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Dear Valued Supplier: 
 
This supplier manual has been developed as a result of ongoing communication with 
our supply base. It has been designed to specifically define our supplier's role in our 
partnership to ensure a mutually beneficial and growing business relationship. 
 
Assuring the quality of incoming material is a logical and necessary activity to 
improve our processes and finished products. We encourage good environmental 
practice from our suppliers, and along with quality requirements, we expect our 
supply base to be in full conformity with all current elements of the ISO9001:2000 
and quality management systems. Consistent with upgrades within quality 
management systems, suppliers are also required to start developing plans to 
achieve conformity with TS 16949. 
 
As a key supplier to the automotive industry, our commitment is to reduce variation, 
improve component quality, and reduce supply chain costs. These goals are 
achievable only with your ongoing support and equal commitment to deliver products 
to the global market that exceed all requirements. 
 
Share our commitment with us, 
 
 
 
Jim Campbell, 
President 
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1.1 ADVENTEC’S POLICIES 

1.1.1 QUALITY POLICY 
Manufacturing Inc. is committed to continuously improving the products, processes and 
services we provide to our customers, endeavoring always to meet or exceed their 
expectations in a timely manner. 

1.1.2 MISSION STATEMENT 
We are committed to achieving success in the markets we serve by providing technically 
advanced, cost effective and timely solutions to our customers, sharing with them in the 
rewards for excellence. 
 
 
We will achieve our mission by dedicating ourselves to the following 5 principles: 
 
• Fostering a commitment to 100% customer satisfaction. 

Recognizing the critical importance and contribution of our employees and treating 
them accordingly. 

• Establishing and pursuing an expectation for excellence, innovation and continuous 
improvement in all that we do.     

• Creating partnerships with our customers and suppliers, built on trust and the
 pursuit of common goals.  
• Recognizing and living up to our responsibility as a company to contribute
 meaningfully to the betterment of the world in which we live. 
• Complying with the requirements of our Quality Management System and
 continually improving its effectiveness. 



 
                                                                                                                                              Supplier Requirements Manual 
 
 

 
Third Edition July 2010                                                                                                            Page 7 of 31 Pages 

1 . 2  SUPPLIER ACKNOWLEDGEMENT  
 

 

 1444 Sandhill Dr. 

Ancaster, Ont 

L9G 4V5 

  

  

Dear Supplier, 

Adventec Manufacturing’s Supplier Requirements Manual latest edition can be found 
online at www.Adventec.com. 

Updates and revisions will be your responsibility and you can check online at 
www.Adventec.com 
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2 SELECTION AND  APPROVAL  OF SUPPLIERS 
 

A Company can become an  supplier by meeting the following criteria: 

• Any distributor of goods  
• Standard off-the-shelf products that have been validated by Adventec’s engineering 

department 
• Competitive bidding 
• ISO 9001:2000 and/or TS16949 Certification 
• On Adventec’s customer's Approved Vendor List 
• Successful assessment by Adventec Quality & Engineering.  After assessment, the 

supplier may be requested to submit a corrective action for quality system or 
technical elements. Provisional approval can be given until corrective actions are 
approved 

 

3 EXPECTATIONS FROM SUPPLIERS 
The purpose of this Supplier Manual is to communicate ADVENTEC’s requirements and 
expectations to its supply base. Compliance to specified requirements by suppliers is 
crucial to ADVENTEC as evidence of part quality and production readiness. 

ADVENTEC’s high expectations from suppliers are a reflection of our customers' 
demands. ADVENTEC expects suppliers to meet or exceed requirements in the following 
areas, particularly: 

3.1.1 Quality: 
It is expected from suppliers to have systems in place targeting zero PPM, and actively 
work toward prevention meeting ISO-9001:2000 requirements (suppliers should plan 
achieving conformity to TS 16949). In case of non-conformances, suppliers are expected 
to have systems in place to contain, provide timely responses, and implement corrective 
actions to prevent recurrences. It is also imperative that suppliers ensure 100% PPAP 
compliance. A Performance Rating Report is issued on a quarterly basis, and suppliers 
are expected to review it implementing timely corrective actions on items indicated. 
 

3.1.2 Delivery: 
It is expected that suppliers deliver required quality products 100% on time. A timely 
response and a corrected delivery date should follow late deliveries. It is also expected 
that suppliers provide ADVENTEC with ASN's (Advanced Shipping Notices) and follow 
all packaging requirements (manual ASN, such as faxes are accepted until further 
instruction). 
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3.1.3 Cost: 
It is expected that suppliers actively become involved in cost improvement initiatives 
eliminating waste from the supply chain. At ADVENTEC, suppliers are not only expected 
to maintain costs, but improve through productivity gains and efficiencies every year. In 
order to facilitate the process of continuous improvement, suppliers may be required to 
share their internal part cost structure with ADVENTEC to identify such opportunities. 
 

3.1.4 Minimize Variation: 
ADVENTEC utilizes automated manufacturing systems to provide its customers with 
consistent high quality products. Suppliers are expected to provide consistent and 
minimal variation products in order to support high yields and efficiencies on our lines. 
Suppliers are expected to work with ADVENTEC to make their products meet 
automation requirements. 
 

3.1.5 Service: 
ADVENTEC expects utmost service from its supply base. 

3.1.6 Overtime: 
Due to increased market demands, the use of overtime may occasionally be required 
from suppliers in order to meet additional requirements from our customers. 
ADVENTEC expects suppliers to run this overtime at no extra cost. 

