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1.0
PURPOSE



Maximum utilization of available resources (Man, Machine, Time & Material)
2.0
SCOPE



Tissue Line (Conversion)
3.0
RESPONSIBILITY QSPCONV/BUCP/ 4.9/ 02


The overall responsibility of this procedure lies with the Manager Tissue Conversion
                         (Tissue line)


However, the Manager Planning/ Planning officer is responsible for the implementation of this procedure.
4.0
REFERENCES

5.0
DEFINITIONS



ISO:
Internal Sales Order



RHI:
Running Hour Index



JC:
Job Card



RSF:
Rolling Sales Forecast
6.0
PROCEDURE
	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.1
	PLANNING FOR PM IV-PM 9
	Manger Planning / PLANNING OFFICER

	6.1.1
	Annual projection from marketing is received. Based on annual projections, tissue requirement is sent to PM IV/09 for the whole year. Manager Tissue Production shall send his requirement for the raw material requirement to commercial department. On the basis of monthly sales forecast, monthly requirements of tissue will be sending to PM IV & PM 9. 
	Manager Planning / PLANNING OFFICER
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	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.2
	JOB ORDER CONFIRMATION

Production planning starts on the receiving of sale order / rolling sales forecast for the current month from sales by Email. Confirmation is done against ISO for special job only. Confirmation Email is issued keeping in view of the following factors:
	Manager Planning / PLANNING OFFICER

	6.2.1
	Material to be needed for this particular job and its availability
	Manager Planning / PLANNING OFFICER

	6.2.2
	Nature of job (Facial tissue cartons, Offset paper cup,  Toilet Rolls Napkins etc)
	Manager Planning / PLANNING OFFICER 

	6.2.3
	Standard jobs are considered to be delivered as soon as possible (if the material is available), while new jobs or jobs with some amendments go to the Pre-press planning officer. He is responsible to make these changes. Sales officer is responsible for moving the job to pre-press planning department for changes.
	Manager Planning / PLANNING OFFICER

	6.3
	DAILY LOADING CHART

As per sales requirements (actual orders and Rolling sales forecast for the current month); Daily loading chart for machines shall be planned by planning. 
	Manager Planning / PLANNING OFFICER

	6.4

6.4.1
	PRODUCTION JOB CARD

Job Card is issued in case of special jobs only with required product & design specifications and operations involved to produce end product. Copies of job cards are distributed to costing, reproduction (if required), and production.

	Manager Planning / PLANNING OFFICER
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	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.4.2
	Approved printed sample is attached with the repeat job whereas amended photocopy of approved mechanical by sales is attached for changed / new job.
	Manager Planning / PLANNING OFFICER

	6.5
	SPECIFICATION ON JOB CARD
	Manager Planning / PLANNING OFFICER

	6.5.1
	Customer’s Description, Job Card 
	Manager Planning / PLANNING OFFICER

	6.5.2
	Job Quantity
	Manager Planning / PLANNING OFFICER

	6.5.3
	Sold to address
	Manager Planning / PLANNING OFFICER

	6.5.4
	Material to be used, its grammage, size, weight.
	Manager Planning / PLANNING OFFICER

	6.5.5
	Process involved 
	Manager Planning / PLANNING OFFICER

	6.5.6
	Colors’ name
	Manager Planning / PLANNING OFFICER

	6.5.7
	Nature of job  (Repeat, New or with some change)
	Manager Planning / PLANNING OFFICER

	6.5.8
	Enclosures (approved samples, photocopy of mechanical and negatives)
	Manager Planning / PLANNING OFFICER

	6.6
	MATERIAL PLANNING
	Manager Planning / PLANNING OFFICER

	6.6.1
	Material used is divided into two categories 

1) Imported Material 2) Local Raw Material
	Manager Planning / PLANNING OFFICER
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	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.6.2
	Commercial Manager shall be informed about the raw material to be imported/local purchase for Tissue Paper making by Manager Tissue Manufacturing and for Converting by Manager Tissue Conversion on the basis of sales projection
	Manager Tissue   Manufacturing /  

Manager Tissue Conversion

	6.6.3
	Inventory for local material is minimum one week; whereas for imported material inventory shall depend upon the time for that specific product to reach Packages.
	Manager Planning / PLANNING OFFICER
Manager Tissue Conversion

	6.7
	WASTE PLANNING 
	Manager Planning / PLANNING OFFICER

	6.7.1
	Waste planning is done on the basis of processes involved in a job and its quantity.
	Manager Planning / PLANNING OFFICER

	6.7.2
	Maximum 10% waste is planned for standard and 15% waste for specially printed jobs.
	Manager Planning / PLANNING OFFICER

	7.0
	ASSOCIATED DOCUMENTS
	Manager Planning / PLANNING OFFICER

	
	Daily Loading Chart                (QRCONV/BUCP/01)
Monthly Tissue Requirement (QRCONV/BUCP/17)

Production Job Cards              (QRCONV/BUCP/19)


	Manager Planning / PLANNING OFFICER


This is a controlled document of  Packages Convertors Limited.


Last printed 01/23/2013 (SSC Applied)                                                                                          Issued By: MR/DMR

