New Inspection
Advice (IA) form 2011
— Training Manual

Introduction

= Starting from March 2011, a new Inspection Advice
(IA) form would be introduced

new IA form: EXCEL file
Existing WORD file 1A form: discontinued
A more comprehensive, reliable and accurate form

Inspection booking process: no change
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The new IA form
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\Vendor Telephone:

FID:

[Factory Name (in
English):
[Factory Name (in
Chinese):
Factory Location
(in English):

[Factory Contact
Person:
Factory
[Telephone:

(LGS

Logistic)
(Vendor
Contact)

Previous
Request Booked The Last Date of
oD " N

Multi-
factory

Item No. Quanti

Date|the Ship
mm/dd/yy mm/dd/yy mm/dd/yy

(Yes/No)

to those PO's
partially made in this factory)

Special Program
(Please fill in if
applicable)

How to fill out the
new |A form?




1) General Information

—rme sescarrion
B
m Name of person who write this IA form

_ Date of filling up the IA form

XNEE AR @R 9-o-T'a inspection advice sample -01-26-2011s [Read-Only] [Compatibility Mode] - Microsaft Excd
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To: (LGS Logistic) LGS Office:
J (Vendpr Contact) Tel:

E-mail
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1) General Information

= ———
LGS Office Select the related LGS office for the IA form

Lesorce:
Tel:

E-mail:

LGS Office: |Las ni office
Tel: (852) 2377 1862
E-mail: Inspadv@Lowes.com
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2) Vendor Information

rmo sescsion
| VBU | (Mustfill) Vendor Number
(Must fill) Full Vendor Name — same as FC record

Vendor: country code — area code — number:
‘Telephone (e.g. 86 -21 0000000)

BU:
endor Name:

endor Telephone:

VBU: 99999
Vendor Name: ABC Trading Co. Ltd

Wendor Telephone 86-21 0000000

Revision 2

3) Factory Information

B
| FID | (Mustfill) Factory Number

Factory Name | (Must fill) Full English/Name for the Inspection Location —
(in English) same as FC record
FactoryName | (Mustfilllif locatediinChina/ Taiwan/Region) Full Chinese
(inChinese) | Name for the Inspection Location
Factory Location | (Must fill) Address in English for: the Inspection Location
(In English)
Factory/Location | (Must fill if located in/China / Taiwan Region) Address in
(InChinese) | Chinese for the Inspection Location
Factory Contact | Name of the Contact Person
Person
Factory country code — area code — number:
‘Telephone (e.g. 86 -21 0000000)
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3) Factory Information

-
b | FID:
Factory Name (in English):

Factory Name (in Chinese):
Factory Location (in English):
Factery Location (in Chinese):
Factory Contact Person:

Factory Telephone:

FID: 123456
Factory Name (in English): ~ MNO Lighting

Factory Name (in Chinese):  FRAESER
Factory Location (in English): Neo.1Industrial Park, Good Road, Happy Town, Guangzhou City, Guangdang Pravince, China
Factory Location (in Chinese): BHE BEATTHSUE RIFREE—TEE

Factory Contact Person: Mr. Li

Factory Telephone: 86 -21 0000000

4) Inspection Details

= i
(Mustill))All the Purchase Order. numbers requestedifor,
Inspection

RDC# Regional Distribution Center: (per PO# details)
Type of (Must ill) Select from|pull-down menu for. the inspection
Inspection type
** refer to Page 12 — 15 for-details
Request (Must fill) Request inspection date for each PO#
Inspection Date
Previous Booked | Original'booked Inspection date — only for requesting
Inspection Date | inspection date change or applying re-inspection/
cancellation
The Last Date of | Ship Window — please refer to the PO3# for detail
the Ship Window
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4) Inspection Details

s i

Multi-factory: | - Select*Yes™ if the PO# contains more than/one factory/or,
inspection inspectionlocation/(i-e: partialPO# inspection)
- If only one factory for the PO#, then select *No” (i.e:
complete PO# inspection)
(Leave as blank if Type of inspection is “cancellation”)

