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1.0 PURPOSE:

Maximum utilization of available resources i.e. 3M (Man, Machine, Material).

2.0 SCOPE:

(BUSINESS UNIT FOLDING CARTON) (OFFSET & LEMANIC).

3.0 RESPONSIBILITY:

The overall responsibility of this procedure lies with the Business Unit Manager (BUSINESS UNIT FOLDING CARTON)

4.0 REFERENCES:

Daily Loading Programme for Roto-line


(QRPLNG/BUFC/01)
Daily Loading Programme for Offset Printing

(QRPLNG/BUFC/03)
Daily Loading Programme for Cutting Creasing
(QRPLNG/BUFC/05)
Daily Loading Programme for Folding Gluing

(QRPLNG/BUFC/04)
5.0 DEFINITIONS:

ISO    =
Internal Sales Order
OP     =           Offset Department.
SAP    =          Systems Applications Products
GRN   =          Goods received note
CSM    =         Customer Services Manager
RSF     =
Rolling Sales Forecast

MOQ  =
Minimum Ordering Quantity

6.0 PROCEDURE:

	SR. No.
	ACTIVITIES
	RESPONSIBILITY

	6.1
	Production Planning Officer ((BUSINESS UNIT FOLDING CARTON)'s activities start on the receipt of an ISO or Requirement from CPD.  Following factors are considered while committing the dispatch date.
	Planning Officer
(BUSINESS UNIT
FOLDING CARTON)

	6.1.1
	Raw materials to be needed for this particular job and their availability.
	-do‑

	6.1.2
	Nature of job (operations involved).
	-do‑

	6.1.3

_
	Requested delivery date and m/c loading at that particular time.
	-do‑

	6.1.4
	Process time required.
	-do-

	6.1.5
	Status of job. Repeat jobs are confirmed as per 6.1.1 to 6.1.4 while new jobs or jobs with some changes are confirmed after consulting prepress planning regarding artworks status of these jobs
or viewing SAP screen "ZPP1"
	-do-


	6.2
	CAPACITY BOOKING
	

	
	Orders in hand are calculated twice a month and are discussed with marketing during Invoice Review Meeting being held fortnightly.
	Planning Officer (BUSINESS UNIT FOLDING CARTON)

	6.3
	PRODUCTION ORDER
	

	6.3.1
	A production order is issued on the basis of ISO number and requisition from CPD-Planning  having the technical information, such as folding carton size, substrate to be used, grain direction, percentage of tolerance in order quantity and any other necessary information which CPD / sales requires to add, with complete product and design specifications and operations involved to produce that product.

Copies of the Production Order are sent to the all concerned departments.
	Planning Officer

(BUSINESS UNIT
FOLDING CARTON)
Industrial-Sales & CPD Planning

	6.3.2
	Sales will send an approved printed sample, attached with a repeat job. Depending upon the urgency of the job, sample exactly as previous job bulk can be used for bulk production of current job, provided mrf # is matching.
	Sales Officer/
Planning Officer
(BUSINESS UNIT
FOLDING CARTON)

	6.3.3
	For a job, which has changes, approved color print/ amended mechanical or proof is to be provided by Prepress Planning Officer to Production Planning-CL for onward submission to Reproduction Deptt. Parallel digital files will be transferred to reproduction for Lemanic Cylinders and for offset CTP plates.
	Prepress
Planning/Planning
Officer
(BUSINESS UNIT
FOLDING CARTON)

	6.3.4
	For a new job approved proof from customer and unit mechanical drawing  by prepress planning officer are attached. Approved digital files from prepress planning are transferred to Reproduction (in case of Lemanic Cylinders and for CTP plates)
	Prepress Planning
Officer

