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User Guide:  TOOL CRIB OPERATIONS


Purpose:


The Tool Crib Operations procedure is the daily responsibilities for the Tool Crib Attendant.
Responsibilities:


The Machining Services Manager is responsible for maintaining this procedure.


The Tool Crib Attendant/Designated Representative is responsible for this procedure being carried out effectively 

fillin "Enter who is responsible for carrying out this procedure:"
Affected Department / Product Group / Support Group:     NA
Associated Documents:


ISO 9001, Quality System Manual, Quality Assurance Manual

Procedure:

1. 
Daily:  Transact into the BSD all issued perishable tooling  by keyed/scanned entry or through Auto-crib.  


Perishable tooling sign out sheet located in tool crib will be used when


       BSD is not available to log tooling transactions and later entered into the BSD as follows:

· When perishable tooling is manually entered into the B.S.D from MS014 or tooling log sheet, highlight information on the sheet to identify that it has been recorded.

· Repeat procedure as needed. 

3.
Returned or received tool related items that are on the desk, place them in their proper location.  (eg. perishable tooling, tool holders)  Make sure all items are clean.

4.
Issue out items that are requested by employees and record on the following tags.


(Items a, b, and c are maintained by machinists)


a)
Gage Location Tag (MS054) – Precision instruments ( Micrometers, V-Mics, Etc.)

b)
Gage Location Tag (MS054) - Rings, Plug Gages

c)
Gage Location Tag (MS054) - Pin gages

5. Receiving Tooling:
· Incoming product is delivered to the Machine Shop.

· Requisitioner or crib attendant compares quantity and part number on the packing slip to the purchase order and transacted in the BSD.

· The packing slip is compared to the purchase order in the BSD for verification of the quantity ordered and the quantity received.   When an item is received, the packing slip will be retained in Tool-Crib file cabinet for a period of six months.

· Any found Non-Conforming tooling will be handled and returned by In-House vendor of perishable tooling (i.e: Abrasive Tool Company). In the event of unfavorable supplier or product trends develop, Tool-Crib Personnel, at there discretion, may follow up using the MDR process (QA020).

6.
Job Kitting:

· Pull tools per machine worksheet.

· Place tools in designated area.
Referenced Documents:


MS054, QA020
Unusual Conditions:      N.A.

ask nomark "Begin inserting the steps to the procedure directly into the document you are creating.  You may update any other fields as well."
fillin "Enter any unusual conditions (e.g., exceptions or special circumstances):
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