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User Guide: Distribution of Product / Material

NOTE: When Logistics is advised item pending is “HOT” or urgent, this status must be advised to QA Receiving Inspection Dept. when item is delivered.

1. First priority should be given to Air / Overnight packages.
2. Repairs receipts, (those having an RMA), should be given 2nd priority and are delivered directly to the repair department.

3. Deliver ground packages third, to appropriate product groups.

4. Lot # is assigned by BSD for products that are in Quality database and receiving personnel places the item in the receiving / incoming area of each product group. 

5. Material that requires formal inspection, and prompt in the user define field, are delivered to Quality Assurance receiving inspection hold area.  There may be additional prompts or Alerts indicating additional handling, safety, lot number, or processing requirements be addressed by receiving department prior to delivering material to Quality Assurance department, and/or end user.

6. If the BSD prompts the recording of a Lot Number, the Receiving Clerk must manually enter the following information: the last two digits of the year, then three digits of the Julian date, then the Purchase Order # (i.e.: 13. 001. W001234).  In the event that duplicate lot numbers are realized the letter “A”, or the next sequential letter, will be added to the end of the original lot number (i.e.: 13. 001. W001234A).  For all other material, the Receiver Number shall act as the lot number

7. Product identified for Quality Assurance Inspection (QAI) will be delivered to quality assurance department with “Receiver” showing received, along with copy of the packing slip.  Any part that has a “Special Requirement” for example “Sign Off by a QA  Person” to show the parts have been delivered, this note on the QCS must be initialed by the Logistics Receiving person who is receiving and delivering the parts to QA. 
8. If material is ACCEPTED- receiving department delivers to the following acceptable locations (designated in the Location field on the Detail tab of the PO Receiving Form:

a. If the receipt is for a PCB Item number, the parts must be delivered to Inventory Control, Final Inspection, IMI, Logistics, Quality Assurance or Maintenance.  If stock location is not in any of these areas, deliver to inventory control.
b. Receipts for non-PCB Item numbers may be delivered directly to end users (as defined by the Requester field).

9. All material must be identified with inspection status (i.e. accept, reject received), PCB Item number and lot trace ability number at all times.  The BSD receiver number shall be used as the PCB internal lot number should be record in the BSD whenever available.  See # 7, above.

10. For “Ship to Stock” items every 10th delivery goes to Quality Control (QC).  In that situation one QCS (Quality Control Solution) Receiver is generated.  The receiver along with the part shall be delivered to QC, along with a copy of the packing slip. 

11. For “Ship to Stock” deliveries 1 thru 6, 2 QCS receivers re generated.  In this situation parts & Receiver Sheet go to Product group.  The “Receiver” with C of C, material certificate, and copy of the packing slip attached, shall be delivered to QC.  Original packing slip is given to the product group, along with ship to stock parts. 

NIST Traceable Calibration System Equipment:

Any product on a PCB purchase order with Quality Assurance Calibration Leader as requisitioner must be delivered to said employee.
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