[image: image1.wmf]ID Label

Instrument Documentation

Controller Participates in

Standardization of VDRs

OUR VDR

Definitions

OUR

Project T&R

MEMO

SDR

Table

Spec.

Sheet

PO

MFR P/N

Breakdown

Spec. Sheet

OUR PO

Supplier

Quotation(s)

RFQ

Response

Supplier

Quotation(s)

RFQ

Response

Purchase

Order(s)

Vendor Data

Requirement

s

Specification

Sheet(s)

Scope of

Work

Packing List

A&E

Database

Prepares

Contract

(& Scope of Work - If

Applicable)

?

Yes

No

Gen Flow pg1

120402.vsd

Determines to

Issue Procurement

Authorization / Contract

Develops the

Project Proposal

in Conjunction with

the Customer

Develops Proposal

Estimate by Determining

the Services to be

Utilized

----

Based on the current

Costing, the Customer's

Instrument Count,

& Project Timeline

Submits Proposal Estimate

to Customer for

Authorization / Contract

B

EGIN

O

VERVIEW

 

OF

 COMPANY

P

ROCESSES

Establishes a Project

Account in OUR Ledger

System (Dynamics) for

Invoicing the Project

Procurement

Generates a Request For

Quotation on a Package

Basis AND Submits it to

OUR Engineering

Receives RFQ for

Procurement Package

AND Notifies Assigned

Application Engineer & Inst.

Doc. Controller of Receipt

Reviews RFQ

Package AND Ensures

Proper Application &

Standards are Understood

Prepares Response

to RFQ for Package

AND Submits to A&E

Proposed

Project

(Size & Scope)

Date Stamps "Application

Reviewed" & Signs or

Initials the Technical Bid

Analysis (TBA)/BOM

Sheets, 

Spec. Sheets

, &

Vendor Data Requirements

Sheets AND Forwards

along with RFQ Response

to OUR Instrument

Document Controller

Receives RFP and

Compares to OUR

RFQ Response for

Differences AND Resolves

Major Differences with

Applicable Parties

Receives Product from

Supplier and/or Carrier

Project Development,

Procurement, & Delivery

A

CCOUNT

M

ANAGER

Hourly Rate

Sheets

Proposal

Estimate

C

USTOMER

A

DMINISTRATIVE

O

PERATIONS

M

ANAGER

Dynamics

A

RCHITECTURAL

& E

NGINEERING

F

IRM

Request For

Quotation

B.O.M.,

Spec Sheets,

& Vendor Data

Requirements

E

NGINEERING

M

ANAGER

A

PPLICATION

E

NGINEERING

Supplier

Quotations

RFQ

Response

Updates the Instrument

Database in Conjunction

with OUR Response to

RFQ AND Authorizes

Request For Purchase

A

RCHITECTURAL

& E

NGINEERING

F

IRM

1c

Request For

Purchase

TBA / BOM

S

HIPPING

 /

R

ECEIVING

MCT    OR

Product

Checks with

Documentation

?

Yes

No

Tag Item

Complies

?

No

Yes

Perform Verification

of Tag Item(s)

[Per WI 2.1.2]

AND Records on

the RV Form

Bill of Lading

R

ECEIPT

V

ERIFICATION

T

ECHNICIANS

May also

Prepare a

Scope of

Work

Receives Contract

(& Scope of Work - If

Applicable) AND Notifies

the Management Team

of Procurement Project

Procurement

Contract

A

CCOUNT

M

ANAGER

Consults with the

Architectural & Engineering

(A&E) Contractors on

the Instrumentation

Applications & Standards,

AND Assigns

Application Engineer(s)

to the Project

E

NGINEERING

M

ANAGER

Application

& Standards Are

Understood?

Yes

1b

No

1b

Obtains Quotes from

Approved Sources

1c

Generates a Non-

Conforming

Report AND

Processes PER

WP 2.2

E

XPEDITER

MCT

Ensures the

Resolution of

Nonconformance(s)

in a Timely Manner

Was the

Product Ordered

by US?

No

P

ROJECT

R

ECEIVING

MCT

Enters Receipt (Posting)

into OUR Ledger System

AND Generates a

Packing List for All Project

Items & Non-Project Items

to be Immediately

Shipped/ Delivered

Daily Generates a

Shipping Report AND

Processes Received Items

& Report as Follows

Shipping

Report

Performs Billing

Activities AND

Distributes

Invoices to

Appropriate

Invoicing Party

AP/AR

C

LERK

Shipping

Report

Customer

Invoice

Forwards Item(s) with

OUR Packing List, BoL,

& Supplier Packing List

to the Project Receiving

Staging Area

Project

Items

Invoicing Parties

> Lilly - AP/AR Clerk

> Lilly Projects -

   Admin.Ops. Mgr.

> Other - Admin. Assist.

STOP

Dynamics

Invoices

Customer

I

NVOICING

P

ARTY

NCR

Prepares Non-Project

Items for Delivery to

Customer OR Forwards

Items to Non-Project

Storage Area

PER Type of Account

Non-

Project

Items

1f

See Page 2

May Include

 'Value Added'

Tasks to be

Performed

Enters Order Status

into the Project Database

AND Forwards Sales Order

Package to Administration

Enters Order

Information into the

Acknowledgment

Tracking System AND

Establishes Hardcopy

File for Project Retention

Material

Manager

COPY

Sales Order

COPY

Purchase

Order(s)

Generates a Sales Order

for Package and Places

Purchase Order(s)

with each Supplier

Selected for the

Applicable Tag Items

Sales

Order

Dynamics

B

UYER

The PO shall Include the

attached Applicable

Project Terms &

Requirements MEMO,

along with the VDR

Standard Documentation

Table & Definitions

Package

Library

Ensures the Required

Documents are Established

in Project Database AND

Prepares Library for

Procurement Package

I

NSTRUMENT

D

OC

.