	6.4
	SPECIFICATIONS IN PRODUCTION ORDER
	

	6.4.1
	Customer's Description & Job Description.
	Planning Officer
(BUSINESS UNIT
FOLDING CARTON)

	6.4.2
	Job Quantity with required form (folding Carton or Flat).
	-do‑

	6.4.3
	Sold to address (can be advised later on):
	-do‑

	6.4.4
	Material to be used, its grammage,  sheet size, reel size.
	-do‑

	6.4.5
	Processes involved, and their sequence
	-do‑

	6.4.6
	Numbers of colors used
	-do‑

	6.4.7
	Sheet layout with size and number of UPS
	-do‑

	6.4.8
	Finished folding carton size.
	-do‑

	6.4.9
	Nature of job (repeat, new or some change) and description of changes.
	-do‑

	6.4.10
	No. of colors and ink grammage.
	-do‑

	6.5
	DAILY LOADING PROGRAMME
	

	6.5.1
	The jobs are loaded on the daily loading programe as per customer commitment, printability of the jobs and material availability. Last issued programme will be valid till issuance of next loading chart.
	Planning Officer

(BUSINESS UNIT

FOLDING CARTON)

	6.5.2
	Planning Officer BUSINESS UNIT FOLDING CARTON, whenever urgency is declared by Marketing department, changes the programme or job sequence
	Planning Officer

(BUSINESS UNIT

FOLDING CARTON)

	6.5.3
	Copies of this loading programme are circulated to all concerned departments.
	-do-

Planning Officer

(BUSINESS UNIT

FOLDING CARTON)

	6.6.1
	NEW JOB
Four weeks lead-time is given for a new job after approval of proof prints depending upon the loading/ customer urgency.
	

	6.7

6.7.1
	ASSUMPTIONS

Time taken for different processes shall be the same as per nominal speeds of machines on which efficiency and performance of machines are calculated in SAP.
	Assistant Planning Officer
(BUSINESS UNIT

FOLDING CARTON)

	6.7.2
	These speeds are available in SAP transaction ZPT.
	All In charges

	6.7.3
	Annual Preventive Maintenance Plan will be given by maintenance and any change in the planned maintenance will be communicated to production in case of emergency.
	I/C Offset

	6.7.4
	Inks shall be ready in advance for the next coming job on machine.
	Offset Ink Store
Keeper

	6.7.5
	Verified and defect free outputs shall be provided by prepress planning to BUSINESS UNIT FOLDING CARTON and in case of CTP files transferred to reproduction a plotter print will be provided to reproduction from prepress planning through folding carton line planning.
	Pre Press
Planning/folding carton
line planning.

	6.8
	MATERIAL PLANNING
	Planning Officer
(BUSINESS UNIT
FOLDING CARTON)

	
	The annual projections of Paper & Board will be conveyed to supplier in the beginning of the year. Monthly purchase orders are placed via supply chain to the suppliers.
	

	6.8.1
	If Material is to be purchased from Market, formal written approval from divisional head will be taken (PR).
	Planning-
CL/Planning PBM

	6.8.2
	Only quality released material would be issued to departments for their processing.
	QA/QC

	6.9
	LIAISON WITH OTHER DEPTARTMENTS.
	

	
	A Production order is circulated to all concerned Departments, which take necessary actions on all the next coming jobs in advance when loaded on the machine. Production order contains all the necessary information for each concerned Department. Also inspection shall be carried through personal visit to the concerned department.
	Planning Officer
(BUSINESS UNIT
FOLDING CARTON)

	6.10
	DESPATCH SCHEDULE---to be provided by CSD. For other customers schedule will be provided by respective sales officer or BUFC Planner after consultation with respective sales officer.
	Planning Officer
(BUSINESS UNIT
FOLDING CARTON)

	6.10.1
	Four weeks process time is required for a job
	

	6.10.2
	Daily Dispatch schedule is discussed with Dispatch Department verbally or through e-mail if needed.
	-do‑

	7.1
	Pre costing request may be generated by sales to management accountant for some new orders or repeat with change (material, size and process).

To do pre costing, following information is required.

a- Material combination

b- Approximate ink coverage/ no. of colors/varnish

c- Construction

d- Sheet sizes and no. of ups
e- Any special operation like embossing, flexo printing etc.
f- MOQ

The correspondence between sales and management accountant is through e mails.


	Sales officer/management accountant
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