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Version Control 
 

Version Date . Requested by Summary of Change 

1.5b 11/18/02 Daniel Pritchard Added the Spot Audit Inspection process. 

1.5c 12/12/02 Joe Strothman Changed Can’t Find process which requires 
Outbound QI Inspectors to take Can’t Find 
paperwork to Picking Exceptions after inspection 
of the rest of the order. 
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Section 1 – Outbound Inspection Process Flow  

Receive completed
orders from pickers

Is the order
DOWNS, Intel or

China?

Yes

Fill out Non-
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packaging and
paperwork

Are there HAZ MAT
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Were there any
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Form
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End of Line Auditor Flowchart 
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Spot Audit Inspection Process 
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Section 2 – Inspection Process 
 

PURPOSE The Inspection process involves verifying that the correct parts were 
properly picked and that all paperwork is in order.    If there are “Can’t 
finds” on the order, the Inspector will check the rest of the order, then send 
the “Can’t Find” form and Picking List to the Exceptions area for 
resolution. 

  

STEP 1: Retrieve order from the roller line and bring to the inspection table.   

NOTE:  Orders must be inspected one order at a time per table.  Inspectors 
should not share tables. 

STEP 2: Verify that the order was dropped off at the correct shipping location, such 
as domestic or international.  Be sure that these orders are not at your 
station: 

• DOWNS 

• Intel (Aloha, Hillsboro and Portland) 

• All orders shipping to China 

TIP:  Downs orders are printed on yellow paper.  Look in the “Ship to” 
area of the Picking List for orders going to China or to Intel with an 
Oregon address.  

Are there any of the above orders at your location? 

Yes No  

Fill out a Non-Conformance form and 
give the order to your lead.   
 

See an example of a Recognized Non-
Conformance Sheet on page 13. 

Continue 
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STEP 3: Check the Picking List for the following sign-offs: 

A. Pickers 

B. 2nd Check on “Can’t Finds” 

C. Bin Bulk – Picker, Inspection, Packer 

NOTE:  If any of these parties did not properly sign-off on the 
Picking list, fill out a Recognized Non-Conformance Sheet and give 
the sheet to your lead.  See page 13 for completed examples. 

 

 

 
 

A. Picker 
sign-off 
(Bin Bulk 
and High 
Deck) 

B. 2nd 
Picker 
sign-off

C. Bin Bulk Packer 

C. Bin 
Bulk 
Quality 
Inspector 
sign-off 

C. Bin Bulk Packer 
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STEP 4 
AND 5: 

 Check that all items have been picked by comparing the actual part 
numbers to the material numbers on the Picking List.   

 Verify that actual part quantities agree to the quantities indicated on the 
Picking List. 
 
NOTE:  While counting parts, only count one piece/part number at a 
time to ensure that the exact part and quantity are what is on hand per 
the description on the Picking List. 

 Check that the correct quantity is printed the package label. 

 

 

  

 NOTE:  If any of the quantities or part numbers do not agree to the Picking 
List or package label, fill out a Recognized Non-Conformance Sheet and 
give the order to your lead.  See page 13 for completed examples. 

 

Verify the 
Material (part) 
number to the 
actual part and 
to the package 
label 

Verify the 
quantity 
picked to 
the quantity 
circled on 
the Picking 
List 
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STEP 6: Make sure the correct label is attached to the corresponding part and that the 
correct quantity is printed on the label. 

NOTE:  If there is not a part number on the item, fill out Non-Conformance 
Sheet and consult with the Quality Inspection lead.   

STEP 7: If a part is damaged, contact the Quality Inspection lead to determine the 
disposition of the damaged part(s).   

Quality Inspection leads should take damaged parts to the Exceptions 
Department for inventory and paperwork correction.  The Exceptions 
Department will drop the part and quantity from the Picking List and 
Transfer Order and will print a Delivery Note.  Then the lead should return 
the paperwork to the order for completion. 

STEP 8: If the Picking List indicates HAZ MAT, check for MSDS documents that 
indicate hazardous materials.  Verify that the HAZMAT department signed-
off for the individual HAZMAT items on the Picking List.  

 

 
 

Look next to 
the part for 
HAZMAT 
information 
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STEP 9: Check the Picking List for “Can’t Find” or “Partial Picks”.  If an item has 
CF in the Picked Qty column, that means that it is a “Can’t find” and a 
Can’t Find Form should be attached.  If not, fill out a Recognized Non-
Conformance Sheet and give to your lead. 

