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PURPOSE


The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for the use of the Approved Suppliers List, establishment of purchasing documents, and review of purchase orders.


This procedure applies to purchase orders for materials, parts and services such as heat treating, painting, plating, etc. This procedure directly concerns the Purchasing department, and is relevant to Engineering, Production, and Quality Assurance.


PROCEDURE


Approved Suppliers List


The Approved Suppliers List is available to personnel preparing and authorizing the company’s purchasing documents (refer to procedure PR-PUR-001 Subcontractor Evaluation). Materials, components, parts and services such as heat treatment, painting, or plating, may only be purchased from subcontractors that are on the list. Once a subcontractor becomes approved and is placed on the Approved Suppliers List they can automatically be used by any internal plant without having to once again be evaluated in accordance with procedure PR-PUR-001 (Subcontractor Evaluation).


When a customer requires us to use one of their approved subcontractors or a specific subcontractor that is not on their approved list, the potential subcontractor is evaluated in accordance with procedure PR-PUR-001 (Subcontractor Evaluation), and if deemed satisfactory, are also placed on our Approved Suppliers List.


Purchasing Data


Purchasing documents are prepared by the Purchasing department or the Plant Manager.


Purchasing documents clearly and completely describe the ordered products including, where applicable:

- Precise identification, including name, part number, type, class, style, grade, etc.;

- Title and issue of relevant standards, specifications, drawings, process requirements, and other such technical data.
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When applicable, requirements with regard to quality records are specified in the purchase orders. Quality records supplied with the purchased products are critical for determining the amount of receiving inspection. The following types of quality records are required when requested:

- Product inspection and testing results (when appropriate, conducted by accredited laboratory);

- Statistical process control data collected during manufacture of the supplied products;

- PPAP Documentation;

- Material certification documentation.


Restricted Substances


When it is known, or there is a reasonable suspicion that the ordered products may be restricted, toxic, or hazardous substances, the purchase order requires the subcontractor to provide a warrant or certificate that the products comply with governmental and safety regulations with regard to packaging, labeling, storage and handling instructions, first aid instructions, etc.


Review of Specified Requirements


Before they are released, purchasing documents are reviewed and approved by the Purchasing Manager or the Plant Manager. Purchasing documents for complex or critical products that are designed and/or manufactured from the company’s drawings may also be reviewed and approved by Engineering and/or Quality Assurance.


The scope of the review shall verify that:

- Products are clearly and completely identified;

- All technical documentation defining the products, such as standards, specifications, drawings, etc., are clearly identified, are at the correct revision level, and are enclosed when required;

- Appropriate quality records, such as PPAP documentation, testing/inspection certificates, statistical process data, material certifications, quality system certificate, warrants, etc., that are explicitly required are written in the purchase order; and

- Warrant of compliance with governmental regulations is requested when there is a possibility that the ordered products may be restricted, toxic, or hazardous substances.


Upon satisfactory review of the purchasing documents, the Purchasing Manager or the Plant Manager and, when applicable, the Engineering and Quality Assurance departments, initial the documents.
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Communication of Parts Requirements from Inter-Company Plants


Customers provide us their production/delivery requirements through either our EDI (electronic data information) system or by fax or e-mial schedules.  This information is sent to Windsor Machine & Stamping (US) Ltd. Based on this information WMS (US) sends each inter-company plant their production build and shipping requirements by fax or e-mail.  In turn each internal plant then sends their requirements to any other applicable inter-company plant(s) and/or outside suppliers by fax or e-mail.


ASSOCIATED DOCUMENTS

- Subcontractor Evaluation 
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