	PACKAGES CONVERTORS LIMITED
BUSINESS UNIT (FLEXIBLE)
	Document type

QUALITY SYSTEM PROCEDURE 

	
	Title

PRODUCT IDENTIFICATION AND TRACEABILITY


	Prepared by

Amman Ilyas
	Approved by

Tooba Shahid
	PAGE

1 of 7
	REV

13
	DATE

26-11-2024
	DOC No
QSPFP/BUF/7.5.3/01



	Reviewed on (Date):

Reviewed by:


	Reviewed on (Date):

Reviewed by:


	Reviewed on (Date):

Reviewed by:


	Reviewed on (Date):

Reviewed by:



	Approved on (Date):

Approved by:


	Approved on (Date):

Approved by:


	Approved on (Date):

Approved by:


	Approved on (Date):

Approved by:




1.0 PURPOSE:

Identification of products during all stages of storage, in process, finished product and delivery to avoid mix-ups and trace ability of all the products to its origin whenever defects or defectives are to be analyzed for taking corrective actions or customer complaint handling. 

2.0
SCOPE:

This procedure is applicable to all in-process products, finished products and trials of Flexible Packaging Department.

3.0 RESPONSIBILITY:

Direct responsibility lies with Section Incharge but the overall responsibility of this procedure lies with the Business Unit Manager (Flexible).
4.0 DEFINITIONS:

4.1 All in-process material reels, before slitting process are called JUMBO REELS.

4.2 A SET is a group of small reels slitted from a jumbo reel according to the required length and width.

4.3 Number of reels those are slitted according to the unit design size across the width are called UPS.  In case of continuous design the number of ups from the jumbo reel is as per customer required size.

4.4 PROCESS RECORD is a register used on the machine to record daily production along with different parameters to be checked, monitored and controlled.

4.5 PARENT PROCESS is the process whose output is taken as input to the process under consideration.
	DESCRIPTION
	Responsibility

	5.0 PROCEDURE:
5.1 IDENTIFICATION OF RAW MATERIAL is properly done for unprinted substrates, Al-foil and poly films, etc during the storage.

5.2 IDENTIFICATION OF INPUT MATERIAL
5.2.1 The operator writes the identification numbers of all the reels input to a process on the Process Record of that process.

5.2.2 If portions or whole of 2 or more reels are used as one reel at the input of a process, then their reel numbers will be written in the input reel number columns of the respective Process Records with a “+” sign in between.  For example if two reels numbered 3 and 5 are combined at lamination then according to register number will be written in the input reel column of the lamination Process Record

5.2.3 If portions or whole of 2 or more reels are used as one reel at the input of a process, then their reel numbers will be written in the input reel number columns of the respective Process Records with a “+” sign in between.  For example if two reels numbered 3 and 5 are combined at Rewinding then “3+5” will be written in the input reel column of the Rewinding Process Record

5.3 IDENTIFICATION OF IN-PROCESS PRODUCTS.  

5.3.1 After the completion of one reel on a process, the operator gives it a unique identification number like 1, 2, 3… and writes down on the Process Record and the “roll production report” along with the other details.

5.3.2 When one reel is completed by more then one operator then the first operator writes the number of that reel along with an alphabet “A” and the second operator writes the same reel number along with an alphabet “B” on Process Record, but numeric reel numbers (like 1, 2, 3…) are written on the roll production report.  For example, if reel no “1” is completed by two operators, then first operator writes the number “1A” and the second one writes the number “1B” on the Process Record, but on roll production report only reel number “1” is written.

5.3.3 If one input reel generates one reel at the output then it is given a new numeric number in a sequential order.  For example, if reel # 5 at printing process is used to start the job at the next process, say 1st lamination, then it is given number 1 on that process.  Similarly if the reel # 1 at printing is the second reel at the next process then this reel will be given number 2 and so on.

5.3.4 If one input reel at a process generates more than one reel on the output then the reel numbers of the output reels will be allocated sequentially like 1,2,3….  For example, like above, if reel # 5 at printing is divided into 3 reels at the next process, say 1st lamination, then the numbers 1, 2 and 3 will be allocated to the first, second and third output reels on that process.

