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1.0 PURPOSE:

To ensure that quality of all the incoming raw material, in process products & finished products is not affected by improper handling, poor storage conditions, inadequate packing & faulty procedures.
2.0 SCOPE: 

This procedure is applicable to the incoming substrates in-process &finished products For the Roto Line and offset line that include Offset Printing, Cutting & Creasing, Folding & Gluing, Paper cup sections.
3.0 RESPONSIBILITY: 

Overall responsibility lies with Business Unit Manager Folding Cartons (BUM-FC).
4.0 REFERENCES: 

 Work instruction for packaging WICCFG/CL/4.15/01.

Work instruction for pallet packing in Roto gravure WILEMANIC/BUC/7.5.1/08.
	SR. NO.
	ACTIVITIES
	RESPONSIBILITY

	5.1
	Incoming substrate:

1- Paper & Board/ Reel: For offset line piles will be placed in pile store via hand trolleys, only released piles by QA will be transferred to pile store. 
Rejected piles from floor will be placed in rejected/hold area along with red sticker placed on the pile.

For Roto Line, reels will be placed in reel store via fork lifter.

2- Inks/varnishes/solvents:

Inks, varnishes and solvents will be placed in designated stores. For Roto Line a sticker will be placed on press returned inks.


	In-charge Stores/ Offset Printing /Lemanic

	5.2
	In-process material:

       All in process material will be placed in its designated WIP areas. Primary packaging piles will be covered by a poly sheet.

	In-charge Offset Printing / Cutting Creasing / Folding Gluing / Lemanic

	5.3

	Finished Goods:

After packing finished products are delivered to dispatch store by hand pallet trucks 
The material of Roto Gravure will be transferred to the sorting area allocated in Lemanic and sorted.  This material, after released by QA, will be transferred to dispatch. All traceability parameters will be written on the pile card. 

	In-charge Cutting Creasing/ Folding Gluing

In-charge Lemanic

	5.4
	There will be no physical or electronic movement of the finished products to the dispatch unless it is released by Quality Assurance.


	In-charge Cutting Creasing / Folding Gluing / Lemanic

	5.5
	In the sheeting hall pile storage area & throughout the production hall, temperature & relative humidity shall be maintained at 25-30 ◦C & 45-65% respectively.

	In-charge HVAC
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