3.1.7 Project Management: 
Suppliers are required to have project management to support all new tools and/or new 
programs to ensure proper and timely APQP and PPAP processes. 

3.1.8 Development support: 
During the early stages of new product development, ADVENTEC will select suppliers 
for the development and supply of components. Selected suppliers will work with 
ADVENTEC to assist in the development of new component. Ensure high quality and 
low part cost, low tool cost that meets ADVENTEC and customer's specifications. All 
suppliers selected are expected to be experienced with proven technology, and have 
prototyping and project management capabilities. Suppliers are expected to notify 
ADVENTEC of any exception to the above prior to the selection to participate at the 
early design stage. 
 
Suppliers selected are expected to work with both the Engineering and Purchasing 
groups to exceed target costs. Such exercise is expected to be an ongoing process 
past the design stage. Such reviews are not intended to compromise in any way quality 
and/or conformance to specifications established by our customers and the 
marketplace. 
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Suppliers selected are also required to show flexibility in performing necessary 
experiments, trails or joint engineering studies to achieve an optimal part design, or 
production process.  

3.2 SUPPLIER PERFORMANCE REPORT 
Every 3 months, the Quality Department at ADVENTEC issues Supplier Performance 
Reports. The performance reports are sent only to key Suppliers at the discretion of the 
Quality Engineers. Some key indicators of performance considered for reporting 
purposes: Quality, Delivery, Responsiveness to Corrective Action Requests, 
Competitiveness, and Management Commitment. 
 

3.2.1 Quality 
The Quality rating is based on the following criteria:  
• Number Of NCR's 

PPM 

ADVENTEC tracks all Nonconformance Reports (NCR) that are issued to Suppliers. A 
formula is used to award points depending on the number of NCR's issued. Please 
refer to the Quality section of the manual for more details regarding NCR's. 

Parts Per Million (PPM) is also tracked using NCR's. A PPM value is obtained by 
calculating the total number of parts rejected as a percentage of the total number of 
parts received and then multiplied by 1,000,000. It is strongly advised that Suppliers 
have all NCR'd material returned to them to sort at their facility. Once the Supplier has 
sorted the material and has determined the total number of defective parts actually 
found, they should forward this information to Quality. This information can significantly 
reduce the Suppliers PPM value. However, if the Supplier does not forward this 
information, the number of pieces rejected, not the actual number of defective parts, 
will be used for the PPM value. 

For additional information regarding the Part Certification requirements please review 
the Part Approval section of the manual. 

Measurements for Responsiveness are calculated on: 
• 24 hour initial response (see below) 
• Full Corrective Action Reports 

Suppliers are expected to have an initial response for all NCR's issued within 24 
hours. 

Corrective Action responses will be measured against the due date documented on the 
Corrective Action Report. More information on Corrective Action reports can be 
obtained in the Quality section of the manual. 



 
                                                                                                                                              Supplier Requirements Manual 
 
 

 
Third Edition July 2010                                                                                                            Page 11 of 31 Pages 

3.2.2 Delivery 
ADVENTEC expects 100% on-time delivery from all Suppliers. The Delivery component 
of the Supplier Performance Report is based on the number of Missed Delivery Notices 
(MDN's) that have been issued to the Supplier within the 3-month period. Please refer 
to the Material Requirement Planning and Shipping Requirements portion of the 
manual for further detail. 
 

3.2.3 Overall Rating  
A weighted average is used to calculate the overall rating. All weights used in the report 
may be adjusted from time to time by the Supply Chain Department. The  
Supplier must review the ratings when they receive the Supplier Performance Report. 
 

3.3 SUPPLIER PERFORMANCE RATING SYSTEM  
The Supplier Performance will be measured and monitored quarterly using the following 
Rating System. The overall Performance Rating (in percentage) will be the sum of the partial 
ratings in the following categories: 

1. Nonconformance reports (NCR's)   max. 25 points 
2. Defective parts per million (PPM)   max. 30 points 
3. Corrective Action Requests (CAR's)   max. 15 points 
4. Delivery performance    max. 20 points 
5. Management Commitment   max. 10 points 

3.3.1 Nonconformance Reports (NCR's): 
NCR SCORE =(1 - F1) x 25 points 

F1 = Number of NCR's / Total number of shipments. 

The number of NCR's taken in the calculation consists of all validated  NCR's, irrespective of 
the disposition of the nonconforming parts (use as is, return to vendor or scrap). 

3.3.2 Defective parts per million (PPM): 
PPM SCORE = F2 x 30 points F2 = (5,000 - Actual PPM) / 5,000 

The actual PPM number is calculated as a ratio between the total quantity of nonconforming 
parts and the total quantity of parts received during that time interval. 

The quantity of nonconforming parts is taken from the NCR reports as the estimated  
defective parts established through sampling, or the true fallout, if the nonconforming lot has 
been "used as is" or sorted 100%. This quantity of nonconforming parts will not be affected by 
their subsequent disposition (use as is, return to vendor, or scrap). 

3.3.3 Corrective Action Requests (CAR's): 
CAR SCORE = F3 x 15 points F3 = On-time 8D reports / Total number of CAR's 
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The Total number of CAR's means the number of CAR's due (within 15 calendar days from 
the date of issue) during that respective time interval. The "On-time Corrective Action reports" 
is the number of fully completed Corrective Action reports received within the 15 calendar 
day's time frame after the day of issue. 
 
Based on a supplier request, the 15-calendar day standard time frame can be extended 
at the discretion of the  Supplier Quality Specialist. In this case, that Corrective Action 
report will be counted as completed. 

