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User Guide:  Amendments

Purpose:  

To document amendments to existing contracts and/or orders.



Responsibilities: 


· Sales is responsible to maintain the Amendment procedure.

· Sales, Logistics, Planning and Production personnel are responsible to carry out the Amendment procedure.
· Production Managers or Production Coordinators are responsible for amending orders due to yield issues and other production-related problems.
· Supply Chain is responsible for amending orders due to component availability issues.
Procedure:

If an order is entered today – a change can be made anytime today without adding an amendment note.  The following   
are exceptions:

· Orders shipping the same day require an amendment note.

· Orders flagged partial or ship early require an amendment note.
Amendment notes are necessary when changes are made to an order after the date of entry. 
During the process of amending an order, at no time should the Ship Release box on the order be unchecked.  Information will not flow down to the Logisitcs group if this step is not followed.    

Amendments to Orders (driven by PCB)

Amendments for Production not meeting Due Dates:

· Production, Engineering &/or Supply Chain personnel change the Due Date in the BSD for all line item(s) on order not currently Filled. 

· NOTE:  For orders with multiple lines where Partial Shipment is not allowed, the due dates on all of the lines must match, otherwise Syteline may ship the lines separately.

· Production, Engineering &/or Supply Chain reference the BSD for the appropriate consolidation date on International orders where applicable and schedules changes accordingly. 

· A “Temporary Prom Date” change may be made (by any group above or Logistics personnel).  In such cases:
· The Due Date will be moved out one day.
· The following business day, the “temporary Due date” change will be updated to when the order will actually be able to ship and action performed by the responsible group who initiated the “temporary Due date” change. 
· Logistics is exempt from completing the Temporary Amendment. Ownership should fall to production/planning for inventory delays and Sales for commercial delays. 
· Reason(s) for amendment will be provided in the subsequent amendment.
· Once a Due Date is changed, the system automatically adds an amendment note to the order and sends an e-mail to the assigned  “point person” as defined by Sales.

· This includes, but is not limited to, the CSR who entered the order and production Team members. 
· If the amendment is the 2nd or greater for the same order, additional resources are e-mailed the details (including Management Team Personnel and Field Sales Representative).  
· Upon receipt of the amendment email, customers should be contacted in all instances unless other agreements have been put in place with a particular customer. 
· Confirmation of the contact should be added to the bottom of the amendment note in the BSD.  
· Spoke with XXX, (Initials) (Date)

· L/M (Left Message) with XXX, (Initials) (Date)

· E/M (E-mail) sent to XXX, (Initials) (Date)

· If correpsondance is made via email that information will also be stored via copy to the CRM system.  

· If a change to the Due Date is deemed unacceptable by the customer, 
· Sales finds out if there is an alternative model that will help them

· Out of spec

· Rent from The Modal Shop

· Are partials available

· Upgrade shipping method (PCB covers cost) if needed. 

· Sales forwards this email to “CO Escalation” with the date requested by the customer.
· If at any time the Sales contact is not comfortable communicating amendment information (regardless of how many times the order was amended) to the customer, management can be brought in to assist.  

 Acceptance is assumed when a delay is communicated to a customer and a response is not received.  
Amendments to Contracts (at the Customer’s request)

· Sales representatives receive contract amendments via mail, email, fax and telephone. 
· Sales accepts amendments and reviews against original contract requirements. Sales must perform contract review (SM1005), initial and date the new contract (hardcopy).  After making applicable changes Sales adds an amendment note with their initials and date to advise of changes. 
If dollar value of contract changes due to the amendment, Sales must refer to the Approval Limits (SM1024) spreadsheet for applicable sign off requirements.   

Amendment for Due/Request date change 
· Sales sends email to production using the “CO Escalation” email form.  
· Sales changes the date or dates accordingly by using the PCB Customer Order Amendment form and advises the customer of the new prom date.
· NOTE:  For orders with multiple lines where Partial Shipment is not allowed, the due dates on all of the lines must match, otherwise Syteline may ship the lines separately.

· If necessary, Sales checks the partial box if the customer is requesting partial shipments. 

Amendments for Picked or Filled orders:

· When amending an order that has already been picked (in the process of being filled) or an order that has already been filled, a message will appear on the BSD screen when trying to save the changes stating “Changes are not allowed due to LRM Pick Order Released for this order”. 

· Sales contacts Logistics to “unship” the order. 

· Sales amends the pertinent information and places an amendment log note on the order including their initials and date.  Sales must advise Logistics when changes are complete.
Cancelling line items:

· When cancelling a line item(s), Sales updates the following:. 

· Zero out the line quantity

· In the line description box, enter “CXL- Initials date (Qty X)” 

· Change the status of the line to “Complete”

· Enter a log note with the details of the cancellation (initial and date) 

· Enter a new line item if the customer is replacing it with a different model.  

· When adding a line item, provide an applicable amendment log note.

· For international orders, the model may be overridden to keep the new model on the same line number. 

· If changing a line item that is scheduled to ship on the same day, a phone call MUST be made to Production and/or Logistics informing them of the change, otherwise only a log note is necessary. 

Cancelling orders: 

· When cancelling an order, Sales updates the following:. 

· Zero out the line quantity

· In the line description box, enter “CXL- Initials date (Qty X)” 

· Change the status of the line to “Complete”

· Enter a log note with the details of the cancellation (initial and date) 

· The order header status will revert to a status of Complete if all the lines on the order are marked Complete.

· If canceling an order shipping the same day, Sales calls Logistics to inform them of cancellation.  

Amendments for Program Models:

· When amending a contract containing products flagged as a “Program” model, Sales must review request with Program Manager. 

Unusual Conditions:

 “Holding” orders:  Orders can be held with the use of the 12/30/2050 date under the following circumstances.

· If the order is indicated to be an “invoice only order”.  The 12/30/2050 due and promise dates ensure that production does not re-build the product and that Logistics processes the invoice only transaction appropriately.

· The customer has requested that we TEMPORARILY not build the product. (e.g. They may cancel the order or purchase a different product or change the specification)  This notification is made to production via an email to the delivery group or the production contact you worked with to check status of the build and then both the Request and Due dates are changed to 12/30/2050.
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