Tool Control


Purpose: To assist with tool numbering, takeovers, and outdated tools and parts.

Scope: All tools, fixtures, and gauges.
Tool Numbering

1. All production tooling shall be identified by a mold number.
2. The first two digits identify the customer. Note some customers may have more than one set of 2-digit identifying numbers. 
3. The last 3 digits will identify the individual mold.  Engineering logs the tool per step #8 in this work instruction. 

4. Gauges and fixtures associated with the mold are assigned identifying numbers corresponding with the mold number and a “G”, “F” or “MP”.
5. Any assembling equipment associated with a particular mold shall be similarly identified with markings associated with the mold number.  
6. Engineering will notify the tool room to mark all tools, gauges, and fixtures prior to going to the production floor for sampling or production when they issue the incoming tool inspection request. Tools will be painted and stamped with numbers and gauges and fixtures will be stamped, painted, or tagged as space permits.
a. Numbering shall be prominently displayed in yellow numbers
b. EXCEPTION – molds for parts that cannot have much grease and follow specific cleaning instructions will have BLUE numbers.

7. All Metro numbers are communicated to the organization through the BOM.

8. Customer owned molds, gauges, and fixtures are to be tracked in the Customer Owned Tooling Log. L:/eng/tool-log/L80.7219.1
9. Engineering will maintain the “Customer Owned Tool Log” with all active tooling for the life of a program.  The log is to be updated with each new job and EC when a mold, gauge or fixture is added or removed.

10. Customer owned tools are to only be removed from the log once the return/destroyed documentation is filed in the Inactive/Obsolete book.

11. The last 3 digits will identify the individual mold.  Engineering logs the tool per step #8 in this work instruction. 

12. Gauges and fixtures associated with the mold are assigned identifying numbers corresponding with the mold number and a “G” or “F”.

13. Any assembling equipment associated with a particular mold shall be similarly identified with markings associated with the mold number. 
Takeover Tools 
1. The Project Manager shall conduct a Tool Kick-off meeting, 80.7220ENG.

2. Engineering shall create a Tool Room Work Order (WO) to inspect the mold and prepare for the press. Completing the Inspection report, F80.7240.1, is not necessary as the tool was not built to our standard.  The goal of the inspection would be to get the mold to fit and function in our machines.
3. A sample WO shall be completed by Engineering and scheduled for sampling 80.7244ENG.

4. Engineering shall submit samples to Quality, if requested by the customer, for inspection. 

5. Completed inspection forms are to be stored in the appropriate Z: drive folder.

6. If Quality and Engineering approve the samples, the First Article samples and inspection report are to be shipped to the customer for approval.

7. Upon sampling the mold, Management or Engineering shall review initial pricing given to the customer, adjust if necessary, and re-quote to the customer.

8. Once approval from the customer has been received and final pricing established, the mold may begin running production if a purchase order has been obtained from the customer. 

Obsolete Tools and Parts 
1. When a tool or specific part number has been determined by the customer to be obsolete, the guidelines shall be followed. The Metro contact being advised the tool or part number will be obsolete, must contact Engineering to have an Engineering Change Notice, via IQMS, distributed.

2. The Engineering Change Notice will be issued by Engineering to verify the system for an accurate account of materials, components, finished product, and packaging located at Metro. This will be done by Physical Inventory.