3.3.4 Delivery performance 
DEL SCORE = F4 x 20  F4 = On-time delivery / Total number of shipments 

3.3.5 Management Commitment  

a. TS 16949 Registered = 10 points 

b. ISO 9001 Registered =   6 points 

c. ISO9001 Compliant =   3 points 

 

3.4 SUPPLIER STATUS 

Based on the actual rating achieved in that quarter, the Supplier will be granted one of 
the following status: 

Rating: Preferred            Over 90% approved       80% - 90%.  
Provisionally Approved     60% - 80% Under Review     < 60% 

 
These ratings are used to determine the Supplier's Certification status. The Supplier 
Certification details can be found in the Supplier Performance section of the manual. 
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4 REQUEST FOR QUOTE 
When a quote is required, ADVENTEC will send the potential supplier written information 
required for the quote or forward a Request For Quote (RFQ) to the supplier. The supplier 
must fill out the form supplied by ADVENTEC and return it to the Buyer by the "Due Date" 
specified on the RFQ. The supplier may submit a quote in his or her own RFQ format or on 
the Adventec RFQ form, if available, by the due date. 

Any exceptions to the drawings/specifications must be clearly stated on the quote as such. 
Exceptions must also be discussed with the Buyer prior to the award of the contract. 

 

4.1 AWARD OF CONTRACT 
A supplier that exceeds ADVENTEC’s expectations will be preferred in the awarding of new 
business. 

A supplier may be requested to present a design review before the business is awarded. This 
may include a review of all drawings and part number and detailed planning of execution with 
timelines and detailed information. A Purchase Order and/or long term contract is required to 
confirm the award of business. A supplier awarded the business will be periodically evaluated 
through ADVENTEC’S Performance Rating Report and will be expected to meet minimum 
requirements to maintain the business. 

 

4.2 CONDITION OF BUSINESS AND PURCHASE ORDERS  

4.2.1 PURCHASE ORDER 
A Purchase Order (PO) will be typed and mailed to the supplier once the Purchase Order 
Requisition has been approved internally by ADVENTEC. The POR and the PO should be 
identical. If there are any discrepancies, please contact your Buyer. Please ensure that the PO 
number is referenced on all documentation sent to ADVENTEC (i.e. packing slip and invoice). 
All prices invoiced must match the PO. If any price changes, a new Purchase Order must be 
issued. It is the supplier's responsibility to ensure that they have read and understood 
the "purchase order conditions" found on the back o f the purchase order. 

 

4.2.2 BLANKET PURCHASE ORDERS 
When PPAP is required (see page 23), a blanket P.O. will be issued only after PPAP is 
approved by Adventec Quality.  If product is required prior to final PPAP approval, P.O.s 
will be issued for spot buy of the specific quantities required. 
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Blanket PO's will be issued for most production scheduled items. The Blanket PO will state 
the terms and conditions of the order. A "Weekly Planning Release" will be faxed to the 
supplier on a regular basis (or it can be electronically retrieved via Web) to notify the 
supplier when and how much to ship. Additional information concerning Weekly Releases 
can be found in the Material Requirement Planning and Shipping Requirements section of 
the Manual. 
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     REQUEST FOR QUOTATION 
R.F.Q. No.: Date of Request Quote Due Date Buyer 

To:                                                                         Attention: 

Program:                                                   Part No.:                                     Dwg. No.: 

Est. Ann. Volume:                                     Buying Pattern:                          Rev. Level.: 

Prod. Start:                                                Length of Program:                   Description: 

SUPPLIER QUOTE ANALYSIS 
Operations: (Plating, In house, H/Treating, etc.) Rate/hr Pcs./hr Cost/Pc. 

1.    

2.    

3.    

4.    

5.    

6.    

  Sub-Total          : 

 

TOOLS            OTHER 
Type of Tool Material Cost 

Cost of Tool Labour Cost 

Tooling Time (weeks) Burden Cost 

Prototype Tool Cost MFG. cost 

Lead Time (weeks) Profit + Sales & Admin. 

Cost per Piece (prototype) Transportation 

 Packaging Cost 

Payment Terms Selling Price 

 

PACKAGING COST BREAKDOWN 
Pcs./Package: Size:  L:                       W:                         Hgt: Cost/Pkg.: 

Pkgs./Skid: Size:  L                        W                          Hgt.: Cost/Skid: 

Returnable Packaging           Yes / No Inmet Supplied Returnable Packaing:         Yes / No 

NOTE: ALL INDIVIDUAL PACKAGE WEIGHTS NOT TO EXCEED 35lbs. 

 
Manager       Supplier Signature 
 
Quality Material Management System Registration Status 
ISO 9000    QS-9000    ISO/TS16949  
Or complete attached self assessment 
Business Award  On Site Survey Date   Sample Submission Date: 
Yes   No     Yes   No     Yes   No  
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4.3 CODE OF ETHICS 
This code shall apply to all Suppliers and, or potential Suppliers of goods and services 
that interface with any ADVENTEC member who is in the decision making capacity 
concerning the business being done or about to be done with that Supplier. Compliance 
with this code shall ensure that ADVENTEC's business dealings and relationships are of 
the highest integrity and professionalism. 

