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1.0 Purpose

To ensure the control, storage and issuance of product labels
2.0 Scope

This procedure applies to all Columbia Cosmetics Manufacturing, Inc. (CCMI) products.

3.0 Procedure

3.1 Storage:

A. Upon receipt and release of control labels, labels shall be transferred to production for storage in the control label storage area.

B. Only authorized personal shall be allowed access to the control label storage area.

C. The storage area shall remain closed thorough out the day and locked after hours.

D. Label Control Personnel shall document / verify all new shipment of label and the received QTY on the Label Inventory Form ( F-OPS.7 ).

3.2 Controlled Label Issuance:

A. Labels shall be requested from the label control personnel before the start of manufacture.

B. Only labels that are required for the ongoing production shall be issued.  All scheduled production requests shall be held under label control until time of need.

C. Label Control Personnel shall issue a sufficient quantity of labels to complete the intended manufacture with minor excess for in-process scrap.

D. Upon completion of the packaging operation, the production team shall return all unused labels back to label control.

E. Label Control Personnel shall document / record all label return activities, log production personnel returning labels and verify QTY with entry in the Label Inventory Form ( F-OPS.7 ).
4.0 Record Retention

4.1 Quality Control shall maintain all documentation per Document Control and SOP Development QMS.6.
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