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Product Identification and Traceability

1.0
PURPOSE AND SCOPE
The purpose of this document is to define the procedure for identifying materials and products from receipt through all stages of production, delivery and installation.

2.0
AFFECTED DEPARTMENTS
Engineering

Production

Logistics

Purchasing

Quality Assurance

3.0
REFERENCE DOCUMENTS
ESD Guidelines

D0001.1034 Non-Conformant Materials or Products
D0001.8337 Serialization System Procedure

4.0
RESPONSIBILITIES & AUTHORITY
The Logistics Supervisor has the responsibility and authority to ensure that material and product received for the manufacture or sale of Larson Davis product is properly identified and traceable back to the supplier. 

Purchasing is responsible for serialization of labels, metalwork, etc. as defined in the Serialization System Procedure, D0001.8337.
Manufacturing is responsible for product serialization as defined in the Serialization System Procedure, D0001.8337.
As instruments are serialized and sold, the customer information will be entered into the current database with the model and serial number of the instrument purchased.  The General Manager is responsible for scheduling the resources necessary to have the information entered into the system.

5.0
DEFINITIONS
Identification - method of identifying material or product to indicate when item was manufactured or received by Larson Davis.  

Serialization - the permanent and recorded identification of finished product.

Traceability - the ability to use the material and/or product identification to trace the genealogy of the material or product back to its supplier, work order or process.

FIFO- (First In First Out) the method of pulling inventory for work orders and the fulfillment of customer orders.

BSD- Business Systems Database

6.0
SAFETY PRECAUTIONS

NA

7.0
EQUIPMENT & MATERIALS

Business System Database (BSD)
Computer compatible with current software and operating system

Network connectivity

8.0
INSTRUCTIONS

8.1
Custom Fabricated Material
Custom fabricated materials are those that are manufactured to drawings or specifications provided by Larson Davis.

The items are received and the part number is written on the bag, box, or other packaging that will remain with the material in inventory.  In addition, some materials are manufactured with date codes embedded into the material, i.e. printed circuit boards.


8.2
Purchased Material
Purchased materials are built to the manufacturer's published specifications.  Larson Davis purchases the material without modification.

The items are received and the purchase order (P.O.) number is written on the bag, box, or other packaging that will remain with the material in inventory.  Some materials are manufactured with date codes and/or a manufacturer's identification code embedded into the item or listed on the packaging, i.e. integrated circuits, surface mount part reels. 

Larson Davis inventory management is based on a modified just-in-time method.  The purpose of this type of management is to minimize large part/material inventories.  Larson Davis is able to identify the receipt date and origin of the inventory within an acceptable degree of certainty using the BSD and the marking methodology.  By using the purchase order or date codes all material is then pulled using the FIFO method.  Each item in inventory is pulled for jobs or order fulfillment on a first in first out basis. This allows the use of older inventory before the new incoming inventories.


8.3
Job Orders
Job orders (jobs) may be opened in the BSD by Logistics or Manufacturing. The electronic time tracking database records employee identification of the individual pulling the kit also the date and time that the kit was being pulled.   

The job order will accompany the kit throughout the indicated processes until completed then filed for reference either as hard copy or electronically as stated in the Quality Record Matrix, D0001.1126-1.

8.4
Finished Product
· Customer orders from the BSD list the model and serial numbers manufactured for an order.  The customer order is filed per the Quality Records Matrix, D0001.1126-1. 
· Finished products receive serial numbers as per the Serialization System Procedure (D0001.8337).  

· When the product is purchased, customer information as well as model(s) and serial number(s) will be entered into the appropriate customer / instrument database.  The data entry of the information will be assigned or delegated by the General Manager or a designated representative.


8.5
Repair & Calibration
When an instrument is returned to Larson Davis for repair or calibration, the improvements, repairs, changes and/or certifications are documented in the customer / instrument database.  The database contains the necessary information for generating an instrument recall if a recall is ever needed.  The recall process is contained in the Non-Conformant Materials or Products procedure, D0001.1034.  Customer orders and related paperwork for repair and calibration orders are filed as directed by the Quality Record Matrix, D0001.1126-1

8.6
Damaged, Defective or Sub-Standard Materials
If a problem occurs with a specific item, the problem is brought to the attention of the QA Manager, Production Manager or the Logistics Supervisor.  The Non-Conformity Notification form may be used to document the problem.

· The Logistics Supervisor, or a designated representative, will use the BSD to see which purchase order the questionable items may have come.  This is done by using received and issue dates as a reference. 

· The Logistics Supervisor, or a designated representative, determines the location of any additional item quantities from the same shipment.

· The QA Manager will be notified of the problem and arrange for additional inspection and/or investigation of the item.

· If required by the QA or Production Manager, the items will be pulled from inventory and any open job orders until the issue is resolved.

· If the item problem affects finished goods that have been sold to customers, it may be necessary to generate a potential recall list.  The decision for a recall would require approval from Management.

9.0
INSPECTION
Finished goods are identified and traceable through their model and serial number.  The individual completing final inspection verifies that the model and serial number on the product match the order sheet and that the firmware displays the matching model and serial number.

10.0
RECORDS
· Purchasing maintains copies of the Purchase Orders and Non-Conformity Notifications per D0001.1034.
· Logistics maintains the original traveler per the Quality Records Matrix, D0001.1126-1.
· Purchasing and Production maintain designated model / serial number records per the Serialization System Procedure, D0001.8337. 

· IT group maintains the electronic files for the BSD and customer/instrument database per D0001.1008

11.0
DISTRIBUTION

· Engineering

· Manufacturing

· Logistics

· Purchasing

· Quality Assurance

12.0
ATTACHMENTS
NA

13.0
REVISION HISTORY
	DCO #
	REV
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	INITIALS
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	A
	5/20/99
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	Initial Release

	443
	B
	7/18/02
	NJ
	Corrected Reference document list to match current documents.  Minor changes made to match current material control practices.  Changed author to responsible individual in Materials Control.

	826
	C
	11/17/04
	NJ
	Referenced how and why we use the FIFO(first in first out) method for pulling inventory.

	1108
	D
	5/27/08
	DAR
	Updates to names, titles, etc.
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