Execution of (NDA) Non-Disclosure Agreements



Purpose: Provide guidance for implementation of NDAs (Non-Disclosure Agreements).
Scope: Ensure documentation processes are outlined to meet Metro Plastics Technologies, LLC. customers NDA process.
I - Execute the agreement 
1. Confidentiality and Non-disclosure Agreement within the organization shall be forwarded to the President for review. For the protection, no quote information is released to any applicable subcontractors until all parties have attested to the agreements with the signatures. 
2. The Condition of Acceptance, F80.7001.1, will be added on each NDA request  

3. The President notifies the Office Coordinator. or assigned individual of the existence of the agreement so that it can be logged in the NDA e-Log. L80.7004.1.  
4. If the agreement received from the customers contains wording not acceptable to Metro Plastics Technologies, LLC., the Office Coordinator., or person executing the agreement will work with the Customer and the President to agree to the agreement that is mutually acceptable. 

5. Once resolved, the agreement shall be signed and stamped with “Subject to Attachment” on the signature page of the document.  
6. The President then forwards it to the Office Coordinator or designated individual for processing according to work instruction ISO 80.7002ADMIN.
II – Forward agreement to customer

1. Forward a copy of the executed agreement to the customer.

2. The customer is to be notified: 

a. The Agreement is considered not valid until the NDA F80.7001.1 has been returned to Metro Plastics Technologies, LLC. 

b. For the customer’s protection, no quote information is released to any applicable subcontracts until all parties have attested to the agreements with signatures. 

3. Once the NDA and Condition of Acceptance documents have been executed via the Office Coordinator or assigned individual process of 80.7002 ADMIN Circulate via Adobe and file. Note that all employees once they join Metro Plastics Technologies, LLC., complete a blanket NDA upon hire. 
Note: Sometimes customers will request a hard copy with original signatures be sent back to them, in this case the President will notify the Office Coordinator or designated individual and provide the necessary contact information.  When such a request is made, the customer receives the original signed document and a duplicate NDA with the original signatures along with the Condition of Acceptance Form F80.7001.1. 
Reference:
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