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1 Purpose

To ensure that purchase orders contain sufficient information.

2 Scope

This procedure applies to all direct product and services.

3 Definitions

P.O. Terms and Conditions are general requirements that are applicable to all Suppliers and all Purchase Orders, unless specifically stated otherwise in the Purchase Order or by documented mutual agreement between Delta and Delta’s Supplier.

P.O. Clauses are specific, supplemental requirements that are individually assigned by the VP Manufacturing, Purchasing Agent and/or Engineering to each purchased part according to the applicability of each clause.

4 Writing a Purchase Order
a) The Purchasing Agent shall review purchase orders for adequacy prior to release.  Purchase orders shall clearly describe the product or service including where applicable:

· the type, class, grade or other precise identification

· the title or other positive identification, and applicable issues of specifications, drawings, process requirements, inspection instructions and other relevant technical data, including requirements for approval or qualification of product, procedures, process equipment and personnel

· the title, numbers and issue of the Quality System standard to be applied.

b) Purchase orders shall reference the relevant quality clauses listed in section 5 below.

c) Purchase orders shall reference a link to Delta’s website where quality clauses can be found.

5 PURCHASE ORDER CLAUSES

Two or more of the following clauses are specified on each Delta purchase order. These clauses form an integral part of each contract. Hence, the purchase order will not be complete, and payment may be delayed, until the supplier has complied with all specified clauses.

Clause 1 – Class 1 Quality System

The supplier shall provide evidence of 3rd party registration by an accredited registrar to ISO 9001 or an equivalent quality assurance system.  Alternatively the supplier shall arrange for Delta to conduct a quality systems audit to ISO 9001 and the supplier must correct all nonconformances (minor and major) before any contract is awarded.
Clause 2 – Class 2 Quality System
The supplier shall provide evidence of 3rd party registration by an accredited registrar to ISO 9001 or an equivalent quality assurance system.  Alternatively the supplier shall arrange for Delta to conduct a quality systems audit to ISO 9001 and the supplier must correct all major nonconformances before any contract is awarded.
Clause 3 – Class 3 Quality System
Delta will approve the supplier’s quality system based on,

· on-site assessment of supplier’s capability, or

· evaluation of product samples, or

· approval based on past history supplying similar product, or

· recommendation of other users, or

· quality system survey, or
· third party quality system registration.
Clause 4 - No Quality System Required
Delta does not require that the supplier have a formal quality system to manufacture the product.

Clause A - Tolerances per Shop Practice Standards
Unless specified otherwise on documents referenced by the contract, the tolerances specified in Delta's Shop Practice Standards apply. These standards can be downloaded from www.delta-elevator.com .

Clause B - Packaging , Shipping & MSDS Sheets
Cleaning, handling, storage, packaging, preservation and shipping shall be in accordance with the drawing and applicable specifications. When packaging requirements are not specified, the supplier shall use best commercial practices with respect to cost, prevention of damage and safety.

WHMIS controlled products must be accompanied by a material safety data sheet (MSDS), for the first shipment. The MSDS must be reviewed and updated by the manufacturer/supplier every three years or when new information becomes available.  The revised MSDS must be addressed to Delta’s Safety Coordinator.

Clause C – Control Plan
Prior to delivery of the first shipment, the supplier shall draft a control plan and send it to Delta’s VP Manufacturing for review. This document shall specify, as a minimum,

· the characteristics to be verified,

· accept/reject criteria,

· sample size,

· inspection frequency,

· measuring equipment

A sample control plan and a work instruction for writing control plans can be downloaded from www.delta-elevator.com .

Clause D – Pre-production Samples
The supplier shall furnish pre-production samples in the quantities and under the conditions specified.  If no quantities are specified, the supplier shall submit 3 samples for approval.

Clause F - First Article Inspection
The supplier is required to perform first article inspection according to the instructions on Delta’s First Article Inspection Report Form (download from www.delta-elevator.com ) and submit the completed original form with the shipment.
Clause G – Statistical Process Control
The supplier shall validate the quality of the product using statistical process control (SPC) techniques.  Unless otherwise specified on the purchase order, SPC data shall be kept on file by the supplier and shall be available for Delta’s review for at least 1 year from the date of manufacture.  Cpk values shall be 1.33 or higher.
Clause H - Source Inspection
Delta inspection (or Delta Customer inspection) is required prior to shipment from your plant. Notify Delta Purchasing, 5 days in advance of final inspection. Acceptance by Delta does not absolve the supplier of the responsibility to provide acceptable product, nor does it preclude subsequent rejection by Delta.

Clause R - Contractor/Service Safety Rules
Delta Inc.’s “Contractor/Service Personnel Standard Operating Procedure applies”. A copy of this procedure must be reviewed and a “Worksite Permission Form” completed before the Contractor begins to work on Delta’s premises.  See www.delta-elevator.com to download forms.
Clause S - Quality System Survey
This purchase order is conditional upon the supplier agreeing to complete the Delta "Supplier Quality System Survey”, and returning it to Delta within two weeks of receipt of order. Delta may also elect to conduct an "on site" assessment of the supplier's facilities. Upon review by Delta of the assessment results, if the system is found to be inadequate, the supplier agrees to take corrective action as requested by Delta.

Clause T - Mill Test Report
The supplier shall submit with each shipment of goods, a mill test report verifying specification conformance. This report shall include, as a minimum, a chemical analysis, a physical analysis, and a listing of any and all federal or military specifications the material conforms to. This report shall be identifiable to each lot, or batch in addition to Delta's purchase order number.

Clause U – Chemical Analysis
The supplier shall submit with each shipment of goods, a chemical analysis test report verifying specification conformance.  The test report shall be identifiable to each lot, batch or heat treat lot in addition to the Delta PO number.  Performance will not be complete, and payment may be delayed, until all reports are received.

Clause V – Physical Analysis
The supplier shall submit with each shipment of goods, a physical analysis test report verifying specification conformance.  The test report shall be identifiable to each lot, batch or heat treat lot in addition to the Delta PO number.  Performance will not be complete, and payment may be delayed, until all reports are received.
Clause W - Certified Welders
All welders performing Delta work must hold valid CWB (or AWS as applicable) certifications in the relevant welding techniques.

Clause X - Certified Electronic Assembly Personnel
All personnel performing electrical or electronic assembly shall be certified to the relevant standard (e.g., IPC-A-600, IPC-A-610, J-STD-001, IPC-7711/7721, etc.).  Delta reserves the right to request evidence of such certification. 
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