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User Guide: Quote Procedure 

I) Pre Quote Requirements
a. During RFQ via phone call,  e-mail or fax
i. Does contact exist in customer database?
1. YES= verify contact information is current Phone #, e-mail, company, company address
2. NO= Obtain the above information 
b. Reference notes on the customer’s account in the BSD for any special requirements (SM04 Specialty Accounts) or notices of exporting products.
c. SM1024 pricing, delivery, and approval user’s guide and spreadsheets.
d. Review item’s material status in BSD, if OBSOLETE proceed to SM026 before quoting.
e. Review all documentation including Terms and Conditions, Quality requirements and anything else that accompanies the Request for Quote.

i. Review Quality requirements against the list of Customer Quality Clauses (QA034).  If the Quality Clause is not addressed on this list then forward the Quality requirements to the Quality Manager or his designate for review.  The Quality Manager will update QA034 accordingly.
f. Order quote value >$500K see “Early Large Opportunity” section.
g. If the customer does not require a written quotation, a task is still generated for internal purposes.
h. It is required that a written quotation is formally communicated to a customer when:
i. The quotation value is greater than $500.
ii. The quotation is for a modified product, i.e. special.
i. Sales may extend the quotation validation dates as needed.
i. Quote validity default is 90 days
ii. Customer may request longer or extension.
j. Is quote for a reseller?
i. YES= The end user and end use information must be obtained by Sales.  Use the applicable SM007 Declaration of Compliance form or other means to obtain this information.
1. Is quote out for BID?

a. YES= See “Bidding Process Section”

b. NO= Proceed with quote 
ii. NO= Proceed with quote

k. SM050(Red Flags for Exporters and Government Bids) can be referenced to help identify Exporters and Government Bids.

l. Check customer/company against the Denied Parties List.
      http://internationaltradeadministration.github.io/explorer/#/consolidated-screening-list-entries
II) International Quotations:

a. If an established distributor is asking for the quotation:
i. Quote the price according to the guidelines stated in the BSD
ii. Additional discounts may be requested via SM015, Request for Additional Discount (XDP) form.  Approvals for additional discounts are to be authorized by those noted in SM1024 Approvals Tab.
b. If the quotation is for an end user, reseller, or exporter where there IS an established distributor:

i. Notify the distributor before proceeding.

ii. Consult international sales management, if necessary.

iii. If the distributor is requesting the quotation for an end user or reseller, it is the distributor’s responsibility to investigate and approve the end user, the end use, and final destination.

iv. If the end user or reseller comes directly to the factory, the end user and end use information must be obtained by Sales. Use the applicable SM007 Declaration of Compliance form or other means to obtain this information.

v. Review of special quoting or instructions regarding certain countries or customers can be found in SM1024.

c. If the quotation is for an end user, reseller, or exporter where there is NO established distributor.

i. The end user and end use information must be obtained by Sales.  Use the applicable SM007 Declaration of Compliance form or other means to obtain this information.

ii. Reference SM1024 for quoting price mark-ups to territories where there is no distributor representation.

d. An international quote is always provided in writing (distributors excluded).  Never provide quotations on a form submitted by the buyer or agent for the buyer.  Written quotations must be provided on PCB letterhead. 

e. Provide in quote “Customer Comments” section any pricing notes such as “Quoted US List Price”, “Quoted US Net Price”, “15% discount applied to stock product”, etc.

III) Sign Off Requirements
a. Quote sign off follows the Approvals Tab outlined in SM1024.
b. Quotations for newly modified products in excess of $25,000 require customer approval of spec and drawings according to SM1008 New Model Instructions.
c. Experimental products identified by an “X” prefix require customer acknowledgement of product characteristics.  Sales forwards SM028- PCB Statement of Experimental Products to customer to sign, date, and return.  Statement is filed with quotation.
IV) Quote Follow Ups

a. Quotations are Sales quality records, reference CS002.
b. For Domestic quotations, all follow-up responsibility lies with the FS (Field Sales) person.
c. For International quotations:
i. All quotes within area with a rep- all follow up responsibility lies with the Regional Manager
ii. All quotes to an area without a rep- all follow up responsibility lies with the AE for that territory 
d. Follow up actions are noted in the comments section of the quote.
e. The DSM (Director of Sales and Marketing) or Designee will monitor items listed above through reports reviewed at Sales Management Meetings.
V) Bidding Process
a. If bid is for a “Small Business Set Aside” see related documents and information.
i. Send email notification out to the application engineers to make them aware of the opportunity
ii. Send “Small Business Set Aside” questionnaire and applicable SM007 Declaration of Compliance form (unless end use is obtained through another method) to customer to determine if PCB can quote.  If PCB can quote, continue on to step b.
b. Quoting Government bids
i. Check if there is already a quote generated by the government agency for the bid inquiry.  
1. If government quote exists for bid items:
a. Copy original government agency quote
b. Original quote initiator to proceed with quote and notify customer (one point of contact for bids)
c. Only keep original government agency quote open.  All others should be made “DEAD” with “REQUOTED” as reason.
2. If quote does not exist for bid items:
a. Notify BDM a quote for bid was received for a new government related opportunity.
b. Create quote
c. Send quote
d. You are now the point of contact for all related bids.
e. Notify CSR’s and AE’s about the bid and to send all future requests to you.
VI) Early Large Opportunity

a. Prior to a customer being given a quotation and if the order opportunity value is greater than $500K, two things are required:
i. Within 24 hours of receiving the RFQ after discussions with the DSM & VP of Sales & Marketing, the Outlook form called “Early Large Opportunity Notification” is completed and sent (recipients are pre-filled in).
ii. The responsible salesperson initiates form EN076, Product Cost Margin Worksheet, and works with the Value Stream Operations Manager in Operations to gather the required Sales information in the “Template” tab.  The remaining information in the Large Order Capability Checklist, form EN066, is gathered by the Value Stream Operations Manager in Operations and delivered to Manufacturing Engineering, who will then work with Cost Accounting to complete the information in the “Cost Template” tab.  The completed EN076 form will then be presented by Manufacturing Engineering to the Management team for review and approval/denial, with the resulting decision given to the Product Manager.
b. Note- All RFQ’s will be subjected to a preliminary review by the Value Stream Operations Manager in operations and, based on historical data, it may be determined that this procedure will not be required, with that decision documented on the Large Order Checklist form.
c. The responsible Product Manager should allow AT LEAST (2) weeks for this process to complete, and should contact the Value Stream Operations Manager in the early stages if (2) weeks will not meet the needs of the customer. 
	
	
	SM1003

	
	                                    PAGE 1 of 3
	       REV M


CS001 User’s Guide Template Rev. NR 10/30/08