1. Suppliers shall not put ADVENTEC members in a position where they are able to use 
their authority or position for personal gain or profit. 
2. Suppliers shall not offer, nor shall ADVENTEC's members accept gifts or gratuities 
unless they are nominal value and do not influence the members decision in any way. 
3. Suppliers shall not offer, nor shall ADVENTEC members seek or accept personal 
loans from a Supplier, unless the Supplier is publicly recognized as being in the business 
of making such loans. 
4. Association with Supplier representatives at luncheons, dinners, or other business 
functions is helpful in establishing a relationship between the Supplier and ADVENTEC It 
is neither questionable nor unethical provided that the ADVENTEC member keep 
themselves free of any obligation and that the member is not put in a position where their 
judgment may be influenced. 
5. Any information interchanged between an ADVENTEC member and a Supplier 
concerning any business dealings (either actual or potential) between  and the Supplier 
shall be kept confidential and not discussed with anyone outside the organizations of 
ADVENTEC or the Supplier. This confidentiality of information shall continue to exist 
even if ADVENTEC no longer employs the member or if the Supplier no longer does 
business with ADVENTEC. 
6. Any Supplier who chooses not to comply with the code of ethics puts any present and 
potential business at risk. 
 

4.4 SUPPLIER CHARGE-BACKS 
Quality issues and late deliveries of material can result in the loss of valuable production 
time and resources at ADVENTEC. Should a supplier cause the loss of production due to 
a late delivery and/or nonconforming material, the consequential costs from the incident 
may be charged back to the supplier by ADVENTEC as a Debit Notice.  will take all 
reasonable measures to mitigate these resulting costs, and will keep the supplier notified 
(in writing) when such events occur. The Material Manager will inform his/her supplier 
contact of a "line down" situation via email by telephone. No "set" fee will be applied to 
charge-backs since production losses will be evaluated on a case-by-case basis. The 
total costs will be communicated to the supplier, including details on lost man-hours. 

In addition, product quality failures impacting the end customer may also result in a 
financial liability. This will also be communicated on a case-by-case basis. 
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5 INCOMING/IN-PROCESS DATA 
ADVENTEC requires its suppliers to adhere to all drawing requirements including 
materials and dimensional and. functional specifications. When critical characteristics are 
designated on a drawing, the supplier must monitor those dimensions using statistical 
process control. The SPC data should be made available to ADVENTEC when 
requested. A short term Ppk = 1.67 and a long term Cpk = 1.33 should be targeted on 
critical dimensions. This requirement will be a basic component of the APQP process as 
well as at a tool design review stage. 

ADVENTEC will develop Receiving Inspection plans with the supplier to be used for 
outgoing production. The supplier is expected to meet the requirements of the Receiving 
Inspection Plan. When the plan states that the supplier is required to maintain data at 
their facility, ADVENTEC can request data to be submitted the same day via fax. The 
data must be lot specific and easily identified for traceability. 

 

5.1 DOCUMENT CONTROL AND RECORD RETENTION 
ADVENTEC expects suppliers to maintain all relevant records and make them available 
for ADVENTEC’S review within 24 hours, if requested. Suppliers must maintain relevant 
quality records for a minimum of three years. Examples of records are process control 
charts, SPC charts, set-up checklists, internal corrective actions, preventive 
maintenance, etc. 

 

5.2 NONCONFORMANCE REPORTS (NCR) 
Whenever a supplier's component is found to be nonconforming, an NCR Notification 
describing the quality issue (including pictures) is e-mailed to the supplier (samples are 
also dispatched). The QA Engineer faxes the NCR once quantities and component's 
disposition have been confirmed. A nonconformance can be dimensional, material, 
and/or performance related. After an NCR has been issued, all nonconforming material is 
quarantined in a hold area. On products requiring a sorting operation, arrangements 
need to be made by the supplier.  

 

If a Return Material Authorization (RMA) is required, instructions to provide it within 48 
hours are reflected on the NCR form. All returns are at the Supplier's cost (freight, 
material, etc.). 

 

If supplier's presence is requested at ADVENTEC due to an NCR, such a request MUST 
be fulfilled. Quality issues are of utmost importance and must be solved and corrected 
immediately. Any late or poor response to NCR's will be reflected in the Supplier 
Performance Rating Report 
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5.3 SUPPLIER RECALL 
The supplier may be allowed to recall a suspect or defective part at the discretion of the 
Quality Engineer if notified in advance with a return authorization number, and certified 
product is prepared to prevent a potential line down situation. 

 

5.4 CORRECTIVE ACTION REQUEST 
When an NCR is written, a Corrective Action Request (CAR) is issued. The CAR is a 
request for specific corrective actions from the supplier to resolve the quality issue(s) in 
question. The CAR requests immediate containment. ADVENTEC requires the supplier 
to respond with a written Containment Action Plan within 24 hours of receiving the CAR. 

Within 15 days, the supplier is expected to respond with a permanent corrective action 
with substantiated evidence. If the supplier determines that the CAR cannot be resolved 
within 15 days, an action plan with a timeline detailing corrections and completion dates 
must be submitted. Effective containment must be in place until problem resolution is 
attained. All correspondence regarding CAR's should be forwarded to the Quality 
Engineer with copy to the Materials Manager. 

 

A Supplier may use any Corrective Action format that includes the elements of an 8D or 
comparable report. The response must clearly reference the CAR # and NCR # issued 
by ADVENTEC. 
 

5.5 LOT TRACEABILITY 
The supplier must maintain a lot traceability system in their facility, and provide lot 
traceability with all shipments sent to ADVENTEC. A lot number may be in any format as 
long as the supplier can use the number to obtain all pertinent information related to that 
lot number. 

 ADVENTEC also requires that suppliers record on the label the date and shift when the 
product was manufactured. If a supplier's lot traceability system is based on date and 
shift, this additional information is not required. 
The latest part number revision level must be included on all supplier documentation. All 
packing slips must clearly indicate lot number, quantity, and number of boxes/parts for 
each lot number in the shipment. 
 