C

ONTROL

Material

Manager

Date Stamps "VDR

Reviewed" & Signs or

Initials the Vendor Data

Requirements Sheets

AND Forwards Package

to the Buyer

PO

Acknowledge

Tracking

A

PPLICATION

E

NGINEERING

A

PPLICATION

E

NGINEERING

Ensures that the

Respective Department

Managers Understand the

Project Requirements

AND that the Necessary

Resources are

Developed / Obtained

for Proper Implementation

& Execution of the

Procurement / Distribution

Activities

G

ENERAL

M

ANAGER

Establishes

Warehouse & Distribution

Support

-----

Including the

Establishment of the

Receipt Verification

Requirements AND the

Qualification & Training

of Technicians in

Conjunction with the

A&E Contractor /

Customer

W

AREHOUSE

M

ANAGER

1c

RFQ

Response

Project #, Package #,

Tag #, & OUR Status:

RFQ, PO,

Tag Received,

Tag Verified (RV),

Tag Delivered, ETC.

Generates an

Instrumentation Index,

from the End Customer's

Standards List, and a

Standard Documentation

Requirements Table for the

Capital Project

Adds OUR Project

Terms & Requirements

MEMO, the SDR Table, &

OUR VDR Definitions to the

RFQ Package AND

Submits the Package to the

Preferred Sources

OUR

RFQ 

Package

A

PPLICATION

E

NGINEERING

A

DMINISTRATIVE

A

SSISTANT

The Project Database

Is the Management

Tool for Scheduling

the Receipt & Delivery

of Project Items,

Statusing of the Order

& Warehouse

Activities, AND

Tracking the Assigned

Locations for All

Project Items that

either WE Procure

and/or Warehouse

for Shipment/Delivery

to the applicable

Project Site.

The Tag Item portion

of the A&E's Project

Database is imported

into the Project

Database by Assigned

Administrators

whenever Updates are

issued by the A&E OR

Required by US for

proper processing.

Validates the RFP Package

is the correct Package in

the Project Database

The

Project Database

In Synch with A&E

Database

?

Yes

No

Material

Manager

Corrects the Tag

Information in the

Project Database

B

UYER

B

UYER

RV Form

1e

Inst. Index

1d

S

HIPPING

 /

R

ECEIVING

MCT

S

HIPPING

 /

R

ECEIVING

MCT

S

HIPPING

 /

R

ECEIVING

MCT

S

HIPPING

 /

R

ECEIVING

 MCT

Key Aspects

for Receipt Verification

If A&E Firm establishes the Key Aspects,

then the same is also required to Issue

RV Instructions for the Warehouse

Manager to Control.

If WE are to establish the Key Aspects,

then the Application Engineer(s) for the

Project shall Issue the Key Aspects to the

Warehouse Manager who then is

responsible to see that a RV Form is

established in the Project Database for

use with the Project.

1a

1a

Checks that Item

Identification & Quantities

Comply with OUR P.O. &

Applicable Spec. Sheet(s)

Yes

P

ROJECT

R

ECEIVING

MCT

S

HIPPING

 /

R

ECEIVING

MCT

Ensures Item is in

Project Database,

Retains Receiving

Documentation in

Appropriate Project

Retention File, AND

Places a Product

Identification Label on

Item(s)/Container

P

ROJECT

R

ECEIVING

MCT

Mirrors the Receiving

Steps Required of

Product Ordered

(SEE Double Activity

Blocks), Except that the

Receiving Checks Verify

Compliance with the

Customer's PO & ONLY

Enters Receipt into the

Project Database, As

Well As Retains the

Receiving Documentation

in the Appropriate

Project Retention File

Material

Manager

If Receipt Verification

is NOT Required, THEN

Upon Placing the Product

Identification Label on the

Item/Container (SEE 1d

Connect) the Product is

then Assigned a

Warehouse Location

(SEE 1e Connect) OR

Processed for Shipment

(SEE Page 1 Connect)

1d

Retains the BoL & the

Supplier Packing List for

Non-Project Items in the

Shipping/Receiving

Filing System

OUR

Packing

List

Product Checks with

Documentation

Dependent on the amount of

product being received, the

Project Receiving MCT and/or

Expediter MCT may perform this

verification for the purchased

Project Items placed in the

Project Receiving Staging Area,

PRIOR to the Shipping/

Receiving MCT entering receipt

into the Ledger System

Material

Manager

Verifies Value Added

Activity (If Applicable)

is Correct & Places

a Green Dot on the

Applicable Product

Identification Label

Generates a

Non-Conformance

Report AND

Processes PER

WP 2.2

R

ECEIPT

V

ERIFICATION

T

ECHNICIAN

Statuses Project

Database AND

Forwards Completed

RV Form

R

ECEIPT

V

ERIFICATION

T

ECHNICIAN

NCR

1

Places Project Item

into Warehouse

Location, Enters

Transaction into OUR

Inventory System, AND

Retains RV Form (If

Applicable) in Project

Retention File

Material

Manager

P

ROJECT

R

ECEIVING

MCT

P

ROJECT

R

ECEIVING

MCT


