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I
PURPOSE


The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for product handling and preservation activities.

II
APPLICATION


This procedure applies to all materials, components, subassemblies, and completed supplies and services.


III
PROCEDURE

1.
Responsibilities

1.1
Departments that handle materials, components, subassemblies and products at any stage are responsible for implementing appropriate handling and preservation methods to prevent damage and deterioration. 

2.
Containers

2.1
Bins, boxes and pallets may be utilized for holding components and products. Damaged or dirty containers should be repaired and/or cleaned, or are scrapped if beyond repair. 

3.
Equipment

3.1
Equipment used for internal transportation and handling of production items are carts, dollies, forklift trucks and cranes.  Maintenance of production item handling equipment follows the same rules that apply to the maintenance of production equipment and machines (SOP–P-04). 

3.2
Only designated personnel may operate forklift trucks and cranes.  The operators are specially trained in operating the equipment as required. Their training records are maintained in accordance with SOP-P-12. 

4.
Protection and Preservation of Products

4.1
Purchased and received materials are to be stored in designated areas, and protected from damage or deterioration.  Whenever possible, these products should be kept in their original packaging while in storage.

4.2
During production operations, where there is a possibility of product being damaged, appropriate methods are employed to assure that the product is adequately protected.

5.
Special Handling and Preservation Techniques

5.1
Special handling and preservation techniques may be developed for certain products and/or production operations.  For example, use of gloves, electrostatic straps, or other techniques that must be used when touching the product; or application of a temporary coating to protect product surface during assembly and storage.

5.2
Where special handling or preservation techniques are specified, personnel using these techniques may need to be instructed and/or trained. Supervisors determine the requirements for work instructions and training, depending on the complexity of the technique and the general level of training and experience of the personnel.

IV
Associated Documents

SOP–P-04, Inspection and Test Status

SOP–P-08, Storage Areas

SOP–P-09, Packaging and Shipping

SOP–Q-08, Final Inspection
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