Quality System Work Instruction

50-10-0002   Distribution of Supplier & Carrier Requirements  
rev-16a01 -  Approved by: Responsible Dept(s) Here

1.0 Purpose and Scope 
The purpose of this work instruction is to distribute supplier and carrier requirements
Work Instruction is applicable to American GreenFuels Employees, Suppliers, Carriers and Drivers.
1.1 Discussion: 
Standardize communications with suppliers and carriers of American GreenFuels policies.  Coordinate company message with management for distribution.
2.0 Work Instructions 
	STEP
	RESPONSIBILITY
	ACTION

	01
	Logistics  Planner
	Distribution to Suppliers & Carriers
a) New Supplier or Carrier
·  Email copies of following to  
· FO 50-30-0001 
· FO 50-30-0002

b) Annual Reminder
· Email to all active suppliers & carriers (January), attach
· FO 50-30-0001 

· FO 50-30-0002 

c) As Required
· Resend if reminder needed

	02
	Logistics Coordinator
	Distribution to Drivers
optional clarification
a) On Truck Arrival, provide printed requirements if
· New Driver 

· As-required ( e.g. driver seems unaware of policy) 

	03
	Logistics & Management
	Updates
Use existing Work Instructions
a) Standard Process WI 10-10-0401
· Preparation & Release of Controlled Documents 


3.0 References 

3.1 Normative References - The following reference contains provisions which through reference in this text, constitutes provisions of this document. References, which are subject to revision, should always be used in the most recent form. 

WI 10-10-0401   Preparation & Release of Controlled Documents

FO 50-30-0001   American GreenFuels Supplier & Carrier Requirements and Regulations
FO 50-30-0002   Carrier Cleanliness Policy
3.2 Informative References - The following references are included as bibliographic information, which may contain material useful for execution of this document. References, which are subject to revision, should always be used in the most recent form.
QSP   04.1 Document and Data Control

3.3 Documentation/Records - The implementation of this document requires the use of the below listed forms or reasonable facsimiles thereof and may result in records as so indicated in addition to retained completed forms.  References, which are subject to revision, should always be used in the most recent form.
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