5.6 Supplier APQP 
If requested by the Program Manager, the Supplier shall prepare a timeline/Gantt chart 
to be submitted to the Program Manager for each part which has been sourced to your 
company.  The timeline is to be submitted every month. The key events on the Supplier 
timeline shall match those ’s supplied timeline. For more information regarding APQP 
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elements see AIAG APQP reference manual. The extent of compliance is to be 
consistent with the size of the project. 

 

5.6.1 Timing Chart Guidelines 
After the program introduction to the supplier management team, the supplier has 30 
days to review all for the tasks on the timing chart, evaluate their impact on the process 
and assign dates to each task. 

• Establishment of plan for program requirements 
• Identify critical paths and lead time concerns 
• All mismatches must have action plans 
• Charts should always reflect dates 
• Completion dates must reflect the elements will be submitted to  
• Elements which are underlined are program dates supplied by  
• Microsoft Project software is recommended for timeline construction 

 

5.6.2 APQP Requirements 
1. APQP Introduction 
2. Team Feasibility Commitment – (Exhibit T, Form No.02.2-02) 
3. Risk Assessment (where applicable) 
4. Process Flow Diagram 
5. DFMEA (where applicable) 
6. Key Characteristic review  (where applicable).  Where critical characteristics 

are identified, they must be designated as such on the drawing, PFMEA, and 
the Control Plan.   SPC data for these characteristics is required with each 
lot, unless waived by Adventec. 

7. Specification/Design review (where applicable) 
8. PFMEA 
9. Control Plan 
10.      Gage Design Review (where applicable) 
11. Tool Timing – to include all major stages of: tool design, manufacture,  
       try-out and PPAP 
12. Final Gage Review and Buyoff (Gage R&R completion) 
13. Run @ Rate 
14. Early Production Containment – 100% inspection of all the parts produced 

before PPAP and 1,200 pieces minimum after PPAP approval. The quantity 
to be inspected after PPAP approval may be modified by the Program 
Manager as required by  customer. 

15. PPAP date 
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5.7 ISO-9001 and TS 16949 
It is highly recommended that all ADVENTEC Suppliers registered to a quality 
management system consider conformity to TS 16949. 

In today's global marketplace the world is highly competitive and those Suppliers with 
Quality Management System have proven that they want to stay competitive in the 
Automotive Industry. Suppliers with ISOS-9001 and TS 16949 will be favorably 
considered for any new business with ADVENTEC. 
 
Periodically, ADVENTEC will request a timeline from Suppliers detailing the 
implementation TS 16949 or ISO 9001 certification at their facility. This is done to 
ensure that all Suppliers are working towards certification. Once a Supplier has 
achieved certification the Supplier should fax a copy of their certification to their Buyer. 

Detailed information regarding TS 16949 and ISO 9001 can be obtained from the 
Automotive Industry Action Group (AIAG). 

 

5.8 CONTINUOUS IMPROVEMENT 
After products have been approved, ADVENTEC expects the supplier to utilize quality 
tools such as statistical process control to improve and optimize all elements within the 
manufacturing and overall business scope. The goal of these efforts is to improve 
quality, delivery, service, and product value. Quality Performance Rating Reports will 
be the source to assess supplier's overall effectiveness. 

5.8.1 Process Improvement 
ADVENTEC recognizes that the focus of a company should be on prevention rather 
than detection, and therefore encourages its suppliers to employ continuous 
improvement process techniques. During problem solving activities, emphasis should 
be placed on process improvement addressing root cause identification and 
implementation of irreversible corrective actions. 

5.8.2 Business Operating System (BOS) 
The supplier must be able to provide evidence of implementation of BOS methodology. 

The Business Operating System should reflect relevant business management 
practices leading to overall improved performance and customer satisfaction. 

 

5.9 AUDITS 
It is ADVENTEC’S responsibility to guide and support its suppliers as required with the 
continuous development of its organization. 
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To that end,  Purchasing and Quality Assurance will work with suppliers to formulate 
and agree upon improvement measures to ensure that continuous improvement is 
working. 
 
Internal audits are a TS 16949 requirement. As part of its commitment to assisting in 
the development of its suppliers, Adventec will periodically review suppliers' internal 
audit procedures and audits for effectiveness. 
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6 PRODUCTION PART APPROVAL PROCESS (PPAP) 
The purpose of the PPAP is to ensure that the supplier's manufacturing process has the 
capability to meet all the specification requirements at the quoted production rate. 

The supplier shall be familiar and in full compliance with the requirements specified in the 
AIAG Production Part Approval Process Reference Manual-Section I (Third edition-1999). 
Such compliance is a pre-requisite to obtain or maintain approved supplier status with 
ADVENTEC . 

 A. When a PPAP submission is required: 
1. ADVENTEC Materials will request a PPAP submission in writing prior to first production 
shipments in the following situations: 
  Existing part 
    New Part New Tool Engineering Level Change Tool Transfer 
Approved Supplier Yes Yes Yes Yes 
New supplier Yes Yes  Yes 

2. When the supplier is contemplating changes such as new raw material supplier, tool design 
modification, manufacturing process, subcontractor, etc., the supplier shall notify ADVENTEC 
Materials prior to proceeding with the changes and the PPAP submission preparation. 

3. The suggested change will be analyzed by Adventec, upon successful approval, the 
supplier will be advised by ADVENTEC Materials to proceed with the PPAP preparation. 

