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1. Purpose 

To establish a procedure for the preservation, handling, packaging, storage and shipping of product 

at QNP to ensure conformity to requirements.  

 

 

2. Responsibility 

The table below identifies QNP personnel and their responsibility relating to this procedure: 

Person Responsibility 

Sales & Engineering 
Personnel 

Defines and distributes packaging, labeling and/or part marking 
requirements per customer contracts when required. 

Department Supervisors 

Ensure assigned personnel are appropriately trained to operate 
material handling equipment. 

Perform product handling and storage activities. 

MRB Members Disposition age sensitive materials. 

Production Personnel 

 

Shipping Personnel 

Handle and move material/product. 

Receive, store, dispatch, and enter inventory information on 
Material Control Labels as required. 

Label and package product per instructions. 
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3. Applicable Forms and References 

The table below identifies the number and the title of the forms and references that are applicable to 

this procedure; 

 

Form/Reference Number Title 

AS9100 
Quality Management Systems - Requirements 
for Aviation, Space and Defense Organizations 

OP-85-01 FOD Program 

OP-85-02 
Product Identification, Traceability, and 
Inspection Status 

FM-81-01 Shop Order (Quality Plan) 

FM-81-02 Job Tracking Record/Card 

FM-85-01 Material Control Label 

FM-85-02 Age Sensitive Material Control Label 

 

4. Preservation of Product 

4.1 - QNP acts to preserve product beginning with the receipt of materials from our suppliers, 
throughout internal processing, and until the delivery of completed parts to the customer. 

4.2 - The processes for preservation include our own internally determined requirements to maintain 
conformity, as well as special customer requirements, and/or other applicable statutory and regulatory 
requirements. Preservation processes also apply to constituent parts. 

 

5. Shelf Life Control 

5.1 - Age sensitive materials are identified with Material Control Labels, FM-85-01, and/or Age 
Sensitive Material Labels, FM-85-02.  

5.2 - Before using an Age Sensitive Material or allocating it for an order, personnel should check the 
Material Control Label, FM-85-01, or Age Sensitive Material Control Label, FM-85-02, to ensure that 
the shelf life has not expired.  

5.3 - If a control label indicates that a material has passed its shelf life (or that a material does not 
have enough shelf life remaining to meet customer requirements), personnel should contact an MRB 
member to disposition the material. Materials that are determined to be unsuitable for use are 
controlled and purged from our inventory in such a way as to prevent accidental use or reintroduction 
into inventory. 
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5.4 - As appropriate, an MRB member may examine and test an expired age sensitive material to 
extend the shelf life of the material. The extension should be recorded on the Material Control Label, 
FM-85-01, or Age Sensitive Material Control Label, FM-85-02, and a new expiration/revaluation date 
should be defined. 

 

6. Stock/Overrun Parts 

6.1 - As appropriate, when extra parts remain after an order has shipped, the excess parts may be 
saved for later use or sale. These parts should be packaged to prevent deterioration or 
contamination, and identified to retain traceability to their manufacturing lot. Typically, stocked parts 
are identified by: 

 Shop Order (Manufacturing Lot) 

 Customer Name 

 Part Number and Revision 

 Quantity 

 Expiration Date of Adhesive 

 Date parts placed in stock 

6.2 - Before being released to a customer, stock/overrun parts must be re-inspected to all customer 
and order requirements. Parts should be stored in a controlled location to prevent their accidental or 
inappropriate release. 

 

7. Certification and Paperwork 

7.1 - Required documents, such as Certifications of Conformity and First Article Inspections (FAI’s), 
should be packaged to arrive with parts in such a way as to prevent loss or deterioration. 

 

8. Hazardous Materials 

8.1 - Personnel who handle/process hazardous materials receive training and annual re-training on 

the proper procedures for the control, handling, use and disposal of those materials. 

8.2 - Safety data sheets (SDS) are made available at their point of use for all chemicals used in our 

facility. 

8.3 - QNP’s Safety Manual is issued to all employees, and accessible through our FileMaker Menu. 

This manual is periodically updated as necessary. 
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9. Preservation at QNP includes the following processes; 

Process Actions/Policies 

Identification 

Per the policies of OP-85-02 Product Identification, Traceability, and Inspection 
Status. 

Our products do not typically require marking or labeling for safety warnings or 
cautions. 

Special part marking/ labeling requirements to customer specifications or 
blueprints should be documented on Shop Orders, FM-81-01 or as 
appropriate. 

Handling 

Materials should be handled in an appropriate manner to preserve the quality 
of the product during all stages of production. 

When necessary, flats of material should be transported in such a way as to 
prevent scratches, dents or other damage. This may include the use of; 

 One-sided racks 
 Two sided racks. 
 Drying racks 
 Protective sheeting interleaved between flats 
 Protective poly-laminate applied to flats 
 Other 

As appropriate, Department Supervisors and MRB members have the authority 
to mark special handling instructions on Quality Plans, FM-81-01, to mitigate 
any immediate risks to in-process materials. 

Contamination 
Control, 
Cleaning & 
FOD 

Per the policies of OP-85-01, FOD Program. 

Parts should be supplied to customers free of dirt, dust, oil, chips, burrs, or 
other contaminants. 
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Packaging 

Packaging should provide an appropriate level of protection to parts throughout 
delivery.  Typically this is accomplished by: 

 Shrink wrapping stacked parts 

 Individually bagging parts 

 Back to back bagging parts 

 Cardboard/chipboard boxes 

 Wooden crates for heavier parts 

 Using reinforced tape as necessary 

Special packaging requirements made to customer specifications or blueprints 
should be documented on Shop Orders, FM-81-01, or as appropriate. 

Storage 

Raw material is identified in accordance with the policies of OP-85-02 Product 
Identification, Traceability, and Inspection Status, and is stored using an 
appropriate method and in an appropriate environment to prevent degradation 
or loss. 

Supplier documentation is reviewed to determine special storage requirements 
for specific materials and followed as appropriate. 

Material is allocated for production on a first in-first out basis (FIFO) 

Allocation of material is controlled through printed Job Tracking records used 
as Stock Requisition Cards, FM-81-02. 

QNP conducts stock audits of all storage areas biannually. 

Hazardous materials are: 

 Handled by trained employees, 
 Kept in a specified, controlled / limited access area, and 
 Labeled with product information and/or special handling instructions. 

Delivery/ 
Transportation 

In order to ensure that our products are delivered in a secure and timely 
manner, QNP typically ships parts through the following carriers: 

 UPS 
 Federal Express 
 DHL 

Special shipping or delivery requirements specified by a customer should be 
documented on the applicable Shop Order, FM-81-01, or as appropriate. 
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10. Records/Objective Evidence 

The retention duration for records referenced in this procedure are available on-line in the FM-75-01 

Master Document List with Revision History. 

Records are maintained in accordance with OP-75-01 Control of Documented Information. 

 

 

11. Revision History 

Revision, approved date, effective date, and a document change summary for this document is 

located on-line in the FM-75-01 Master Document List with Revision History. 
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