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1.	Purpose
To describe the processes for communication with customers and determining and reviewing the requirements for products and services.
2. Scope
This procedure pertains to the entire METRO PLASTICS TECHNOLOGIES, LLC. Quality Management System (QMS).
3. Responsibility
The President has responsibility for the implementation and administration of this procedure.
4. Procedure
8.2.1)	 CUSTOMER COMMUNICATION
Communications with customer includes:
a) providing information relating to products and services (primarily Customer Service staff)
b) handling enquiries, orders, including changes (primarily Customer Service)
c) obtaining customer feedback relating to products and services, including customer complaints (primarily Customer Service staff and Quality)
d) establishing specific requirements for contingency actions, when relevant (primarily Customer Service staff)
8.2.2)	 DETERMINING THE REQUIREMENTS FOR PRODUCTS AND SERVICES
When determining the requirements for the products and services to be offered to customers, METRO PLASTICS TECHNOLOGIES, LLC. ensures that:
a) the requirements for the products and services are defined, including:
1) any applicable statutory and regulatory requirements
2) those considered necessary by METRO PLASTICS TECHNOLOGIES, LLC.
b) METRO PLASTICS TECHNOLOGIES, LLC. can meet the claims for the products and services it offers.
8.2.3)	 REVIEW OF THE REQUIREMENTS FOR PRODUCTS AND SERVICES
8.2.3.1) METRO PLASTICS TECHNOLOGIES, LLC. ensures that it has the ability to meet the requirements for products and services to be offered to customers.  Before committing to supply products and services to a customer, a review is conducted, including:
a) The President and Engineering, with input from others as required, determines and reviews requirements specified by the customer, including requirements for delivery.
· The media for determination of customer product requirements may include customer drawings/prints, customer files (e.g., CAD files, etc.), sample/like products, verbal descriptions, written descriptions, or other methods as appropriate.  
b) The President, with input from others as required, determines and reviews requirements not stated by the customers but necessary for specified or intended use, where known.
c) The President, with input from others as required, reviews any additional requirements specified by the organization, as determined in 8.2.2a.2 above.
d) The President, with input from customers or others as required, reviews statutory and regulatory requirements related to the product, as determined in 8.2.2a.1 above.
e) The President, with input from others as required, identifies, and resolves order requirements differing from those previously expressed.
Where the customer provides no documented statement of requirement (ref. ISO9001:2015, section 8.2.3.1, paragraph 3), no activity proceeds until this situation is rectified (either through documented information or adequate verbal information).
8.2.3.2) METRO PLASTICS TECHNOLOGIES, LLC. retains documented information (i.e., records), as applicable:
a) on the results of the review (e.g., the quotation and related communications, as appropriate, including order acknowledgments)
b) on any new requirements for the product and services
8.2.4	 CHANGES TO REQUIREMENTS FOR PRODUCTS
METRO PLASTICS TECHNOLOGIES, LLC. ensures relevant documented information is amended, and that relevant persons are made aware of the changed requirements, when the requirements for products are changed.  Examples of changes to documents include:
· Sales Orders
· Resin Specifications
· Purchase Orders to External Providers
· Work Instructions
· Process Manuals
5. References	
6. Definitions
7. Records (Ref. QEP-7.5)
· Results of reviews of requirements for products and services:
· the quotation and related communications, as appropriate
· order acknowledgments (e.g., emails), as appropriate
· New requirements for the product and services

