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1. Introduction

This guide is to advise Methode Electronics suppliers of the packaging requirements for the shipment of components to the premises.

These guidelines aim to standardise packaging methods for all Methode Suppliers, to ensure quality is maintained, freight cube is maximised, and to be acceptable and adaptable to local market conditions.

The use of these guidelines in no way relieves the supplier for part quality.  Any deviations from these guidelines are to be notified to Methode for approval.

These guidelines are a supporting document to the Methode Vendor Guidelines, which may be accessed through the site http://erp.methode-eur.com/net/ez001
In this document, the word “SHALL” indicates a requirement and the word “SHOULD” indicates a recommendation.

For further details or queries regarding these guidelines, the following are the contact persons.

Methode Electronics Malta Ltd:

Mr. Mario Pullicino






Packaging Coordinator






Tel: +356 2389 1615 / +356 2148 4184






Email: mario.pullicino@methode-eur.com 






Mr. Bernard Camilleri






SQA Metal Components






Tel: +356 2389 1805 / +356 2148 4184






Email: bernard.camilleri@methode-eur.com





Mr. Charles Debono






SQA Injected Components






Tel: +356 2389 1911 / +356 2148 4184






Email: charles.debono@methode-eur.com





Ms. Rodianne Cassar





SQA Electronic Components






Tel: +356 2389 1806/ +356 2148 4184





Email: Rodianne.Cassar@methode-eur.com
2. Packaging Approval Process

From these guidelines it is expected that the supplier will develop an export packaging specification per part supplied.

The details of this packaging specification are to be compiled on G-MW 133: Supplier Packaging Data Sheet  or MW 134 for technical cleanliness specified products and submitted to the respective Buyer and Methode SQA prior to the critical design review for approval. Packaging approval within Methode is to be coordinated by respective SQA and shall be approved by SQA, Manufacturing Engineer responsible for end product and Packaging Coordinator.

Although supplier must seek approval from Methode responsible, supplier is still fully responsible to ensure that packaging proposed is robust enough so that the component or product is delivered in good quality condition. Supplier shall take into account the type of component and shipping route when proposing packaging for approval and thus take all necessary precautions to include all provisions required such as separators, dessicant, plastic bags, ESD dissipative packaging, etc. where applicable. If components are damaged, any additional cost resulting from increasing the robustness of the packaging shall be borne by the supplier.

Metric measurements are to be used in the compilation of this document (e.g mm, Kg).  This submission has to be included as part of the PPAP package submitted at sampling stage.  Details of requirements for PPAP submission are available on the Methode Vendor Guidelines.
If components are supplied in packaging that do not conform to MW 133 the supplier may be held liable for repackaging and incremental freight costs.  Deviations are not allowed without prior written approval from Methode Packaging Coordinator. Packaging that proves unacceptable for whatever reason (quality, transport, production process, safety, etc.) must be changed upon request from Methode SQA.
3. Labels

The following specifications provide guidelines for printing and applying a Shipping/Parts Identification Label.  The label is designed to improve the productivity and controls at the Supplier and at Methode Electronics, by allowing effective and efficient capture of data for production counts, warehouse input/output, cycle checking, shipper generation, freight transfers control, receiving, invoicing and other inventory controls.  Strict adherence to these specifications for the Shipping/Parts Identification Label will reduce implementation costs and increase benefits for both parties.

The label paper SHALL be white in colour with black printing.
For components which have special technical cleanliness requirements, Methode guidelines OG01 shall be followed whereas an additional label is required to indicate the technical cleanliness class of the product or component. This Label shall be in colour as defined in OG01. These requirements are further explained in Section 7.
3.1 Definitions

Common Item Pack:  A pack that contains all like items, i.e. same part/item numbers.

Item:  A single part or material purchased, manufactured, and/or distributed.

Label:  A card, strip of paper, etc. marked and attached to an object to indicate its nature.

Master Label:  A label used to identify and summarize the total contents of a multiple pack.

Mixed Item Pack:  A label used to designate mixed item, shipping packs.

Multiple Pack:  A pack containing smaller packages (sub-packs) of items.

Non-Standard Quantity Pack:  A pack that contains variable quantities of like items.

