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User Guide: Stamp Control and Legibility

· Stamp assignee is the only person permitted to use the assigned stamp;
· Stamps must remain under the control of the assigned employee at all times;

· Stamps must not be left unattended;

· Stamps must be secured at the end of the day;
· Stamp assignee is responsible for keeping their stamps clean and its impressions legible;
· excessive pressure can cause damage to imprinting surface;

· refill ink as needed;

· Worn stamps must be replaced.

· If a new stamp is needed, the assignee is responsible for ensuring a replacement is obtained;

· Contact a member of the QA Dept.

· For Q.A. department stamps that are NOT assigned using the employee number, if the existing stamp is lost; the stamp assignee shall contact appropriate Quality Management to report the stamp has been lost.   The assignee shall receive a new stamp with new number (to ensure that the lost stamp is not being used fraudulently).
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