If Multi-factory inspection is “Yes", write down all the item

numbers within the PO# for inspection
(Leave as blank if Multi-factory inspection is “No”)
Quantity If Multi-factory inspection is “Yes", write down all the item

quantity within the PO# for. inspection

(Leave as blank if Multi-factory inspection is “No”)
Special Program | Select from pull-down menu if the PO# is for the special

program

(Leave as blank if the PO# is for ordinary order)

** refer to Page 16 for details
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Type of Inspection

New - the 1st inspection advice submission of new
inspection booking

Vendor Revision - revise PO details/inspection
date prior inspection

Revised per LGS - revise inspection date as per
LGS QA team request

Re-inspection b/c Missing - request re-
inspection because of item missing in previous
inspection
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Type of Inspection

= Re-inspection b/c Failure - request re-inspection
because of inspection failure in previous
inspection

Cancellation - cancel inspection booking by
vendor

Stock Inspection - Non-Asia Country inspection
(Not applicable to Asia Country Vendor)

Stock - Vendor Revision - Non-Asia Country
inspection, revise PO details/inspection date prior
inspection (Not applicable to Asia Country Vendor)
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PO# for Stock Inspection

= Stock Inspection: for some non-Asia inspections only
= Without a confirmed PO# during the time of inspection

= PO# shown in IA form: using the [DATE] of the request
inspection date ot )

10/1/2010
107212010
10/3/2010
10/412010
10/9/2010
10/10/2010
1 . 10/19/2010

Not applicable to 102012010
: , ] 102112010
Inspections in Asia 102212010
10/23/2010
or China 102412010
102712010
10/28/2010
10/29/2010
10/30/2010
10/31/2010
11/2/2010
11/5/2010
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Special Program

»= Not applicable for ordinary orders

= Special Program includes:
“TAT - Trim A Tree Program
% CNY - Chinese New Year Program
“+VPXD - Cross Dock

<+ PROMOTION - Order Need To Catch In Store
Date
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Examples
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Examples

Type of
Inspection

Request inspection | Previous Booked | The Last Date of the temNo. |  Quantity Special Program
D Inspection Dste Ship Window Multi-factory Tapplicable to thase PO's partially made n (Please fill in If
(mmiddiyy) (mmiddiyy) (mmiddiyy) inspection (Yes/No) this factory) spplicable)
123456789 113172011 2712011NO CNY - CHINESE
NEW YEAR
PROGRAM

PO#

345678901 2(10/2011 211812011 4444444
345678901 /2011 2/16/2011) 6666666
345678901 011 2118/2011 1000000
345678901 21102011 2/18/2011 0878543

Fill in Previous Booked Inspecti _’:i:\lﬂinlt'.tim tNO' i ?ﬁan,,tity
for booking revise or re-inspection e

Tyee of Request Inspaction | Previous Booked | The Last Date of the ltemNo. | Quantity Special Program
PO# ype o Date Inspection Date Ship Window Multifactory | (applicable to those PGS partialy made in | (Flease fillinif
Inspection {mmddyy) {mmidyy) (mmvddyy) | inspection (Yes/No) this factory) applicavle)
987654321 21142011 2121201 2/2012011|NQ CNY - CHINESE
NEW YEAR
Vendor Revision PROGRAM
345678001 Revised per LGS 21112011 21002011 201812011 4444444
345678901 Revised per LGS 21172011 21102011 21162011 6666666
234566987| Re-inspection b/c 2142011 113112011 211772011 9999999
Missing
234566087 Re-inspection bjc| 21412011 113172011 24712011 [RERERE
Missing
234566987| Re-inspection byc 214201 173172011 201712011 3333333
Missing




