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1. Scope

 This document provides information for suppliers of the Schaeffler Group in order to  
 coordinate changes or a special approval with Schaeffler at an early stage in the case of  
 different specifications.

 It describes how the supplier applies for a special release/modification in the case of deviating  
 product characteristics or changes to the product, process, material, tool or production site  
 (storage space or production site) – also in the case of sub-suppliers – to Schaeffler after the  
 initial sample has been released.

2. Purpose

This procedure is intended to ensure that the supplier coordinates changes to the product,  
the manufacturing process, tools or production location (relocation) or deviations from  
drawings or specifications with Schaeffler at an early stage. This also applies to changes  
at its sub-suppliers.

This standard is to be applied by all suppliers in the event of a deviation or change,  
unless Schaeffler explicitly waives this in writing.

If the supplier has a template with the same content, he can request its use from  
Schaeffler in writing.
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3. Definition

The terms used in this document are explained here. This should help the supplier  
to select the right application for every possible deviation/change.

3.1 Special release 
If the deviation will only be in use for a limited time, this requires a special release.  
Reasons for a special release can be:

• Products out of specification limits
• Using alternative gauges
• Using alternative packaging
• Using a different production unit
• Using a different supplier.

This means that a special release can be given for already produced parts and/or parts  
which will be produced in future.
 

3.2 Self-notification
If the supplier only detects defects after delivery of the goods and informs Schaeffler  
of these defective parts before the defect is detected by Schaeffler, this is considered  
as self-notification by Schaeffler and is not taken into account negatively in the supplier  
evaluation (see brochure “Supplier evaluation”).

3.3 Process change
If there is a deviation from the manufacturing process used during the initial sampling  
(PPAP / VDA PPA) without affecting the product specification, this is to be understood  
as a process change.
For example:

• Elocation of production
• Using a different supplier for input material
• Using a different production machine
• Change in production sequence
• Change in production technology
• Changed tooling (only form giving tools as moulding, forging, …)
• Changed inspection process, changed inspection frequency
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4. Application procedure

The application is made by sending in the completed form (Appendix 1 or Appendix 1 and 2) 
to the contact person at Schaeffler indicated on the order.

To provide help for editing the form, it is shown in Appendix 4 with numbers and the 
explanations for the numbers are listed there.

A manual signature on this form is not required, the submission of an application by 
a representative of the supplier is understood as sufficient authorisation.

4.1 Special release 
A special release is to be understood as a time-limited deviation from the target state. A special  
release can also be requested for the period until the introduction of a requested change.

In the case of a deviation from the drawing or specification, a special release must be obtained 
from the contact person at Schaeffler indicated on the order before the product is delivered to 
Schaeffler.

This also applies if there is to be a shortterm deviation from the approved series process, e.g. use 
of an alternative process or machine.

When applying for a special release, the reason for the occurrence of this deviation shall be stated.
In order to correct the deviation(s), the supplier shall plan suitable corrective measures and list 
them in the application with responsibilities and deadlines.

Cause and corrective action can also be taken by using an 8D Report attached to the application 
(see brochure “Complaint process for suppliers”).

Depending on the circumstances, a special release is limited either to a specific delivery period  
or to a specific delivery quantity / lot size. The implementation period of the defined corrective 
measures also serves to define this limit.

Before delivery of the relevant products, the supplier must have received Schaeffler‘s approval  
in written or electronic form. The parts concerned should be separated from other parts and 
being specially marked. For this purpose, a copy of the special release must be enclosed with the 
delivery documents and additionally visibly affixed to the packaging units.

Delivery of defect parts without an approved special release will cause a supplier claim,  
which is negatively influencing the supplier evaluation (see brochure „Supplier evaluation“).
 

4.2 Self-notification
If the supplier only detects deviations from the agreed scope of delivery after the goods have 
been delivered to Schaeffler, the supplier must immediately inform the receiving Schaeffler  
plant of this matter.

In this case, Schaeffler will create a complaint in the form of a defect notification to record  
all additional costs incurred.

This notice of defects is then not taken into account in the supplier evaluation.  
The supplier will be charged with the recorded additional costs.

In the event of a self-notification, it is also necessary to provide information about the root  
cause and the planned corrective measures.
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4.3 Product modification  
If the supplier wishes to make changes to the specification, a product change must be applied for.

Furthermore, the supplier must define suitable measures for the introduction of the product 
change, specifying the responsible persons and dates, and attach them to the application.  
Only after checking the effect of these changes and approval by the responsible Schaeffler  
departments may the supplier introduce the changes.

Schaeffler‘s approval must be received by the supplier in written or electronic form before the 
change is introduced.
 

4.4 Process change
If the supplier wishes to make permanent changes to the process, these must be described in  
detail before implementation and applied for using the application form according to Appendix 1.

After Schaeffler has checked the application, the supplier will be informed of the decision and,  
if change approval has been granted, of the procedural next steps.

4.5 Production transfer
A planned relocation must be notified in sufficient time before it is carried out by the supplier to 
the contact person at Schaeffler indicated on the order with the application form according to  
Appendix 1 and, for the presentation of the relocation planning, additionally with the relocation 
checklist, Phase 1 – Project Preparation according to Appendix 2.

After Schaeffler has checked the application and the checklist, the supplier will be informed of 
the decision and, if change approval has been granted, of the procedural next steps.

With the introduction of the change, a new initial sampling or change sampling must be carried 
out (s. brochure “Production process and product approval for suppliers”). 
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