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3.1. All items arriving on the premises, intended to be used within the processing of finished 
products carry permanent, unique numbers allocated of material code, Laboratory batch 
number and Goods receipt slip number. The Code number, Batch Number and the GRS 
number form the foundation to ensure traceability of the component/material/unit.  The 
Receiving procedure describing booking in of the goods into the system, including allocation 
of the Batch Numbers, is covered in SOP WAR-005. 

3.2. Warehouse to assign GRS number on the GRS form. Each GRS number is an eight digit 
number in the format of YYXXXXXX, starting with the last two digits of the year, followed by 
a consecutive number up to 100000 deliveries started from 000001.  

  For example: GRS number for 10th delivery of the year 2005 will be  
            05000010. 

3.3. Warehouse to assign Laboratory batch numbers for any given material code. Each 
laboratory batch number is a 10 digit number in a format of YY.MM.000000. Where, YY 
represents the last two digits of the year and MM represents the month, followed by a 
consecutive number up to 100000 deliveries starting from 000001.  

3.4. Bin Sheets are created to identify every pallet of incoming raw material, which will contain 
information of a unique material number and laboratory batch number. 

3.5. Material Transfer Orders are created by production, which links raw material/component 
code number and lab. batch number with the subsequent product code and Batch 
Production Number.  

3.6. Production assigns a Material Transfer Order number in a format of LX-YYYYYY. 

   Where, L = Line 

    X = Line number 

    YYYYYY is a consecutive number starting at the beginning of the year form 
    000001 and ends up in that year. 

The storage type and storage bin number for material/component storage is allocated on the 
material transfer order forms. 

3.7. All containers or other packaging units must be appropriately labelled by Sydco Identification 
labels so that their category, classification and status are determined.  The procedure is 
defined in SOP WAR-005. 

3.8. Processing of raw materials into product that is packaged will be allocated a Batch 
Production number by the respective production planner in the format of YYXXXX  

Where, YY = last two digits of the year. 
  XXXX = Sequential number starts from 0001 for the corresponding year. 

3.9. Each batch is identified by the unique Product Code Number. QA team maintains the full list 
of Product code, description and specification numbers. 

3.10. Goods Booking Slip Number is allocated by production planner to identify each pallet of a 
Batch booked out of the production line. Each GBS number is an eight digit number in the 


