Tool Shipping Instructions



Purpose: Control tools leaving Metro for engineering changes, repairs, obsolete items, and customer returns.
Scope: To provide steps with any tool leaving Metro Plastics' facility.
Tools Shipped for Engineering Changes or Repairs

When tools are being shipped out to subcontractors due to engineering changes, tasks are to be performed in conjunction with work instruction 80.7202ENG Tool Construction, or EC.
Step 1 - Responsibilities of the Engineering Department
1. When sending a tool out for work, the project manager and/or VP of Engineering shall be responsible for gathering the following information and forwarding it to the tool vendor via the tool room:
a. description of all items needing to be shipped

b. prints (current revision) and/or E-data

c. sample part(s) when applicable

d. relevant inspection reports       

e. PO’s to be provided by Engineering
1. Engineering shall fill out a work order request in IQMS per 70.7851TR.

2. Instructions for return shipping are to be included on the purchase order.

3. Transfer all items to the tool room.

4. Engineering will coordinate with the shipping department when filling out a packing slip.

Step 2 - Responsibilities of the Tool Room

1. Apply preservative and skid/band tooling, if applicable

2. Package all the information collected by engineering 
3. Move tooling to shipping with all documentation, parts, etc.

Step 3 - Responsibilities of Tool Room and Shipping Department

1. Any corresponding paperwork generated from the shipment and/or return shipment of the tool(s) need to be forwarded to Engineering to be kept in the master file

Tools Returned to Customer or Obsolete 
1. Responsibilities of the Engineering Department

a. Create an ECN, see 80.7208ENG
b. Create Tool Room Work Order in IQMS per 70.7851TR if circumstances warrant 

c. Fill out a packing slip

2. Responsibilities of the Tool Room

a. Inspect, clean, and preserve mold as needed

b. Skid and band tooling, (if applicable)

c. Move tooling to shipping with all documentation, parts, etc.

d. Individual responsible for loading mold on vehicle is also responsible for the existence of packing slip and having it signed by carrier

e. Copy of the packing slip will be returned to Engineering. This document will be filed in the respective Engineering Master File or Tool Return/Destroy Logbook and ECN Log in IQMS
Responsibilities of the Engineering Department

Must get a letter from the customer requesting for the tool to be destroyed or they want Metro Plastics Technologies, LLC. to store the tool. 
If the customer wants to store the tool there may be an optional storage fee billed to the customer for the storage of their tool.  This needs to be coordinated with the accounting department.

References:
Work Instructions

80.7202ENG 
Tool Construction or EC

70.7851TR 
Tool Room Work Orders

70.7208ENG 
Engineering Change Notice/Receiver

Miscellaneous Items

Packing Slip (not a controlled document)
80.7535WH (Shipping instructions for Warehouse)
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