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User Guide:  Adding/Changing a Customer on SM023


Purpose:  

To add/change a new or existing customer with special shipping and packaging requirements on SM023.

Responsibilities:

Sales Management maintains the procedure.
Sales & Logistics Personnel carry out the procedure.

Affected Department / Product Group / Support Group:
Sales and Marketing

Logistics

Associated Documents:
ISO 9001, Quality System Manual, Quality Assurance Manual


Procedure:

Some customers have special packaging/shipping requirements applicable to every single order that they place with PCB.  These customers and their special packaging/shipping requirements are documented on SM023.  When a sales person wants to add a new customer or change information on an existing customer, the following guidelines are followed:

 Sales person obtains contract requirements

 Information is provided to the Department Supervisor to determine adding/changing customer on SM023.

 If accepted by the Department Supervisor, the information is provided to Logistics Management for review and approval. 

 If Logistics Management agrees, the change is made.

 If Logistics Management disagrees, a meeting is held with Sales Management to resolve the issue.  

 Any continued dispute is resolved by the VP of Sales and Marketing &/or VP of Manufacturing. 

 When acceptable:


o Sales updates SM023.

o Sales updates Customer Master notes in the BSD with a note titled SM-SM023 and includes details. 

 When not acceptable, the information is given back to the applicable sales person.  They inform the customer that the contract requirement(s) must be specified on future contracts, and becomes part of our contract review procedure.  

Referenced Documents:

QAM 4.3, SM1001, SM023
Unusual Conditions:

N/A

	
	
	SM1017

	
	                                    PAGE 1 of 1
	REV A


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


