
Supplier Change Notification:  Process Flow Chart

Supply Chain 
MgrPurchasingPlant QAEngineering Supplier

Change 
Coordinator (DCI 
QA/Doc Control)

Enters originator name, 
date, DCI part #, 
supplier name & 

change description, 
information into the 

Change Control 
Database and issues 

SCN # back to the 
initiator

Initiator enters # into SCP form (QA-F-100) completes top portion & submits it to 
the supplier who completes the “SUPPLIER” section and begins generating any 

necessary data

Person who was contacted about the change (from the supplier) initiates the SCN 
form& contacts Change Coordinator for SCN # 

After additional data is collected and/or verification is complete the 
team determines if the change is approved or not.

Process is 
terminated, 

Canceled SCN in  
Change Control 
Database & hard 

copy, notify 
supplier

Begin 
implementation/

Documentation of 
changes through 

ECN/ECO 
process if 
necessary

Change Proposal Rejected

Change Proposal Accepted

Receives form from DCI 
originator, completes 
“Supplier” section & 

returns form along with 
supporting documentation 

to DCI originator

Members from all 4 functional areas meet to review  SCP, any samples that were 
submitted,  and its supporting documentation.  Team lists the impact of the change & 

works with sales (for any SCP’s which affect more than 1 location or a finished 
saleable good) & determines if change can be approved as is or if additional data or 

other verification is necessary  to approve the change.  If DCI needs to generate 
additional data, this will be assigned to the appropriate job function as necessary.

Close out SCN in 
database, file hard 

copy, notify & 
provide copy to 

supplier

Receive approved 
change proposal; make 

changes accordingly 
and indicate first lot of 
changed material with 

an identification marker 
on the external 
packaging label

By: Brenda Misukanis QA-P-100 Addendum SupChange Flowchart Revision 0; 11/3/2008


