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STOCK PARTS REQUEST

	Serial #
	
	
	
	Returned by (include ID)
	
	

	Date
	
	
	
	Need by date
	
	

	Project/Task #
	
	
	
	Approved by
	
	

	Other
	
	


PLEASE INDICATE REVISION

	
	Acq.
	
	Location
	
	Part #
	
	Rev.
	
	QTY
	
	UOM
	
	Description
	
	Old RF #
	
	New RF #
	
	Spares #
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ACQUISITIONER SIGNATURE


   ID#

   DATE_____________
PARTS STATUS   (CHECK ONE)

_____RETURNED FROM KIT ALREADY ISSUED
_____INDIVIDUAL PARTS OR ASSEMBLIES

STOCKROOM SIGNATURE                                            ID#_____________   DATE_____________     PARTS ADDED TO DATABASE                                             ID#

   DATE_____________

Process for restocking parts

Initiator:

1. Complete the following fields on the form:

· Serial Number (if appropriate)
(
Date (form initiated)

· Project number/task number (if known)
(
Need by date

· Pickup location
(
Returned by

· Part number(s)
(
Revision(s)

· Quantity(s)
(
Unit of measure

· Description(s)
(
Old Routing Form number(s)

· Inspection: Yes or No
(
Radioactivity?

Notes:

· If revision is not known, then the parts should be inspected.

· If revision is “None”, enter “None” (i.e. do not leave the field blank).

· We should be able to justify why parts should not be inspected (i.e. the decision should be based on part history and looking at every part).

· If some parts require inspection and others do not, they should be placed onto separate forms.

2. Acquire an “Approved by” signature. For the time being this MUST include the QA Manager.

3. Route the form to Material Control (ICB Acquisitioner).

Notes:

· The form must have an Acquisitioner signature before IB4 personnel can process it.

Acquisitioner:

4. Review form for completeness and accuracy.

5. Assign the appropriate Acquisitioners, as needed. Acquisitioner initials can be placed after each line number.

6. Complete “Location” fields.

7. Complete “Spares #” fields (as appropriate).

8. Sign.

9. Route the form to IB4 personnel.

IB4 personnel:

10. Pickup parts.

11. Route parts in and inspect, as appropriate.

12. Place parts into stock and update the inventory system.

13. Sign and file the form.

INSPECTION





Yes	


No	





RADIOACTIVE?		





No		Yes	


Answered by _________________	





PICK-UP LOCATION			
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