Pack, Package or Load:  A unit that provides protection and containment of items plus ease of handling by manual or mechanical means.  Examples of containers or packs that are generally made of wood, corrugated or paper, and which normally are disposable include: bags, cartons, cartons on pallet, and pallet boxes.  

Shipping Pack: A pack used for shipping items from one plant to another and can be any of the packs described above.

Shipping/Parts Identification Label: A label used to identify the contents of a shipping pack.

Standard Quantity Pack:  A pack that always contains the same quantity of like items.

Sub-pack:  One of the smaller packs (which may be a standard quantity or non-standard quantity pack) that make up a larger multiple pack.

3.2 Adhesives

Adhesive types can be pressure sensitive or dry gummed as long as adherence to the package substrate is assured and application is wrinkle free.  (Please refer to section 4)

3.3 Data Areas

Labels SHALL contain the following data, as shown in the Sample Label below:

Supplier Name
Human readable


Part Number (as per purchase order
Human readable & Bar code
Customer

Human readable

Description

Human readable

Advice Notice No.

Human readable & Bar code
Quantity

Human readable & Bar code

Purchase Order No.

Human readable & Bar code

Gross Wt (kgs)

Human readable

No of Boxes

Human readable
Date (dispatched/prod)

Human readable

Batch No.

Human readable & Bar code
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Bar code is required for those suppliers with home an agreement was reached on ASN. If the component supplied is marked as CONTROL ITEM on the drawing, the label has to include identification of CONTROL ITEM in Human Readable format.  This may also be designated through the use of the inverted delta symbol. 
Sample Label

[image: image1.emf]Package Slip # (N):

123456

Supplier Name

XXXXXX

Supplier ID (V):

XXXXXX

Part #:

12345-XX

Part Description:

XXX XXXX XXXXX

Quantity:

XXXX PCS

PO # (K):

000123456

ASN #:

123456

Supplier Part #:

XXXXX

Eng Change:

CN 1234

Date:-

PXX/YY/ZZ

Stock Location:

XXX XXX

Q1 IN2

Ser# (S):

123456789


3.4 Bar Code Symbology

Bar codes SHALL be of the 3-of-9 (Code 39) type.   The four characters ($, /, +, %) of the 3-of-9 symbology SHALL NOT be used on the Shipping/Parts Identification Label.  The quality of bar codes on the label must be regularly verified as being easily and accurately readable.

3.5 Label Location & Protection

When containers are placed onto a pallet, always ensure that labels face outward so that they can be read at the receiving dock.  The bottom edge of the label SHOULD be parallel to the base of the package/container.  Strapping and taping SHALL NOT obstruct the label.  If the specified label cannot be affixed to the package/container because of container size or design, special arrangements will be agreed between Methode and the Supplier.

Label protection SHALL NOT inhibit recycling of base packaging material.  In choosing any protection method, care SHALL be taken to assure the protected labels meet reflectivity and contrast requirements and can be scanned with contact and non-contact devices.

The pallet must always have a delivery note on the outside wall detailing all the material / components present on the pallet.  This delivery note must be in Human Readable as per sample below. 

Sample Delivery Note.


[image: image2.emf]Supplier XYZ Ltd. Delivery Note

Date: XX/YY/ZZ

Number of Items: X PCS

Purchase Order Part Number Quantity Advise Note Batch Number

1.

12345 12345-XX XX,XXX 1234567 ABC

2.

12346 12346-YY XX,XXX 1234568 ABD

3.

12347 12347-ZZ XX,XXX 12345679 ABE



Label Location for the Technical Cleanliness Specified Products should be placed facing outwards on at least 2 sides of the outer packaging so that it can be read at the receiving dock and the various processes until it reaches the respective production area.
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PACKAGED GOODS WITH TECHNICAL CLEANLINESS REQUIREMENTS
HANDLE APPROPRIATELY
DO NOT OPEN OUTER PACKAGING UNLESS IN DESIGNATED AREA





4. Approved Materials

Although packaging is required for various needs, the amount used SHALL be controlled.  Various legislations are prohibiting wasteful and/or excessive packaging, which is undesirable for both the supplier and user.  Each Methode supplier is expected to identify and correct such packaging on an ongoing basis.  For all packaging, environmentally compatible and recyclable materials shall be used.

