Non Conformance Review up to the end of August 2017
Intrastats Contact Management
When inputting information into Intrastats from, for example, an account application, please can you try and include all the available information. At present, this is not always happening. So this includes the Mr or Ms, the position, company registration number and VAT number.
Please can you be more careful when adding addresses, these are being entered incorrectly and even the country being missed. 
Completing Issues
Everyday there are hundreds of issues going out and being completed. When you complete an issue it is important that you put ‘Done’ if the issue is complete and other comprehensive notes if there are any problems. The automatic issue should be straight forward and usually only require a Done. All of the automatic issues complete around the company have to be cleared by Derek, so putting Done in the notes box makes it alot easier for him to clear them off the system. Other responses mean he has to stop and read each issue.  
Booking In
Sometimes the booking in procedure is not being followed for orders. On one occasion there were two orders left in goods in POR11243 and POR11170 which may have been booked in, but the paperwork had only been partially completed and then just left. It was not dated or signed, not all the items were ticked off the purchase order and delivery notes were not attached. It was not clear if these orders had been completed in opera or were still in progress. 
Stock is not always being booked in properly. Stock is coming in, getting checked and barcoded, but its not always being received into opera. If this isn’t done, then it shows blue on the active list. All stock should be received into opera as soon as its been checked against the delivery note. I am also having to book stock in when I am processing the purchase invoices. 
Opera Memos
Opera memos are getting missed from orders and intrastats, eg. no boxes required – ORD86748 and ORD85806.
Missing Accessories Lines from Orders
When putting orders on please make sure to add the free of charge accessories, for example on like the R17s for Teledyne Oxygen Monitors and the probes for the VM-2160. 
Office Trays and Paperwork
The new orders tray in the office needs to be checked very regularly by all office staff and the same goes for the checking and taking orders round trays. These are very important jobs.  
Quotes and proformas are still being left on individuals desks rather than being put away in the relevant file or tray. If someone calls in or makes a payment and they are not in the file it makes other peoples jobs a lot harder. This applies to anything that could be needed by someone else. Be considerate. 
BSI visit
Issues, it is very important that you clear your old issues off as soon as they are done. I have just been given a list and I can honestly say I am shocked how many issue have been left uncompleted. We have British Standards coming in in 2 weeks. So I expect everyone in the company to have reviewed their issues and completed all those that have been done. On Monday Derek and I will review the status of issue within the company. 
Finally...
The error log is almost empty for the last few months so it seems everyone is doing really well. 
Just remember that if you do a job badly someone else has to fix it and if you refuse to do a job someone else has to do it. 
There are always going to be jobs that no one wants to do. But everyone in the company has these, for example I get an issue to clear the outside drains, which I do so no one else has to, or picking up rubbish in the car park.
The people you work with should not have to do their job and then yours because you feel, you are too good for it. 
