STANDARD OPERATING PROCEDURES

SOP’S

RULE #1: If it moves physically, it moves systematically.

1. Receiving:  Wine, Point of Sale, Packaging Materials & Supplies 
· Verify paperwork to ensure correct location.

· If no packing slip call purchasing agent to have packing slip faxed before product will be received.  Do not refuse a delivery without contacting purchasing first.

· Mike Herrett: (POS, Packaging Materials)

· Mary McCulley ( Labels & Glass)

· Carrie Wirth ( Corks, Capsules, Bidules, Wirehoods, Top Dots)

· Simone

· Larry Birch

· Sherry Huntington

· Verify delivery date and appointment. ( manage by appointments)

· Velcorin delivery required to be inspected by monitoring equipment before placing at “dock door.”

· Assign delivery door.

· Check placement of wheel chocks if truck or trailer at dock door

· Open door and place dock plate into trailer.

· Check load to ensure stable and upright.

· ** Product will be refused which is tipped over in trailer or damaged.

· Unload and stage product

· Physical count: cases, pallets.

· Random count (open boxes) of small POS items (neckers).

· If multiple issues, notify purchasing before receiving.

· If multiple sku’s per pallet, separate to achieve accurate counts. 

· Verify Correct Information on cases: Item #, PO#, Qty.

· Office Depot / Fed Ex / Ups: Shipments do not open each case.  

· Purchase Requisitions: responsible of individual whom purchased.

· Purchase Orders: must be received into system and S & R dock.

· (Receiving person must deliver overnight / express packages)

· Review (internal receiving document) vs. invoice / packing slip: 

· Notify purchasing immediately if variance + or – 2% or $200 before receiving. Or substantial amount of damage. Do not systematically receive before purchasing approval.

· Review and sign carrier’s Bill of Lading

· ** Note any discrepancies on carrier’s “BOL” example: damage, refusals.

· Notify buyer via email problems with receiver (compliance labeled, po#, qty, etc.) Include this information on monthly receiving report, which is submitted to purchasing.

· Data entry receipt into system.

· Receiving documents for wine “plant transfers” must be submitted to Inventory Coordinator.  Operator first verifies cases, bottling date and document new location of product.  

· Notify buyer via email problems with receiver (item #, po#, qty, etc..)

· All new sku’s must have weight verified.  If changes required email Al Lund with changes required.

· PO’s: Follow detailed receiving steps which are located in “receiving binder.”

· Glass Kits: Follow detailed receiving steps which are located in “receiving binder.”

· QA Items:  After receiving product into the system place product on “I” hold.  Include text comments with date of receipt, PO# and ON HOLD FOR QA INSPECTION.  Follow detailed steps which are located in “receiving binder.”

· Receiving other facilities: (Longview Fibre, St Gobain, Out Side warehousing.) See detailed receiving steps which are located in “receiving binder.”

· Put product away.

· Complete and submit warehouse transfer from “received” location to storage location.

· QA Items to be inspected: (corks, capsules, labels, wire hoods, wax caps, top dot’s, bidules, crown caps)

· Deliver copy of packing slip to QA dept.

· Packaging Materials also must follow Rule #1.

· Place “Yellow Do not use Inspection in Progress” placard on each pallet and at end of row 

· Pull and stage cases for QA inspection and place in front of row per QA Lot / Sample Size requirements.  See QA requirements for Incoming Packaging Materials Process.

2. Order Picking:  Wine, Point of Sale, Warehouse Transfers, Retail Orders

· Orders are generated and released by a coordinator.  Orders can be released by individual orders or as batches.  

· Orders are given to Supervisor or Lead for review.

· Day shift is responsible for reviewing all orders to ensure customer service requirements are met.  These include: Compliance labeling, product weights, order changes and special shipping instructions.

· Orders are distributed by Order appointment time, pick ticket print order and manpower constraints.  Orders must go in sequential order to eliminate potential inventory variances.

· Operator reviews order:  

· Single drop:  Pallet / Slip Sheet / Floor, Carrier, Number of “pallet” locations, determine best pick method for load stability, POS or Samples included. 

· Multiple drops: Pallet / Slip Sheet / Floor, Carrier, Number of “pallet” locations, determine reverse drop sequence, best pick method for load stability, POS or Sample included, make individual pallet tags for every pallet with distributor information.

· Operator picks load according to dates and locations on “Pick Ticket.” Operator is required to “write” number of cases picked on the right side of pick ticket then sign and date when completed.

