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 September 14 2018 John Daigler, John Tetlow, Jimmy Fitzpatrick, Rob McFeely, Jay
REV 2 Sollecito
AUTHOR K. Alvarez
BASIC PROCESS | Standard Work instructions for Moog suppliers on how to raise a change notification via the TIPQA
DESCRIPTION Nonconformance module
Note: Updates to this doc must be reflected in all www.Moog.com Supplier PDF instructions
STEP # STEP / INSTRUCTIONS FUNCTION
IMAGE
Supplier Instructions
As stated in Moog’s Supplier Quality Requirements (SQR 1):
“Suppliers shall use the electronic TipQA SN type nonconformance,
accessible through the Supplier Portal, to notify Moog of changes in
organization, business system, product design or specification,
manufacturing location or process definition not requested by Moog.
Such notification must be given as early as practicable, and should
clearly describe the change or changes that are being proposed.
Production location changes will be managed according to Moog'’s
Supplier Led Transfer Process. Moog reserves the right to require
approval of any changes prior to the supplier shipping any product to
Moog, our partners or customers. Suppliers must not ship any product
until so authorized.”
Loginto The following steps will assist you in complying with SQR 1 as it pertains
1 TIPQA via to change notifications. Supplier
Portal
Log-in to your TIPQA user account (provided by Moog)
Choose Portal System:
] TIPQA Launcher [ i e |
TIPQA Server:
eatipgl1.moog.com -
TIFQA
Portal System
Enter your User ID and Password.:
User Login Dialeg
// ol
PO
X ol
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http://www.moog.com/

Loginto
TIPQA via
Portal

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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Supplier

Create NC

Select the ‘Create NC’' option
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Select
‘Supplier
3 Change
Notification’

Type NC

Select the ‘SN’ option for NC Type, then select

5 Nonconformance Type Select ;Iilil
MC T_l,lpel x Lancel | | ¢ 0K I

Drag a column head aroup by that column

=l Ty0e e Apolies to SR
N=r SUPPLIER [ EQUEST A E )
Qs SUPPLIER y R F

[View Only | 4

Supplier
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1. Inthe Summary field — provide a brief description of the change
notification you are proposing.
Example:
“Summary
|><YZ M anufacturing [:I\l otification of Change - Production Relocation to Malaypzia Facility
2. Select to open Location Code window.
Location Code |
3. Select to open list .
5 Find Location Code
Complete Gidview Qe | Supplier
4 Identification Ll |
Tab
Location Code I
Description 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
) amin he oup by that column
Elogioncode . [eapton
AIRCRAFT GROUP - TEWKESBURY
AG-TEW AFT MET AIRCRAFT GROUP - TEWKESBURY: &
AGWH AIRCRAFT GROUP - WOLVERHAMPTO
AGAWH AFT MET AIRCRAFT GROUP - WOLVERHAMPTO
5. Clickonthe |“| to save your entries.
Create / <Predizpozition: / <5SPR> I <Cauze / Conective Action: I O
Fevisi
ol v b4 | Add| A Bemowe Traceable [tem | Fop g Detailz | Templates | ;vcllilt,
Lidi
—Summary
IXYZ Manufacturing Co - Motification of Change - Production R elocation to Malayzia Facility
After you save the record, you will be routed to the Create tab.
117-73 0915
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From the Create tab

