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 PURPOSE

To ensure that Offset Printing process is controlled & operations in the Offset printing Department are carried out as per desired quality & environmental requirements. 

2.0     SCOPE 

This procedure is applicable for the processing of the jobs in Offset Printing Department.

3.0     RESPONSIBILITY
Overall responsibility lies with Business Unit Manager Carton Line. 

4.0     REFERENCES   

	Sr. #
	REFERENCES
	REF.NO.

	1. 
	Planning Procedure for Carton Line.
	QSPPLNG/CL/4.9/01

	2. 
	Product Identification & trace-ability Procedure
	QSP/BUC/7.5.3/01

	3. 
	Quality Plan for Printing, Varnishing and Lamination
	QPOP/BUC/01

	4. 
	Work Instructions for job setting on Printing, varnishing & lamination machines respectively.
	WIOP/CL/4.9/01-03

	5. 
	Process specifications for the operations in Offset Printing
	PSOP/CL/4.9/01

	6. 
	Master Maintenance schedule.
	WIOP/CL/4.9/06

	7. 
	Work instruction for housekeeping and safety.
	WIOP/CL/4.9/11

	8. 
	Work instruction for Guidelines of shade cards.
	WIOP/CL/4.9/12

	9. 
	Work instruction for Glue making process for Laminator.
	WIOP/CL/4.9/13

	10. 
	Measuring, Monitoring and Analysis (Work instructions)
	WIOP/BUC/7.5.1 & 7.5.2/14

	11. 
	Process Flow Chart
	Annexure 1 of QSPOP/BUC/ 7.5.1&7.5.2/01

	12. 
	Work instruction for Infrastructure and environment.
	WIOP / BUC / 6.3 & 6.4/ 15

	13. 
	Quality Record Communication Matrix
	QROP/BUC/15

	14. 
	Offset Departmental Objectives and Targets
	ER/OP/BUC/4

	15. 
	Environment Plan
	EP/OP/BUC/01


5.0        DEFINITIONS 

Burr:

Paper fibers or coating particles hanging around the edges of sheet.
Support group:



A group designed to assist machine crew during set up of next job.

Printing aids:



Printing process accessories like blankets, pastes, underlay papers etc.
Fountain solution:



Specially treated & blended water used on Offset Printing machines.

Job Setting:



After completion of one job, preparation for the next job.

Master Pile Card:

Travels with the paper from Coating Department till Folding & Gluing 



Department. Helps in Product Identification & Trace-ability.

Dummy:


Print key, showing prints of different colors individually & as a whole, for any particular job. Also showing identification for colors used. (Process /

Special-In case of special colors, recipe is also mentioned. )

Conventional Dampening System:


A dampening system in which cloth covered rollers are used. Non-alcohol system.

Alcohol dampening System:


Cloth coverings are not used. Alcohol is also added to the Fountain Solution.  

 6.0    PROCEDURE 

	SR. NO.
	ACTIVITIES
	RESPONSIBILITY

	6.1
	Job being processed in Offset Printing Department shall be planned by Planning Department. (REF.  QSPPLNG/CL/4.9/01). 
	Planning Officer
	


	SR.NO
	ACTIVITIES
	RESPONSIBILITY

	6.2
	Unprinted cut sheets shall be supplied on pallets at Printing presses from Paper stores with Master pile card. (REF. Product Identification & Trace-ability Procedure. (QSP/BUC/7.5.3/01). These piles shall be checked for quality. (REF. QPOP/BUC/01). 


	In-charge Paper stores

(Business Unit PPL)

	6.3
	Support group member shall collect Printing Plates from Reproduction along with Quality Assurance Report. (REF. QRREP/CL/01). These plates shall be mounted on press after removing plates already mounted in press. 


	Incharge Reproduction 

 

	6.4.1

6.4.2
	The quality record of printing inks shall be maintained by ink supplier as per agreed specifications. (REF. SPCOATES/CL/TS/01.), quality record shall be referred back if there is any problem.

Inks shall be handled as per work instruction WIOP/CL/4.9/ 05  & record of ink issuance shall be maintained on QROP/CL/ 06. 


