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Packaging and Handling

1.0
PURPOSE AND SCOPE
The purpose of this document is to provide a general guideline for the packaging and handling of product and material such that damage and/or deterioration are prevented.

2.0
AFFECTED DEPARTMENTS
Logistics
3.0
REFERENCE DOCUMENTS
D0001.1102
ESD Guidelines

D0001.0010
Employee Handbook

4.0
RESPONSIBILITIES & AUTHORITY
The Logistics Supervisor and Shipping Manager maintain authority over the correct method of packaging and handling materials and products.  All employees who work in the Logistics Department are responsible for following this procedure.

5.0
DEFINITIONS—N/A
6.0
SAFETY PRECAUTIONS

Use proper lifting and handling techniques to prevent injury.

Consult the area Supervisor for specific safety precautions to be followed in the Logistics area.

7.0
EQUIPMENT & MATERIALS

Boxes

Foam/Bubble Wrap

Plastic Bags

Anti-Static Bags

Packing Paper

8.0
INSTRUCTIONS
8.1
Packaging

Most Larson Davis products have packaging materials specifically designed for their use. The designated materials are to be used when shipping new products to prevent damage and/or deterioration. 

If a product or item does not have its own packaging materials, bubble wrap is used along with an adequate sized box to provide protection to the product. 

For repair and calibration items, new packaging is used to return products to customer to prevent damage.


8.2
Handling
Product or material that is being shipped will be handled such as to minimize and/or prevent damage to the product or material.  Handling may include but is not limited to:

· Properly transporting the item to prevent dropping, bumping and/or dinging.

· Packaging items that may damage each other by individual wrapping each item.  This creates the necessary physical separation between the items.

· Placing batteries in individual bags when shipped together

· Providing adequate protection, packaging and separation of glass parts.

· Protecting electro-static sensitive parts from ESD.  When possible, these sensitive parts should be kept in their original packaging (i.e. tubes, reels).

· Packaging of Liquid Crystal Display's (LCD's) as ESD sensitive and as glass product. 

· Packaging items per customer instruction if the request will not damage the item being shipped.

9.0
INSPECTION
Verify that packaging and handling procedures have been followed prior to shipment of the item(s).  This may be done visually or with a checklist.

10.0
RECORDS—N/A
11.0
DISTRIBUTION

· Logistics
· Manufacturing

12.0
ATTACHMENTS—N/A
13.0
REVISION HISTORY
	DCO #
	REV
	DATE
	INITIALS
	CHANGES MADE

	1102
	A
	6/12/08
	D.R.
	Initial Release—This procedure was given a new work instruction number and updated to current operations: to  D0001.6070

	1796
	B
	2/13/18
	NJ
	Update Equipment and Materials that is currently used.
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