· If the operator has a discrepancy on the “Pick Ticket” they must contact the on duty Inventory Coordinator.  The operator reviews issues (dates, location, quantities, missing product, product tagged for hold, etc..) with Inventory Coordinator.  They are then directed to new location from Inventory Coordinator.  The operator must hand write on “Pick Ticket” correct dates, locations and quantities pulled.

· Operator must review each product picked to ensure that the correct item number is on each case.  

· Operator required to photocopy pick ticket with inventory variance and submit to IC, so variance can be researched.

· The load is staged at the shipping and receiving dock.  The location depends upon available space, order size and current volume. 

ORDER CHANGES

If an order is revised in any way, (customer changes, case counts, weights, data entry error), Customer Service is to send written notification to the:

· Transportation Coordinator

· Inventory Coordinator

· Shipping Clerk(s)

This notification is to include:

A) Customer name

B) Order number

C)  Load number if already scheduled

D)  Scheduled ship date

E)  New case count and total weight


This notification is to be printed by the attending Shipping Clerk, and attached to the pick tickets for future reference.  

It is the responsibility of the Transportation Coordinator and Shipping Clerk to notify the floor lead as to the change in the order. (cut product, change in product, etc.)  No product is to be pulled unless a revised pick ticket has been printed and placed on the floor.

Order changes are to be tracked by the Transportation Coordinator.  Each change will include supporting documents.  Monthly data will be provided to the Warehouse Distribution Manager for reporting purposes.
Order Verification

S&R clerk Notifies Supervisor or Lead truck has arrived.

· Loading dock door assigned and communicated.

· Dock lead then picks up load out sheet from front desk

· Dock lead fills out top copy of load out sheet then checks load.

· Customer Name

· Ship To

· Order Number

· Load Number

· Item number, description, case count and lot date pulled

· “Pallet” spots on load

· The first pallet on stage load will be placarded with first four bullet points.

· See attached “load out” form.

· Dock lead then turns in top copy to front desk and assigns whse. Operator to load truck

· Remaining load out sheet copies are either given to whse. Operator by hand or left on front of staged load

IF THERE IS A MISPICK ON THE STAGED LOAD THE DOCK LEAD WILL FILL OUT THE THIRD COPY

· The dock lead will then give it to the loader
· The loader will then correct load if the load is short cases
· If there is product to be returned the loader will load truck and then return mispicked product to whse.
· The third copy will need to be initialed by both dock lead and loader indicating that product has been returned to correct location
· Copy of the misspick will be submitted to s&r clerk before completing ship confirm process.
3. Order Loading:

· Driver arrives and obtains empty weight of equipment.

· Driver checks in with shipping clerk (use phone or “cb”) while at scale house to review: order number, appointment time, empty weight and request dock door assignment.

· Driver proceeds to dock door with equipment when requested and available.

· Driver “blocks” tractor or trailer wheels.

· If driver is “dropping” trailer, a trailer stand must be placed under front of trailer.  Trailer wheels must also be blocked.

· Driver proceeds into warehouse wearing Personal Protective Equipment.

· Whse. Operator fills out second copy of load out sheet

· Whse operator does physical count of load and verifies total case count with lead & office.  I

· If discrepancy, loading will not be allowed until consensus is reached.

· While loading, whse operator marks load pattern that was used to load truck by marking pallet spots with an “x” for each pallet spot used.

· If pos is on truck and is taking up a pallet spot then operator must mark appropriate box with “pos”

· Once truck is loaded operator turns in his copy of load out sheet to front desk

· Operator reviews order and checks to see if tractor or trailer wheels have been “blocked.”  Trailer is inspected: Temperature Controlled unit operational  (Oregon & Washington distributors exempt), no holes in floor or roof.  If concerns regarding equipment or safety they are immediately brought to lead or supervisors attention.  A decision will be made at that time regarding loading.

· Operator opens roll up door and installs ramp into trailer.

· Operator reviews order with driver before loading process begins.  Operator will review loading pattern to be used.

·  Driver may be asked to assist in placing of “slip sheets” on floor of trailer only.  Driver doesn’t have to hand load trailer.  Driver is allowed to count all product going into trailer due to it is their responsibility once they sign bill of lading

· Operator turns in Load out paperwork to S&R clerk..

· Once trailer is loaded dock ramp is removed from trailer and load is secured.  Roll up door closed and driver proceeds to scale house to obtain axle and gross weights.  (note: the empty and gross weights will be written on bill of lading).  If axle weights or gross weights are over the driver will be instructed to return to a dock door for further assistance.