Are there Can’t Finds on this order? 

Yes No  

Fill out a Can’t Find Research 
Pending Form and attach to the order 
while Exceptions researches and 
modifies the order.  See example below.

Place the order in a temporary staging 
area while the Can’t Find is being 
resolved. 

Take the Can’t Find form and the 
Picking List to the Exceptions area.  
Enter the item into the Can’t Find Log. 

Exceptions will return the paperwork 
with a Delivery Note.  If no Delivery 
Note is attached, fill out a Recognized 
Non-Conformance Sheet and contact 
your lead. 

Continue 
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This is an 
example of a 
“Can’t Find” 
that has been 
corrected by 
the 
Exceptions 
Department 
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Recognized Non-Conformance Sheets 

Fill out Recognized Non-Conformance Sheets as indicated below in these two examples: 

 

 

 

Enter a 
description of 
non-
conformance 
here 

Be sure to get 
all required 
signatures 

Circle here 
when 
resolved 

Be sure the picker’s name is here and sign as inspector 
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STEP 10: Sign-off on the Picking List by printing your first initial and last name next 
to the Confirmed BY:  field: 

 

 
 
 

 

 

Training Sign-Off 

Signature Date 

Employee  __________________________________________ ____________ 

Trainer __________________________________________ ____________ 

Supervisor  __________________________________________
  

____________ 

Legibly print 
your first 
initial and last 
name here 
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Section 3 – Daily Procedures 
PURPOSE Daily Quality Inspection Error Logs help UPS Logistics and AMAT track 

and resolve quality issues. 

  

STEP 1: If any irregularities were found, enter the following information on the 
Quality Inspection Error Log – Shipping form:   

• DN# (Delivery Note number) – from the Picking List 

• # of lines inspected – count the total number of lines on the 
Picking List 

• # over picks - Number of items in which more parts were picked 
than indicated on the Picking List 

• # short picks – Number of items in which fewer parts were 
picked than indicated on the Picking List 

• # of parts picked wrong – Number of parts incorrectly picked 

• All parts are labeled correctly? (Y/N) – Write a Y or N for Yes 
or No 

• Proper sign-off procedures followed? (Y/N) – Write a Y or N 
for Yes or No 

• Picker Name – If this is a picker irregularity, write the picker(s) 
first initial and last name.  If not a picker error, leave blank.  

• Comments – Write detailed comments when appropriate, for 
example, write the part number and a description of the error. 

See an example of the Quality Inspection Error Log – Shipping on the next 
page. 

STEP 2: Turn in the shift Quality Inspection Error Log forms to your lead at the 
end of your shift.  See the completed example on the next page. 

STEP 3: After the order has been verified to be complete and correct, pass the order 
to the packer.   
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Quality Inspection Error Log 

 
Example 

Training Sign-Off 

Signature Date 

Employee  __________________________________________ ____________ 

Trainer __________________________________________ ____________ 

Supervisor  __________________________________________
  

____________ 

The Delivery 
Note number 
is on the 
Picking List 
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Section 4 - End-of-Line Auditor- 
Domestic 
PURPOSE End-of-Line Auditors verify orders after the shippers have completed the 

shipping orders and paperwork. 

 

STEP 1: Receive orders from shippers. 

STEP 2: Confirm the type of shipment and ensure proper procedures are followed 
according to the type of shipment.  If not, fill out Recognized Non-
Conformance Sheet and contact lead.  See page 13 for an example of a 
Recognized Non-Conformance Sheet. 

STEP 3: Verify that the address on the shipping label matches the address on the 
Delivery Note.  If not, fill out Recognized Non-Conformance Sheet and 
contact lead. 

STEP 4: Check that the Delivery Note number matches the Delivery Note Number 
on the shipping label.  If not, fill out Recognized Non-Conformance Sheet 
and contact lead. 
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STEP 5: Check the weight on the Shipping label to the weight hand-written on the 
Picking List.  If not, fill out Recognized Non-Conformance Sheet and 
contact lead. 

 

 
 

Check the 
weight here 
against the  
weight on the 
shipping 
label 
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STEP 6: Compare the number of pieces on the shipping label to the number of 
packages on the Picking List.  Verify that all pieces are included in the 
shipment.  If not, fill out Recognized Non-Conformance Sheet and contact 
lead. 

