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1. Purpose

1.1. To establish controlled and reliable supplier base.

2. SCOPE

2.1. Applies to suppliers of:

· Raw material, parts, or components identifiable by controlled documents

· Subcontracted manufacturing or quality services

3. DEFINITIONS

Supplier Application

Document to be completed by prospective supplier (Exhibit A).

ASL

Authorized Supplier List. List of qualified suppliers that are authorized to deliver inventory parts.

4. POLICY

4.1. Anyone may propose supplier candidates to purchasing.

4.2. Suppliers shall be authorized by Purchasing representatives.

4.3. Suppliers are authorized, when possible, on the basis of the following criteria:

4.3.1. Financial review.

· Consideration shall be given for the length of time in business

· Supplier shall have sufficient financial resources to effect quality product, transport, possible rework and recall of product

· Consideration shall be given on the risk of size and capacity compared to company revenue

4.3.2. Technical process review.

· Supplier shall demonstrate satisfactory quality system

· Supplier shall demonstrate compliance to regulatory requirements as applicable (i.e. UL, CSA, CE, ANSI, FCC, FAA, OSHA, etc.)

· Supplier shall have controlled working methods

· Consideration shall be given to machines or equipment capabilities

· Supplier shall demonstrate the ability to provide and control materials

· Supplier shall show evidence of  employing qualified workforce

4.3.3. Sample materials.

· Supplier shall demonstrate conforming material prior to authorization upon request

· Evaluation of production parts is desirable.  In certain cases, commensurate with the risks involved, conformance may be based upon historical data, customer referrals, third-party inspection reports, process quality data and other information

4.3.4. Completed application form.

4.4. Particular supplier may be authorized without completing Supplier Application form if: 

4.4.1. Purchasing determined that  the annual business transaction with said supplier would not exceed $20K/year. 

4.4.2. Purchasing determines a delivery requirements may be needed prior to a pre-application approval process, but will follow up with supplier documentation.  

4.5. Purchasing will maintain all qualification records.

5. PROCEDURE

5.1. Suggestions for new suppliers are forwarded to Purchasing.

5.2. Purchasing will review business requirements to determine the need for a new source.

5.3. If a new source is deemed necessary, and the forecasted amount of business transaction would exceed $20K/year, Purchasing will initiate sending a supplier application form to a prospective supplier.

5.4. Purchasing will maintain a history of returned applications.

5.5. Purchasing will validate information received on the returned form and make authorization decisions.

5.5.1. If required or feasible, in accordance with prudent business decisions and the application’s review results, Purchasing will schedule and coordinate an on-site survey to validate supplier’s capability.

5.6. If supplier is authorized (See Exhibit “C”):

5.6.1. Purchasing is responsible to:

· Assign authorized supplier code number
· Notify supplier

· Enter into Master Database

· Determine Terms 

5.7. If supplier is disapproved:

5.7.1. Purchasing is responsible to:

· Notify supplier of the disapproval

· Clarify the areas of deficiencies which must be corrected prior to re-submitting the application

5.8. Suppliers listed in the ASL will be classified as:

· Certified supplier (ISO 9000 certified)

· Authorized supplier (non ISO 9000 certified)

5.9. All qualification records shall be retained for 5 years minimum.

6. EXHIBITS (optional)
6.1. Exhibit A – Supplier Application.

6.2. Exhibit B – On-site Survey Note.

6.3. Exhibit C – Supplier Qualification Record.

Exhibit “A”




BUSINESS

COMPANY NAME
ADDRESS
PHONE
FAX



CONTACTS
D & B RATING
FED ID
E-MAIL
ESTABLISHED



COMMODITIES SOLD
F.O.B.



FEDERAL CONTRACT DECLARATIONS

FINANCE

ANNUAL SALES (LAST 3 YRS.)
PARENT OR OWNERSHIP



TOP 3 CUSTOMERS
CUSTOMER 1
ADDRESS & PHONE #
CONTACT
% OF SALES




CUSTOMER 2
ADDRESS & PHONE #
CONTACT
% OF SALES




CUSTOMER 3
ADDRESS & PHONE #
CONTACT
% OF SALES



PRINCIPAL SUPPLIERS

TECHNICAL CAPABILITY

QUALITY SYSTEM OUTLINE
ISO 9000 CERTIFICATE
REGISTRAR



QUALITY POLICIES & PROCEDURES DOCUMENTED?



KEY PROCESSES



WORKING METHODS
DOCUMENTED?
CONTROLLED?



KEY EQUIPMENT



PRINCIPAL RAW MATERIALS



MATERIAL CONTROL METHODS
DOCUMENTED?
CONTROLLED?



REGULATORY COMPLIANCE (i.e. UL, CSA, CE, ANSI, FCC, OSHA,ETC)



WORK FORCE (NO. OF EMPLOYEES AND QUALIFICATIONS)

COMMENTS

ADDITIONAL INFORMATION



SIGN

SIGNATURE                                                                                                                                        DATE
NAME & TITLE (PRINT)

AUTHORIZED SUPPLIERS WILL BE SUBJECT TO SATISFACTORILY

COMPLETING THIS APPLICATION AND VERIFICATION OF REFERENCES
 

-FORM-028_A.SUPPLIER APPLICATION.doc
Exhibit “B”

ON-SITE SURVEY NOTE

Date

:

Supplier Name
:

Surveyor  Name
:

Observations
:

Exhibit “C”

Supplier Qualification Record
Supplier name
:

Address

:

Phone number
:



Fax :

Contact name
:

Criteria Evaluation.
1.  Financial review:

· Length of time in business:

· Financial strength and resources:

· Size and capacity vs. revenue:

2.  Technical process review:

· Quality system:

· Working methods:

· Equipment capabilities:

· Material control:

· Regulatory compliance:

· Qualified workforce:

3.  Sample materials:

4.  Completed application form:

Poll





Authorized

Disapproved

Date

SQA

:
______________________     ______________________   ________

Purchasing
:
______________________     ______________________   ________

Engineering
:
______________________     ______________________   ________ 

Manufacturing
:
______________________     ______________________   ________

Other

:
______________________     ______________________   ________

This supplier is:

(  Authorized
(  Disapproved

