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PURPOSE 

The purpose of this document is to standardize the process of drop shipping orders from outside 
vendors directly to the customer and to document the process of delegated verification of products 
released by suppliers. Once identified, the supplier can be authorized to drop ship defined products 
directly to MSI customers. 

SCOPE 

This document applies for MSI Plant. 

RESPONSIBILITIES  

Approved Suppliers – any active supplier in ENT. Most material suppliers are single source or 
dictated by engineering drawing. Service suppliers are the manufacturers or seller of the 
equipment, Amazon or internet suppliers for parts and office supplies 

Customer Service – update job in ENT with tracking number, ship date and quantity and supply 
Purchasing Manager/Outside Vendor with MSI Packing Slip documents 

Drop Ship(ment) – where a supplier ships product(s) directly to MSI end customer, without 
verification of conformance to customer requirements by MSI.   

Estimating – RFQ (Backup Purchasing Manager) 

Invoicing – invoice customer for the parts and freight charges if using MSI account 

Inactive Supplier – a supplier marked Inactive in ENT and is no longer approved to purchase from. 
Accounting will mark the supplier inactive if directed so by the Purchaser. 

Key Supplier - a supplier of that provides: 

a) products or services intended for incorporation into our products and services, based on 
value of Purchase Orders in one year or otherwise deemed as “Key Suppliers” by 
Purchasing Department. Purchase Value is reviewed annually in January for the previous 
year by Purchasing, Accounting Manager and Owners if applicable, based on ENT report in 
AP – Purchase Reports. 

b) products and services provided directly to our customer(s) 

c) a process, or part of a process that affects the product or service conformity to customer 
requirements 

Outside Vendor – production, inspection, FAI/PPAP (if required) and blind shipment to the MSI 
customer. Prior to shipping, the vendor must contact MSI Purchasing to obtain Packing Slip, CoC 
and barcoded Shipping Labels. 

Purchasing Manager - coordinate purchasing activities and submit drawings and shipping 
instructions to the vendor, as well as MSI Packaging paperwork 
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QA – Perform QMS audits on site to certify company for drop ship.  QA, with assistance from 
Purchasing as required, will identify suppliers that can drop ship products directly to customers 

Scope of Delegation – MSI/MSD approves the supplier to Drop Ship to the end customer or 
MSI/MSD off-site location (storage) and perform final inspection on MSI/MSD behalf according to 
end customer drawing. 

PROCEDURE 

Per MSI QMS and Procedure for processing an Outside Service Order the vendors must undergo a site 
audit to be allowed to drop ship to MSI customers. 

In the ASL list located in ENT Reports, suppliers marked as “drop ship” are clearly identified. 
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For these suppliers, once the order is ready to ship to the customer, the supplier is required to 
notify MSI Purchasing, which in turn contacts CS with the details regarding the order and requests 
a copy of the Packing Slip/CoC  via email, to be sent to the vendor. Additional supplier information 
available on MSI website at: 

https://markingsystems.com/suppliers/ 

Purchasing gives the tracking information and job ticket to CS to update the order in ENT. 

CS marks the order “Complete” in shipping and gives it to Accounting for invoicing purposes. 

Packing Slip will be emailed to the customer overnight, with the details input by CS in the 
Shipping Screen. 

Qualification for Drop Shipments 
To be eligible to drop ship products directly to MSI customers, a supplier must be an Approved Key 
Supplier that has high performance levels, along with responsiveness to corrective action requests.  
There should be a minimum history of two production lots of shipping products to MSI for 
verification without rejects before consideration for drop shipment.  The supplier should have 
acceptable and approved responses to all issued corrective action requests for consideration to 
drop ship.   

MSI will verify the supplier is knowledgeable of the requirements and quality expectations of the 
drop shipped product through on-site audit of the supplier’s process(es).  Suppliers that are certified 
to ISO 9001, AS9100, TS16949 or other internationally recognized Quality Management System 
standards can be exempted from the on-site audit. 

Suppliers that can drop ship are identified in ENT Supplier Info tab with the “Cert for Drop Ship” field 
set to “Yes.”  Since the design of ENT does not allow blocking of changes to specific fields in the 
Supplier Info tab, notifications are sent to QA whenever this field changes for any supplier so QA 
can verify the changes are appropriate. 

Scope of Delegation 
The scope of the delegation is listed in the Notes tab of a supplier in ENT.  The scope may be 
defined by specific part numbers or a more generic listing of product types.  The listing for all 
suppliers that have delegations, along with what products can be drop shipped is accessed through 
the Approved Key Supplier List report.  See Procedure for Adding a New Supplier. 

Monitoring 
Delegated verification activities are monitored through reject tracking and supplier corrective action 
process.   

MSI/MSD periodically verifies the delegation every 2 (two) years. The supplier must send one 
completed part to MSI/MSD facility for inspection as part of verification.  

Poor performance will result in the suspension or removal of the ability to drop ship products.   

https://markingsystems.com/suppliers/
file://ent.markingsystems.com/dfsroot/Tier2/ISO9000/MSI%20ISO%20DOCUMENTS/MSI%20Work%20Instructions/ENT%20PROCEDURES/Procedure%20for%20Adding%20a%20New%20Supplier%20-%20Shortcut.lnk
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Suspension of Drop Shipments 
Lots with greater than 1.0% defectives in a shipped lot will result in the suspension of the supplier’s 
ability to drop ship that product.   Future lots must be shipped to MSI for verification until the 
supplier can re-qualify per the requirements listed previous in this document.  

A supplier’s failure to provide approved supply corrective action requests will result in the 
suspension of the supplier’s ability to drop ship any products.   

 

 

Revision 

Date 

Nature of Revision Revision 
Approval 

7-3-19 Original Release of document  

8-7-19 Updated responsibilities for outside vendors Julia 
Rusmanica,  

1-19-22 Added Key Supplier definition Songul 
Gurleyen 

 

 


	PURPOSE
	SCOPE
	RESPONSIBILITIES
	Approved Suppliers – any active supplier in ENT. Most material suppliers are single source or dictated by engineering drawing. Service suppliers are the manufacturers or seller of the equipment, Amazon or internet suppliers for parts and office supplies
	Customer Service – update job in ENT with tracking number, ship date and quantity and supply Purchasing Manager/Outside Vendor with MSI Packing Slip documents
	Estimating – RFQ (Backup Purchasing Manager)
	Invoicing – invoice customer for the parts and freight charges if using MSI account
	Outside Vendor – production, inspection, FAI/PPAP (if required) and blind shipment to the MSI customer. Prior to shipping, the vendor must contact MSI Purchasing to obtain Packing Slip, CoC and barcoded Shipping Labels.
	Purchasing Manager - coordinate purchasing activities and submit drawings and shipping instructions to the vendor, as well as MSI Packaging paperwork
	QA – Perform QMS audits on site to certify company for drop ship.  QA, with assistance from Purchasing as required, will identify suppliers that can drop ship products directly to customers

