STANDARD OPERATING PROCEDURE


TAGGING SHORTAGES 
1. A “Shortage Tag” must be attached to an item to signify to everyone involved that the item is required in Unloading or Packaging. 

2. Shortage tags will be attached to items required for the following reasons: 

a)  If it has to be burned off

b)  If the item is to be repainted

c)  If the item fell off in the wheelabrator or was taken off the paint line for any reason and must be re-hung.

3. The Paint/Loading section will be in charge of attaching all shortage tags prior to anything being loaded or burnt off.  The Tags will be attached to the item with #7168 tie wire. 

4. Any item with a shortage tag attached to it will be delivered to a basket along the south wall of the plant close to the wheelabrator.  The basket will be labeled “shortages.”  This is the drop off spot for any items that are repaint, have been burnt off, or have been taken off the line.

5. Loading will ensure that all “shortage items” that are in the basket will be hung at every ‘time block’.  If a load list is used, then they shall be marked as “shortages” along with a quantity.  No part numbers are required.
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