STANDARD WORK — PROCESS INSTRUCTION SHEET

TITLE How to Raise a Supplier Change DEPARTMENT AG Supply Chain
Notification in TIPQA
SUBTITLE Supplier Change Notification TEAM COMPOSITION
Process
DATE 08/07/2017 John Daigler, John Tetlow, Jimmy Fitzpatrick, Katie Alvarez
REV 1
AUTHOR R. McFeely
BASIC PROCESS | Standard Work instructions for Moog suppliers on how to raise a change notification via the TIPQA
DESCRIPTION Nonconformance module
STEP # STEP / INSTRUCTIONS FUNCTION
IMAGE
Supplier Instructions
Log-in to your TIPQA user account (provided by Moog)
Choose Portal System:
r@ TIPQA Launcher (5o 15 [t |
TIPQA Server:
eatipgl1.moog.com -
TIFQA
Portal System
Enter your User ID and Password:
User Login Dialog —
e "
P4
Wb Oxolity Weriicel
1 Login to | ™" Supplier
TIPQA via |
Portal Cfx)
Note: If the change notification is applicable to issues/parts that
affect multiple Moog sites, create the notification in the TIPQA
Business Unit that best defines where the majority of the work is being
provided. Changing business units can be performed in the
“File>Change Business Unit” portion of the homepage.
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1 (continued)
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Create NC

Select the ‘Create NC' option

\

[ Portal System .

\

File Help

\

Moog. Inc. (MNA)

'elcome John Daigler-STOP DO NOT LISE

Summary | Nonconformance

Conective Action | Supplier Fating | Process Capabiity | PM Certfications | Associated Supplier Docurents

Purchasing Detai

£[Site Code N Number

74443
SRO0173068

SROO0TES068  MM& SR st
SRO0T83061 MN& SR G
SRO0195703  MM& SR WL
SRO0TS6377 WM& SR s
SRO01S7888 WM& SR WL
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SRO0216744  MM& SR s

[Part Number
7 14 12: 7
8/16/2014 B0E:38 &
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2/16/2015 306:31 F
519/201512:01:25
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8/9/20N6 8:08.46 Ak
41972016 12:47:00

Date Closed

Program Code

AG-EA
AG-EA
SG-SDG
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5G-50G
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SG-SDG
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Supplier

Select
‘Supplier
Change
Notification’
Type NC

Select the ‘SN’ option for NC Type, then select
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Complete
4 Identification
Tab

1. Inthe Summary field — provide a brief description of the change
notification you are proposing.
Example:

“Summary
[*vZ Manutacturing C***[otification of Change - Production Relocation to Malapsia Facility |

2. Select to open Location Code window.

Location Code I |

3. Select ' 0k | toopenlist.

=lol x|

5 Find Location Code
Grid Yiew Query |

L | — goes | s i

Location Code I

Drescription I

4. Select the Moog Location that represents the parts impacted by
the change. (If the change affects multiple Moog sites, choose
the one that purchases the majority of part numbers impacted

by the change) then select to confirm selection.

Example: Aircraft Group — Tewkesbury

5 Find Location Code

Tiogimce e o —
|4 AG-TEW AIRCRAFT GROUP - TE W IRY

AG-TEW AFT MET AIRCRAFT GROUP - TEWKESELURY: &
oG- H AIRCRAFT GROUP - wWOLVERHAMPTL
AG-AWH AFT MET AIRCRAFT GROUP - WOLVERHAMPTO

5. Clickonthe |“| to save your entries.

Create / <Predizpozition: / <5SPR> I <Cauze / Conective Action: I O

Fvisi
a 4 | Add A Bemowe Traceable [kem | Foplp Detals | Templates | ;Vcﬁlc_
udi

—Summary
IKYZ M anufacturing Co - Motification of Change - Production Relocation to M alapszia Faciliby

After you save the record, you will be routed to the Create tab.