5.3.5 When a job is interrupted/stopped on a machine and then restarted, the output reel numbers will be continued on from the last output reel number where it was previously discontinued.
5.3.6 ROLL PRODUCTION REPORT (QRFP/09)  is generated electronically through software ‘SAP(ZFPREEL)’ and will be used normally but in case when electronic system will not be working hard copy version will be used. IT version contains the following information:

· Reel #

· Job#
· Machine#

· Reel Length

· Treating side

· Reel Physics

· Reel width

· Remarks

· Barcode number of mother reel

a. Write ‘OK’ in case the reel is OK or it is totally wasted.

b. Write ‘FOR REWINDING’ in case reel is to be reworked before next process or reel length improvement is required.

c. Write ‘TRIAL’ in case trial of any type is required by anyone.

d. Write ‘ ON HOLD’ in case material is to be held before any process

(Reason for any ‘Remarks’ except ‘OK should be mentioned in comments section on Roll production report)

· Waste quantity and waste reason of every individual waste tag

· Employee Number

· Operator Name

· The history of reel i.e. the mother reels from which this reel is produced

· Comments

5.3.7 ROLL PRODUCTION REPORT (QRFP/09) its hard copy will be used in case electronic system will not be working. It contains specified columns for each process. The reel parameters on a particular process on the roll production report will be written in the respective column of that process.

5.3.8 If an operator is using a roll production report on the first process then he will write the required information on the roll production report in the respective column for that process.  For example, if a product is produced using 1st lamination, 2nd lamination and slitting processes, then the operator at 1st lamination process will fill in the column for 1st lamination only.
5.3.9 Left over / excess: If any upstream process’s mother reel (e.g. printed reel ) is rejected by the downstream process after;

5.3.9.1 Running partially or 

5.3.9.2 without running at all

due to any reason, then such reels will be numbered with an additional characted (“L” for leftover or “E” for excess) according to the following procedure. 
Suppose a job ABC is printed 60,000 m generating 6 printed reels from 1 to 6.  Two out of six printed reel generated 5 laminated reels, If a printed reel # 3 is rejected by lamination machine operator, then this reel will be given new reel number as 6L and status of printed left over reel and the printed reel # 3 will be declared as its mother reel.  

In another situation in the above example, if the same printed reel # 3 having 10,000 meters is partially run, generating one laminated reel of 2,000 m and one printed left over reel of 8,000 m, then laminated reel will be given new reel # 6 and status as laminated reel and the left over reel will be given new reel # 7L with status as printed leftover reel.  The printed reel # 3 will be declared as mother reel for both reels.
Next laminated reel numbers will follow the remaining sequence of reel numbers at lamination machine.

5.3.10 If the operator is using the roll production report on the second or later process then he will write only the machine and the reel numbers of the earlier processes machines in their defined columns.  Then, he will write the required information for his process in his column on the roll production report.  For example, the operator responsible for the 2nd lamination process in the above example will copy down the machine and reel number of the 1st lamination process in the 1st lamination column and complete information in his column for 2nd lamination process.

5.3.11 If more than one input reels are combined to get a single reel at the output then their numbers will be written on the Roll Production Report as stated in 5.2.2.

5.3.12 If ‘Fault no’ and ‘Fault name’ categories are to be filled then follow “Top to bottom” sequence i.e. the fault that appears on top of the reel should be written first and so on.

5.3.13 Roll production report is filled by the slitting machine operator.
5.3.14 The database of Trace Now is automatically backed up by system after each five minutes and this database can be restored whenever it is required.
5.4 At Slitting Machines, the jumbo reel is slitted into number of slitted reels. Ups are numbered from the operator right hand side to left hand side as 1, 2, 3 and so on and decibel places will be according to the ups across the web.  Slitting operator will start slitting of jumbo reel 1 and will take out slitted sets as per job card, for example, if three reels are made in first set then numbering is as 1.1, 1.2 1.3.The numbers of sets will continue until complete job is slitted.
5.4.1 These numbers are written on the Process Record and on the identification stickers. These stickers are then pasted on the individual reels. The reel sticker must be fully filed having the information about Date, shift, Operator No, Job no. and Reel No.