Material combinations are to be avoided or minimized and must be easily separable after use (e.g. metal staples or nails in wood).

All recyclable packing must be clearly and visibly labelled with standardized symbols.  The labelling must not restrict recyclability.

To ensure recyclability, the following table lists all the materials which are not to be used.
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Examples of Material 

not

 allowed

Remark

Adhesive tape/band 

and stickers

- Must not restrict the recyclability of the 

   base material

Cardboard

-  Papers and cardboards with water-insoluble

   coatings or glues

-  Must not include additives in raw paper or 

    board

-  Must not include coatings like wax, paraffin

-  Materials used for water-proofing, 

    impregnation, gluing etc. must not inhibit 

    recycling

Anti-corrosion paper

-  Papers with incompatible admixtures, paper 

    impregnated with incompatible materials

    (e.g. oiled, wax paper)

Plastics

-  PVC

-  In natural colour if possible

-  PUR

-  Mixes of plastic, combinations of rubber

-  Use plastics without additives.

-  Metal-plastic sandwich foil, incompatibly 

    impregnated and VCI (Volatile Corrosion 

    Inhibitor) plactic sheet.

-  Preferably use transparent plastics,  LD-PE

-  Cardboard-foam

-  Boxes and trays of EPP, EPE or EPS

-  PP (black) tightening strap to be used.

-  Polyamide tightening strap (blue) and poltester 

   tightening strap (green)

-  Packing materials like PS-cubes or chips

Metals

-  Tinned metals (e.g. tinplate)

Wood

-  Chipwood, impregnated, coated or painted 

wood, fibre board

-  Not to apply wood for disposable packing

-  Must be untreated natural solid wood

-  No additional coatings or perservatives are 

    permitted

-  Must not have plastic foil adhered to it

-  Must conform to ISPM 15

Glass

-  Glass wool

Additives

-  Zinc (Zn) chromates

-  Mercury + Hg compounds

-  Lead (Pb) chromates

-  Cadmium + Cd compounds

- Hexavalent chromium

- All packaging material used shall be 

compliant with directive 94/66/EC as 

amended by 2004/12/EC as transposed by 

LN 277 of 2006


5. Packaging Design

** It’s the supplier’s responsibility to ensure part quality up to the point of use **

In order for the most appropriate packaging size & type to be chosen, the part size and mass limitation must be taken into consideration.  It is imperative that the overall weight of each box does not exceed 10 Kgs.

Dimensions for cardboard boxes can be varied, however the preferred dimensions are the following:
	Length
	Width
	Height

	300
	200
	300

	400
	300
	300

	600
	400
	300


The overall weight of each box shall not exceed 10 kgs and the boxes must be a module of the pallet size.

Pallet dimensions should be as follows:

Euro pallet – 1200 x 800 x 140 (mm)

The maximum height of each pallet should not exceed 1000 mm.

5.1 Guide to loading cartons onto pallet base

Carton Alignment


Cardboard boxes must be square to the base of the pallet.  Box corners must meet the corners of the pallet.  Cardboard boxes smaller than the pallet cause difficulties because they cannot be stacked with other units.

Banding & Stretch Wrapping

[image: image5.png]



Banding: All modular unit loads of small boxes must be secured to the pallet with four plastic bands.  Steel banding is not allowed under any circumstances.  Never use horizontal banding to improve lad stability.  Banding that passes completely under the pallet is unacceptable.  Banding must be sufficiently tight to secure the unit load to the pallet without damaging the top carton.  It is recommended that banding pads be applied to the top edges of the unit load to prevent carton damage.

Stretch wrap is an alternative to banding that may only be used with small cartons or light unit loads.  Stretch wrap must maintain correct carton alignment with the pallet base.  In some cases, it may be necessary to use both plastic banding and stretch wrap.

Unacceptable Loading Practices
· Never ship pyramid loads – Pyramid loads are not acceptable under any circumstances.  They prevent other unit loads from being placed on top, therefore reducing cube utilization.
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· Poor alignment/ Incorrect Loading / Insufficient Banding 
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Incorrect Carton Weight Loading:  never load cartons on top of light cartons.  Always start with heaviest boxes on the bottom.

Poor Carton Alignment is unacceptable because it causes poor cube efficiency and uneven weight distribution.  Ensure that all cartons are correctly stacked and positioned.

