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QUALITY SYSTEM PROCEDURE 
DCR # 15025 

  

TITLE: SUPPLIER MATERIAL TRACEABILITY AND LOT CODE REQUIREMENTS 

 

PURPOSE 
The purpose of this specification is to identify the 
requirements for acceptance and traceability of product 
from raw materials through finished item at the supplier’s 
facilities.  These include controls for the receipt of 
purchased material and lot code marking of material as 
required. 

 
SCOPE  
These requirements are applicable only to specific part 
numbers as noted on the Sherwood purchase order(s) and 
drawing(s).  The supplier is responsible for the linkage of all 
internal records to Sherwood’s part number and the marked 
traceability code.  Typically, traceability is driven by 
Regulatory Agencies such as ASME Boiler & Pressure 
Vessel Code, UL, FDA, etc. 
 

RESPONSIBILITIES 

Design Engineering is responsible for determining the 

materials that will meet the requirements of all applicable 
standards and that a reference to the quality system 
procedure that outlines these requirements is placed on the 
design drawings.  

Purchasing is responsible for identifying suppliers for 

these products that meet all the requirements for material 
manufacturers as outlined in the directives and hold the 
appropriate certifications that show compliance to the 
required standards. Purchasing is also responsible for 
ensuring that any suppliers of this product are notified of 
the material requirements and documentation that must 
accompany all shipments and that all Purchase Orders 
clearly indicate these requirements.  

Quality Assurance (QA) is responsible for verifying that 

product meets all the requirements specified on the 
Engineering drawings and that all required documentation 
is received and filed appropriately.  QA is also responsible 
for ensuring that the material certification requirements 
clearly state the verbiage that must be incorporated in the 
documentation sent with the product and for any training 
required to ensure that the designated suppliers clearly 
understand the material and marking requirements as 
documented in this procedure. 

Suppliers are responsible for identifying and assigning 

employee(s) that have the required knowledge of materials, 
material identification, marking and certification in 
accordance with applicable specifications and as outlined in 
this procedure and for stipulating a mark by which the 
employee(s) will identify themselves on all documents on 
which they perform the receipt and issuance of lot codes.  

DEFINITIONS 
Traceability –The ability to preserve the identity of the 

product and its origins through all its processing.  This may 
include all, or a limited set of, parameters such as raw 
material batch, supplier ID, Work or Shop Order #, sub tier 
processing (e.g. plating cycle), equipment utilized, 
employee identification, dates, shifts, die cavities, etc.. The 
extent of the required traceability will be defined on the 
Engineering drawings. 
 
Lot – A group of parts made from the same batch of raw 

materials in the same set-up/run/timeframe. Subsequent 
runs using the same raw material batch require new lot 
numbers. Multiple shipments over time of parts 
manufactured as a single lot retain the same lot number 
code.  

 
Lot Control – The requirement to establish a work order 

number, job number, router/traveler number, or any other 
unique number so as to provide linkage between 

materials, processing records, date codes, lot codes and 
the final product shipped from Sherwood. This establishes 
complete traceability for the parts in the lot, without a 
specific requirement to mark the parts or serialize them 
unless indicated on the Engineering drawing, but to retain 
paper traceability.  

 
Serial Number - A unique identifying alpha numeric 

sequence used on only a single part or assembly to provide 
traceability to manufacturing history of the part.  Used 

when required by, and alpha numeric sequence established 
by, the Engineering drawings and is the highest level of 
traceability. 
 
Lot Control Number (or Lot Number Code) – the 
traceable alpha numeric code issued for Lot Control. 

  
Material Lot Code – A material lot alpha numeric code 

which is assigned to specific raw material to represent a 
Material supplier’s heat/batch identification. This lot code 
letter may be logged onto both a record sheet and an 
attached tag and travel with the raw material until the 
product is marked with the assigned letters, and/or be 
permanently marked on a valve assembly to expedite field 
identification. This only establishes Material traceability. 
 

Date Lot code - An alpha numeric code as described on, 

and applied per, the Engineering drawings, which provides 

for traceability to a components date/shift of manufacture 
generally to expedite field identification. This only 
establishes Date of Manufacture traceability. 

 
Supplier ID Code – A Sherwood Engineering assigned 

letter to identify individual suppliers of machined product 
referenced on the associated Sherwood Drawing Standard. 
This only establishes Supplier traceability. 
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PROCEDURE 
1. The supplier shall provide documentation, including 

procedures, describing the method for accomplishing 
the controls, identification, records and labeling/ 
marking from the raw material stage through final item 
shipping. The supplier shall define all forms, data 
sheets, and labels used to accomplish these 
requirements. 

 
2. The supplier will verify: 

 the material certification accompanies the material 
and includes all information as referenced in 
Sherwood’s drawing. 

 the material dimensions are correct to the drawing 

 the chemical, mechanical and hardness 
characteristics fall within the standards for that 
material, when applicable. 
 

3. Upon approval of the material from the manufacturing 
mill, the supplier will assign a lot code unique to each 
lot received.  Lot codes will be changed with each mill 
material lot change.  
 

4. The lot code will be documented on the record sheet 
for that material, on the job control documentation and 
on each label that will accompany the material to the 
processing/machining area. This label will remain with 
the material until the machined product is marked with 
the traceability code per Sherwood’s drawing (e.g. STD 
732). 

 
5. Lot code information and corresponding material 

certification must be forwarded to Sherwood with each 
shipment of product. 

 
6. RECORDS RETENTION: 

 The supplier shall retain all process records, 
including inspection and test data, and raw 
material certifications for a period of fifteen (15) 
years from date of shipment to Sherwood. 

 The supplier shall maintain records while in 
storage such that they may be retrieved in a 
reasonable time by part number and traceability 
code for review by Sherwood at any time over the 
retention period. 

 
7. TRACEABILITY AUDITS 

 Sherwood reserves the right to perform periodic 
process traceability audits at the supplier’s 
facilities to ensure continued compliance by the 
supplier to these requirements and the supplier’s 
traceability plan. 

 

REFERENCE DOCUMENTS  
Sherwood Engineering Drawing – Material Part Number 
Sherwood Engineering Drawing – STD 732 
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