5.5 If slitted reels are FINISHED PRODUCTS then these are packed in the container for dispatch, and dispatch sticker is pasted on each container.
5.6 If the slitting operator makes a single slitted reel from two jumbo reels, then the two jumbo reels will become the mother reels for that slitted reel and mother reel number will be written as “A+B” where A and B are the two jumbo reel numbers. For example: in a job of one up, if slitted reels 1-9, each of 1000 meters, are formed from the jumbo reel ‘1’ of 9300 meters and slitted reel number ‘10’ is formed taking 300 meters from jumbo reel ‘1’ and remaining 700 meters from next jumbo reel ‘2’, then the mother reel for slitted reel number ‘10’ will be written as ‘1+2’ having its meters in a set of 300+700 (amount of web taken from that particular jumbo reel respectively). The next slitted reel starting from ‘11’ and so on will follow the same sequence as shown below:
Input reel number

Input reel meters

Reels produced

Slitting Meters

1

9300

1-9

9000

1+2

300+700

10

1000

2

9200

11-18

8000

…

…

…

…

5.7 The reels that are separated for REWINDING by the slitting operators are transferred to the rewinding process through slitting process record entries.
5.7.1 These reels carry the “For Rewinding” Sticker labeling the reel numbers allotted at the slitting process.  The rewinding machine operator after doing the reworking uses these reel numbers.  He writes down that number on the Reworked reel sticker and on the rewinding process record.  He puts the reel sticker on the reel and sends it for dispatch after approval from QC Lab.

5.7.2 If he combines two or more reels during rewinding, he will merge the two reels as mentioned in 5.2.2.

5.7.3 If he has to make two reels out of one slitted reel, he puts an alphabet along with the reel number and allots it to the two reels in a sequential manner, e.g. if slitted reel # 220 is rewound to make two final finished good reels then the 1st rewound reel will have the number as 220A and the 2nd rewound reel will have the number as 220B.
5.8 At Tube Making Process, the operator makes one tube reel from one or more slitted reel.  The operator writes down the same number as allotted by the slitting operator in the “Process Record”, in case of one input reel.  For combination of more input reels see 5.2.2.  Same sticker is pasted on the tube reel for the further processing. 
5.9 At Sleeve Cutting Process, sleeves from one or two complete reels is accommodated in one container. The operator writes the number of reels in the Process Record. The operator also fills a new identification sticker and pastes it outside the container.
5.10 At Bag Making Process, slitted reels along with reel stickers are taken to bag making machine.  Bags form one or two complete slitted reels are accommodated in one container.  The numbering after processing is done as described in 5.9.
5.11 In case of Cone Making Process slitted reels along with reel stickers are taken to cone punching machine.  Blanks obtained from individual reels, if not fed directly to cone winding machines, are stacked separately in container.  Cones from one or two complete slitted reels are accommodated in one container.  The numbering after processing is done as described for sleeve cutting process.

5.12 All samples taken for testing by RD&C QC lab carry the reel number mentioned on the finished reels and the recording of the test results is done with reference to the allotted reel numbers and is written in the test reports.  The QC lab does not use its own identification number.
5.13 All customers using FP products are advised “to send back the identification sticker in case of any complaints that had been printed on each reel sticker as stated above.
5.14 Trace now is being transferred into SAP(ZFPREEL).Operators are using SAP(ZFPREEL)for making slips in some areas and in other areas they are using SAP(ZFPREEL) and Trace now both. Data is being saved in SAP(ZFPREEL) along with Trace now at backend now.After implementation of SAP(ZFPREEL) entries in all areas, Trace now will be closed.
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6.0 References

6.1 All Relevant Quality records as per List of quality Records in FP department. 
6.2 Roll Production Report  # QRFP/09 
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