Lowes

Request Inspection Previous Booked The Last Date of the

PO# RDC # Type c,)f Date Inspection Date Ship Window Multi-factory {app|
Inspection (mmiddiyy) (mmiddiyy) (mm/ddiyy) inspection (Yes/No)
987654321 9998 Re-inspection b/c 2/20/2011 2/14/2011 2/20/2011{NO
Failure
345678901 777 Re-inspection b/c 2/20/2011 2/10/2011 2/16/2011{NO
Eailure
0
[ 102345678 111 Cancellation 2111201 211172011 21162011
J
0 ancellation”, o
») ' 11 - . 11 Re g o
0 0 pection”, o PO#, Reque pection date, Previo
pection Date (and Previo Booked pectio Booked pection Date and
Date e 0 acto nectio ast Date P ao
Typeof Request Inspection | Previous Booked | The Last Date of the ltem No. | Quantity Special Program
PO# ROC# | ! Date Inspection Date Ship Window Multifactory | (spplicable fo those PO's partally made in | (Fleasefilinif
nspection mmiddiy) (middyy) (mmiddlyy) | inspection [YesNo) this factory) applicable)
12 tock Inspection || 21182011 NO
k)l tock - Vendor 2220 2182011 NO
Revision

Notes

Inspection Advice should be submitted at least 7
WORKING DAYS prior to requested inspection
date.

Any Inspection Advice submission less than 7
working days WILL NOT be scheduled and
vendors WILL NOT be informed further.

If the Inspection Advice is needed to be changed
for any reason (including missing PO during QA
Inspection), up to 7 working days advance
notice is required.
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Notes

4. If a failed inspection because of quality issue
occurs, LGS requires approximately 3 working
days advance notice to schedule a re-inspection,
payable by vendors.

5. Check and ensure all the information provided are
completed and accurate to avoid delay.

6. All fields in GREEN color must be filled in before
submission (except for “factory name and address
in Chinese” for overseas factories).

Revision 2

Special highlights
before
|A form
submission

Revision 2 A
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Special Highlights

= Must be EXCEL 97-2003 file version (.xls format
only)

Cannot be saved if any required fields missing or
incorrect data format

Must use LGS officially provided template file. Any
change or self-modified format will not be
proceeded for inspection booking

One IA form only allows one factory (FID) for
inspection booking.

Revision 2

Special Highlights

= |f more than one VBU included in an inspection
booking, please input the most frequent one

Booking less than the standard lead-time may not
be proceeded

Verify all the inputs are correct before
submission, or otherwise the inspection booking
cannot be proceeded

Type of Inspection must be selected correctly.
Wrong selection will cause booking delay and not
to be proceeded.
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Special Highlights

= Submit IA form to:
(HK Office)
(Shanghai Office)

An auto-email reply message will be sent back to
the sender for receipt acknowledgement

Do not raise questions or enquiries to IA booking
mail-box. Contact LGS team representatives
directly

New IA form — available at LowesLink:
http://www.loweslink.com/limain/lgs.htm
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Post-submission

Revision 2
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Error Messages by email

» If the IA form information or the data format inside is
incorrect, a system-generated auto-reply emalil
message with the error reason will be delivered to the
IA submission sender.

If the error message is received, it means that the IA
form is REJECTED and submission is unsuccessful.
The booking will not be proceeded.

= A revise and resubmission of the IA form is required.
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Error Messages

Error Message Description
1. Email does NOT contain Excel file(s)! No Excel file is enclosed in the email
2. Duplicate Import Email! Duplicate email submission
3. Importing NON excel file(s) is/are Email attachment contains non-Excel file
INVALID!
4. This excel file does not contain The Excel attachment is not the Inspection
INSPECTION ADVICE worksheet! Advice template form
5. The IA form version is NOT correct! The IA form version is not up-to-date
6. Invalid value ‘xxxx of LGS Office! | ncor r ecofin LGS Dffiee field
7. The excel 'Date’ field value is NOT a Incorrect data in Date field
Date!
8. The excel 'VBU' field is NOT Allowed Empty in VBU field
empty!
9. The excel 'VBU' field value is NOT a Incorrect data in VBU field
Numeric! *(VBU must be a number)

Revision 2
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Error Messages

Error Message
10. The excel 'Vendor Name' field is NOT
Allowed empty!
11. The excel 'FID' field is NOT Allowed
empty!
12. The excel 'FID' field value is NOT a
Numeric!
13. The excel 'Factory Name (in English)'
field is NOT Allowed empty!
14. The excel 'Factory Name (in Chinese)
field is NOT Allowed empty!
15. The excel 'Factory Location (in
English)' field is NOT Allowed empty!
16. The excel 'Factory Location (in
Chinese)' field is NOT Allowed empty!