 

 

STEP 7: Check that there is a Delivery Note attached to every box within the 
shipment.  If not, fill out Recognized Non-Conformance Sheet and contact 
lead. 

STEP 8: Check the Ship to address for the words “TPM” or “Consignment”.  If 
found, verify that this yellow “Applied Materials Consignment” sticker is 
on the box.  If not, fill out Recognized Non-Conformance Sheet and contact 
lead. 

 

 

Compare the 
number of 
pieces here to 
the number of 
pieces on the 
shipping 
label 
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STEP 9: Verify that proper packing labels are properly attached to the order: 

 

 

 Multiple Packages:  If packages within one order are grouped together and 
are going to the same location, a “multiple package” label should be 
attached to each package. The Delivery Note number, the number of pieces 
and the box dimensions should be written on the multiple package label. 

 

 

 CFO Shipments: CFO labels should be placed on CFO domestic orders.  
CFO orders are indicated on the Picking List in the Shipping Point field.  
Look for 5055 or 5205 N-CDC-CFO indicating a Customer Forecast Order 
(same day shipment). 
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 This side up:  If the box has arrows on the sides or the words “This Side 
Up”, place “This Side Up” sticker in the four upper right-hand corners of 
the box sides when necessary.    

 

 

 Consignment:  If the picking list indicates a consignment package or TPM, 
place the “Applied Materials Consignments” label on the package. 

 

 

 Overweight (heavy) labels should be on packages over 70 lbs. 
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STEP 10: Check for Texas Instruments orders.  Verify that the shipper is Fed Ex 
Supply Chain for Texas Instruments orders. Also check that Texas 
Instruments orders have the Compliance Label attached to package.  If not, 
fill out Recognized Non-Conformance Sheet and contact lead. 

 

 

Compliance Label 

STEP 11: Shake box to ensure that the order is properly packed.  If loose and items hit 
the side of the box, then it needs to be repacked with more bubble-wrap.  If 
not, fill out Recognized Non-Conformance Sheet and contact lead. 

STEP 12: Put order on proper skid by form of shipping, for example UPS ground vs. 
UPS Overnite. 

 

Training Sign-Off 

Signature Date 

Employee  __________________________________________ ____________ 

Trainer __________________________________________ ____________ 

Supervisor  __________________________________________
  

____________ 
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Section 5 - End-of-Line Auditor- 
International 
 

STEP 1: Follow procedures for End-of-Line Auditor – Domestic. 

STEP 2: Verify that the addresses on the shipping label and Delivery Note match.  If 
not, fill out Recognized Non-Conformance Sheet and contact lead. 

STEP 3: Check that the Tracking number matches the Tracking Number on the 
shipping label.  If not, fill out Recognized Non-Conformance Sheet and 
contact lead. 
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 Tracking Number Information 

 Country Shipper Tracking Number Examples 
 Taiwan #19 Fritz UPS FS (date) Ex:  UPS FS 9/10/02 

 China Fritz UPS FS (date) Ex:  UPS FS 9/10/02 

 France Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Taiwan #2 Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Taiwan #5 Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Germany Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 South Korea Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Italy Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 England Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Singapore Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Israel Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Ireland Schenker Service SHEN + 7 digits Ex:  SHEN5995458 

 Japan Kintetsu Service KWE + 7 digits Ex: KWE1197012 

  UPS Check for type of delivery and for the 
delivery sticker.  For example, 2nd AM, 
NEXT DAY, NEXT DAY EARLY AM, 
GROUND, 3 DAY SELECT, 2ND DAY 

Check to see if a yellow TPM sticker is 
needed. 
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STEP 4: Check the weight on the Shipping label to the weight hand-written on the 
Picking List.  If not, fill out Recognized Non-Conformance Sheet and 
contact lead. 

 

 
 

Check the 
weight here 
against the  
weight on the 
shipping 
label 
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STEP 5: Compare the number of pieces on the shipping label to the number of 
packages on the Picking List.  Verify that all pieces are included in the 
shipment.  If not, fill out Recognized Non-Conformance Sheet and contact 
lead. 

 

 
 

STEP 6: Check Commercial Invoice for correct date of shipment.  Check against the 
Delivery Note for an exact match of part numbers, quantities and box 
weight(s).  If not, fill out Recognized Non-Conformance Sheet and contact 
lead. 