|dentification ¢Cauze /

1. Enter 1" in the Quantity Field Quantity | 1|

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

5 Determine | The Change Categories are as follows: Supplier
Moog
|nst|’ucti0n SN Type Description Definition Example
for Business — . er'e buci
e ny change to supplier's business or L . .
A licabl NO1 |System/Certification qu:lity minagemz:t cystems Supplier is changing their ERP system
pplicable Change
e Any ch to ki | h f
Change NO2 |Organization Change o::‘:[:h:ﬁe DL SIS S SR Supplier has a new Sales Manager
Category
. . Change in location at which Moog parts  |Supplier is moving production of our
NO3 | Production Relocation are assembled or manufactured part to their new facility in Mexico
Moog Supplier discovers a missed
) e . A request for Moog to clarify a drawing, ) ) )
NO4 |Drawing/Specification q L & iy 8 | dimension on a Moog drawing and
o specification or other flow down he drawi d
Clarification wants the drawing correcte
Supplier I e e e e Supplier is rev'ing their own drawing
NO5 |Drawing/Specification q- . i . g- because a previous material used is
supplier's drawing or specification beol
Change now obsolete
Any change in a production process or . .
. Suppl ts to ch
Production Process method that may affect the fit, form or e :e.r wants U,C ange a major
NO6 h b riter o oo (il eect s a3 machining operation to make the
Change & P process more efficient
components thereof
Sub-tier Supplier Suppli ts t tings &
NO7 o Any change to sub-tier suppliers uppierwants fo move castings to a
Change new lower-cost vendor
. Any change to transportation, handling or |Supplier is moving storage and
NO8 | Logistics Change storage of Moog parts distribution activity to a new location
NO9 |EDM Process Approval A request to change from conventional Supplier is requesting to use EDM to
machining to EDM processing machine air gap
Supplier is requesting reduced
. . hardness testing after heat treat per
. A request to change the test, inspection, )
OSP Process/Testing AMS2759 Table 2 Note 2 and 3. This
N10 i process or sampling based upon ! X
Requirement Change el el is allowed per spec but requires
cognizant QA organizational
approval.
. . Supplier discovered wrong raw
A notification that the supplier has terial bei d for WIP that th
N11 |Notice of Escape identified non-conforming parts or material being used tor i st they
et hl et et T b suspect was used for a previous lot
E already shipped to Moog
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4. Select |StandardDispn$itinn|

ol

—Inwestigation

8l

Traceatle Histu:nr_l,ll Pap p Details | Wiew Letter List I Standard Dizposition I

5. Highlight the applicable change description from the SN NC

listing then select

Drag a colun =1 here ba group by that colurmin

xgancelll JQK I

Descriptipn Business Unit
= |SM NE-¢usiness Syztem Change MOG 9

SH NCbrawinga’Spec Change MOG

5M NO/Logistics Change MOG

SH N¢-D rganization Change MOG

SN NE-Frocess Change

SH MC-Requirement Clarificaton

MOG

—

SM MC-SubTier Supplier Change

MOG

DISCLAIMER: Printed copies are for reference only.

117-73 0915



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 b oB Wb

Supplier

NO3 Production Relocation, NO6 Production Process Change, NO7 Sub-tier Supplier Change and NO9 EDM Process
Approval require a standard Excel spreadsheet to be filled out and attached to the NC.

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 |IZ|1 icon to open the change notification form
attachment.

| Monconformance D ssx.,y’puun

Production Relocation (Moog Attachment Below)
Please provide clear details of any proposed changes to the location of your manufacturing/production facilities (including

o pe n major internal fyctory moves) in the attached Change Notification Form, including your responses to the Transfer
Readiness Checklist (this is a requirement for our approval process)
Change .
7 1. Download and SAVE a copy of the attachment to your PC or Server Suppher
Notiﬁcation 2. Complete the Change Notification Form.
3. Attagh the completed copy prior to submitting the notification NC

Attachment

n|2l=]
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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
|nf0rmat|0n Moog Sites impa;ied:
]
POC for furthe{ info: Telephone No:
- Planned date of
o Al intoduction:
]
Moog Part #'s and
Programs affected:
{List i
Moog Part #'s and related
ograms if krjown}
L NI Change HNotification l 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

DISCLAIMER: Printed copies are for reference only. 117-73 0915



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 i
of Cha nge Brief description located less than fifteen miles away from our current location and this move will not affect upplier
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
termination of the lease on our current building.
Reason for .
11 Introduci 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
Impacted . et e
Moog Sites impacted:
Enter your supplier contact details for Moog follow-up
Provide
POC for further info: Teleph No: i
13 Contact or further info: James Frankle elephone No: (541) 123-4567 Suppller
DEtaIIS Contact email:
james.frankl iple.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
CA432156-001
Provide Part CA345653-001
Moog Part #'s and CErstein ;
15 Numbers Pr:g‘:fmj oo P Supplier
ImpaCted Mmg(:'t#sandrelated
Programs if known)
For production method changes, production transfers and key sub-tier
changes Moog request the completion of an additional Checklist.
DISCLAIMER: Printed copies are for reference only. 117-73 0915