S&R clerk will 

· Verify that case counts match

· Verify that any mispicked sku’s have been corrected 

· Ship confirm load (if everything is ok with gross and axle weights) 

· Driver signs paper work.

· Issue door seal for rear trailer door.  

· Operator responsible for installing “seal” on trailer door.

4. Sample Picking: Wine samples.

· Sample Requests

· Currently a manual system, working to automate to a system generated pickticket.

· Samples requests sent to sample coordinator

· Items are looked up in JDE system for available quantities and locations.  Items “jump” several bottling dates ahead of current usage to ensure that no product is associated with pick ticket.

· Manual pick list is provided to warehouse operator for picking.

· Boxes and inserts assembled, case(s) filled with wine bottle samples.

· Boxes also have appropriate sales information included in each box.

· All product double checked before it leaves here.

· Boxes are tapped shut and labeled for shipment.

· Shipping method: Wine order, Fed Ex, UPS, appropriate procedures completed.

· Sample totals then submitted to accounting for removal from JDE system.

5. Compliance Order Process: Liquor boards, Exports, Airlines.

· Receive order from customer service.

· Review original order vs. pick ticket.

· Verify information customer requesting on label vs. what we have in our system.  If difference contact customer service before label placement.

· Request operator to have order picked and staged.

· Depending upon many factors a determination will be made if the labels will be applied manually or utilize the compliance labeling line.

· There are multiple requirements from each customer.  It is very important we follow their standards to avoid potential monetary fines. (note: customer service is required to verify on PLCB web site each time (order) proper PLCB state code / SCC information before giving to the warehouse)

· Product re-palletized and shrink-wrap applied.

· Order then staged and double checked before shipping.

· Orders: WLCB, PLCB, Airlines, Laws Warehouse, Idaho LCB, Canada, Japan, Utah, Wyoming, All Exports, Mississippi.

6.  “Tailing the Line”

· At the beginning of the shift the operator must check the following items:

A. Weekly production sheet for 

1. Correct Item Code

· Operator receives information from supervisor regarding product placement, change over, etc. at the beginning of the shift.

· Operator then proceeds to the bottling line.

· Operator must check printed information on cases for correct Item Code, date, vintage, package size,  brand of wine and record on Bottling Sheet by initialing. This is to be completed at the start of the shift after each break and when product changeovers take place. 

· The product is placed in a predetermined location. Stack rows in as straight as line as possible.

· As the operator stacks pallets in a row they must place a numbered stack tag on each 4 high stack, starting with  #1 and continuing until row is finished.  A stack tag must have;

A.
Item #

B.
Bottling Date

C.
Stack #

· When the row is completed, placards must be placed on each end of the row. On both Placards they should write total amount of pallets, total amount of cases and Bottling Date. If there is more than one date in the row, they must breakdown the amounts for both dates, including mixed date pallets, and show both breakdowns on the end of row Placards

· When an operator completes a row they must record location and amounts for each finished row on the Bottling Record Sheet.

· If the Bottling Line should break down and the line operator is made aware that it is going to be an extended downtime, the operator must contact the shift Supervisor or lead for a work reassignment.

· At End of Shift (if bottling is going down) the line operator needs to;

A. Ensure all finished rows have been placarded

B. Line area is clean

C. Produce tags with case amounts, if a part pallet is left in palletizer. Mixed date pallets need a tag showing case count for each date, on all four sides of pallet.

D. Night crew responsible for all doors going into bottling are closed and locked. These include;

1. large overhead by rollers

2. gate over rollers

3. man-door by rollers

4. small overhead into bottling area

5. Champagne door.

· Turn off lights when instructed to do so

· Initial, and turn in Bottling Record to Inventory Coordinator.
7   Product Movements

· Rule #1

· The key to accurate inventory levels at all times is completing product movements anytime product is touched.

· Currently all product with an item number and physically in the warehouse must have a location associated with the inventory level.  Product with item numbers include: POS, packaging materials, glass and finished wine cases.

· When ever any product with an item number is moved from the cell or section (except when committed to a “pick ticket”) a movement sheet must be completed.  

· All sections of the movement sheet must be completed.  They include date, item numbers, locations from and to, quantities and signature of operator.

· When moving product the amounts moved from one location to another must balance.  If product is destroyed or put in multiple locations that needs to be included on the form.

· The completed form needs to be turned into the inventory coordinator immediately after completion of the product movement. It is very important this step is done. 

8.  Quality Assurance

· Packaging Materials

· Corks

· Labels

· Glass

· Capsules

· Finished Wine Cases   /   Tirage

· Product removed from bottling line before “palletized”

· Product in Q/A section: in or out of inventory

· Product removed from inventory for inspection.

