

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 Supplier’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 Supplier has to designate a main and back-up contact to be responsible for the Visual ReOrder process for the Customer. These contacts must be trained to perform the Supplier functions described in detail below.

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

Moreover, the Supplier has to insure that there is at least one person trained on this process during regular working hours.
The Supplier has to fill the document “Visual ReOrder - Supplier Contacts” and fax it to the Customer to communicate any change of contact in its organization.
C. Supplier closure
The Supplier has to be able to provide material during the Customer production calendar. 
If the Supplier site is closed during a Customer working period, the Supplier has the responsibility to have material available to be picked-up in an other site open during this period (external warehouse, other Supplier site…). This site has to be known and validated by the Customer at least one month before the first pick-up to allow the Customer to organize transportation. 

The location of this site cannot generate for the Customer an extra transportation cost. The use of this site is at Supplier expense.

The quantity to be stored in this site has to cover the quantity required during the Supplier closure period by the last forecast communicated by the Customer.

At the beginning of each calendar year, the Supplier must communicate to the Customer its closure calendar, so the Customer can be aware when transportation will have to be reviewed. Any modification must be communicated immediately in a formal way (letter or email) to the Customer.

D. Pick-up order management
The Customer will fax a Pick-Up order on a defined schedule at a designated time to the Supplier. This request will specify part number and quantity of material to be shipped on the date and time indicated on the top of the form.

Quantities are in ordering unit. This unit is defined for each part number in the column “Order unit“, and its equivalent in pieces is defined in the column “Quantity per unit”.


The following process must be followed even when the ordered quantity is zero.
Fill out the Promised column and Fax it to the Customer
The Supplier must respond to the Pick-Up Order by filling out the Promised column on the Pick-Up Order form indicating the quantities of each part number they will be able to ship on the date indicated. The Supplier must fax the Pick-Up Order back to the Customer before the designated time even when the Ordered and/or Promised quantity is zero.  The fax # is provided on the Pick-Up order.
Alert in case of problem

If the Supplier does not receive the Pick-Up Order from the Customer by the defined time, it is the Suppliers responsibility to call the appropriate Customer Contact before the Promised time of the Pick-Up Order expires. 

If the Supplier cannot fax its Promises back to the Customer for any reason, the Supplier must call the appropriate Customer contact for direction on how to transmit the information. 

The quantity Promised should be equal to or less than the quantity Ordered.  A Supplier should never promise more material than is ordered.

If the quantity Promised is less than the quantity Ordered, the Supplier is responsible to contact the Customer before the scheduled pick-up time for direction on how to ship the balance of the order. 

Should the Customer not require the Supplier to expedite partially or the entire balance of the order, the Customer will define what will be incorporated into the next Pick-Up Order’s ordered quantity. The Supplier doesn’t need to add it to the ordered quantity of the next Pick-Up order that it will receive. Back orders are included in the ordered quantities of Pick-Up orders. 
If the Customer does require the Supplier to expedite partially or in full the balance of the order, the Supplier must follow the instructions described in Chapter E. The Customer will send the Supplier an Emergency Pick-Up Order with the quantities to ship.
Send the Pick-Up Order with the Shipment 
The Supplier must give a copy of the Pick-Up Order to the Driver of the truck before the loading.  
At each pick-up, the Supplier will allow the Driver to check visually the quantities loaded in its truck and to assist the securing of the material. The Driver can refuse material if it appears not secured.
The Driver will fill the column “Pick-up” of the Pick-up Order with the quantities actually loaded which cannot be higher than the quantity ordered. The Driver will refuse any part or material which is not specified in the pick-up order.

The Supplier must not attach the Pick-Up order to the load.
Alert in case of problem

No Pick-Up Order

If the Supplier fails to give the driver the Pick-Up Order, the driver is instructed to refuse the freight and the Supplier will be required to arrange an expedited shipment at their expense as described in Chapter E.
If no material is ordered, the Supplier must still give a copy of the Pick-Up Order (with 0 in the columns “Ordered”) to the driver.
Over-shipment

A Supplier should never ship more than the quantity ordered on any Pick-Up Order or Emergency Pick-Up Order.

At the time of receipt, the Customer will compare the Pick-Up Order to the material actually received. In the event that the Customer finds that the quantity received exceeds the quantity ordered, the Customer reserves the right to refuse the excess quantity and return it to the Supplier freight collect.


