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User Guide:  Customer Order Amendment

1Purpose:


1Related Documents:


1Responsible:


1Rules:


1Summary:


2Print off Order Verification


2Determine new promise date.


3Process the amendment.


4Amendment Type:


4Amendment Reason:


4Amendment Notes:


5Ship Partial:


5Standardize wording for amendments:


6Determine root cause of the amendment.




Purpose: 

To provide a credible shipping date for customer orders when we cannot meet the current promise date. 

Related Documents:
None

Responsible:
All departments

Rules: 
1. Amendments should be done immediately upon identification of an issue that will cause a Customer Order Due Date to be missed. 
2. If amendment is being done within 5 days business days of the due date, 
a. due to yield, an engineering lead, production supervisor or delegated representative is authorized to make the amendment.

b. due to planning, purchasing or inventory control, a supervisors or managers approval is required.

3. The new due date will be based upon best current information. All efforts will be made to improve upon the “new date”.

Summary:

The amendment process is a four step process.

1. Print off Order Verification

2. Determine new promise date

3. Process amendment

4. Determine root cause

5. Resolve root cause if possible.

Print off Order Verification
Forms, Open, Order Verification Report
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Enter CO number in the BEGINNING AND ENDING FIELD. Press the Preview button. You have to preview in order to print.
Determine new promise date. 
a. Is job in wip? If so, work with operations supervisor to determine new promise date. Use job end date / projected date as a place to start.  

b. If job is not released, determine material due dates and escalate any parts shortages noting that this is going to cause an amendment and need best possible date.  Once all parts shortages have been escalated and revised promise dates received, use latest dates to determine when job can be released then work with operations supervisor for new promise date.
NOTE:  
1. New promise date may have to be pushed to next consolidation date.

2. If there are no partials on the customer order verifications, contact sales to review if they can change the order to ship partials or if CO priority needs to be changed.
Process the amendment.

NOTE:  Make sure you review all customer order for the same models affected and amend lines in priority order as determined by sales.
1. Form, Open, PCB Customer Order Amendment. 
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‘Amendment Type: =
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Amendmert Reason: -
Amendment Notes:
(Lines
Desciption DueDate |QyOrd
» BNCENCLOSUREBOX, 12CH | 05/03/2013 | 1.0000
s03u110 ACCELEROMETER 0503/2013 | 10.0000
052BREZ.0008 |CUSTOM CABLE, 052BR030BZ | 05/03/2013 | 10.0000
080892 MOUNTING PAD 05/03/2013 | 10.0000





Enter CO number then CO line number you are amending.  Once these two fields are populated, the Amendment Type, Amendment Reason and Amendment Notes fields change to Yellow.
Amendment Type:

Normal – allows you to amend out to any date in the future and allows you to populate the New Due Date field.

Temporary-populates the New Due Date field with the next business day and does not allow you to change this. This means you want to temporarily amend a CO because you need to get more information.  After doing a temporary amendment, you just need to go back and do a Normal amendment to amend to the new promise date.
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Amendment Reason:

Choose from the drop down, the appropriate reason for the amendment.  The reason codes are configure by a two digit department code, the word amend then a top level reason.  Example: EN-AMEND-YIELD, or IC-AMEND-INVENTORY DESCREPANCY.
The two digit department codes are as follows:

CS-Components & Services

EN-Engineering
IC-Inventory Control

LG-Logistics

MS-Machine Shop

NC-North Carolina

PD-Purchasing

PL-Planning

RP-Repairs

SM-Sales and Marketing

TA-Operations

Amendment Notes:

Record a brief summary of the reason for the amendment. At a minimum you need to enter your initials, the date you are making the amendment and any additional pertinent information. Ex: Component Shortage or PC Board Delay or Job to Floor Late. Some of the EN reason codes have a template that will prompt you to fill in RC (Root Cause), CA (Corrective Action), PA (Preventative Action) as well your initials and date.

Example of EN Templates:
REASON: 002 YIELD
RC:
CA:
PA:
BY: ___ DATE: MM/DD/YY

Ship Partial:

NOTE:  Beside the Customer Order Number you will see a field that says Ship Partial with a checkbox.  
· If the CO does not allow partial shipments, the Ship Partial box will be unchecked, then all lines on the Customer Order that have the same date as the line you are amending, need to be amended out as well. You will need to check the change box for all lines listed below in order to make this happen.  
· If this field is checked, it means that partials are allowed and you can amend just the line you have noted above. If you do not check any other lines, then only the line you are amending will be affected.  
Standardize wording for amendments:

MDR on Purchased Amp


Amps replaced (or due) on _____. 


_____ wk assy lead time.

Job to Floor Late.


Job released to floor ​​​_____.


Need ___ time to build.

Spike on _(item descript)___. Due out _______.

Need ___ wk assy lead time for sub assy

And ____ wks for sensor.

Amp Shortage


Delay in releasing job to production due to


Amp capacity/volume – Amps stocked _____.


Sensor job in WIP now – Need time to finish.

Multiple Part Shortages


Longest lead time is _______.


Need _____ wks assy lead time.

Determine root cause of the amendment.

Review all notes on the order verification.  This can give you valuable information such as any changes made to the CO, if this is a critical order or a penalty order, if the CO has already been amended and reason for the amendment.

a. Was enough lead-time quoted? Check CO date to promise date and determine if reasonable. How was lead-time quoted? 

i. NMI?  Is this a new model?  Was engineering date met? New component lead-times not check, etc.

ii. P-List? If P-List lead-time is inaccurate, get corrected.

iii. Delivery Request sent?  Was it escalated?

b. Has status changed recently? See Item Maintenance, Controls Tab. Is there an un-obsolete form? (See doc-track)
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c. Has there been an ECO? You may need to check both the model and main assembly to see if an ECO has been processed for the finished model.

d. Yield issues?

e. Have any inventory adjustments been done?  Check all levels.  
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