 

B. General 

1. The buyer will communicate to the supplier the level of the PPAP submission, the expected 
due date, the quantity of samples required as well as the packaging and identification and any 
other special instructions. 

2. The content of the PPAP package for the respective submission level shall comply with the 
guidelines provided in the AIAG-PPAP Reference Manual. Should the supplier have any 
questions with regard to the content of the PPAP submission package, it is the suppliers' 
responsibility to have them clarified prior to the submission. 

3. The PPAP submission package has to contain the records of the Run @ Rate. 
ADVENTEC Materials will specify the size (quantity) of the Run @ Rate.  Samples for the 
PPAP package are to be taken form this production run.  Samples submitted from processes 
and / or tools that are not the final production intent equipment will not be approved, unless 
waived by Adventec by prior written agreement. 
 
If necessary, the supplier’s Control Plan will be validated during the run @ rate. 
 

4. If, during the PPAP submission preparation, the supplier identifies any specification 
requirement which would not be met (dimensions out of spec. Cpk below 1.33 min, etc.), a 
deviation should be requested from ADVENTEC Materials prior the actual PPAP submission. 
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5. The PPAP deviation request has be accompanied by a specific plan, with timelines, 
regarding what the supplier intends to do in order to meet all specified print requirements. 

 

 

C. Evaluation 

1. The PPAP submission package and the sample parts will be evaluated by the 
ADVENTEC QA Department. ADVENTEC Materials will advise the supplier about the 
outcome of the inspection. 

 

D. PPAP approval 

1. Signing off the Part Submission Warrant by  ADVENTEC’S QA Dept. approves a PPAP 
submission. 

2. The approval can be:  

 a. Full approval  

 b. Interim approval - for a limited time or piece quantity. 

3. When an Interim Approval was awarded, the supplier is required to implement all the 
necessary measures to achieve Full Approval status within the time period specified by 
ADVENTEC Materials. 

6.1 PART CERTIFICATION 
 
The purpose of the Part Certification Process is to eliminate the duplication in the part 
inspection and achieve the Ship to Stock status for all parts shipped by the supplier. 

A. Part certification 

1. After the completion of the PPAP process, the supplier starts shipping production 
parts which undergo Receiving Inspection as per ADVENTEC's RI Control Plan. The 
duration of this receiving procedure is at the discretion of the ADVENTEC Quality Dept. 
If, during this interval, all parts shipped have met the specified requirements, the part is 
given the Ship to Stock status by the QA Dept. 

2. When a part is rejected due to a quality nonconformance and an NCR is issued, the 
part is removed from the Ship to Stock list and the subsequent five shipments will have 
to be certified by the supplier and will be received following the Receiving Inspection 
procedure. 

3. The certified shipments will have to be identified with specific labeling as per the 
instructions provided by ADVENTEC Materials. 

4. When a part is rejected due to a dimensional nonconformance, the certified 
shipments will be accepted only if they are accompanied by a dimensional inspection 
report proving that that dimension meets the specification. 
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5. If all five shipments are found in conformance with the print requirements, the part 
regains its Ship to Stock or certified status. 

6. When the print specifies that certain dimensions are critical characteristics 
(symbolized with an asterisk), every shipment will have to be accompanied by the SPC 
data for those critical dimensions. 

7. If the supplier experiences difficulties in meeting this requirement, ADVENTEC might 
issue a temporary deviation provided that the supplier has submitted an action plan to 
improve the process capability. 
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7 DEVIATIONS 
A deviation may be used to allow material to be shipped from a supplier that in some 
way does not conform to the drawing/specification, but can be used by ADVENTEC 
without compromising the quality of the finished good. All deviations MUST be 
approved by ADVENTEC prior to shipping. 
 
If a supplier determines that a part being supplied to ADVENTEC is out of specification, 
a deviation may be requested (verbal communication must first take place). The supplier 
should fill out a Product Deviation Request form and send a copy to the Buyer with 
sample parts for line trial purposes. The Buyer will discuss the request with the 
appropriate members at ADVENTEC. 

If the deviation is approved, the Buyer faxes a copy of the approved Product Deviation 
Request form to the supplier. The supplier may then proceed with shipments to 
ADVENTEC. Each container of parts to which the deviation applies MUST have the 
deviation number clearly marked on the container. If the deviation number is not on the 
container(s), ADVENTEC has the right to reject the material. 

 

7.1 DRAWING ACKNOWLEDGEMENT 
Suppliers will be sent updated drawings as soon as they have been approved through 
ADVENTEC’S Engineering Change Request procedure.   When the drawing is produced 
by the supplier, it will be reviewed by the Program Manager for completeness, accuracy, 
and that all references, including drawing number are accurate. 

Any change to a drawing will require a new PPAP from the Supplier. The Drawing 
Acknowledgement will detail what level of PPAP is to be submitted and when the PPAP 
is due. If the Supplier has any questions regarding the PPAP they must contact the 
Buyer immediately. 

Please refer to the PPAP section of this manual for more detailed information regarding 
PPAP requirements. 
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8 PRODUCTION RELEASES 
ADVENTEC will provide production releases in two different methods. If the supplier is 
on weekly delivery, the Raw Material Coordinator and/or designate will issue the material 
requirement schedule. The Supplier must plan and ensure delivery at ADVENTEC 
occurs on the specific date determined by the Raw Material Coordinator. If the supplier is 
on a daily delivery, the Raw Material Coordinator will issue a daily delivery schedule. The 
supplier must plan to have material available for pickup on the dates shown, at the 
specific prearranged dock time. Expedited shipments as a result of missed deliveries will 
be the responsibility of the supplier. 