Insufficient Banding is unacceptable.  Follow the banding guidelines on the previous page.

6. DO’s & DON’Ts

6.1 DO’s 

· DO ensure that your packaging meets the requirements of this guide. (DG 08).
· DO ensure that you pack the maximum number of parts without compromising quality.

· DO ensure that your label complies with the guidelines mentioned in Section 3 of this guide.

· DO ensure all sub-packs as well as multiple packs are labelled as per Section 3.

· DO ensure packaging is capable of normal mechanical handling.

· DO ensure your packaging, identification, and transportation of all types of product and material, especially hazardous materials, complies with relevant National and International Standards and Regulations.
· DO ensure that manually handled packs do not exceed a gross weight of 10 kg.

· DO complete the appropriate Methode consignment documentation.

· DO ensure that expendable packaging fully covers the pallet base.

· DO use plastic banding for securing expendable packaging unit loads.

· DO include packing list with each pallet in the case of mixed loads.

· DO use bar coding on all packing lists.

· DO use Euro Pallets.

· DO ensure Wooden Pallets conform to ISPM 15.

6.2  DON’T’s

· DON’T allow your packaging to fail due to inadequate engineering 

· DON’T allow expendable packaging to over hang the pallet base.
· DON’T use reclaimed expendable packaging without prior written permission from Methode Packaging Coordinator.
· DON’T use cartons printed with irrelevant trade names and products descriptions under any circumstances.
· DON’T use expendable pallets constructed of paperboard, moulded chipboard or plastic without prior written permission from Methode’s Supplier Packaging Coordinator.
· DON’T ship pyramid loads. These are not acceptable under any circumstances.
· DON’T use horizontal banding to improve load stability – cardboard specification must be sufficient to ensure that the unit load is inherently stable.
· DON’T use staples in any form of packaging.
· DON’T use steel banding to secure unit loads.
· DON’T use packaging material that cannot be re-cycled or re-used.
7. Technical Cleanliness Requirements

This section is relevant to products that require particular technical cleanliness requirements and is based on VDA 19 (Parts 1 & 2) requirements. This includes loose components as well as packaging means. One of the factors that are vital to obtain a final product with required technical cleanliness specifications, is to have a robust packaging that directs the importance of cleanliness to the overall manufacture and dispatch. Evaluation for Technical Cleanliness requirements shall be carried out in accordance with VDA 19 (Parts 1 & 2).
The product engineer is required to provide either the supplier or the internal packaging coordinator with the following information:
1. Cleanliness requirement clearly specified on drawing,
2. If applicable the location of cleanliness-critical surfaces of the component (inside / outside),
3. Grade of Cleanliness of the packaged product as per definitions in OG01,
4. Method of Cleanliness Analysis,

5. Approximate size and weight of a single part,
6. Material and surface characteristics requirements &
7. Geometry in the form of 3-D data.
Is it the supplier’s / packaging coordinator’s responsibility that the requirements are met and capability of cleanliness is attained throughout the project life-time. During the initial stages of the project and whenever required, the supplier is to provide a certificate of conformance for cleanliness. For this reason, one must follow the requirements that are listed in this section for the design, manufacture, delivery and storage of packaging means for products. 
 7.1
Packaging Responsibilities
It is solely the responsibility of the supplier to provide the required packaging with the specified cleanliness. The supplier is required to identify and appoint a representative. Agreement shall include the following minimum requirements but not limited to:
a. Cleanliness requirements,
b. Labelling requirements as per OG 01,
c. Cleaning methods and determined frequency  e.g. pressure rinsing test according to the VDA 19 Parts 1 & 2,
d. Documentation of the quality of the cleaning processes,
e. Method and frequency of control,
f. Delivery and storage of cleaned empty containers,
g. Further handling of packaging,
h. Identification of cleaned packaging,
i. Escalation procedure in case of non conformity,
j. Transport method and transition type.
7.2 Contamination Factors

There are 6 main contamination factors where packaging needs to be addressed:
7.2.1 Environment

