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	PROJECT – KITTING 

Work Instruction
Owner: Logistics Manager
Department: Operations



	Brief
	This work instruction is for PROJECT - KITTING. It serves as an instructional material which provides an insight into the process of grouping, re-packing, and supplying together related consumer goods.

	Purpose
	1. To standardize the process of kitting.

2. To serve as a guide / reference in the kitting process.

3. To determine the responsibilities of each stakeholders in the process.

	Scope
	This work instruction includes the process of from receiving parent SKUs up to dispatching of kit products or new SKU. 

	Responsibilities
	1. Project Supervisor – Kitting is responsible to ensure the day to day customer kit requirements are produced based on the agreed level of production capacity.
2. Handler 1 is responsible for scanning and grouping items to be kit.

3. Handler 2 is responsible for packing kit products into kit primary packaging and placing them into the banding machines, bundling machines, bag sealing machines, or overwrapping machines.
4. Handler 3 is responsible for repacking kit products into kit secondary packaging such as boxes and cartons and dispatching them to logistics receiving area.

	Definition of Terms
	SKU  –  Stock Keeping Unit

	Detailed Procedure/Steps

	A. Order Planning and Scheduling:

1. Customer sends the order either in daily, weekly, or monthly format plan for the Kit items to Project Supervisor – kitting prior to order by SMSA Service Center (SSC).

2. Project Supervisor – kitting confirms receipt of the job order from Customer.

3. Project Supervisor – kitting plans for the production schedule.

4. Project supervisor – kitting determines the bill of materials for the kit, manpower requirements, supplies and equipment needed.

5. Project supervisor kitting ensures items for kitting are available on the kitting floor in a timely manner.

6. Project supervisor determines the capacity required versus required daily output based on the daily monitoring and tracking of volume and capacity.

7. Project supervisor sends email to immediate superior for approval in the event additional resources are needed to complete the orders prior to day of production.
B. Receiving:
1. Project Supervisor – kitting receives items for kitting from logistics team latest by morning based on the kitting schedule. 
2. Project supervisor - Kitting counts and checks items for receiving versus order.

3. Project Supervisor - Kitting receives the items in the system or log them in a separate monitoring spreadsheet.

C. Kitting and Return to Stock Process:

1.  Project Supervisor - Kitting handovers received items for kitting to kitting line based on the kitting schedule.

2. Handler 1 receives the items from the project supervisor - kitting and places them near his work area. 
3. Handler 1 opens the box and gets the items for kitting.

4. Handler 1 groups the items based on the required kit by the customer. 
4.1 For SIM card KIT, Scans the group of SIM cards and then prints new barcode for it.
4.2 For other items, scans the barcode to be grouped and prints new barcode for it.

4.3 Handler 1 then pushes the grouped items on the conveyor counter to   handler 2.

5. Handler 2 packs the group items into kit primary packaging, seals with a sealing machine and let it enter the bundling machine.

6. Handler 2 & 3 ensures that the labels of the kit items are placed clearly and can be seen on the kit items. 

7. Handler 3 gets the kit items from the bundling machine.

8. Handler 3 places the kit items into kit secondary packaging (cartons).

9. Handler 3 places and arranges the boxes on the pallet.

10. Project Supervisor – Kitting accounts for the kit produce in a day and handovers them to Logistics Clerk – Receiving.
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