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User Guide: Receiving Shelf Life items / Updating Expiration Dates in QCS

Purpose:  This User Guide provides instruction for adjusting the expiration dates on shelf life materials.
Scope:  This User Guide pertains to all materials, chemicals, solder, epoxies, etc. where the manufacturer documents that the item has a limited shelf life.  
Procedure:
1) Open the “Lots” form in BSD
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2) Filter on the “Item” part number and find the appropriate lot number.
3) Input the new Expiration Date 
a. The primary source for the expiration date is taken from either the Certificate of Conformance/Analysis  provided by the Supplier or the product label.
b. If the C of C, C of A or product label does not contain the expiration date or shelf-life information, then the shelf-life entered in the ITEMS form in BSD will be used.  The expiration date will be calculated using the date of receipt plus the number of days entered in the Shelf Life field on the “Controls” tab of the ITEMS form.  Any discrepancies or missing information should be brought to the attention of the Buyer.

c) For products with “indefinite shelf life”, an expiration date of 20 yrs. beyond the date of receipt shall be entered into the “LOT” expiration date section of BSD.
d) Enter the MFG Lot# in the vendor lot field.
4) Select the Save icon to save the information.

When a Shipment is Received Containing More Than One Supplier Expiration Date:
In the event multiple supplier expiration dates are contained within one received shipment, quality inspector to contact Inventory Control representative for performing BSD system adjustment.  The Inventory Control representative is responsible for conducting BSD transaction as follows: Enter a Miscellaneous Issue from QC INSPECT and then do a Miscellaneous Receipt to QC INSPECT with proper letter added to the PCB lot tracking number.  
Determining expiration date for solder:
Assign an expiration date of either June 30th or Dec. 31st, whichever is closer to manufacturers’ expiration date, without exceeding the manufacturers expiration date.
Determining expiration date for elastomer (rubber) products (e.g. O-rings, seals, gaskets, shrink tubing):
Products that have a limited shelf life must be lot tracked, have a shelf life date entered in BSD and be entered into PCB’s shelf life system (LOTS form in BSD) unless otherwise directed by the Quality Manager. The Quality Manager can waive the requirement for lot control if the expiration date exceeds the time the parts will remain in inventory.  Rationale for those elastomeric shelf life dates utilized shall be per SAE Standard - Aerospace Recommended Practice SAE ARP5316, or as directed by the Quality Manager.  
SDS Verification Control:
For all chemicals, epoxies and solders, verify that there is a current Safety Data Sheet (SDS) on file in location R:\Quality\SDS\SDS2.  Separate SDS’s are required for each manufacturer of product.  If no SDS is supplied, contact the
Purchasing Department to contact the Distributor or Manufacturer to obtain a current revision of the SDS.  Save the current SDS in the location shown above.  Change the revision date on the Receiving/Acceptance tag in “QCS ITEM” in BSD.
Weekly Expiration Date Report
1) Weekly a report will be run listing the items in inventory that are lot controlled and have the Shelf Life field in ITEMS populated.
2) The report is accessed from BSD in Dataviews as shown below:
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3) Any expired materials shown on the list will be removed from inventory and properly discarded.
Extending Product Expiration Date per Engineering

1) A request for extending the expiration date for shelf-life material must be submitted to Receiving Inspection on a Material Deviation Notice (MDN) Form (EN082) or, in the case of thick film paste on a Thick Film Paste Recertification Form (CR029).

a) After receiving the EN082 or CR029 form from engineering that contains the Item Number and PCB Lot number perform the following steps:
i. Add new expiration date to note section of the proper receipt along with inspector’s initials and date.  Reference engineer’s name if request is submitted on an MDN.
ii. Enter new expiration date into LOTS Form of BSD
iii. Print out original product C of C/C of A and re-scan with the EN082 and re-save it in proper location in R:\Quality\Records - Receiving Inspection
iv. Generate new label(s) for product with extended expiration date.
Permanent Shelf Life (Lot Tracking) Deviation
1)
Request for deviation: 
a)
Requestor shall complete a Material Deviation Notice (MDN) form (EN082)
b)
EN082 shall be approved by Engineering AND either the Quality Director or Quality Manager

c)
Forward completed EN082 to QA Receiving Inspection Department
2)
QA Receiving Inspection personnel:

a)
Scan EN082 into R/Quality/QCS SHELF LIFE DEVATIONS & QCS DOCUMENTATION WAIVER and into the QCS Items test for that item
Removal of Required Documentation for Products (example CofC and CofA
1)
Request for deviation: 

a)
Requestor shall complete a Material Deviation Notice (MDN) form (EN082)

b)
EN082 shall be approved by Engineering AND either the Quality Director or Quality Manager

c)
Forward completed EN082 to QA Receiving Inspection Department

2)
QA Receiving Inspection personnel:

a)
Scan EN082 into R/Quality/QCS SHELF LIFE DEVATIONS & QCS DOCUMENTATION WAIVER and into the QCS Items test for that item

    Labeling of shelf life items (including but not limited to epoxies, chemicals & elastomers):
1) All Shelf life items shall be labeled with the following information:

a) PCB part number, 
b) PCB lot# (JULLIAN DATE AND THE PO#),
c) product expiration date as stated on C of C; product label or as directed by QCS test per engineering, or other procedures,

d) inspectors stamp.
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