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Change in Supply Process:  VISUAL REORDER
Dear Mr,
Starting on date, Company name will implement a new supply method called the VISUAL REORDER. 

We will submit orders to your company using a new document called “Pick-Up Order” (Appendix #4). This will not replace the EDI/Fax transmissions which will still be your planning & forecasting inputs for your production planning purpose. 

The Visual ReOrder process is defined through these main points: 

· Parts will be required using the Pick-Up Order form (faxed by Company name at least one day before the parts pick-up);

· The Supplier will fax back the Pick-Up Order document before a specific time, with the Promised quantities;
· INCOTERM will become EX-Work: material transportation is organised and paid by Company name;
· Parts will be picked-up by Carrier name and directly delivered to Company name; 
The main objective of the “Pick-Up Order” document is to ask for the right quantity of components in order to insure Company name production until the next delivery. For example, considering a daily delivery, the quantity of parts which will be asked through this document will be the quantity needed to produce during one day.

The documents attached to this letter explain in details how Visual ReOrder works:

· Appendix #1: Visual ReOrder – Supplier Instructions;
· Appendix #2: Visual ReOrder – Supplier Contacts;
· Appendix #3: Visual ReOrder – Supplier Agreement;
· Appendix #4: Pick-Up Order form example;
· Appendix #5: Visual ReOrder – Supplier Schedule.
In order to succeed in this new process implementation, we thank you in advance to fill up and sign as acknowledgment the following documents: 

· Visual ReOrder – Supplier Contacts;
· Visual ReOrder – Supplier Agreement;
· Visual ReOrder – Supplier Schedule.
And to fax them back at the number indicated at their top.
If you have any questions regarding these forms and/or process, please feel free to contact me at: phone number, or email me at: email.address@company.com.

Sincerely,
First name last name

Title



Your Company Logo
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