Non conformance Review May 19
Carriage charges need to be added when the ORD is put on, if an amount cannot be put in then a memo needs to be put on the paperwork and the order checking screen to let goods out know. When shipping, if the carriage line is left blank make sure there are no memos to say carriage needs to be added. If in doubt check. 
The checking stages, we have in the systems, are there for a reason and must be taken seriously.
When something is missed from an order or a mistake is made, it is expected that it will be corrected on checking. Any errors are the responsibility of the originator and the checker. 
More care needs to be taken when putting orders on. We have had some big errors that have been missed and then missed again in checking. ORD priorities, address errors, memos, prices errors. 
More care and attention is needed with Goods Out processing and Order Entry and Checking. 
SN has requested that customers use the 7 digit part numbers, to try to eliminate some of the problems.
When shipping, we need to scan the tracking number to the system. The office uses this to inform customers that the goods have been shipped and so that they can track the package.  Several have recently been missed, so extra care needs to be taken. 
It is important that this information is readily available, we provide the tracking details to the customer so that they can trace their goods and sort clearance issues out immediately. 
If you are too rushed to scan this, you need to let us know, so we can help make sure you have more time. If the tracking number has been missed, and a big update is been done (meaning the tracking number cannot be scanned) then Skype a person in the office to give them the correct info. 
Less rushing, more care needs to be taken everywhere in the company. 
Box sizes need to be added to the ORD memos, any hand written notes must be added to the system. 
SRS’s: please add more info. They all require Opera account numbers plus email addresses and they need to be linked to the correct account. Please add as much information as possible. When the goods arrive into us, the information needs to be in the system against the SRS, so Goods In can handle them correctly. If the customer needs replacements or refunds as well as credits this information needs to be added to the SRS. 
Repairs are the same, they must have the correct customer name and opera account number. More care needs to be taken when adding serial number.  
When there are mistakes, errors and missing info, it affects the running of the business and the ability of staff to do their jobs. It is never about inter personal relationships, it is about making sure you do your job correctly and effectively.
All of these problems affect the customer. Sometime directly and sometimes indirectly. Delayed orders, wrong goods, no shipping info, being charged too much for their carriage, costing us money as details are wrong or the wrong box was ticked. 
No one should be leaving the company during work times. Lunch time is yours but the rest of the day you should be in the company. You can speak to me if there are any times you need to go out. Otherwise that is what lunch is for. Food should be consumed in the kitchen. Not in the warehouse, workshops or offices. Don’t forget to clear up after yourselves. 
It is expected that everyone in the company will recycle. If you do not know how, please come and speak to me. Cans, glass and plastic should only be placed in the recycling bin next the fridge and card and paper in the recycling bin next to the water cooler in the kitchen. If you need a new bin near you for this please let me know. 
We seem to have taken our eye off the ball. Everyone should be double checking their own work as a matter of course.  There are more mistakes this time then previously and it feels like we are not working together as a team. 
I am always really happy with how the company works and these issues are small in comparison to how well everyone works. Please know that we appreciate everyone and everything you do. We are always available if you want to talk or if you need any help. 