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

Populate . Supplier
. additional comments to support your responses.
16 Checklist
DUCTION TRANSFER CHECKLIST
Completzd
No|  subjer Requirement Ves | in-Process Supplies Comment
v
[The supplier shall conduct a review of all customer, government, regulataly an|
contractual requirements associated with the transfer of Moog product
[ The review shall require cansideration of flow-down requirements, including but o \
limited to SQR-1, Moog T&C's, LTAznd 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 Le. for Safety)
(Critical/Frozen Processes
The contract review, and any resulting actions, shall be documented with regards to)
plans for addrass any conflicts found in requirements
I Il ] - \
2 | Customer Audit 'he_sunn Lt ("?ke et E PRI L B R In-Process Maogto advise on sita asessmant and or audit requiremants
audit of transfer activities upan request
[The supplier shall provide a document detailing the responsible transfer |ead and|
3| ProjectTeam |all key, cross-functional support team members with roles and responsibilities for In-Process Tranafe Project Lead assizned, supportt2am ta be established
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 Development Procedures
Supplier Transfers Project E
Completed Connect Uploads
. Gated Process .
17 File to [ Supplier
Local PC or File name: | Example Inc - Change Notification ]
Save as type: | Excel Workbook (*axlsx)
Server : :
Authors: McFeely,Robert Anthon... Tags: Add a tag Title: Add a title
Save Thumbnail
= Hide Folders Tools ~
DISCLAIMER: Printed copies are for reference only. 117-73 0915



Attach the populated Change
1.Clickon 8l icon

Notification form:

NE Nurber SHO0204840. O |Revision D Status WD

Fewision
At Trad Revision

[ <][e]=] [#]=]=]=] [x

Detal Task Plarning Flegused for this ne ibem ]

Moncordorming

[ identfication | Ceeatef cPredupostion £ <SFF> | <Couss / ConecliveAction> | Dispostion | Appravals | Closwe | ActonHitow | Lt |
9 Fevived By 4000363
Subarssp/Component Pait Infomation

A O i a1 ] EaLph
. Laag I_'_"j Higt "_"_1.""""' Sevial Humbes =] N Chibd Nurber
sty 1| St Assigned Ta
Dispostion Code BN3  w| Manuaciuing Site e
Cause Code 592 | MANUFACTURING o i i
ispostion Instwections
bt ottty Supplier Change Ni form for Prod type NC's

FRoule Code 2|

1 Assigned To HB0BBIIN D | Subscrbe | | Modiy Foey Dot

52| Doate Revissd DSM/2016 11228580 37|

[=(=)E] Spit to NC Numbes

[ Loties List] [ Staniaed Disposion |

2. Select ‘Insert File’ option
M arkaim AR schments

Inzeit File

Fiemove Attachment

CFe ][ X oes |

click on Ll

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

" Ogen — P — &
Upload @'\.._J - ¥ Supplier Develope.. » Product Transfer w | #3 || Search Product Tronsfer y -]
18 Completed i N Eoki =~ O @
File to TIPQA PPAP & GRESS Training *  Mame - Date {
i Programs = 250100¢-Work-Transfer-flow-chart. pf 01,/m3|

L. SC Process Improvement
%C Re-organisaticn info
Stategic Supplier Lists

L Strategic Suppliers

I Supplber Addition Project

@ Supplier Developement Aids
. Airbus GRESS
Mew Supgplier Falder
Product Transfer
Supplier Development Procedures

\. Supplier Transfers Project

. Connect Uploads
Gated Process
Master files

File narme: Example Inc

_ o el
0| Example Inc - Change Motification.dsx 0

= Intro_Work_Transfer 04_10[1].pdf

=1 Suppfier Relocation Forms 1221 2011.xds
= Work Transfer Management Guide.pdf
= Work_Transfer_rev[1].pdf
E
- 4 i 3
- Chamge Motification.dsx -

