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User Guide:  Changing Suppliers 

The following recommendations are provided as guidelines for Buyers who want to move a commodity or item from a current supplier to another supplier on PCB’s Approved Supplier List.  This change may be implemented for a number of reasons including:
1) More favorable cost

2) Better product availability

3) Better technical resources

4) Improved quality / reliability

5) Supplier consolidation

When changing suppliers, the following steps are recommended:

1) Check on the Items form in Syteline to determine if the PPAP flag has been checked

If the “PPAP” flag on the PCB tab is checked, then the PPAP process outlined in PD04 should be followed to change suppliers.
2) If the “Program Project” flag is checked on the Items form in Syteline, then the Source Change Control Process outlined in QA16 should be followed to change suppliers.

3) If neither the PPAP nor the Program Project flags are checked, then the following steps are recommended:

a. Verify that there are no outstanding commitments with the current supplier.  Make every effort to assure that there is enough supply on hand and/or in the supply chain to support business needs during the change.  
b. Make sure that the new supplier is on the Approved Supplier List.  If not, initiate the Supplier Approval process (PD01).

c. Ensure that a NDA (Non Disclosure Agreement) is in place with the new supplier prior to sending drawings and beginning technical discussions with the supplier.  Reference the Non Disclosure Agreement Guideline (LC1000) for more information.
d. Send a drawing of the item and, if available, a verified good sample of the item to the new supplier.

e. Verify that the new supplier has a copy of PCB’s Manufacturing Guidelines, if applicable to the item/commodity being purchased.

f. Verify if there have been any quality issues with the item being sourced that should be addressed during the sourcing with the new supplier.

g. If a sample is desired from the new supplier before production quantities are received, have the Supplier Development Engineer turn on the PPAP flag for the item in Syteline and follow the PPAP process (PD04).

h. Contact the appropriate Manufacturing Engineer (based on where the item is used) to determine if Engineering has any other requirements to assure that the new supplier’s product will be acceptable for the application.  Other requirements may take the form of qualification testing on samples from the new supplier, inspection reports, outside testing, etc.
4) Once the new supplier is approved for the item, the Buyer must change the Vendor Contacts ranking in Syteline.
a. If the former supplier is being disqualified to supply this part in the future, the supplier should be deleted from the Vendor Contacts form (e.g. due to quality problems).

b. If the former supplier can still supply the part in the future, but should not be the primary source, then the supplier’s rank must be moved down on the priority list in the Vendor Contacts form (e.g. due to late deliveries).
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