Supplier
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From the Create tab

|dentification ¢Cauze /

Suantity | 1|

1. Enter ‘1’ in the Quantity Field
2. Select the downward arrow of the Cause Code field

Cauze Eude:[

3. Select the applicable change category from the description field

options, then select

Example: Production Relocation

5 Determine Supplier
Moog DA T T
I nStru Ctlo n Code / Dieseription Charge Supplic| Reset Rl Skip |Applies to Auta| Prevent Closun| Allaw CA, NC, (Business Ur
for SN1 BUSIMESS SYSTEM CHANGE F F F M T MOG
. 5Nz2”  |ORGANIZATION CHANGE F F F N T MOG
Applicable OEE PRODUCTION RELOCATION F F F N T MOG
Change SN4 REQUIREMENT CLARIFICATION  |F F F N T MOG
SNS DRAWING/SPECIFICATION CHANG|F F F N T MOG
Category SNE PRODUCTION PROCESS CHANGE |F F F N T MOG
SN7 SUE-TIER SUPPLIER CHAMGE F F F N T MOG
5N8 LOGISTICS CHANGE F F F N T MOG
4. Select | Standard Dizpozition |
—Inwestigation
Traceatle Histu:nr_l,ll Pap p Details | Wiew Letter List I Standard Dizposzition I
5. Highlight the applicable change description from the SN NC
listing then select
x Cancel || ng I
der here ta group by thal
Descriptipn Business Unit
= |SM NE-$usiness Syztem Change MOG 9
SH NE]brawinga’Spec Change MOG
5M NJ/Logistics Change MOG
SH N¢-D rganization Change MOG
SN NE-Frocess Change
MOG
SH MC-Requirement Clarificaton
L |5M NC-SubTier Supplier Change MOG
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Complete
Pre-
Disposition
Requirement
per Moog
Instruction

Each change category has unique Moog requirements to complete the
notification process.

1. Follow the instruction provided in the non-conformance
description box.

Example: Production Process Change

Production Relocation (Moog Attachment Below) Rev 20160415 ‘

Please provide clear details of any proposed changes to the location of your manufacturing/production facilities in the
attached Change Notification Form (including major internal factory moves).

Please also include your responses to the Transfer Readiness Checklist contained within the same attachment (thisis a
requirement for Moog’s approval process)

Process:

1. Download and SAVE a copy of the Excel attachment to your PC or Server.
Complete details requested in the “Change Notification” tab.
Complete respanses in the “Production Relocation Checklist” tab.
Save the file as “your company name - production relocation - date”.
Upload your completed copy into the TipQA NC (using the paperclip icon).
Process the change notification NC for Moog's review and approval.

o bW

Supplier

For certain change categories you may be requested to complete an Excel attachment.

This is so Moog can share the information with our customers if required, and also assign appropriate resources and
risk management criteria to the change process.

The following Instruction represents the additional requirement of completing the Excel attachment, using a
Production Relocation change notification for example.

Select the @ icon to open the change notification form
attachment.

| Monconformance D ssx.,y'puun

Production Relocation (Moog Attachment Below)
Please provide clfar details of any proposed changes to the location of your manufacturing/production facilities (including
major internal fyctory moves) in the attached Change Notification Form, including your responses to the Transfer

Open Readiness Checklist (this is a requirement for our approval process)
Change 1. Download and SAVE a copy of the attachment to your PC or Server
7 Notifi X 2. Compglete the Change Notificgtion Form. - Su ppher
0t|f|cat|on 3. Attagh the completed copy prior to submitting the notification NC
Attachment
Blol=]
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Navigate to the ‘Change Notification’ tab within the Excel form

/ Supplier Change Notification
a2 Add ' Notification
ompany/Address: Date:
Change Notification ‘ Information Requested
Brief description
of Change Proposal
| Reason
Open File to for Introducing
Add required Change
8 Supplier
Change PP
Informatlon Moog Sites impa%ied:
]
POC for furthe{ info: Telephone No:
- Planned date of
Eontatsepall intoduction:
]
Moog Part #'s and
Programs affected:
(List indivi
Moog Part #'s and related
ograms if krjown)
L NI Change HNotification ] Production Transfer Checklist 2
Enter your company name, and location
Company/Address: Example Manufacturing - Newhberg, Oregon
Enter today’s date as Notification Date in (dd/mm/yy) format
Notification 12/01/2016
Date:
Populate
9 Header Supplier
Data
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Provide brief ‘headline’ description of the change being introduced
(This can be accompanied by a formal letter)

