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1.0 Purpose
The purpose of this SOP is to establish a system for receiving, holding, and sampling of raw materials for use in Columbia Cosmetic manufactured products. 
2.0 Scope
This procedure is applicable to all incoming raw materials for use in Columbia Cosmetic production.
3.0 Responsibility
3.1 It shall be the responsibility of the Warehouse and Receiving department to: 
A. Receive, verify and note quantity, note condition and type of raw materials during receiving. 
B. Notify QC of receipt and provide a copy of the receiving log to QC.
C. Segregate received raw items into the Quarantine Area. 
D. Enter Purchase Order (PO) into Process Pro.
E. Return rejected raw Materials to supplier.
F. Place approved raw materials into proper storage. 
3.2 It shall be the responsibility of the Quality department to:
A. Verify quantity and product received. Check the condition of the raw material, note all discrepancies.
B. Verify and record Suppler Lot Number, In House Lot Number, and Quantity against PO.
C. Gather representative samples from each supplier lot received. 
D. Submit analytical and microbiological samples as needed.
E. Analyze raw material for physical, organoleptic, and chemical characteristics.
F. Determine disposition of raw materials (Released, Hold)
G. Prepare rejection letters as needed.
H. Release approved raw materials in Process Pro.
I. Non-conformance reports for failing materials.
J. Approve suppliers and alternate suppliers.  
K. Analyze select raw materials for microbial activity.
L. Recommend items for sterilization. 
M. Assess identity, strength, and purity of raw materials.
N. Establish in house raw material specifications. 
3.3 Purchasing has the responsibility to:
A. Contact supplier regarding rejects or damaged goods.
B. Request supplier Certificates of Analysis (COA), MSDS’s, Certificate of Origin, etc. Arrange return of rejected goods.

Procedure
The shipping department will Date and Initial POs after:
C. Verifying the quantity and type of the raw materials.
D. Verifying the condition of received good prior to delivery truck departure.
E. Placing raw materials into the Quarantine area.
3.4 Warehouse and Receiving will: 
A. Log all received RMs on the RM/Component Daily Receiving Log and submit a copy to the Quality Department. 
B. Submit all accessory documentation (MSDS, COA, etc.) will also be given to the Quality Department. 
C. Affix an accurate RM label, and an Orange Quarantine sticker onto each received item. 
3.5 A QC Technician, sampling the Raw Materials will, using the RM/Component Daily Receiving Log and Accessory Documentation to:
A. Verify the quantity and product received (packaging description, supplier product code, supplier lot number, internal Raw Material (RM) code, internal lot number).
B. Sample each lot of received Raw Materials using Aseptic Technique. 
1) Powder RMs need to be carefully scooped from the delivery containers and stored in sterile 4oz containers. 
2) Liquid/semi liquid RMs need to be carefully poured, scooped, ladled, syphoned, etc. from delivery containers to sterile 4oz sample containers. 
3) Each sample will record:
· Raw Material Code
· Containers (quantity)
· Item Name
· Supplier Lot Code
· Internal Lot Code
· Sample Date
· Responsible Agent
C. All samples will be analytically tested for Appearance, Color, Odor, and Identity against RM Specifications and previously accepted lots. Record all results on the Raw Material Batch Records. 
D. Samples may be further tested for organoleptic properties and microbial activity as needed. 
E. Upon completion of all required tests, the QA will verify that the QC tech has correctly and completely completed the necessary procedures and documentation. Upon QA approval, the QC tech will release the RM.
F. In case of out of specification RMs, the QC tech will inform the QA manager and Purchasing. The QA Manager will fill out an NCR report and investigation. If needed, a rejection letter will be drafted and submitted to Purchasing for distribution to the supplier. 
G. Once final disposition is determined, the QC Tech will place an appropriate label on the received containers. 
1) Items to be released will be tagged with a Green Release sticker that is to be dated and signed by the responsible agent. 
2) Items that are to be rejected will be tagged with an Orange Reject Sticker.
3.6  A QC Technician, sampling the Components and Labels will, using the RM/Component Daily Receiving Log and Accessory Documentation to:
A. Verify the quantity and product received (packaging description, supplier product code, component condition, identity).
B. Collect all samples of components/labels.
1) Wear all PPE equipment (hairnet, gloves, lab coat, etc.) when sampling. 
2) Inspect for size, fit, finish, thickness, color, configuration, screen logo, ingredient declarations.
3) Have production air blast all jars if there is any trace of dust, shavings, or debris observed in/on the components. 
4) Pull  samples for each unique component. 
5) Maintain a retention sample from each component shipment. Clearly label the retain with: 
· Date
· Client’s Name
· Product Name
· Quantity received
· Sampler initials. 
C. Inspect each sample received sample and log all results in the Componentry Inspection Record:
1) Compare the sample against the Master and note any discrepancies. 
2) Preform relevant physical testing (fit, leakage, fill-ability, etc.)
3) Retain the component sample and index in the appropriate location. 
4) Assign a control number for each sample.
· The control number is the sequential entry in the log book that represents the month, date, year and the order in which the raw materials are received. For example: Control Number 102701 (10 represents October (the 10th month), 2, the date, 7, the year and 01 the consecutively numbered sample received in one day).
D. Report, investigate, and document any non-conforming labels/componentry following the NCR format (QMS.17). 
E. Obtain customer approval for any deviated labels/components via email.
F. Affix Release labels onto all accepted component/label cases (entire pallets of the same product may be released by placing Release labels on all 4 sides of the bottom most layers.)



G. After the product ( RM, label and components) are received. QC will need to release within the PPro database.

a. In PPro, go to – FILE 
b. Scroll down to – Inventory Control - select
c. Go to tab – Transaction
                   Move down to –> Manage Inventory -> Change Status

       [ Begin Item ] enter :  RM #   
       [ End  Item ] enter : RM #
       [ Reason ]         enter : A
       Click   [ Proceed ] ,   ENTER key 

	 Screen will show all RM item list 
       Change item with “ Quarantine “ to  “ Approved “ . ENTER 

d. End with PPro update.



      	



Warehouse and Receiving will follow through with the final disposition:
A. Releases items will be entered into inventory and stored in the assigned location.
B. Rejected items will be segregated from the other Quarantined items and stored in the Reject Area.
Records
Records shall be retained in accordance with QMS.6 Document Control and SOP Development.
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