STEP 7: Check the Picking List against the Delivery Note (part-for-part) verifying 
all information such as weight, address, number of pieces, etc.  If not, fill 
out Recognized Non-Conformance Sheet and contact lead. 

STEP 8: Verify that the correct carrier was selected.  If not, fill out Recognized Non-
Conformance Sheet and contact lead. 

 

Compare the 
number of 
pieces here to 
the number of 
pieces on the 
shipping 
label 
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STEP 9: Check the Commercial Invoice for USD as the currency and for correct 
date.  If not, fill out Recognized Non-Conformance Sheet and contact lead. 

 

 

Commercial Invoice 

STEP 10: Check that shipper has legibly signed and printed their name on the 
Commercial Invoice and the SED.  If not, fill out Recognized Non-
Conformance Sheet and contact lead. 

 

 

Shipper signs here 
on the Commercial 
Invoice 
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SED (Shipper’s Export Declaration) Form 
 

Shipper signs 
here 

Shipper’s Export 
Declaration form 
(SED) 

Shipper prints 
their name here 
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STEP 11: Check destination to determine if a bug stamp is necessary and present.  
Countries requiring bug stamps include: 
 
 - Germany 
 - France 
 - Scotland 
 - Ireland 
 - England 
 - Italy 
 - Netherlands 
 - Spain 
 - Portugal 
 - Switzerland 
 - Austria 
 - Sweden 
 - Norway 
 - Great Britain  
 - China 

If missing, fill out Recognized Non-Conformance Sheet and contact lead. 

STEP 12: Check for crate orders shipping to China.  Verify that a Non-Wood 
Certificate is attached to the crate.  If not, fill out Recognized Non-
Conformance Sheet and contact lead. 

STEP 13: Put package(s) on proper skid by destination country. 

 

Training Sign-Off 

Signature Date 

Employee  __________________________________________ ____________ 

Trainer __________________________________________ ____________ 

Supervisor  __________________________________________
  

____________ 
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Section 7 - Spot Audit Inspection 
Process 
PURPOSE Spot Audit inspections verify that orders being shipped are 100% correct.  

Spot audits are performed by Quality Inspectors. 

 

STEP 1: Quality Inspectors randomly select orders for audit from either the end of 
the shipping line staging area, from UPS feeder trucks, or from International 
outbound skid staging areas.   

 

STEP 2: Document all audited orders on the Spot Audit sheet. See example on the 
next page.   

Include this information on the Spot Audit sheet: 

• Inspector’s name 

• Date 

• Time 

• Delivery Note Number 

• Type of shipment 

• Number of errors found 

• Type of error 

• Inspector 

• Packer 

• Shipper 

• Comments 
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Spot Audit Sheet 

STEP 3: Verify that the order is on the appropriate skid. 

STEP 4: Open the order from the bottom.  Recount all parts and compare to the 
paperwork. 
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STEP 5: Verify that the SAP label is on each part. 

 

 

STEP 6: Is this a Domestic order? 

 Yes No 

 Verify that the address on the 
Delivery Note matches the shipping 
address 

Continue 

For International Orders verify that the 
following information: 

• Shipping information is correct on 
the Delivery Note 

• Number of pieces (boxes) on the 
TO corresponds with the paperwork 

• USD currency is checked on the 
Commercial Invoice 

• Signature on the Commercial 
invoice and SED is legible (See 
page 27 for an example of a 
Commercial Invoice and SED) 

• Routing code is on the Transfer 
Order 

• Verify the box size and weight on 
the Transfer Order 

 

SAP Label 
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STEP 7:  Any errors found in this order? 

 Yes No 

 Fill out a Recognized Non-
conformance sheet.  See page 13 
for an example of a Recognized 
Non-conformance Sheet. 

Enter a full description of the 
problems found with the order 

Notify the lead of the error in the 
order for resolution 

Continue 

Continue 

  

STEP 8: The Quality Inspector performing the spot audit must sign the Transfer 
Order along with “SA” for spot audit.  An example of the Transfer Order 
with the signature of the Quality Inspector is shown on the following page. 

 

 

 

Sign here 
with SA (Spot 
Audit) after 
your name 
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STEP 9: Repack the order. 

STEP 10: Replace the audited order on the shipping skid from which it came. 

 

Training Sign-Off 

Signature Date 

Employee  __________________________________________ ____________ 

Trainer __________________________________________ ____________ 

Supervisor  __________________________________________
  

____________ 
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