Per the attached formal letter, this notification is to inform you that Example

Provide Manufacturing is relocating its Manufacturing Facility and Repair Station from Newberg
10 Description Industrial Park to a larger, upgraded facility in Oregan Business Park. The new facility is S l
of Change Brief description located less than fifteen miles away from our current location and this move will not affect upphier
Proposal of Change Proposal  [our continued business operations and quality of service. The relocation will be project
managed by James Frankle, our Operations Transition Lead.
Provide a brief description of the reason for introducing this change
Provide This move supports our sales growth strategy and coincides with the forthcoming
R f termination of the lease on our current building.
11 | ttaas(cj)n .or Reason Supplier
ntroducing for Introducing
Change Change
Select from the provided drop-down menu all applicable Moog sites
Identify that are affected by the proposed change (Design/Purchasing
. Authorit .
12 Moog Sites ) Supplier
I m pa Cted . . E:::r:unrl:a
Moog Sites impacted:
Enter your supplier contact details for Moog follow-up
Provide
13 Contact POC for further info: y Telephone No: (541) 123-4567 Su pp“er
James Frankle
DEtaIIS Contact email:
james.frankle@example.com
Enter the planned date of introduction for the change
) Planned date of 01/12/2016
Provide intoduction:
14 Date of Supplier
Introduction | note! Under 3 months’ notice of a significant method change or
production relocation may not be acceptable time for Moog to assess
all risks adequately and provide approval
List Moog Part numbers affected by the planned change
. CAd32156-001
Provide Part ceee o
15 Numbers x;‘:5;z:: sane e PR Supplier
I m pa Cted Muu:;::l #‘s‘a;’u:l related
Programs if known)
For production method changes, production transfers and key sub-tier
changes Moog request the completion of an additional Checklist.
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The checklists are based on Aerospace recommended practices and
will help both parties establish a common understanding in the level
of both project management and risk mitigation considered, to ensure
there is no unplanned disruption to product supply.

1. Navigate to the Checklist tab (example for Production Transfers)

M 4 » M| Change Notification Production Transfer Checkl'stl ¥

2. Complete the provided checklist with responses that best reflect the
current status of the project management for the change, providing

additional comments to support your responses.

Populate Supplier
16 Checklist DUCTION TRANSFER CHECKLIST
Complatzd
No|  subjer Requirement Ves | in-Process Supplies Comment
v v v
[The supplier shall conduct a review of all customer, government, regulatal an|
contractual requirements associated with the transfer of Moog product
[ The review shall require cansideration of flow-down requirements, including but o \
Iimited to SQR-1, Moog T&C's, LTAand any supplemental () clauses.
1 |Contract Review |If applicable, the supplier shall conform with regard to any restrictions to the| Yes
transfer of manufacturing operations at the supplier and sub tier level |e. for Safety)
(Critical/Frozen Processes
The contract review, and any resulting actions, shall be documented with regards to)
plans for address any conflicts found in requirements.
I Il ] - \
2 | Customer Audit 'hE.SUDD e T?ke et E PRI B SR In-Process Maogto advise on sita asessmant and or audit requiremants
audit of transfar activities upon request
[The supplier shall provide a document detailing the responsible transfer lead and|
3| ProjectTeam |all key, cross-functional support team members with roles and responsibilities for In-Process Trangfe Froject Lead 2ssizned, supportt2am to be extzblished
both the sending and receiving sites.
. . “ .
Save the file to your PC or server, re-naming as “[supplier name]
Change Notification.xls
Product Transfer
Save Supplier Developrment Procedures
Supplier Transfers Project E ‘
Completed Connect Uploads -
. Gated Process .
17 File to -4 Supplier
Local PCor File name: | Example Inc - Change Notification l
Save as type: | Excel Workbook (*axlsx)
Server , : :
Authors: McFeely,Robert Anthon... Tags: Add a tag Title: Add a title
Save Thumbnail
) Hide Folders Tools ~
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Attach the populated Change Notification form:
1.Clickon 8l icon

NE Nurmbier SHDO204840. 2 |Rervision D1 Stotus WL Honcorfonring 1] Assioned To 4000363000 2] | Subscebe | | Modiy ey Data| | SpitNE
= View | Edw Prnt Label]|  CA Create Multiple MC3 || Reassign || Reverse || Proces D
Identéication | Create o <Predisposiion» £ <5PR» | <Couse / Comective Action> | Dispostion | Approvals | Closure | ActionHistoy | List
Hewson

