

A. Visual ReOrder process description summary

The Customer manages all material pick-ups from Suppliers based on the Visual ReOrder method. The purpose of this document is to identify the Carrier’s responsibilities within this process.

Visual ReOrder has 3 steps:

The Pick-up Order (see appendix for a Pick-Up Order form) is filled by the Customer and faxed to the Supplier at least the previous day before the pick-up.

Within the following hours the Supplier send the “Promise” back to the Customer with the committed quantities to be shipped.

This document is also given by the Supplier to the Driver at the Pick-up and must follow the material until delivery.
5 specifics words are commonly used in this process:

Pick-Up Order: this is the document used by the Customer to order material from its Supplier. It is faxed by the Customer to its Supplier. The Pick-Up Order specifies the part numbers and quantities of material that must be shipped by the Supplier on a specific date and time defined by the Customer.

Promised: this is the shipping commitment of the Supplier. The quantities committed to be shipped are filled on the Pick-up Order by the Supplier. Then, the Pick-up Order is faxed back to the Customer.

Picked-up: these are the actual quantities loaded in the Carrier’s truck at the Supplier’s pick-up location. These quantities have to be filled by the Driver in the column “Picked-up” of the Pick-Up Order provided by the Supplier.

Additional Pick-Up Order: This is an additional request which comes in addition to the current Pick-Up Order, for the same collection of parts. It is used for example to ask parts to support Customer week-end productions, or required parts for projects…

Emergency Pick-up Order: this is an exceptional Pick-up Order additional to any other Pick-Up Orders already faxed and urgent. It can be used to order parts to recover a Supplier delivery failure, a quality incident… It is generally associated to a special transportation.
B. Contact and Training
The Carrier has to designate at least a main and back-up person to be responsible for the Visual ReOrder process Drivers training. They will be trained by the Customer to perform the Driver functions described in detail below before the beginning of the operations.

Their contact name, phone number, fax number and email address have to be communicated to the Customer. The Carrier is also responsible to communicate immediately to the Customer any change of Trainer or information related.

The Carrier has to fill the document “Visual ReOrder - Carrier VRO Trainers” and fax it to the Customer to communicate any change of Trainer in its organization.
These Trainers are also responsible to maintain the formalized list of Drivers trained to the VRO process. This list contains:

· Training date;
· Trainer name;
· Trainer signature;
· Location;
· Driver Trainee’s name;
· Driver Trainee’s signature.
This list has to be available and always up to date to be faxed immediately upon Customer’s request.
Moreover, the Carrier has to insure that all Drivers in charge of pick-ups for the Customer have been trained previously to the VRO process.
No Pick-Up is allowed by Drivers not trained.
C. Driver responsibilities
Request the Pick-up Order
The Supplier must give the Pick-Up Order to the Driver before loading. 

If the Supplier fails to provide the Pick-Up Order, the Driver should refuse the Supplier to load the truck. In this case the Driver will alert the Customer Transportation Contact for instructions before leaving the Supplier location.
If no material was ordered, the Supplier should still provide the Driver with a copy of the Pick-Up Order, with “0” in the Promised column of the Pick-Up Order.

Verify, fill and sign the Pick-up Order
Before loading the trailer, the Driver must check that the part numbers and quantities are strictly similar between the Promised column of the Pick-Up Order and the Packing List.

The Driver may only accept more material than promised, if the actual quantity is less than or equal to the quantity that was initially ordered by the Customer.
If the actual quantity shipped is higher than the quantity ordered, the Driver must notify the Supplier. In that case, if the Supplier is not able to load the ordered quantity, correct and print again the related modified paperwork within the scheduled time window, the Driver must alert the Customer Transportation Contact for instructions before leaving the Supplier location.

If the Supplier does not have all the material that was promised available for the scheduled pick-up window, the Driver should alert the Customer Transportation Contact for instructions before leaving the Supplier location.


The Driver is not allowed to load onto the truck material that has not been ordered on the Pick-Up Order by the Customer.

After having checked the quantities displayed on the Pick-Up Order and the Packing List, the Driver must indicate for each part number, in the “Picked-up” column of the Pick-Up Order, the quantities of standard units (defined on the Pick-Up Order) picked-up and must sign this document.
Over and under-shipments, based on the comparison between the Pick-Up Order and the Packing List, not reported to the Customer Transportation Contact will be considered at least as a L3 incident (see Framework Agreement for Logistics Services - General Conditions).

If the Driver fails to verify, fill or sign the Pick-Up Order, it will be considered at least as a L3 incident (see Framework Agreement for Logistics Services - General Conditions).

Deliver the Pick-up Order to the Customer
It is mandatory to deliver the Pick-Up Order along with the shipment. 
If the material is delivered to the Customer without the Pick-Up Order, the material will not be offloaded until the Carrier finds and delivers the associated Pick-Up Order. Otherwise, the material will be sent back to the Supplier by premium transportation at the Carrier expenses.

If at the Customer delivery the Pick-Up Order is missing, it will be considered at least as a L3 incident (see Framework Agreement for Logistics Services - General Conditions). 

In any case, a L3 incident can be changed in L2 or L1 if the failure impacts more than the Customer receiving activity (see Framework Agreement for Logistics Services - General Conditions).
D. Driver Don’ts
1) Do not pick-up material without been previously trained to the VRO process;
2) Do not forget the Pick-Up Order at the Supplier;
3) Do not accept any part non ordered;
4) Inform the Customer of any discrepancies during the pick-up;
5) Do not EVER change Customers data on any Pick-Up Order.  This includes Loop, Stock, In Transit, and ordered quantities. Only the Customer is authorized to change these data ; 
6) Do not loose Pick-Up Order during transportation.
These instructions above are not all inclusive of all situations that may arise using the Visual ReOrder Process.  If a situation not described in this document arises or if the Carrier/Driver has a doubt on what to do, the Driver has to call the Customer immediately for assistance to implement the proper solution.
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