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1.0 PURPOSE
      To accomplish the production of products under controlled conditions.

2.0 SCOPE

       This procedure is applicable for processing the job in Consumer Product Department.

3.0 RESPONSIBILITY
       The overall responsibility lies with the BUM- CP. However 

       Manager Conversion will be responsible for the implementation of this

       Procedure.

4.0 REFERENCES
	SR NO.
	DESCRIPTION
	DOC. NO.

	4.1
	Quality Plan
	QPCONV/TL/01

	4.2
	Planning Procedure
	QSPCONV/TL/4.9/02

	4.3
	Handling, Storage ,Packaging & Dispatch Procedure
	QSPCONV/TL/4.15/01

	4.4
	Inspection and Test Status Procedure
	QSPRD&C/TL/4.13/01

	4.5
	Product Identification and Traceability Procedure
	QSPCONV/TL/4.8/01

	4.6
	Infrastructure and work environment 
	WITCONV/TL/6.3&4/01

	4.7
	Measuring and Monitoring Analysis Matrix
	WITCONV/TL/8.2.3/01

	4.8
	Communication Matrix
	QRTCONV/TL/24

	4.9
	Training Manual
	WITCONV/TL/6.2.2/01

	4.10
	Good House Keeping
	WICONV/TL/4.9/37


5.0 DEFINATIONS
	5.1
	CORES
	Cylindrical paper pipes used on rewinding machine

	5.2
	GLUE
	Cold setting glue

	5.3
	CARTON BREAKING
	The process of  unfolding the Folded cartons in reverse direction 

	5.4
	QA
	Quality & Environmental-Systems 


6.0 PROCEDURE
	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.1
	Daily loading of the machines shall be planned by the planning deptt.
	Manager Planning/ Planning Officer

	6.2


	Labor will be assigned to the respective machines according to the daily loading chart (QRCONV/TL/01). However, Shift supervisor can change the loading as per requirement.
	Shift Supervisor

	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.3
	Tissue reels requisition shall be issued by the production deptt.
	Shift Supervisor

	6.4
	TOILET LINE
	

	6.4.1
	Preparation of the rewinder, cutter and wrapper shall be done according to the work instructions (WICONV/TL/4.9/03-05, & 43-45) and process specifications (SPCONV/TL/PS/05-06, & 10-11) and process flow chart Annexure 1 & Annexure 13.
	Machine Operator

	6.4.2
	Cores will be arranged by planning dept. and Glue prestol shall be procured from the departmental stores
	Shift Supervisor

Planning Officer

	6.5
	FACIAL LINE
	

	6.5.1
	Preparation of the interfolder and cartoner shall be done according to the work instructions (WICONV/TL/4.9/01, 02 & 34) and process specifications (SPCONV/TL/PS/01) and process flow chart Annexure 2.
	Machine operator

	6.5.2
	Carton breaking shall be done before feeding them to the carton magazine
	Machine operator

	6.5.3
	Perfume shall be prepared and supplied by R.D&C on request from planning dept.
	I/C R.D.&C

Planning Officer

	6.6
	NAPKIN LINE
	

	6.6.1
	Preparation of the machines shall be done according to the work instructions (WICONV/TL/4.9/06, & 42) and process flow chart Annexure 3, & Annexure 14. 
	Machine operator

	6.6.2
	Specifications for stereo and ink shall be supplied to the relevant department. 
	Planning Officer

	6.6.3
	Stereos and inks will be provided by the reproduction deptt and ink stores along with a QA report
	Relevant Incharges

	6.7
	Preparation of Wet tissue and Pocket Pack machine shall be done as per work instructions (WICONV/TL/4.9/07,08) and Process specifications (SPCONV/TL/PS/02, 08) and process flow charts Annexure 4 & 5 respectively.
	Machine operator

	6.8
	PARTY PACK LINE
	

	6.8.1
	Preparation for Sheeting and Guillotine machine shall be done according to the work instructions (WICONV/TL/4.9/13) & (WICONV/TL/4.9/14) and process flow chart Annexure 06
	Machine operator

