Customer Approval and Print Control 




Purpose: Document customer approval for inventory product items. 
Scope: All Customer Approval’s both verbal and written.
1. Approvals are required for production runs involving:
a. New Tooling, take over tooling, and Engineering Changes (EC’s)
b. All assembled processes involving finished Metro Plastics part numbers.
2. The approval may be any one of the following:

a. Customer approval on the Customer’s supplied form.
b. Temporary Internal approval / deviation through IQMS Quality module 
c. Email form from the customer. 

3. Verbal approvals are sufficient for the start of production run, a written approval shall be received before the first shipment.

4. When available, an inspection report should accompany the request for approval regardless of whether a customer provides their own form or uses the Metro form. 

5. When the approval form is returned, the IQMS system is updated on the revision.  The approval should be stored in the appropriate location on the Z: drive.
6. The approval form should be kept for the life of the project.

PPAP Submission and Approval
1. Customer requirements are determined by the customer.

2. Customers requiring PPAP submission will be incorporated into the sampling, inspection, and part approval process per customer requirements.

3. PPAP submissions will be submitted on the customer’s form if required by the customer.

4. If PPAP approval is not required, Metro will submit sample parts and inspection reports to the customer in accordance with the customer’s requirements.

5. Sample retains representing the submission parts will be retained for the life of the project. 

6. Part approval will be indicated on IQMS by putting the revision level of the part.  If no revision level is on IQMS, the part is not approved by the customer.

Print Control

1. Prints that come in with quotations or Engineering Change requests shall be logged and assigned a quote number per 80.7101ENG.  

2.   Electronic Print Control:

A.   Once a project is live; an electronic folder is created on the Z: drive per Quoting 80.7101ENG.  An electronic copy of the print shall be saved by Engineering on the designated network drive.  File naming should be “customer part number”, “revision level” (example: 123456_rev A).  The network drive should have a folder for each Metro mold number with the corresponding electronic prints within.  

B.   If a paper copy of a print is received, it shall be scanned to create an electronic copy.

C.   An Engineering Change Notice shall be submitted for all prints that contain a variation that did not arrive with a Change Notice Request, or do not have a job already posted to the system.  New prints that do not affect the BOM, process, or control plan can replace the current print without issuing an ECN.

D.   The number of prints to be stored electronically for any given part will be determined by customer requirements and engineering needs.

E.   Electronic prints that come in without a request for quote should be verified to the latest revision.  If changes occur, an ECN shall be submitted, and a quote sent to the customer if necessary.

F.  The latest revision of the electronic copy is to be considered the master copy.
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