· Product on test.

10.  Transportation:  Completed by Transportation Specialist.

· Receive orders from Customer Service, date stamp day received

· List each order by city with weight

· Maximum weight: Interstate: 44,500 lbs.   Intrastate:  64,000 lbs.

· Pool ship loads: Combine orders to create the most efficient route with a maximum of four  deliveries.

· Choose carrier for the load using the final stop as guideline.  We use five key carriers and each carrier having their regional strengths.  Freight expense and equipment availability are the final decision tools.

· Work with Traffic Management System and create load and load number, (Woodinville and Paterson).

· Fax carrier all orders on the load (POS, Wine), load number, drop order and weight of the load, appointment time, and date to pickup load, plant to pickup at (Paterson, Woodinville), delivery date requesting.

· Add to daily shipping and receiving schedule and post on “G” drive.

· Before printing pick tickets check each order on load for case counts and weights, any revisions, status of order, release any products on hold, any orders not at order scheduling or on credit hold contact the Customer Service Coordinator for order.

· Update the load to print pick ticket status. Note: we do not pre print multiple pick tickets due to inventory variance issues.  This inventory is not “real time” there for many issues can affect the printed pick tickets. 

· Print pick tickets, (warehouse supervisor will update when pick tickets needed, night coordinator will print tickets for the night crew).

· Match pick tickets to load number and check each order for case counts and any special instructions.

· After verification, supervisor receives pick tickets and distributes to operators.

· Daily revisions on shipping schedule update A.S.A.P., (order changes, appointment changes, etc.).

· Shipping Clerk responsible to email Transportation Specialist at 2:00 PM a list of orders and  carriers whom have not checked in. If carrier has failed to communicate any late trucks they will be contacted to verify estimated time of arrival.

· From shipping schedule, copy information into Transportation freight spreadsheet, with load number, order numbers, weight, distributor name, freight charge, case counts, shipping date, and carrier name.

· A customer signed bill of lading must be included with each freight invoice.

·  Each invoice is required to have budget code and freight expense charging distributor. A copy of the freight invoice and bill of lading are given to the Manger for payment approval.

· Miscellaneous shipments for all departments: Department personnel will complete a Shipment of Merchandise form including a budget number.  Transportation Specialist Responsible to determine most efficient and cost effective mode of transportation.

· Once the shipment is scheduled, it is added to shipping log and a copy of the Shipment of Merchandise form given to S & R clerk.

· S & R clerk will create or add to a Bill of Lading and have carrier sign the BOL and Shipment of Merchandise form.  A signed copy will be filed and with appropriate load or carrier and sent to requesting department.
Receiving

· Set appointments with carriers for incoming freight.

· Add to shipping and receiving schedule. Post on “G” drive.

End of the Month

· Report on ending inventories at all plants.
· Freight accrual; list all shipments before doing the freight accrual.  Freight is accrued for current month and last month on shipments not invoiced.  Email freight spreadsheet to WDV accounting..

· Report to Robert, total miles Roy has traveled Paterson to Woodinville and Woodinville to Paterson, any emergency transfers, (Roy will turn in a mileage sheet weekly, copy these to Robert with totals).

· Every Monday fax Roy’s ending mileage to Pac Lease.

Warehouse Transfers

· Produce Roy’s weekly schedule.  Email to Customer Service and warehouse supervisors.

· Arrange for interplant transfers.

· Log all outside carrier transfers in transfer spreadsheet with load number, order number, pick up date, weight, case count, and carrier name.

· Record all freight invoices in transfer spreadsheet (carrier, invoice date, amount, and number) include budget code on freight invoice for payment, seek managers approval.

Outside Warehouses

· Inventory Coordinator will request product transferred from California.

· Call and schedule load with carrier and delivery appointment.

· Inform Inventory Coordinator carrier and dates of pick up and delivery.

· Inventory Coordinator enters transfer in JDE system and faxes order number to the carrier.

· Record all freight invoices in Transfer spreadsheet with carrier, invoice amount, date of invoice, and invoice number. Include budget code on freight invoice for payment, seek managers approval.

· Example of 3rd party warehouse communication.

· Inventory will be managed both physically and systematically.  What is moved physically, will be transacted systematically.  What is transacted systematically will be accomplished physically as well.

TRANSFERS INTO:
It is the responsibility of the “shipping” branch plant to input the remote transfer into JDE. They should then fax a copy of the Pick Ticket(s) to Tiger Mountain, which would notify Tiger Mountain of what product(s) and lots to expect.  