Audi Trad Revision 9 Revived By 4000363 3| Date Revissd DSAM/2016 11:22858M 73]
= Subap/Component Part Infomatian
[T ) L RPN = 1
) (v)[=][=]) .“[ | FIEIE) ot toNC Humber
. "“‘:' S| Highest Lette Sesial Humbes =] N Chibd Nurber
) | I—
Sha -t T
Dispostion Code SN3__ =] Mandscluing Site. : : °
erence Designator
Cause Code 552w MANUFACTURING """ ™"
isposiion Instructions
Cost of Qualty - p— -
Ser Change Ny for Prods NC
Route Code 2| Supplier = o BpentE
Dietal Task Planning Flegured for this line tem [
Traceable Hislory Fop Up Detal: | [iew Letter List] [ Standasd Disposition |

2. Select ‘Insert File’ option

Markam At achments

Inzeit File

Fiemove Attachment

X Corcel

3. Navigate to where you stored your completed form, select file and

click on Ll

| Cpen a—— — =
Upload @'\_;’ w| . v Supplier Develope.. » Product Transfer - | ¥y | [ Seanch Produwet Transfer o| Supp“er
18 CompIEtEd Organize ~ Mew folder = - [ @
Flle to Tl PQA L. PPAP & GRESS Training = Marne : Diate §
- :;":"m‘ I . = oS- Whark-T ransfier-flow-chart. pdf 01,03|
- - R"'“‘" _'"‘::"‘_M'"‘" 8| Exampbe Inc - Change Motification.dsx 06/04|
- . e'_“':‘""f Ln-;lt “ = bntro_Work_Transder_04_10[1].pdf 02/03|
- “ :‘-‘" :"""_" e = Supplier Relocation Forms 12212011.xds 28711
£ : rai TQ'CA::P_"“‘? . = Wiork Transfer Managernent Guide.pdf 17,01
. SRR :Er i . = Work_Transfer_rev[1].pdf 08,07
3 supplier Developement Aids

L. Airbus GRESS

| Mew Supplier Falder

L. Product Tramsfer

| Supplier Development Procedures =
\. Supplier Transfers Project

| Connect Uploads m

J Gated Process

L. Macter files ]| %! L] L

File name  Exarmnple Inc - Change Motification.xdsx hl
~ o= ) [ o
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File should now appear in TIPQA as an additional attachment

Disposition Code [SN3 | Manidaciuning Sie

Feferance Detsigrstol
Couse Code [532__ | MANUFACTURINE ' e

5 =15 = ) SubasgpTTomponent Pait Information
HRISCIRE - £ ==
o ) Pait Mumbes [=/l=][#]  spht to MC Humt
Al i &1
Luther £ thcs:‘ILcnc S sinl Mumbes =] HE ChidHunbe
i — St Lzagred T

© Irzert File

* Remove Attachment

L« o | xgancell

Choose Production Relocation file

and click

—

File: | Prognetar“
Production Relocation 2. M
C:\JsersmcfeehiDesk... N

| Q/LI anncell

izpatilion Irstuctions
Cost of Qualty Suppler Change Notfication form for Production Relocaton type NCs.
Ficute Code 8‘
. . Dietasl Tisck Planrrg Required for this ne item
Verify File
Upload and ’@Iﬁﬁ =
®ahD >
Attach . _ .
19 o 1acaable Histon Eu’uwl.e!lerhﬁ; .SMDlmhmJ 5upp||er
Addltlonal Records:1 Edit LOCKED
Information
if Applicable
If applicable repeat step 18 to attach any other supporting materials
i.e. formal letter of notification, overview presentation etc.
Remove the blank template:
1.Clickon @] icon
M= LL :I1 Qg H'y: L‘, ,u[‘i SP:T:;T:TDDWI Fo =)=l spit to NC Mumbes
] — 5°"°'”;:":: R x=| M Chikd Mumber
Dispostion Code SN w| Manulacturing St Fieterenee Desgnalon
Cause Code 532w | MAMUFACTURING Disposticn Instuctions
t":o‘:::: Bl Supplier Change Motification form for Production Relocation type NC's
Detad Task Planning Regured for this line tem
T—aoo
ceatle [Viem Lettes List] | standesd Disposiion|
Remove 2. Select ‘Remove Attachment’ and click
20 Blank Supplier
—Maintain Attachment:
Template
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Process Tip

21 Record

1. Select the [+ button to save the record

.|.l,|.lo-. —;l
e Mgen e §
Y —
Dot Coe| -
| i
Conn Coe [ » JPROOUCTION L
Pt Conte| -l L

2. Select | Frocess | to move the TIPQA change notification to Moog’s
administrator who will re-assign to your Commodity Lead for review
and acknowledgement.

