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SUPPLIERS INITIAL SAMPLES 

 

1. PURPOSE 

The purpose of this procedure is to obtain suppliers’ Initial Samples, first items, together 
with their control report in total compliance as from their first submission with the 
conditions of mass production. 

This must take place on the date requested by the purchasing department, after 
negotiation with the supplier. 

Acceptance occurs by authorization of delivery in series. 

 

2. FIELD OF APPLICATION 

This procedure concerns all external supplies required in the manufacture of our 
products (except for standard products in our catalogue). 

Presentation for acceptance of the quantity required of Initial Samples is necessary in 
the following cases: 

1.new part or new product (for example : part, material or specific colour delivered to a 
given customer for the first time) 

2.correction of deviation of the part subject to first approval 

3.modified part following change of design, specifications or materials. 

4.different construction or material used from the ones used in the previous approved 
part.  

5.production requiring new or modified tools, dies, moulds, models, patterns, 
etc…including added or replacement tools.  

6.production arising after servicing or repackaging of tools or existing machines. 

7.production arising after any modification of process or manufacturing methods (except 
mould/press couple located in the same facility). 

8.production carried out with the assistance of tools or machines transferred to another 
plant or coming from another facility.  

9.change of subcontractors supplying parts, materials or services (for example: heat 
treatment, coating). 

10.putting a product back into production with a tool that hasn’t been used for mass 
production for 12 months or other contractual frequency with the customer. 
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11.following the customer’s request to suspend the shipping owing to a doubt over 
quality of the supplier’s products. 

12.event linked or not to the human factors that may deteriorate the manufacturing 
process. 

 

3. RESPONSIBILITY 

The Purchasing Manager or buying centre for Clayens NP subsidiaries, the External 
Supplies Quality Manager. 

 

4. METHODOLOGY 

4.1. Customer :  

The Purchasing department alone is the only authorized customer. 

4.2. Lead time 

The supplier has to respect the delivery time defined by our Purchasing department.  In 
case of a major impossibility, he should inform the concerned buyer and study an 
acceptable solution with him. 

 

5. PROVISIONS FOR SUPPLIER PRESENTATION 

The Initial Samples can be sent to the user factory only if they comply with all the 
requirements, and are accompanied by the Initial Samples report correctly filled in. 

The Initial Samples are issued from mass production equipment and processes (press, 
tools, operators, raw material, control means…) during a full production day. 

5.1. Control of  Initial samples: 

The check shall be carried out by the supplier for all requirements specified on drawing, 
general or particular specifications.  

Quantities to be checked:  

- metrological records: 5 parts per cavity, except authorized concession in writing by 
Clayens NP 

- tests on parts: to be done on 5 parts for each test 

- tests on materials: complying with laboratory standard, for all characteristics of the said 
material 

- particular case: to be defined case by case with Clayens NP 
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The parts controlled will be numbered in such a way as to make a link with the results on 
the report (the parts will be given to Clayens NP with the report). 

For the characteristics with capability study requirement, 30 parts per cavity or tooling 
will be taken.  

5.2. Initials Sample Report :  

The results will be recorded in the “Initial Samples” control report. (see appendix 1) that 
will be attached to IS inside the packing unit. 

The absence or the non-compliance of the supplier’s control report will constitute a 
motive for refusal of the Initial Samples. 

 

Together with the dimensional report, the Initials Samples file will include at least :  

 - a quality insurance plan (production and control graph, control plan) 

 - a certificate of conformance for raw material 

 - capabilities on critical dimensions (see drawing and/or specifications) 

 - test results (specs) 

 - composition of raw material (security and environment certificate) 

Others items may be asked for in the specs or in the appendix nr 1 of the doc 088 
(Purchasing specification). 

Concerning products for automotive industry, the purchasing specification (doc 088) has 
to indicate a level 3 PSW submission (see doc 187 on appendix 3 of this procedure). 

Concerning supplies of aeronautic products, a first item according to EN 9102 can be 
demanded. 

In the case of specific labels to a product, the initial samples order will consist in 
ordering the final proof so as to validate it. 
 

5.3. Packing / Dispatch : 

As far as possible the Initial Samples will be delivered, in the series packaging or 
representative of series deliveries.  

The delivery of Initial Samples for acceptance must be done separately from the other 
quantities requested by Clayens NP, especially of those necessary for series assembly.  

 

5.4 Identification :  
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5.4.1. Initial Samples: the supplier has to establish a delivery note stating that it is 
an Initial Sample. Each packing unit must be identified by a label saying "initial samples" 
(doc 99), reference Clayens NP, evolution index. 

 

5.4.2. 1st delivery after modification : parts having undergone a modification, the 
Initial Sample of which is accepted, will be delivered identified on each packing unit and 
for 1 week with a label "application of modification" (doc 118 - size A4 label, or the 
biggest possible, considering the dimensions of the packing unit). 