Once the load is delivered and downloaded by Tiger Mountain personnel, they are required to furnish “proof of delivery”, via fax, to the shipping branch plant.  Proof of delivery is to include:




Item number/Description




Case quantity




Lot Date




Any Damage during shipment




Signature and delivery date

Once proof of delivery is received by the shipping branch plant, the shipping branch plant will then be required to “receive” the product(s) into Tiger Mountain (warehouse 310).  Product to be received into either RC.V .BOND. or RC.V .TAXP. warehouse location, depending on the tax status of the products involved.  Any damage reported would also need to be removed from warehouse 310 using an ID transaction type.

TRANSFERS OUT OF:

It will be the requesting branch plants responsibility to input the remote transfer into JDE.  They will then fax a copy of the pick ticket to Tiger Mountain.  Tiger Mountain will then pull and ship the order, accordingly.  If they are unable to pull the specific lot dates as directed by the pick ticket, they are required to record the true lot date(s) on the pick ticket.  Prior to the load leaving their facility, they are to sign and date the pick ticket, obtain the carrier’s signature, and furnish copies to the driver.  The driver will then turn these copies into the receiving warehouse upon delivery.  Once the load has been downloaded, and all information is verified for accuracy, the receiving branch plant will need to ship confirm the inventory out of Tiger Mountain warehouse, and then receive it into their own.

Contacts:

Woodinville:
   Jerry Farmer,Shipping Forman 
     Telephone: 425-415-3661, or



   Steve Anast, Warehousemen
     Telephone: 425-415-3642





               

     Fax Number  425-415-3692

Canoe Ridge:
  Cindy Dixon, Production Assistant
     Telephone:   509-875-4388






   
                 Fax Number 509-875-2170


Columbia Crest:  Roxanne Hastings, Inv. Coordinator  Telephone:  509-875-4346, or

                            Rhonda Cox, Transportation Spec.     Telephone:  509-875-4324, or


                Brenda Walls, Shipping Clerk
     Telephone: 509-875-4427        






     

     Fax Number  509-875-2397 


Tiger Mountain:  John Sarthou
                             Telephone:  253-395-9054, or

                            Dick Fischer                         
     Fax Number  253-395-9056

Inventory Coordinator Responsibilities:

Bottling :

· Review  / Varify daily production amounts.

· Email accounting, production and warehouse of previous days production.

· Review / assist with any potential inventory issues.

· Complete systematic reworking and “issues” (materials) for daily Special Projects.

Inventory Review:

· Research & coordinate inventory variance issues.

· Input sku cell movements & product status changes (hold codes)

· Research & coordinate miss shipments.

REPORTING OF MIS-SHIPMENTS

Customer Service to request customer(s) notify Stimson Lane as soon as possible when problem is discovered.  If a shipping error occurred, we want to investigate and finalize issues in an expedited manner.

1) Customer Service Representative responsibilities are to:

· Contact first stop to confirm seal was intact, and case

count received was correct.

· If multi drop load, each customer must be contacted to

confirm case count received.

2) Once steps listed above have been completed, if there is still a  

shipping error, CSR is to send the Inventory Coordinator 

written notification.  The notification is also to be copied to the

Transportation Coordinator, and both the Day and Night Shift

Warehouse Supervisors.  The notification is to include:

A) Customer name

B) Load Number & Carrier

C) Order number

D) Date load shipped

E) Description of error

3) Counts will be performed by two warehouse crewmembers, and submitted to the Inventory Coordinator for reconciliation.  If reconciliation indicates a variance of $100 or more, the Inventory Coordinator must then meet with the Warehouse Distribution Manager and the Corporate Inventory Manager for final decision on the type of credit or billing cycle to be performed:

· Financial credit

· Inventory credit

· Accounting

· Warehouse

4) The Inventory Coordinator will then reply, via email, to the C.S. Representative with the final determination, and credit/bill type to be performed.  Again these are to be processed, in a timely manner, by either Customer Service or Woodinville Accounting.  

5) The Inventory Coordinator will be copied on the correspondence from Customer Service requesting the credit/bill be processed to the customer.  All possible shipping errors are to be tracked on the Shipping Error document, for further review.

Shipping & Receiving

· Assist with Shipping Clerk  & Transportation duties.

· Systematically ship and receive all interplant transfers.

Interplant Transfers:

· Manage inventory levels for Woodinville warehouse in order to meet sales orders.

· Manage inventory levels at all branch plants and third party warehouses.