Packaging shall be robust enough so that the product is not contaminated in any way by the environment at any point during transfer of supplies, in the manufacturing stage as well as during storage. Therefore, all inner packaging shall be placed in an additional secondary packaging e.g. heat sealed bag.  The bag in which the inner packaging is placed must also be within the specified cleanliness limits. When the goods are placed in the outer packaging, it shall be ensured that no effect of the environment such as dust, hair etc. reach the packaging itself. It is the supplier’s responsibility to carry out adequate inspections of the inner packaging and of the final packaging to ensure sufficient protection against the environmental factors.  
7.2.2 Contamination from packaging to the packaged goods

The supplier shall ensure that the packaging itself is in conformity with the engineer’s specified technical cleanliness requirements. Thus, both primary and secondary packaging must conform to this requirement. As a result it is requested that this packaging cleanliness level is according to VDA 19 (Part 1 & 2). In addition, the supplier shall provide documentation of testing the cleanliness of the packaging at a determined frequency as per applicable testing method/s in line with ISO16232:2007 requirements. The laboratory for such analysis is required to be ISO/IEC 17025:2005 accredited for cleanliness analysis in accordance with ISO 16232. In addition, it is essential that the manufacture of such packaging is also carried out within an area of these cleanliness levels or better.
7.2.3 Particle abrasion from packaging means

The packaging material, geometry, size and weight of packaged goods, as well as the surface characteristics of the package  are essential to be primarily specified in order to ensure that there is no introduction of contamination due to particle abrasion from the packaging itself. In addition to this, all components that are requested to be within a technical cleanliness specification need particular packaging methods. Product with such requirements must not be bulk packed unless otherwise agreed with Methode Electronics Malta Ltd. These shall be layered /  separated in order to avoid abrasion between the product itself as well as increasing the possibility of abrasion with the packaging itself. Re-grind / Re-work of the material is not allowed. In addition to this note, flash is not permitted.
7.2.4 Particle abrasion from component

This section goes hand in hand with Point Number 3. As mentioned, bulk goods is not the preferred packaging method, however if no other option is available, then these must packaged in vacuum bags. It is essential that the supplier provides the cleanliness analysis of the components post packaging and simulating the transportation method.
7.2.5 Corrosion of Components

Components that contain metal are susceptible to corrode when exposed to moisture in air. Such components, require to be handled with gloves and have appropriate protection like VCI packaging material or a desiccant (Silica Gel) so that moisture is absorbed. If VCI plastic material is preferred, this should be utilised for the purpose of primary packaging and should not be combined with other methods of corrosion protection. Finished products, parts, components and assemblies made of ferrous or non ferrous metal material should be packed immediately at the time of production and opened solely prior to use.
7.2.6 Particle displacement from packaging to the worker, operating utility, adjacent packaging component, manufacturing environment.  

The packaging all rounder must be within the specified cleanliness requirements for both the Primary and Secondary inner packaging. The final lot should be placed in a large plastic bag which should also be heat sealed. In order to avoid any contamination in the controlled environment at Methode Electronics Malta Ltd., the outer packaging is to be removed in the Blue Zone, the final large bag is to be removed in the Grey zone, and finally the separate bags with the component/packaging are to be introduced in the White Zone and opened only in that area.
7.3 
Inner and Outer Packaging

Packaging Specifications / requirements shall be clearly communicated to supplier/packaging coordinator. It should be clearly specified whether outer packaging is going to be introduced in controlled zone – in this case this should be adequately cleaned and protected during transportation and storage with additional secondary packaging such as stretch film. In case packaging is re-usable, this should be washed to meet the cleanliness specifications. For the outer packaging one must observe that; 
a. Surfaces of the packaging  should generate little contamination,
b. Surfaces should be tear free and resistant to environmental factors,
c. Surfaces should be resistance to abrasion and the formation of chips,
d. Geometry of the packaging must be in a manner that it is easy to clean,
e. Properly safeguarded by a secondary packaging such as stretch film,
f. Material should be robust enough to achieve multiple use.
7.4 
Storage
Components & clean packaging means with the specified cleanliness levels are to be stored in an environment as the product level of cleanliness.  During storage, the goods shall be labelled as highlighted in Section 3.5. 

