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1. [bookmark: _GoBack][bookmark: _Toc229367096][bookmark: _Toc236621898][bookmark: _Toc405794856]
Purpose
The purpose of this procedure is to ensure the verification of incoming materials for the preparation, manufacture, testing, and packaging of product under the quality management system at [Company].
2. [bookmark: _Toc405450205][bookmark: _Toc405453240][bookmark: _Toc229901187][bookmark: _Toc236536636][bookmark: _Toc405794857][bookmark: _Toc229367097][bookmark: _Toc236621899]Scope
The scope of this procedure includes all materials procured by the company for the preparation, manufacture, testing, and packaging of product under the quality management system.
3. [bookmark: _Toc533495885][bookmark: _Toc25744613][bookmark: _Toc220390442][bookmark: _Toc229367098][bookmark: _Toc236621900][bookmark: _Toc405794858]Responsibilities
Amend this section to reflect the structure of the organisation.
	Role
	Responsibility

	Quality Manager
	Ensures purchase material is verified.

	Dispatch Officer
	Receives and books-in material received.


4. [bookmark: _Toc533495886][bookmark: _Toc25744614][bookmark: _Toc220390443][bookmark: _Toc229367099][bookmark: _Toc236621901][bookmark: _Toc405794859]Occupational health, safety and environmental considerations
Some incoming materials are hazardous. All incoming materials received must be checked for hazard warnings and any special handling requirements complied with. Material Safety Data Sheets (MSDSs) must be obtained for all chemical raw materials ordered, before the material arrives on site and a copy of the MSDS must be displayed in the areas where the material will be stored, sampled, dispensed or processed.
5. [bookmark: _Toc533495887][bookmark: _Toc25744615][bookmark: _Toc220390444][bookmark: _Toc229367100][bookmark: _Toc236621902][bookmark: _Toc405794860]Procedure
5. [bookmark: _Toc229367101][bookmark: _Toc236621903][bookmark: _Toc405794861]On receipt
All materials for the preparation, manufacture, testing, and packaging of product under the Quality Management System (QMS) on receipt are:
placed into the goods received area
booked into the book-in register
checked against the purchase order
checked for damage and tampering of containers
checked for quality of contents
checked for correctness and completeness of the labels
labelled with a quarantine label on each container.
Any discrepancy must be investigated and resolved in a timely manner. Sampling of materials is to be conducted according to Procedure QP705: Sampling.
5. [bookmark: _Toc229367102][bookmark: _Toc236621904][bookmark: _Toc405794862]Quality checking
Quality checking may be carried out either by testing or by checking against a certificate of analysis, certificate of conformance or other quality assurance document that accompanies the material.
The method of checking must take into account:
previous history of supply by the supplier
criticality of the material’s quality to product quality.
When quality checking is carried out by testing, tests are recorded and retained.
5. [bookmark: _Toc229367103][bookmark: _Toc236621905][bookmark: _Toc405794863]Quality status labelling and storage
All material must be labelled with its quality status; either quarantine, released or rejected according to Procedure QP711: Status Labelling and stored in the appropriate store.
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Appendices
Amend as required or delete. 


Definitions
Amend as required or delete. 
	Term
	Definition

	
	Insert terms/abbreviations and definitions for those used within the procedure. Do not include any terms or abbreviations not used within the procedure.

	MSDS
	Material Safety Data Sheet
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