SUPPLIER REQUEST INSTRUCTIONS (23G03 REV. 8/11/99)

Deviation – A written temporary authorization, granted prior to the manufacture of an item, to depart from a particular performance or design requirement of a specification, drawing, or other document, for a specific number of units or a specific period of time.

Waiver – A written authorization to accept an item which during production or inspection is found to depart from specified requirements, but may be suitable for use “as is”.

Drawing Change – A written authorization to permanently depart from a design requirement on the basis of a forthcoming engineering change to the design.

Process Change – A written authorization to permanently change a special process procedure that requires Unison prior approval.  See Quality Directive QD 4.6.2.4 for processes and types of changes that require prior approval.

To Be Completed by Supplier
1. Enter your company name, full address and the person & telephone number (include extension) Unison should contact for information regarding this Request.

2. Enter the part number, revision and part name as shown on the purchase order or drawing.

3. Enter your tracking number for this request (optional).

4. Enter the purchase order number, quantity of parts ordered and the name of the buyer listed on the purchase order.

5. Enter the number of pieces with the same non-conformance.  Use a new line for each non-conformance; use additional forms if required.
For Deviations: Estimate quantity or time span.  NOTE: The approved quantity or time span will be indicated by item “G”.
For Waivers: Indicate the quantity that is being submitted for MRB action.
For Drawing or Process Changes: Indicate the purchase order quantity.

6. Enter your manufacturing lot/shop control number (optional).

7. Enter the requirement, i.e., dimension, material specification, etc. from the drawing, list specification or sub-level drawing and revision if not the same as block 2.  For process change, enter your current process that you would like to have changed.  Attach additional sheets if required.

8. Enter the details of the actual non-conformance or desired change. Attach additional sheets if required.

9. Enter the root cause of each non-conformance (operator error is not acceptable) or detailed reason for drawing/process change.

10. Enter the corrective action taken to correct the root cause of the non-conformance.

11. Enter an estimate of the cost savings that you will pass on to Unison Industries if the drawing is changed.

12. Enter the date the corrective action will be in effect.

13. Authorized Supplier Quality signature, electronic signatures are acceptable, (requests will not be processed without a signature).

14. Enter the date signed.

15. Enter the name of the Unison MRB Quality representative who authorized shipment of the material prior to MRB disposition.

To Be Completed By Unison Industries

A. Enter Unison Control number from Supplier Request Log.

B. Review supplier/part history and enter the number of times this non-conformance has occurred.

C. Enter the suppliers Vendor Code.

D. Enter the discrepancy code for the non-conformance from the Universal Discrepancy Codes Sheet.

E. Enter the MRB disposition for non-conforming material, i.e. use as is, rework, RTV, scrap, etc.

F. As applicable – enter the Engineering Change Number and effectivity date.

G. As applicable – enter the expiration for a Deviation (date or quantity).

H. As applicable – enter additional instructions – May be used to indicate changes to form, fit or function of the end-item for deviations and “use as is” dispositions.

I. MRB or Engineering Change Board authorized signatures (including customer or Government when required).

J. Circle the type/class of the deviation or engineering change.

K. Enter the names of the customers that purchase end-items using the non-conforming part.  Attach additional sheets if required.

L. Enter all end-item part numbers that use the non-conforming part.  Attach additional sheets if required.