7.5
Transportation Method

During Transportation of such products, packaging shall be well protected against any damage that can impair the cleanliness. The final packaging shall be well placed and stacked in a manner that it does it will not result into misplacement. In addition, during transit, proper handling of these boxes is to be followed and this is applicable throughout the whole length of the travel. In the case that outer packaging is with a required technical cleanliness specification, this need to be addressed by protecting it from getting damaged in the transportation means. No packaging is to be left in the outside environment. It is essential that the transport distance and times are kept to a minimum. This is agreed with Methode at an early stage.

7.6
Unpacking and Commissioning

1. Clean Gloves are to be worn when handling components..
2. The packing / unpacking area should be still well cleaned as per the Methode Electronics Malta Ltd. standard. No packaging waste and particles caused by the packaging should remain present for a long duration.

3. Work Instruction with regards the opening of packaging should be observed. These should only be opened in specified areas with adequate tools. It must be ensured that during this action, no damage to the inner packaging is done as this would result in contamination or into damaging the product itself.
4. Lids casing the top of the packaging need to be designed in a manner such as any exiting contamination do not go into into the container at some stage in the unpacking period.

5. Once unpacked, components are to be brought with no delay into the controlled area.



8. Appendix A:  Supplier Packaging Data Sheets
· G-MW 134: Supplier Packaging Data Sheet

· MW 133: Supplier Packaging Data Sheet: Cleanliness Requirement

BOX CORNERS ALIGNED TO PALLET CORNERS





NOT ACCEPTABLE





ACCEPTABLE
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Supplier


XYZ Ltd.


Delivery Note


Date:			XX/YY/ZZ
Number of Items:	X PCS


           Purchase Order		Part Number		Quantity		Advise Note		Batch Number


1.	12345	12345-XX		XX,XXX	1234567		ABC

2.	12346	12346-YY		XX,XXX	1234568		ABD

3.	12347	12347-ZZ		XX,XXX	12345679		ABE



_1415084989

_1460288366.xls
Sheet1

		Type		Examples of Material not allowed		Remark

		Adhesive tape/band and stickers				- Must not restrict the recyclability of the 
   base material

		Cardboard		-  Papers and cardboards with water-insoluble
   coatings or glues		-  Must not include additives in raw paper or 
    board

						-  Must not include coatings like wax, paraffin

						-  Materials used for water-proofing, 
    impregnation, gluing etc. must not inhibit 
    recycling

		Anti-corrosion paper		-  Papers with incompatible admixtures, paper 
    impregnated with incompatible materials
    (e.g. oiled, wax paper)

		Plastics		-  PVC		-  In natural colour if possible

				-  PUR

				-  Mixes of plastic, combinations of rubber		-  Use plastics without additives.

				-  Metal-plastic sandwich foil, incompatibly 
    impregnated and VCI (Volatile Corrosion 
    Inhibitor) plactic sheet.		-  Preferably use transparent plastics,  LD-PE

				-  Cardboard-foam

				-  Boxes and trays of EPP, EPE or EPS		-  PP (black) tightening strap to be used.

				-  Polyamide tightening strap (blue) and poltester 
   tightening strap (green)

				-  Packing materials like PS-cubes or chips

		Metals		-  Tinned metals (e.g. tinplate)

		Wood		-  Chipwood, impregnated, coated or painted wood, fibre board		-  Not to apply wood for disposable packing

						-  Must be untreated natural solid wood

						-  No additional coatings or perservatives are 
    permitted

						-  Must not have plastic foil adhered to it

						-  Must conform to ISPM 15

		Glass		-  Glass wool

		Additives		-  Zinc (Zn) chromates

				-  Mercury + Hg compounds		- All packaging material used shall be compliant with directive 94/66/EC as amended by 2004/12/EC as transposed by LN 277 of 2006

				-  Lead (Pb) chromates

				-  Cadmium + Cd compounds

				- Hexavalent chromium






_1406364877.vsd
Package Slip # (N):123456


Supplier Name	XXXXXX
Supplier ID (V):	XXXXXX


Part #:	12345-XX


Part Description:
XXX XXXX XXXXX


Quantity:	XXXX	PCS


PO # (K):	000123456
ASN #:	123456
Supplier Part #:	XXXXX


Eng Change:
CN 1234


Date:-
PXX/YY/ZZ


Stock Location:
XXX XXX


Q1		IN2


Ser# (S):	123456789



