Receiving



Purpose: Guidelines for receiving supplies, inventory items and RMA through the warehouse. 

Scope: All items received through warehouse. 
1. Warehouse personnel shall determine if the product being received is a Supply, Inventory item or RMA.

2. To receive Supply products, warehouse personnel will determine the Buyer or review PO, then distribute the supply product to the individual or department. Any damage or discrepancy with the order will be handled by the Buyer. 
3. To receive Inventory products, the warehouse personnel receiving the items shall, at a minimum, conduct an inspection on the items. That inspection shall be a verification that the packing slip agrees with the product and no shipping/handling damage. Inventory products include Sample Materials. 

Additional Inspections maybe required for the following items: 
	Packaging cartons, tape, and foam
	Verify Packing slip, visual for damage and P/N.

	Skids

	Visual Inspection and Verify correct counts.

	Customer Supplied Product
	Generally paid for by the customer; therefore:

a. no receiving record is generated,

b. shipping containers are still labeled per 80.7509WH

c. Inventory adjustment is needed.



	Capital Equipment
	Inspection requirements, if any, will be indicated on the BOL by originator.


4. If Inventory items fail the initial inspection, Product shall be placed on hold and follow the DMR procedure 80.7702QA and labeled with a Hold Tag F80.7702.3. Warehouse will contact the Purchasing Manager and they will determine if a SCAR will be launched, or the issue can be resolved with supplier. 
5. If the Inventory item(s) pass the initial inspection, items will be received in IQMS.

6. Labels will then be created in IQMS and placed onto the product per 80.7509WH.

7. The Receiving Inspection Request F80.7515.1 will be printed from IQMS and sent to the Quality Department. 

8. Inventory items shall be moved to the Incoming Staging Area and labeled with “Hold Waiting Inspection” F80.7515.2 and kept in this area until an official approval from Quality.
9. Quality will perform the Incoming Inspection per Receiving Inspect Report (F80.7517.1) and Sampling Plan (F80.7517.2).
10. If the Inventory products fails inspection, product will be placed on Hold and follow the DMR procedure 80.7702QA. Notification will be given to the Purchasing Manager to contact the supplier for a resolution and disposition of the product. 
11. If the Inventory product passes inspection, Quality will provide the Warehouse with the “Approved” Receiving Inspection Request F80.7515.1 Form.

12. The warehouse will then scan the material from the Incoming Staging area to a location in the Warehouse. 

13. Final documents will be given to the accounting department for proper filing and processing.  
Receiving Return Authorization (RMA) Shipments

1. As an authorized return is delivered to the Warehouse, the Warehouse Attendant shall verify the (RMA) Return Material Authorization by checking IQMS.
2. Verify quantity and note any discrepancies in the paperwork.

3. If the RMA is not in IQMS, contact Customer Service to confirm RMA has been issued before accepting the shipment.

4. Route the packing slip and RMA to the Quality Specialist. This shall notify the Quality Quality Specialist that the parts have arrived.

5. The Quality Specialist will then route the packing slip and RMA to Accounting for processing.

6. Place a hold tag on the product and include the RMA Number. Scan and move the product to Quarantine.

7. Under the IQMS Quality Tab select the MRB # associated with the RMA.

8. Select the MRB Non-Conform Qty on the DMR and Link to Specific Non-Conformance Location. This will now link the returned product to the DMR. 
9. If the product is acceptable transfer all product out of quarantine and into inventory. Review the DMR disposition. 

10. If the product is scrap adjust all product out of quarantine and notify production to scrap the product. Review the DMR disposition. 

11. If the product is to be reworked, a rework packet will be initiated through the IQMS Quality Module. Review the DMR disposition.

12. Make sure all transactions are completed to clean out the area.
Disposition of product for non-production items; no inspection needed
1. For all non-production items that do not have internal part numbers, the originator of the order shall be notified and/or the product forwarded per their specifications.

2. The paperwork for all non-production items is forwarded to accounting to be entered into IQMS.
I. Receiving Record

· Receipts are automatically filed electronically in IQMS.

II. Receiving Number

· The Receiving number is automatically generated and stored by IQMS.
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