
Procedure 
Customer Property P7.5.4  

Rev. C 
 
 
Approved By: Mike Orsini, Quality Manager 
Date: 10/24/2002 
Purpose: To document the process for the handling, storage and maintenance of customer 

property. 
Scope: All customer property. 
Authority: The Plant Manager has the authority to change or modify this procedure. 
 

Reference Documents and Records 
• Policy Element 7.5.4 Customer Property 
• Quoting Procedure P7.2.1 
• Material Handling Procedure P7.5.5-1 
• Corrective and Preventive Action Procedure P8.5.2/3-1 
• Quality Records Procedure P4.2.4 
• Defective Material Report (DMR) 
 

 
Change History 

 
Date Change Rev By 

12/10/96 Revised responsibility column B MO 
10/21/2002 Updated procedure to ISO 9001:2000 

Requirements to include customer 
property and Flowcharted 

C MO 
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Customer Property P7.5.4 Rev. C

Responsible PartyReceiving Supervisors Quality ManagerVP

During Quoting
Procedure
(P7.2-1),
assigns

customer
supplied

product a (5-)
part number.

Documents
(5-) part

number on
Balance
Sheet.

Add yellow tag to
product routing

container for next
production step.

Go to Step 4 until
all processes are

complete or
supervisor halts

production because
of defective, lost,

damaged or
unusable material.

Upon receipt of
customer supplied

product look for
special handling

instructions.  Mark
material container
with yellow sticker.

Store or move
material according
to special handling
instructions or if no

special handling
instructions by

Material Handling
Procedure (P7.5.5-

1).

Give DMR to
Quality Manager

(QM).

Notify employees of
receipt of customer
supplied material in

work area.
Employees must
save all waste,

scrap, or unusable
material in holding

box.

Record all scrap,
waste, unusable or

lost material on
Defective Material

Report (DMR).

When all
processes are
complete or

production can not
continue.  Notify

customer of
leftover material,

over runs,
defective, lost,

damaged or
unusable material

and disposition
material.

Document the
disposition on a
memo and file in

the customer
history file.

Document on
yellow tag all

customer supplied
material that is in

product.

Product or
other Property

Notify person
who is

responsible for
the item and
and ensure

the property is
identified

Product

Property

End

If property is lost,
dammaged or

unsuitable for use
then notify

Quality Manager.

Record problem
in Corrective

Action system
according to

Corrective and
Preventive Action

Procedure
(P8.5.2/3-1).
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