	Coates Lorrilleux
Ink Store Keeper

	6.5
	Fountain solution shall be prepared according to the Work Instructions (REF. WIOP/CL/4.9/09).


	Support group member

	6.6
	Printing aids shall be issued from the Offset Store through Issue Requisition duly signed by shift Incharge/ Shift Supervisor.
	Shift Incharge/ Shift Supervisor

	6.7
	Job setting on Printing, varnishing & lamination machine shall be carried out according to the Work Instructions & Process Specifications. (REF. WIOP/CL/4.9/01-03, PSOP/CL/4.9/01)
	Incharge Offset Printing


	SR.NO.
	ACTIVITIES
	RESPONSIBILITY

	6.8
	Job Approval: Printing: Approval of the job shall be done according to the Printing Quality Checklist QROP/CL/01, Quality plan & job card instructions. (REF. QROP/CL/01). For soap and 

Detergent jobs, soap jelly test will be carried out as

Per work instruction WIOP/CL/4.9/10 and the record of approval QRRD&C/FL/23 will be kept.

Varnishing: On varnishing machine approval shall be done according to the quality plan and print & varnish quality checklist. (REF. QROP/CL/01) 

Lamination:
On Lamination machine approval shall be done according to quality plan & lamination checklist (REF. QROP/CL/05).
	Shift Incharge/ Shift Supervisor
Shift Incharge/ Shift Supervisor

	6.9
	Monitoring & controlling of key process parameters shall be done according to the Quality Plan & Process Specifications. (REF. QPOP/BUC/01, PSOP/CL/4.9/01). These parameters shall be recorded on Pressman’s worksheet. (REF. QROP/CL/02). Statisitical techniques shall be applied wherever applicable for monitoring & controlling these parameters.
	Press operator /Assistant operator

	6.10
	The Printed material shall be identified according to Product Identification & Trace-ability Procedure. (REF. QSP/CL/4.8/01) 
	Machine Operator/Shift In-charge/ Supervisor


	6.11


	Printed piles are put into Production Hall. Cutting & Creasing machine helper shall take piles himself.
Piles are handled as per work instruction WICL/4.15/01.

The relative humidity & dry bulb temperature of the production hall shall be maintained at 45-65 % & 25-30 0 C respectively
	Cutting Creasing

Machine helper.

I/C HVAC department



	6.12
	EQUIPMENT CONTROL & MAINTENANCE
	

	6.12.1
	Preventive maintenance shall be done according to machine wise master maintenance schedule (REF. WIOP/CL/4.9/06, 08, QROP/CL/08, QROP/CL/09, QROP/CL/12

In special cases maintenance schedule can be reviewed with the permission of Production manager carton line.
	In-charge maintenance

	6.13
	TO MINIMIZE THE IMPACT OF NOISE
	

	6.13.1
	Wearing of ear protectors in concerned area will be ensured
	I/C Offset Printing /Shift Supervisor

	6.14
	REDUCTION IN ELECTRICITY CONSUMPTION
	

	6.14.1
	Optimum utilization of the resources will be done to ensure the productivity improvement, hence reduction in electricity consumption.
	I/C Offset Printing/Shift Supervisor /Machine Operator


7.0
PROCESS VALIDATION: -

Process Validation is not applicable during Printing/ Water Base Varnish / UV Varnish and Lamination Processes because we are measuring input and output of departments by ourselves. (Ref. No; QROP/BUC/16)


8.0 INFRASTRUCTURE AND WORK ENVIRONMENT

Appropriate infrastructure and work environment is maintained in the realization of various procedures carried out in Business Unit Carton. 

(Ref. No; WIOP/BUC/6.3 & 6.4/15)

9.0   ASSOCIATED DOCUMENTS:

- JOB CARD FROM PLANNING

- DAILY PROGRAM FROM PRODUCTION PLANNING

- INTERNAL JOB ORDER FOR ELECTRICAL FAULT RECTIFICATION.

- MASTER PILE CARD

- QUALITY ASSURANCE REPORT FROM REPRODUCTION, QRREP/CL/01
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