Quoting 


Purpose: To provide an accurate guideline for quoting out a project.  
Scope: Quoting process for Take Over Tools, New Tooling, Molded Parts, and Assembly. 
Log RFQ 

1. All requests for quotes (RFQ) are entered in the RFQ e-log. The e-log is maintained by Engineering; located on the L: drive at Engineering/RFQ/RFQ.
2. The quote is to be entered in the RFQ e-log completing as many fields as possible and assigning the RFQ the next sequential quote number from the log.

3. Quote Log tracks the following information:



a. RFQ # 


b. Customer’s Name


g. No Quote (if applicable)


c. Part number



h. Project Awarded


d. Part description


i. Comments 


e. Date received



j. Any other info as needed


f. Type of Quote




Create File

An electronic folder with the new quote number is created within the Active Quotes folder on the L: Drive.  (i.e., L:\Engineering\Quotes\Active Quotes).  All correspondents, part data, material info, etc. is kept within this folder.
Quote File

1.  Once a quote file is assembled, it is then forwarded to the appropriate department(s) for processing. The quote is filed under the appropriate customers’ folder located at L:\Engineering\Quotes. Any missing data in the quote log should be completed at this time.

2.  At any point the decision is made not to quote, the appropriate column is marked in the RFQ e-log, customer notified, and the file placed in the Engineering quote files. 

3.  Quote records will be maintained for the current and the preceding calendar year.
Feasibility Review

The decision to quote is to be based on Engineering’s general knowledge of the part, its requirements, and the ability of Metro to perform these tasks.  RFQ’s are evaluated on whether the project fits into our capabilities and growth objectives.  

1. QUOTE – the project fits into our scope of work. The RFQ is then quoted. 

2. NO QUOTE – the project falls into production processes we have previously eliminated i.e., ridged PVC material requirements.  Should the decision be made to “No Quote”, the notation will be made in the quote log.  The customer is to be notified of the “No Quote” decision immediately. 
3. QUESTIONABLE - those projects that require special services or capabilities not currently available at Metro; however, the project might still be of interest and needs the approval of the President before going forward with the quoting process.  Again, should the decision be made to “No Quote”, the notation will be made in the quote log.  The customer is to be notified of the “No Quote” decision immediately. 
4. ESTIMATE – in some instances an estimate may be completed rather than a formal quote. This is at the discretion of the Engineering Team and in consideration of the potential customers’ needs. The Estimate will be completed based on knowledge and experience of the team.
Tooling Quote 

Tooling Engineer

1.
Requests for Quotations may be received for tooling only or along with an RFQ for molded parts, regardless they should be reviewed for required information.  3D data, part prints, and or tooling prints are to be evaluated to determine if the part can be molded, and if a mold can be constructed as drawn.

2.
Establish the type of cavity steel and base materials to be used in the construction of the tool(s). Considerations are: 

· Material to be processed

· Estimated Annual Usage 

· Part Geometry

· Tool function

3.
Supply tool construction information to the tooling vendors for quote inquiries, along with 3D data or Part Prints and any additional correspondence.

4.
Upon receipt of the tooling prices from the tooling sources, evaluate the quotes. 

Quote Manager

The person assigned to oversee the RFQ is responsible for forwarding the quote to the customer.  Form F80.7107.2 is to be used when replying to quotes involving both molded parts and tooling and form F80.7105.2 when the customer has requested information regarding tooling only. There are optional Quote Forms, F80.7107.1 that may be used; it is a personal preference.

Molded Part Quote 
1. RFQ’s are to be reviewed for required information.

2. At any point, the decision is changed to “No Quote”, contact the customer or pertinent Metro Representative to notify them that a quote is not forthcoming. The file is then returned to Engineering quote files.

3. Request for pricing from the Materials Purchasing Manager for components will be made via email.  Likewise, responses from the Materials Purchasing Manager will be in email.  Email documentation shall be considered adequate. Copies of correspondence shall be placed in the quote file.

4. If tooling is required, email tooling quote request to Tooling Engineer; also forward the 3D data and/or a copy of the print. 

5. For piece part quotations, calculate part weight, cycle time(s), packaging cost, scrap rate(s), auxiliary, and automation equipment (if required), finishing and assembly requirements, and any special or non-standard inspection or gauging requirements. Molded Parts Estimate Work Sheet F80.7107.1 shall be used if needed.

6. As information is gathered, enter quote form F80.7107.2; this may be substituted with a preferred formatted form provided by the customer. 

7. The President and/or Sales are responsible for follow-up on the quotation. 

8. The President shall review the quote for approval or if any capital expenditures are required for the project.

9. After the quote information has been sent to the customer, file the electronic quote folder in the corresponding customer folder under L:/Engineering/Quotes.

Reference:
Work Instructions

80.7201ENG
Mold Construction

Forms & Logs 

L80.7101.1
RFQ E-Log    L: Engineering/RFQ/RFQ.

F80.7105.2
Tool Quotation

F80.7107.2
Quotation (Molded Parts & Tool) 

F80.7107.1
Molded Parts Quotation

80.7101ENG
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