8.1 PRODUCT PRESERVATION AND IDENTIFICATION  

8.1.1 PACKAGING AND IDENTIFICATION REQUIREMENTS FOR  PURCHASED 
PARTS 

 
It is ADVENTEC’s intent to utilize returnable packaging wherever possible to reduce 
waste, protect the product and to protect the environment. 
 
All suppliers must have a documented system in place for receipt, control, updating and 
acknowledgement of all ADVENTEC packaging and identification requirements. The 
system shall address annual packaging verification procedures through the ADVENTEC 
Materials Department. 
 
All Suppliers supplying goods to ADVENTEC which are considered to be controlled 
under Workplace Hazardous Material Information Systems (W.H.M.LS.) must be familiar 
with all such regulations with respect to packaging and labeling. Material safety data 
sheets (M.S.D.S.) must precede and accompany all initial shipments from all Suppliers. 
Material Safety Data Sheet must be resubmitted to ADVENTEC every three years, or 
immediately upon changes to product or upon request by an ADVENTEC representative. 
 
All packaging must be in good repair and working order and comply with all applicable 
legislation as required by local, state, provincial and federal governments prior to 
shipment, including but not limited to WHMIS and MSDS. 
 

8.1.2 General Packaging Requirements 
 
Suppliers may not deviate from providing material in the quoted and approved 
packaging, without prior authorization from ADVENTEC. Any changes to packaging or 
transportation require resubmission, and approval from ADVENTEC. Approved copies of 
the completed packaging specification form must be on file at all supplier locations. 
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A standard quantity per container for each part must be established by mutual agreement 
with ADVENTEC. Develop standard based on the following criteria: 

1. maximum weight of a manually handled container, including parts must not 
exceed 35 lbs./15 Kg. unless otherwise agreed upon. ADVENTEC must approve 
all trial packaging for either new parts or packaging changes. 

2. Production parts must be handled in a manner, which maintains part quality and 
integrity. 

3. No more than one part number should be packaged in a container. 

4. When release quantities containers of different part numbers on one pallet a 
special master MIXED LOAD label is to be used. 

5. Parts manufactured to different design change levels must not be mixed in the 
same container 

6. In-process parts, service parts, trials and special order parts muct be on a 
separate pallet and properly labeled 

7. Non-compliance with these requirements will result in a non-conforming shipment 
being recorded on the Supplier Performance Report. The supplier will be charged 
for additional costs incurred for shipments which do not comply with these 
guidelines.  

8.1.3 Expendable Packaging 
Expendable packaging costs must be included in all product quotations. Quotations 
including the use of returnable containers must also include an alternate price for 
satisfactory expendable shipments. 

8.1.4 Closure 
Any methods used for securing box tops must not require cutting to gain access to parts. 
If tape is used to secure a lid on a box, paper-packaging tape that can be torn is 
recommended. Staples and glue are not acceptable methods of closure for box tops, but 
may be contained in the body of the box. 

8.1.5 Pallet Requirements 
1. All production parts shall be palletized to allow handling by lift truck. 

2. Pallets must not be smaller in length & width than the load. No packaging 
materials may overhang the pallet. 

3. The gross weight of any pallet shall not exceed 1800 lbs./818.18 kilograms, unless 
otherwise approved by ADVENTEC on the packaging specification form. 

4. Pallets shall conform to the Automotive Industry Action Group (A.I.A.G.) standard 
or the metric equivalent. Pallets exceeding 48 in x 45 in. dimensions are 
acceptable only if part dictates an exception and is approved by ADVENTEC on 
the packaging specification form. The overall height of any palletized unit, 
including the pallet, must not exceed 46 in. unless approved by ADVENTEC on 
the packaging specification form. 

5. All pallets must allow four way entry with minimum openings 2 in. high X 9 in. wide 
for fork entry, minimum 18 in. centers.  
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8.1.6 Container To Pallet 
All packaging must be secured to pallets by non-metallic strapping or by stretch wrap. 
All stretch wrap must be attached to the pallet to prevent loads from shifting in-transit. 
Stretch wrap must be applied to allow visibility of labels and fastened to a pallet. 

8.1.7 Identification Labels General 
• Follow A.I.A.G. guidelines. 
• Part number and description must match the current purchase order and/or 

material release. 
• Manually handled containers- 2 labels per container on opposite sides are 

required in most cases.  
• Mechanically handled containers-2 labels on adjoining sides are required in most 

cases. 
• It is the supplier's responsibility to remove any old labels, tags etc. which are not 

required from the container. (Except permanent routing labels). The supplier to 
ensure that current part number, quantity lot code and certification of material are 
correctly identified. 

• If stretch wrap is used for packaging, a master label must be fixed on the outside 
packaging where it can be easily identified. 

• For any new or changed shipping labels, a sample of the label must be sent to the 
appropriate ADVENTEC Materials Manager (or designate) Any questions or 
concerns regarding shipping labels please contact the Materials Manager.            

8.2 SHIPMENT DOCUMENTATION 
All shipments must have a waybill and packing slip which is clearly identifiable on a carton. All 
shipment documentation must be 100% accurate. To facilitate Dock to Production material 
movement, all packing lists must include the following: 
 

• Purchase Order Number 
• ADVENTEC Part Number (including alpha revision level) 
• Quantity 
• Number of Cartons and/or returnable containers  
• Number of Pallets 
• Description 
• Lot Number with Quantities 
• Freight (Prepaid or Collect)  
• Waybill (Prepaid or Collect)  

 

A copy of the packaging slip or a prepared spreadsheet by the Raw Material Coordinator will 
act as the Advance Shipping Notices (ASN). The Advance Shipping Notice must be faxed or 
e-mailed at the time of pickup to your respective Raw Material Coordinator. This document 
must reflect what is in the shipment. 
 



