is 20+)
· If using the surface mount parts counter, make sure the pitch setting is set to the appropriate size of your reel per the pitch setting guide.
12.0
ATTACHMENTS
NA

13.0
REVISION HISTORY
	DCO #
	REV
	DATE
	INITIALS
	CHANGES MADE

	94A
	B
	4/21/00
	NJ
	Added document #’s plus specified where and how long cycle counts are kept

	218
	C
	06Apr2001
	AJR
	Corrected name of “Logbook” to “Schedule/Completion Log” and fixed grammar.

	
	D
	7/16/03
	JEB
	Converted to a work instruction from D0001.1032 to D0001.6032

	1050
	E
	
	NJ
	Updated with current information

	1053
	F
	11/19/07
	DR
	Updated to current procedure

	1222C
	G
	7/31/09
	MRF
	Updated to current procedure

	1643
	H
	9/8/16
	NJ
	Updated to current procedure

	1717
	I
	7/26/17
	NJ
	Updated to current procedure

	1958
	J
	4/29/20
	NJ
	Updated to current procedure
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