	6.8.2
	Raw material shall be obtained from the stores
	Machine operator

	6.9
	PAPER CUP & HANDLE FIXING
	

	6.9.1
	Preparation of Paper cup and Handle fixing machines shall be done according to the work instructions (WICONV/TL/4.9/09-12) and process specifications (SPCONV/TL/PS/03,04,07) and process flow charts Annexure 7,8 & 9 respectively.
	Machine operator

	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.9.2
	Glue (Movlith ) shall be procured from the stores
	Shift Supervisor

	6.9.3
	Raw material (cold cups) for handle fixing machine shall be

 Obtained from dispatch on Information slip.
	Machine operator

Shift Supervisor

	6.10
	PAPER PLATES
	

	6.10.1
	Preparation of Plate making machine shall be done according to the work instructions (WICONV/TL/4.9/31) and Process Specifications (SPCONV/TL/PS/09) and process flow chart Annexure 10. 
	Machine operator

	6.11
	Every new/special job shall be approved, before mass production, according to the check list (Internal Job Card) and job card specifications. Process validation evaluation is not applicable as the inputs/outputs are being measured as per quality plan and specification.
	Shift Supervisor

	6.12
	Monitoring and controlling of the key characteristics of the product shall be done according to the Quality Plan (QPCONV/TL/01) during production
	

	6.13
	The in process and Finished goods shall be identified and labeled according to the product identification and traceability procedure (QSPCONV/TL/4.8/01)
	

	6.14
	The In process and Finished goods shall be handled, stored and packed according to the Material handling and storage procedure (QSPCONV/TL/4.15/01)
	

	6.15
	Status of the finished product shall be identified according to the inspection & test status procedure (QSPRD&C/TL/4.12/01)
	Incharge Quality Control

	6.16
	For jobs which require processing from other departments the specifications shall be supplied as per requirements
	Departmental Incharge

	6.17
	Maintenance of Equipment
	

	6.17.1
	The Electrical and Electronic equipment shall be maintained according to preventive maintenance schedule (WIELECT/4.9/01)
	Technical Manager (Power)

	6.17.2
	Mechanical maintenance of machines parts and equipment shall be done according to the preventive maintenance schedule (WICONV/TL/4.9/16-30,33,36,38-41, (WITCONV/TL/7.5/03, WITCONV/TL/7.5/04,05). And recorded on the (QRCONV/TL/12)
	Maintenance supervisor

	6.18
	Ambient temperature should be maintained between 24 to 35 degree C and humidity shall be in the range of 45 to 65.
	Incharge HVAC

	SR NO.
	ACTIVITIES
	RESPONSIBILITY

	6.19
	Joint monitoring in tissue paper reels shall be done on toilet and facial line only for feedback to PM4 to improve the process.
	Shift Supervisor

	6.20
	COASTER
	

	6.20.1
	Preparation of the machines shall be done according to the work instructions (WICONV/TL/4.9/32) and process flow chart Annexure 11.
	Machine operator

	6.21
	JUMBO TOWEL ROLL
	

	6.21.1
	Preparation of the machines shall be done according to the work instructions (WICONV/TL/4.9/46) and process flow chart Annexure 15.
	Machine Operator

	6.22
	HYGIENE PAPER TOWEL
	

	6.22.1
	Preparation of machine shall be done according to the work instructions (WITCONV/TL/4.9/47) and Process Flow Chart Annexure 17.
	Machine Operator


7.0 ASSOCIATED DOCUMENTS

· Daily Loading Chart

· Daily Machine Production Report

· Flow Charts

· PDCA Cycle

* To achieve the finished product specifications as per quality plan, due to variation in raw material properties, sometimes it is not possible to follow the Process Specifications. That situation can be termed as abnormal. In this situation shift supervisors are given authority to change the specification for the good quality of end product.

8.0 TRAINING PLAN 

       Training is provided to new entrants according to training plan. and recorded in training record QRCON/TL/23.
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