STANDARD OPERATING PROCEDURE


BAGGING PROCEDURES
A.
SETTING UP BAGGING STATIONS

1. Always use an R-298 bag/box packing list and part drawings when setting up a bag in work station as references for checking each item.  Also check to see if there are any E.C.O.’s for this bag on L-220 and if there are any current ones which affect the current R-298, do an R-220 and use it to help set-up and do the bag.

2. Set up the work station in a neat and organized manner, arranging the items in order following the R-298 list as much as possible, although you may want to regroup the larger items so they may be placed in the bags first.

3. Use the drawings and R-298 to check and measure each different item before placing them into suitable size plastic bins according to size and quantity of each item.  Note:  Some larger items come in barrels or baskets in which case you arrange them as close as possible to your work table.

4. After every item which you have identified and placed into a bin, place a piece of masking tape on bin and mark the part # on it and also the quantity required for each bag.  Caution:  Sometimes the same item is listed more than once on the R-298 list.  If this happens you must combine the required quantity before marking it on the bin and complete a non-conformance report and give it to your supervisor to get this corrected.

5. Many hardware items and also manufactured parts are very similar in appearance so make sure that you double check each item.  Never rely on assumption when identifying items.

6. Make sure that a tag with the correct part number and quantity required is attached and visible on each basket and barrel.

7. Set up a weigh scale next to or in easy access of your work station and bag sealer when using plastic bags.

8. Determine if the bag to be used is a woven bag or a plastic bag and size of bag to be used according to size of parts and quantity.  Plastic bags are used only for smaller, lightweight bags with a maximum weight limit of 10 lbs.

B.
PREPARING AND FILLING BAGS

1. When using woven bags use a black felt marker to neatly mark on the front of each bag the following:

a) Part # of bag - located on center of bag and low enough so it is visible after bag has been closed.

b) Your employee # - located on bottom right hand corner of bag.

c) Bag # - located on bottom left hand corner of bag.

d) Number of units in each bag - used only if a bag contains more than one (1) unit in each bag and located below the part # of bag.  Example:  If you make bags containing five (5) units each, mark   5   on each bag.

e) “Made in Canada” - located near bottom of each bag and centered between the “bag” and the “employee #”.  Use a stamp for this if possible.

2. When using plastic bags mark bags as per woven bags and follow step #1a, b, c and d but omitting step #1 e.

3. Fill one (1) bag at a time until it is complete, except when pre-bagging items which are counted on the scale than you can make five (5) at time.

4. When using woven bags you must pre-bag some items into plastic bags which may:

a) be damaged by moister for example, stickers, manuals, blueprints, instruction sheets etc.

b) fall out of a bag if the bag would get pierced for example small nuts, bolts, washers etc.

Note:  Seal or tie each plastic bag.  Do not make more pre-bags as what you will use up on your shift.

5. Check the work order to see how many bags are left to make and keep accurate records of quantity which you complete.  Never make more bags than what the work order requires.

6. Place all items into bag as required on the B.O.M.   Use a ‘bin marker’ to help avoid mix up.  A “bin marker” may be any object which you place in the last bin that you took items out of.

7. After you have finished a bag you must weight it on a weigh scale.  Compare the weight of bag to the weigh recorded on the work order.  If there is no weight on the work order, double check the first bag and compare all the other bags to it and fill out a non-conformance report to have the weight entered on the work order.  After the bag has been weighted mark the weight on the bag using a black felt marker.

8. Use your “DIGI DS-570 weight scale” procedures when using the scale.  You may also use the scale to count out large quantities of an item to save time and avoid miscounts.

9. If the weight of the bag varies by too much you must recheck the bag to make sure it is correct.  Note:  The weights of the bags will vary a bit due to differences in weights of manufactured items, plate washers etc., so this is a judgment call on your part.

10. If you are short some hardware items to complete all bags on the work order, check the warehouse return basket for your parts.  If they are not there fill out a speedy memo and give it to your supervisor.  The speedy memo must include:

a) part number

b) quantity required

c) warehouse location

d) W.I.P. location

11. If you are short manufactured items contact your Supervisor or his designate.

C.
CLOSING AND STORING OF BAGS

1. When a woven bag has been completed, place a “Fan ID Label” on a manila tag, insert a small plastic cable tie through the hole in the tag and close the bag with the cable tie.  (labels made on L-199 screen #7).

2. When closing a completed plastic bag use a bag sealer to seal the bag as far down on the bag as the parts allow you.  Check the seal by trying to open bag.  Place the “fan ID label” into the bag above the first seal and seal the bag again above the label.  (labels made on L-199 screen #7).

3. Place completed bags into appropriate size baskets if the bags get used in shipping crates and stay inside the main plant until that time.

4. Place a crate/bag ID label on all shipping bags, (bags which have part numbers ending with an “S”).  Note:  You must find the crate/bag ID numbers in the crate/bag ID binder and print the labels on L-199 screen #4.  In plastic bags the ID label is sealed in with the “Fan ID Label”.

5. Shipping bags which are stored in the Quonset must be placed into baskets and shipping bags which will be stored outside must be placed into wooden crates which have a plastic bag liner inside.  Close all crates as per “Crating Procedures”.

6. All baskets must have tags tied to the front of the basket with the part number, batch ID number and quantity on it.

7. The crates containing shipping bags must have a large part number label stapled to both sides, and a small part number label stapled to each end.  Also place large hand written label on all four (4) sides indicating quantity of bags inside the crate.

D.
RECORDING AND CLEAN UP

1. When a work order has been completed or at the end of your shift record your completed quantity on the work order and in the crate/bag ID binder (if it’s a shipping bag) and in the case where a shipping bag contains another bag record the number of that bag also into the crate/bag ID binder.

2. For reference and communication between shifts also record in the packaging log book quantity and part number of bag completed.

3. When doing a shipping bag which goes into a crate, at the end of each shift indicate on a piece of paper the quantity of bags inside the incomplete crate as well as the starting bag number for the next shift, and place on top of bags inside crate.

4. When all the bags have been completed on the work order and if you have extra items left over, put extra manufactured parts into designated area and place extra hardware items into plastic bags which are sealed and put part number and quantity on bag.  Place bag into “warehouse returns” basket and record item part number and quantity on “warehouse returns sheet”.

5. Always keep you work station neat and clean at all times and do a major clean at the end of each shift.

6. When shipping a crate outside with shipping bags you must print out two (2) copies of a shipping list on T-199 on the computer.  Answer all the questions on screen and enter:

a) in the control code space the crate/bag ID numbers of the bags in that crate or crates;

b) in the comments section state the number of crates and the total number of bags inside the crate or crates.  If bags have more than one unit in each bag state number units per bag.

7. After all bags in a work order have been completed clean up the work station.  Remove all stickers, tape etc. from all part bins and put them away.  Remove tags from empty baskets and barrels.  Place empty barrels on pallets then set outside door #22 for outside forklift driver.
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