Supplier
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File should now appear in TIPQA as an additional attachment
=i il |‘| SubasspTomponent Park Information I
: L patNurber H| Spht to MC Humt |
Q""""f‘ 1] H'F‘r_”_*.‘i“’"” B oot b =] HE Chid Nussber |
uaniiy
Disposiion Code SN w| Manufachuring Sie Hd!e:?‘;“ 0 Seontic |
CauseCode 532 | MANUFAETURING i |
Cost of Qualty iEpatlion |Rstiucion [
er Change Notification form for Production Relocation type NC's.
Fioute Code 8'
. . Dielal Task Pla Fiequired fai this e item
Verify File ELE:
Upload and e
Bo @/ :
19 Attach i Liet] | Stendsed Disposion| | Supplier
- Tiaceabie Hiso I e Lt List] | ispositon |
Additional : ; PP
. 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
a4 T pllp] [l =alle]  [x] StbsssComponsnt Pait infomstion =
Letter &1 1 2] Hiu«m.Lgm-m Ml || =i R ISR
D S | - SellalN;:v:: e C Chikd Nursber
Dispostion Code SHN3_ w | Manulactising Site R Dokl
Caute Code 592w | MANUFACTURING Dupasi.nmln:;gn;‘.bm
m:::';: 2 Supplier Change Notification form for Production Relocation type NC's
Dretad Task Planning Flegured for this ne iem
= iv [ Lenen List| | Standaed Disposition |
Remove 2. Select ‘Remove Attachment’ and click
20 Blank Supplier
—Maintain Attachment:
Template
= Insert File
* Femove Attachment
Lo | xgancel|
Choose Production Relocation file
and click
=
File: | Prognetar“
Production Relocation 2. M
C:\JsersvmncfeelsDesk... M
| fgk I x Lancel |
DISCLAIMER: Printed copies are for reference only. 117-73 0915



21

Process Tip
Record

1.Select the [+ button to save the record

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

% NonConformance Processing =N 3

@ !wew[ Ed | Pintleb

Ideniication B ATl <Cau:e / Conective Action> | Dispostion | Approvals | Closwe | ActionHistory | ITEENN
Audit Trail Rﬂi’hﬂl 1 Revised By = Date Revised [10/05/2016 0958 534M ‘j! ‘
| <+ |&l ﬂ = l] Subassy/Component Part Information

Patt Number Y
Letter [A Highest Lettes [A

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

o = | Dieste M Cs | eassion | A

e |

Desfect Cade|
Predisposiion|
Cause Code[552 [PRODUCTION REC

Process Code|

4|4 |4

Defect Location | | ‘

Cumplainlthl CA Number 2
—

1

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]

NC Number [SNOD035152. 2] Revision [& Status [NEW . Nonconforming [ 1 Assigned To [i000369—_0] Woakeybaa| Wapimey| ‘
I Frocess | o

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

22

Moog
Review &
Approval

Process

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 4000363 ( 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 SNO0035104. 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

DISCLAIMER: Printed copies are for reference only.
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Closure

23 (continued) Notification

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

[ NonConformance Processing

NC Number SNODD35104 gﬂewsmn F  Status CLS  Monconforming 1 Assigned To Modify Key Data Split M

verse || Process Done

Identification | Create / <Predisposiion / <3PR> | <Cause / Conective iction> | Disposiion | #pprovals || Closwe || action Histow | List |

Frint Label Ca Create Multiple MCs || Reassign

Revision
Audit Trail Revision E  Revized By 4000363 g Date Revised 07/06/2016 04:56:334M ﬂ

Closure Comments

L | el Ll I Gl L Gated Production f quired
Letter A1 g Highest Letter A1
Suantiy 1 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 Custamer or Moog reguirements

+ Gate 4 - Project Completion review and Closure

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

A boog transfer lead role will be assigned to the project who will contactyou 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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