 

6 REVIEW AND DECISION:  

The presentation review of the Initial Samples or first item is not ended as long as non-
conformities of the presented product have not been cleared by the quality department 
of the Clayens NP plant.  

The review can be a partial review when dealing with differences between the new 
configuration and the previously accepted ones.    

 

The decision to accept or refuse is the responsibility of :  

- for development product: the SQA and/or the New Product Quality Engineer 

- for serial life product: the SQA and/or plant quality manager  

 

The supplier will be informed of the decision:  

- by distribution of the flyleaf saying “accepted” (if accepted). 

- by return of the complete report saying "refused" on the flyleaf (if refused) 

Release will be ensured by the External Supplies Quality Manager. A copy is sent to the 
purchasing department. 

 

7. NON-INITIAL SAMPLE COMPONENT 

All the delivered parts before acceptance of the Initial Samples or called: prototype 
parts, for methods, tests, etc. 

They shall be labelled "test parts" and will be sent together with an IS report. 

Each packing unit must be identified by a label indicating "test parts" (doc 98) the 
reference of the site, the name of the applicant (label in A4 size or as big as possible, 
considering the dimensions of the packing unit). 

These parts are to be sent to the External Supplies Quality Manager. 





 SUPPLIER CONTROL 
REPORT 

 

N°.  ................................  

  Initial samples   Trials (protos, styles, etc.) 

SUPPLIER IDENTIFICATION 

Company name:  .............................................  Quality manager:  .....................................................................  

Place of manufacture:  .....................................  Tel.:  .........................................  Fax:  ...............................  

PART IDENTIFICATION 

Reference:  ................................................  Delivery sheet n°:  .............................  Packages nb:  ..............  

Description:  ..............................................   Quantity delivered:  ...............  

Safety item and / or submitted to regulations:  YES NO 

REFERENCE DOCUMENTS 

Drawing n°:  ..............................................   Date: .…../……../…..… Index:  .......................................  

Further documents (Specification, Standards, etc): 

Description(s):  .............................................................................................................  

Reference(s):  ................................................................................................................  

Of:   ...............................................................................................................................  

REASON FOR SUBMISSION 

  New part    Process modified      New equipment / tool 

  Modified part      Process transfer     Equipment  / tool refurbishment  

  New presentation n°. ….    Photometric approval      Materials certification    

MANUFACTURING PROCESS 

Definition:  ...........................................  Nb of cavities:  ....................  Marked from   ..........   to   .........  

DOCUMENTS SUPPLIED 

  Dimensional report    Photometric report    ............................................  

  Material / specification report    Capability studies    ............................................  

SUPPLIER COMMENTS  

Date:  .............  / ..............  / ..............  

Name:  .............................................  

Signature:  

Pilot plant: FOR CLAYENS NP USE ONLY Products(s): 
(1) delete as appropriate 

METHODS ADVICE (if necessary) 

Name:  ........................................................................  

Signature:  

APPROVED (1) REJECTED 
Comments: 

ENGINEERING / LABO ADVICE (if necessary) 

Name:  ........................................................................  

Signature:  

APPROVED (1) REJECTED 
Comments: 

QUALITY FINAL DECISION 

Name:  ........................................................................  

Date:  ..........................................................................  

Signature:  

APPROVED (1) REJECTED 
Comments: 

DISTRIBUTION : PURCHASING / LOGISTICS / SUPPLIER / QUALITY PLANT 

The Quality Plant Department has to be informed about any approval pronounced 

following a part modification or equipment / tool refurbishment. 
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APPENDIX 2: DEALING WITH AN EI ORDER 

 
Updated: 18.02.2011 

 

Supplier Order 
Make a DOC 013 modification 
note on the considered article, to 
make this article go to 
"elaboration " status in X3 
(prohibiting any new order on this 
item) 

PURCHASING 

Supplier 

Acceptance Acceptance 

Monitoring 

Blocking of the order and 
modification of the article in 
"elaboration" status in X3 

Archiving of the item 
modification note 

MONITORING 
OF OUTSIDE 
SUPPLY 
QUALITY 

NO 
EI accepted? Acceptance: see 

procedure no. 33 

YES 

Make a DOC 013 modification note 
on the considered article, to make this 
article go to "actif" status in X3, 
enclose a copy of the EI acceptance 
report for the buying service. 

Visa of the buying 
manager + archiving of 
the report with the copy 
of the supplier order  

Unblocking of the order and modification 
of the item to "actif" status in X3 

Delivery note 

Physical treatment Computer treatment 

Documentary 
treatment 

EI: Initial sample 

PURCHASING 

PURCHASING 
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