 
                                                                                                                                              Supplier Requirements Manual 
 
 

 
Third Edition July 2010                                                                                                            Page 29 of 31 Pages 

8.3 FIRST IN - FIRST OUT 
It is our expectation that all materials are delivered in sequence of your manufacturing 
process. The lot numbers must be traceable and reflective of the sequence to facilitate our 
sequenced issue of materials to ADVENTEC Production. If pallets have mixed date codes, the 
supplier must sequence the materials with the oldest material on the top layer, and the newest 
material on the bottom layer of each pallet. 
 

8.4 SPECIAL PART IDENTIFICATION 
The following types of product or any other product different than normal production parts 
must be clearly identified on the outside of the carton using 2 labels with a color other than 
white. 

One label placed adjacent to the Product Label and one label on the top of the box over the 
flaps. Failure to properly label this product will result in immediate rejection. 
Standard Bar Code labels must also be affixed on the cartons as per ADVENTEC 
requirements.  
• New Level Parts 
• PPAP Samples 
• Pre-Production Samples 
• Engineering Samples 
• Product Trial Run (PTR) Samples 

Note: Please ensure packing slips also identify special parts with lot number and that the 
paper work and cartons have marked on them to the ATTENTION OF: (The name of the 
person who is to receive the product). 
 

8.5 PRODUCT LOT TRACEABILITY 
Traceability Requirements: 
 

• All products shall be traceable to the original raw material/first process, traceability shall 
be maintained through all subsequent operations. 

• The maximum lot size shall not exceed eight hours worth of production. It this 
requirement is not being met, the Suppliers must notify Quality to obtain a waiver for 
this requirement. Where necessary, Quality will conduct a plant visit to verify the Lot 
Identification. 

• Adequate records are to be maintained of product traceability. Records must be in 
compliance with applicable legislation as required by local, state, provincial and federal 
government. Record retention shall be in compliance with TS 16949 requirements. 

Options for Lot Identification 

• The method for lot identification is up to the discretion of the supplier. 
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8.6 DANGEROUS GOODS 
All shipments of Dangerous Goods must be accompanied with Material Safety Data 
Sheets (MSDS). Therefore, every shipment made must have the appropriated 
paperwork with the shipment. If the shipment does not have the necessary paperwork 
the shipment will be refused by ADVENTEC and all extra transportation costs will 
become the responsibility of the Supplier. 

All Suppliers will be notified through the Purchase Order issued by ADVENTEC if an 
MSDS is required. If the Purchase Order does not state that MSDS paperwork is to 
accompany the shipment and the Supplier feels that the goods are of a dangerous 
nature, the Supplier must call the appropriate member at ADVENTEC to have the 
Purchase Order modified. 

Additionally, all containers must be properly labeled as per Workplace Hazardous 
Material Information System (WHMIS) requirements. Any goods that are not properly 
labeled will be rejected by ADVENTEC and all extra transportation costs will become 
the responsibility of the Supplier. 

8.7 CERTIFICATE OF ORIGIN 
A Certificate of Origin is used for customs purposes when goods are transferred across 
the Canadian border. All Suppliers who are shipping goods to ADVENTEC must 
complete a Certificate of Origin. 

The Supplier must complete Certificates of Origin for all part numbers before November 
of every year, for the following year. All Certificates should be issued for the blanket 
period of one (1) year from January 1St to December 31St. 

Completed Certificates of Origin must be sent to: Accounting Department 
  
1444 Sandhill Dr 
Ancaster, Ontario  
L9G 4V5 
 

Any questions regarding the Certificate of Origin should be directed to the Buyer. 

8.8 TRANSPORT ROUTING 
Normal Freight 

The appropriate mode of transportation will be noted on the Purchase Orders issued. 
Since ADVENTEC uses Blanket Purchase Orders, the routing may change without a 
new PO being issued. 
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If the routing or brokerage specifications change, the Buyer will fax the Supplier a 
Transportation Routing and Brokerage Control Form. The Supplier must acknowledge 
the form and fax it back to the Buyer. This ensures the Buyer that the Supplier has 
received the information and will follow the instructions as noted. 
 
Premium Freight 

The Buyer will fax the supplier a Transport Routing and Brokerage Control Form for all 
Premium Freight shipments made at the expense of ADVENTEC. The Supplier must 
ensure that they are referencing the Premium Transportation Authorization (PTA) 
Number on the waybill of the shipment. If the PTA number is not referenced, the supplier 
will be charged back for the freight. 

8.9 MISSED DELIVERY NOTICE 
All Suppliers are expected to ship the correct amount of material on the day required. If 
any shipments are received at ADVENTEC on the incorrect date, or the incorrect amount 
is received, a Non-conformance Report (NCR) will be issued. 

The NCR will be issued by the Raw Material Coordinator at  and will be faxed to the 
Supplier. The Supplier must respond to the Raw Material Coordinator by phone 
immediately to discuss the action that is required by the Supplier in the short term. The 
Supplier must then document a formal response for long-term corrective action and 
submit it to the Raw Material Coordinator before the due date on the NCR. 

Suppliers will be measured on the number of NCR’s for missed used delivery they 
receive. This measurement will be detailed in the Supplier Performance Report. For 
additional information regarding the Supplier Performance Report please see the 
appropriate section in this manual. 
 
 
 