Under-shipment

It is the responsibility of the Supplier to ensure that all material that is promised on the Pick-Up Order is available at the time of pick-up.  

If the Supplier does not have available all of the material promised at the scheduled pick-up time, the Supplier must notify the Customer. The Customer will advise if the Supplier is required to organize at its own expense a delivery of the balance owed to the Customer – refer to Chapter E.
E. Additional and Emergency Pick-Up Orders
In the event that the Customer must order extra material in addition to existing Pick-Up Orders with the same pick-up.
The Supplier will receive an Additional Pick-Up Order specifying additional material that the Customer requires. Additional Pick-Up Orders are in addition to any other existing Pick-Up Orders. Pick-ups based on Additional Pick-up Orders do not consume quantities of the following Pick-up Orders.
An Additional Pick-Up Order may be sent the same day of its pick-up. As with a regular Pick-Up Order, the Supplier must fax back its Promises by the time indicated on the Pick-Up Order. If the quantity Promised is less than the quantity Ordered, the Supplier must contact the Customer. 

The Supplier may refuse an Additional Pick-Up Order only if quantities requested are not consistent with the flexibility agreement. 
In the event that the Customer must order extra material in addition to the existing Pick-Up Orders with a specific truck.

The Supplier will receive an Emergency Pick-Up Order specifying additional material that the Customer requires. This Emergency Pick-Up Order will be in addition to any other existing Pick-Up Orders. The pick-up based on this Emergency Pick-up Orders will not consume quantities of the following Pick-up Orders.

An Emergency Pick-Up Order may be sent the same day of its pick-up. As with a regular Pick-Up Order, the Supplier must fax back its Promises by the time indicated on the Pick-Up Order. If the quantity Promised is less than the quantity Ordered, the Supplier must contact the Customer. 

The Supplier may refuse an Emergency Pick-Up Order for additional quantities only if the quantities requested are not consistent with the flexibility agreement. 

In the event that the Supplier must expedite material missing in a regular pick-up (quantity promised lower than ordered, quantity shipped lower than quantity promised). 

As soon as the Supplier detects that a quantity promised could be lower than the order or the quantity to be shipped could be lower than the promised, it has to contact the Customer to define a recovery plan and organize one or multiple extra shipments to recover the missing quantities of the regular Pick-Up Order. The quantity to recover will be defined by the Customer and could be lower than the balance of the initial shipment
Each extra shipment will be formalized by an Emergency Pick-Up Order faxed by the Customer to the Supplier. This Emergency Pick-Up Order will be in addition to any other existing Pick-Up Orders. The pick-up based on this Emergency Pick-up Order will not consume quantities of the following Pick-up Orders.

The transportation mode will be decided on a case by case basis by the Customer.   As with a regular Pick-Up Order, the Supplier must fax back their Promises by the time indicated on the Emergency Pick-Up Order. If the quantity Promised is less than the quantity Ordered, the Supplier must contact the Customer. 

The Supplier cannot organize a shipment to the Customer without its authorization formalized by an Emergency Pick-up Order issued by the Customer.

Before faxing back the Promise of an Emergency Pick-Up Order, the Supplier must insure that the following data are filled on the document:

· Carrier name; 

· Phone number and contact name of the person tracking the shipment at the Carrier
· Phone number and contact name of the person tracking the shipment at the Supplier
· Tracking number
· Arrival date and time at the Customer;
· All other useful information to track the shipment.
The Customer only allows trucks in its facility with a delivery appointment. The Supplier will be responsible of any unloading delay if the information above has been not communicated to the Customer before the truck arrives.
The Emergency Pick-Up Order specifies the party responsible of paying transportation.

F. Supplier Don’ts
1) Do not fail to respond to a Pick-Up Order on time;
2) Do not fail to give a copy of the Pick-Up Order to the driver of the shipment;
3) Do not promise a quantity less than the quantity ordered without calling the Customer immediately;
4) Do not ship more material than is ordered on a Pick-Up Order;
5) Do not ship less material than you have promised on a Pick-Up Order without calling the Customer first;
6) 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 ; 
7) Do not promise in number of pieces but only in order units;
8) Do not ship in non-standard pack multiples unless authorized by the Customer in writing to do so.
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 Supplier has a doubt on what to do, the Supplier has to call the Customer immediately for assistance to implement the proper solution.
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