P NonCanformance Processing -laf| x

NC Number [SNO0035152. 2] Revision [& Status [NEW Nonconforming [ 1 Assigned To [i000369—_0] Woakeybaa| Wapimey|
@ !\ewl Eq  Prinlese - anl D

[CERESTAN Create / <Predisposition> / <SPR;

Revision

| Dicste il Cs | Reassion | 7 ore |

<Cause / Corrective Action> | Dispostion |  Approvals | Closwe | Action History | IR
pudt Tral | Revision] 1 Revised By D] Dste Revised[10/05/2016 0556594 15 ‘
EIEEE ﬂ' AP L] Subassy/Companent Pait Irformation

Patt Number Y
Letter [A Highest Lettes [A

Seial Number | =
[T Status Assigned To NC Chid Number =|
Defect Quartity 1 . . T

Defect Code
Predisposiion|
Cause Code[552 [FRODUCTION REL

Process Code|

[[ale

Defect Location | ‘

Cumplainlthl CA Number 2
D

F
‘ Production Process Change (Moog Attachment below) -
Please provide clear details of the proposed change to your Production Processes in the attached Change
[Notification Form (includes guidance notes on Major v Minor change requirements).
1. Download and SAVE a copy of the attachment to your PC or Server.
2. Complete the Change Notification Form.

ar=3]

Dependent on the level of risk associated with the change introduction,
as perceived by Moog, we may request further detail or requirements
prior to full acceptance and approval of the change.

Supplier

Moog
Review &
Approval

Process

22

Moog will review the change notification via the TIPQA disposition and
approval process. Any further information or approval requirements, if
applicable, will be either requested directly, or recorded on the Tip SN-
NC Closure tab, for your review following closure notification.

Moog

23 Closure
Notification

Following the SN-NC closure you will receive the following e-mail
notification

THIS 15 A COMPUTER GENERATED EMAIL. PLEASE DO NOT RESPOND, MAILBOX IS NOT MONITORED. Respond to the
person following the "By" in the message below.

NC document SNO0035104 at status CLS was assigned to 4000369 ( Rob McFeely - rmcfeely@moog.com ) by 4000365 ( Rob
McFeely - rmcfeely@moog.com ) on 6/17/2016 5:57:17 AM with the following comments: You have subscribed to
Nonconformance Document SN00035104. It has been processed to Status CLS. Please take action as required.
http://eatipg01?module=NC&recno=5N00035104&bu=ENG

Confidentiality Notice: This electronic mail transmission is intended for the use of the individual or entity to which it is
addressed and may contain confidential and/or proprietary information belonging to the sender. If you are not the
intended recipient, you are hereby notified that any disclosure, use, copying, distribution, or the taking of any action in
reliance on the contents of this information is strictly prohibited. If you have received this transmission in error, please
notify the sender immediately by e-mail and delete the original message. Thank you for your cooperation.

Supplier
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Closure

23 (continued) Notification

Open the SN-NC in TIPQA, and navigate to the ‘Closure’ tab

[ NonConformance Processing

NC Wumber SNODD35104 gﬂewsmn F  Status CLS  Monconforming 1 Assigned To Modify Key Data Split MC

Frint Label Ca Create Multiple MCs || Reassign wverse || Process Done
Identification | Cieate / <Predisposition> / <SFR> | <Cause / Comective Action> | Disposition | Approvals Il Closure |I Action History I List |
Revision

Audit Trail Revision E  Revized By 4000363 g Date Revised 07/06/2016 04:56:335M g

Closure Comments

b 0| e L Y el i Gated Production Transfer Management Required

Letler &1 2] Highest Letter A1

fA— Thank you for notifying Moog of you intention to relocated your production process
uantity

Physical Quantity 1 Moog supply chain intend to manage the coordination and evaluation of this project with you th
Gated Transfer process

Gate 1 - Supplier Transfer Proposal Review

Gate 2 - Detailed review of Supplier Plan

Gate 3 -Finalised Plan including and additional Customet or Moog reguirements
Gate 4 - Project Completion review and Closure

This will help ensure we review all customer, contract or regulatary restrictions or approval reg
hasis for effective, cross-functional communication of management contral and risk evaluation

A hoog transfer lead role will be assigned to the project who will contact you to coordinate our
the transfer process stages

Moog notes and any further instruction will be captured in the
Closure Comments field for your reference.

The Moog Buyer remains the normal contact for any questions/

comments regarding this process or the content entered into a specific
SN NC.

Supplier
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