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/• ^ Manufacturing 

a 1. Gaskets

a* Dies, etc.

b. Machinery and Equipment

c. Templates

d. Production Information

1. Procedures
2. Quality Control (Rejects, Spec a)
3. Work Orders

2. Machine Shop

a* Machinery and Equipment

b. Engineering

1. Mold Drawings
2. Mold Order Tickets 
3* A & B Drawings
k. Customer Drawings
5. Quote Sheets
6. Drawings for Metal Parts (Production) 
7* Bing Cheeks

c. Projects (information and Drawings)

3. Maintenance

a. Machinery and Equipment

b. Projects (Information and Drawings)

h. Mold Department

a. Machinery and Equipment

1. Hydraulic
2. Injection
3. Heating
b. Miscellaneous

20 years 
20 years 
20 years 
20 years 
20 years 
20 years 
20 years
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4. Mold Department (Continued) 

b« Molds

1. Compression
2. Injection
3. Transfer
4. Identification
5. Changes and Revisions
6. Experimental
7. Inspection (Quality Control and Rejects)

5. Preform Department 

1. .Advanced Preform

a. Machinery and Equipment 

b« Production and Inventory Control 

2« Basic Preform

a. Machinery and Equipment

b.

6. Rubber Department 

a* FTictionlng

1. Machinery and Equipment
2. Production and Quality Control
3.

b. Homogeneous

1* Machinery and Equipment
2. Production and Quality Control
3.

c. Research and Development 

1* Compound Books

a. Homogeneous
b. Cement

2. Compounds in Process
3* Lab Reports on Quality Control of Compounds
4. Projects

a. In Process
b. Completed



7* Packing

a. Machinery and Equipment

b. Metal Plugs and Collars

c. Formula Record Book

d. Production and Quality Control Records
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L. Production Control

1. Furniture and Equipment

2. Informational File on Systems 

3* Records

&, Completed Work Orders 1 year
b. Standard Sheets 20 years
c. "X" Number Mold Prints 20 years
d. Mold Book 20 years
e. Weekly Production Reports 3 years
f. Obsolete Mold and Die File . 20 years
g. Monthly Reports 5 years
h. Molds Returned to Houston 20 years
i. Mold Order Tickets 1 year
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