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I
PURPOSE


The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for

- Use and maintenance of stores and storage areas

- Inventory management system

- Periodic assessment of stock

II
APPLICATION


This procedure applies to all storage and holding areas for materials, components, subassemblies, and finished products.

III
PROCEDURE

1.
Storage Areas 

1.1
The storage and holding areas are used for receiving, shipping, inspection, material staging, receipt inspected nonconforming materials, tooling, small equipment, supplies, etc.  The fabrication work areas may be used for temporary storage areas for in-process production materials.

1.2
Storage and holding areas should be maintained in good condition to prevent damage or deterioration of stored products.  All materials in the storeroom shall be identified and arranged in groups according to their job order/end user.  All materials in the toolroom shall be identified and arranged in groups according to their type.  Perishable stock is rotated; i.e., oldest deliveries are used first.

2.
Inventory Management System

2.1
The material storeroom is controlled using an inventory management system.  The system controls in and out movement of all stock materials used in production.

2.2
Materials and parts are entered into the system with purchase order number or job number. The product expiration date may also be recorded for products with limited shelf life.
2.3
The inventory management system can report available in-stock quantities.  The system is used to minimize inventory levels.

2.4
The stockrooms should be inventoried once every six months.

3.
Assessment of Stock

3.1
The storage areas are inspected and cleaned up quarterly.  Stock is assessed for damage or deterioration.  Identification of material/stock is checked, and items that do not belong in the stores are removed.  A nonconformance report (SOP-P-05, Control of Nonconforming Product) is issued when damaged, deteriorated, or unidentified material purchased for a specific delivery order is found.  Inventory levels of stock are periodically checked (refer to Section 2).

4.
Authorization to Receive and Dispatch

4.1
Products may be authorized for issuance to and dispatch from various storage areas on the basis of their production and inspection status.  Nonconforming products, unidentified products, and products with unknown inspection status are not authorized to be issued by the material storeroom without the expressed authorization of the customer’s representative and with Quality Assurance concurrence.

4.2
Only products that have passed receiving inspection are to be issued from the material storeroom and the material staging areas.

4.3
Only products that have satisfactory in-process inspections are authorized to be released and be moved to the next processing stage.

5.
Special Storage Conditions

5.1
When special storage conditions are specified (for example, temperature limits), products are stored in special rooms, boxes or containers where the specified conditions can be continuously maintained. The conditions are monitored to ensure that they are maintained without interruption and the product is not compromised. 

6.
Other Supplies

6.1
The storeroom may also contain supplies not intended for incorporation into the company's supplies and services.  Such material is not labeled and their movement in and out of the storage areas is not controlled by the quality system.

IV
Associated Documents

SOP–P-07, Product Handling and Preservation

SOP–P-09, Packaging and Shipping
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