3. Upon receipt of the Engineering Change Notice of product or tool becoming obsolete:

a. Warehouse will gather all listed materials, product, components, and packaging from inventory, staging and the production floor and place it in Quarantine.  The quantity of each item shall be listed in the response section of the ECN.
b. Customer Service will indicate on the ECN any open purchase orders. If there are no open orders, Customer Service will empty any “blanket” orders related to the program.  If an open purchase order shows a requirement, Customer Service will contact the customer’s buyer to purchase existing inventory, and/or advise of the status of the open order. This outcome can be to hold the tool until production is met or cancel the balance and move the tool.
c. Purchasing will review the “where used” screen in IQMS to see what materials, etc. are being used on active jobs.  If the packaging and materials can be absorbed through other production releases, the items will not be charged to the customer who discontinued the product. Purchasing will calculate the amount and cost of all materials, components, packaging, inks, paints, etc. being held at a vendor’s location(s), this includes material suppliers. 
4. Engineering will review process status and proposed plans prior to any further action.
5. Customers will be advised of all items unique to the program that will require disposition by shipping or scrapping, or of stocking charges, and a purchase order will be required from the customer to cover these expenses prior to shipment of tool or tools.
6. If a specific version of a product becomes obsolete, the customer will be notified of the charges.  If not resolved in a specified time frame, Metro can request authorization from the President of Metro Plastics to hold shipments of the active versions until purchase order or payment is received.
7. If the tool is to be transferred to the customer, the tool may be kept at Metro until payment is resolved. The President of Metro Plastics must authorize the shipment of any tooling that has unresolved issues. Upon receipt of the Customer’s purchase order, Accounting and Engineering will work together to remove cost from system on any materials shipping or not shipping to customer. 
8. Warehouse personnel will physically disposition materials by preparing the material for shipment to customers or marking as material to be used in other applications.  This could result in a change of Metro number for that material. If material is in the process of being gathered for shipment, or it is to be held at Metro, it will be marked “CUSTOMER OWNED” and dated next to the Metro material identification label.
9. If the material has been purchased by the customer, and they request the material to be held at Metro for disposition later, a label will be attached to the material  with customer information and a date to review with the customer to verify holding instructions are still valid.  
10. Terms of payment to be determined prior to release of tooling.
11. Retention of Engineering Master Files and Control Plans for obsolete projects:

a. Paperwork should follow the mold out the door, in the case where the mold might not be returned or sent back to a customer the paperwork is to be placed into that mold’s quality records and Retains Storage Box.  In such cases, the Project Manager will indicate on the outside of the box the appropriate length of time those documents need to be stored.
12. Engineering will assist the warehouse and tool room with the preparation of the packing slips when obsolete parts and tooling are returned to the customer.
New Tool Construction or Engineering Change

Notification will come from the Project Manager/ Engineering when a purchase order is received for a new tool or Engineering Change. If this is an Engineering Change you must also follow 80.7208ENG.

1. The Engineering will review the project file and determine the selected Tool Vendor.

2. Engineering is responsible for putting the job on IQMS and forwarding a copy of the customer’s PO to Accounting for billing references.

3. The Engineering will issue a PO to the tool supplier based on the quote in the file. 

4. Verify the vendor has a recent copy of Metro’s Mold Construction Standard 80.7201ENG and supply vendor with:

a.   prints, and or CAD data

b.   material data sheet

c.   as well as any additional information that might be required to proceed

      with the work

6.
If this is a new job, the Project Manager will schedule a New Tool Kick-off Meeting, 80.7220ENG.

7.
If necessary, schedule a meeting with the Tool Vendor to address any processing, quality, or customer concerns. The Tool Vendor may attend the Tool Kick-off Meeting and review marked drawings. 

8.
Schedule an in-house tool inspection by the tool room when the tool is complete and tag the tool 70.7857TR.

10.
If the tool is unsatisfactory, work with Tool Vendor until the problems are resolved.

Sub-Contractor: New Tool & Engineering Change Job Tracking

1. Enter the “Asset Management” section of IQMS system. Follow the instructions per “IQMS Project Manager work instructions.docx” located at L:IQMS/Engineering. 

2. Provide copy of customer PO to accounting and provide billing instructions.
Customer Owned Tool Tracking 
1. Customer owned molds, gauges, and fixtures are to be tracked in the Customer Owned Tooling Log. L: Eng/tool-log/L80.7219.1
2. Engineering will maintain the “Customer Owned Tool Log” with all active tooling for the life of a program. This log should be updated with each new job when a mold, gauge or fixture is added or removed.

Reference Material:

Work Instruction

80.7220ENG
Tool Kick-Off Meeting

80.7201ENG
Mold Construction Standards
80.7208ENG
Engineering Change Procedure 
Forms & Logs

F80.7240.1
Tool Inspection Report

L80.7219.1
Customer Owned Tooling 
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