Revision 2

Description
Empty in Vendor Name field

Empty in FID field

Incorrect data in FID field

*(FID must be a number)

Empty in Factory Name (in English)
field

Empty in Factory Name (in Chinese)
field

Empty in Factory Location (in English)
field

Empty in Factory Location (in Chinese)
field

Error Messages

Error Message

Description

17. The excel 'Factory Contact Person' field Empty in Factory Contact Person field

is NOT Allowed empty!

18. The excel 'Factory Telephone' field is
NOT Allowed empty!

19. The excel file does not contain PO
record(s)!

20. The excel 'PO#' field is NOT Allowed
empty! [ROW: XX

21. The excel 'PO#' value is NOT valid!
[ROW: xX]

22. The excel 'PO#' field value is NOT a
Numeric! [ROW: xX

23. The excel 'RDC' value is NOT valid!
[ROW: xX]

Revision 2

Empty in Factory Telephone field
No PO record in the IA form
Empty in PO# field — at Row XX

Incorrect PO number format in PO#
field —at Row XX

Incorrect data in PO# field — at Row XX
*(PO# must be a number)

Incorrect RDC number format in RDC#
field —at Row XX
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Error Messages

Error Message
24. The excel 'RDC' field value is NOT a
Numeric! [ROW: xX
25. The excel 'Type of Inspection' field
is NOT Allowed empty!
26. The excel 'Type of Inspection' is
NOT Valid! [ROW: XX

27. The excel 'Request Inspection Date'
field is NOT Allowed empty! [ROW: xX]
28. The excel 'Request Inspection Date'
value is NOT valid! [ROW: XX

29. The excel 'Request Inspection Date'
value cannot earlier than 2 weeks!
[ROW: xX]

Revision 2

Description
Incorrect data in RDC field —at Row XX
*(RDC must be a number)
Empty in Type of Inspection field

Incorrect data in Type of Inspection field —
at Row XX

*(must select from pull-down menu)
Empty in Request Inspection Date field —
at Row XX

Incorrect data in Request Inspection Date
field —at Row XX

The date of inspection requested at Row
XXin Request Inspection Date field has
passed over 2 weeks

Error Messages

Error Message
30. The excel 'Request Inspection Date'

Description
The date of inspection requested at

value cannot later than 6 months! [ROW:  Row XXin Request Inspection Date

XX

field is more than 6 months ahead

31. The excel 'Previous Booked Inspection Incorrect data format in Previous

Date' value is NOT valid! [ROW: xX]

32. The excel 'The Last Date of the Ship
Window' value is NOT valid! [ROW: xX]
33. The excel 'Multi-Factory Inspection’
value is NOT valid! [ROW: XX

Booked Inspection Date field —at
Row XX

Incorrect data format in The Last Date
of the Ship Window field —at Row Xx
Incorrect data format in Multi-Factory
Inspection field —at Row Xx
*(must be “Yes”

34. The excel 'ltem No.' field value is NOT a Incorrect data format in ltem No. field

Numeric! [ROW: xX

Revision 2

—at Row XX
*(Item No. must be a number)
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Error Messages

Error Message

Description

35. The excel 'Quantity’ field value Incorrect data format in Quantity field —at
is NOT a Numeric! [ROW: XX

36. The excel 'Special Program' is
NOT Valid! [ROW: xX]

37. Incorrect Type of Inspection
[NEW]! [ROW: XX

Revision 2

Revision 2

Row XX

*(Quantity must be a number)

Incorrect data format in Special Program field
—at Row XX

*(must select from the pull-down menu)
There exists repeat e
submission for a PO# —at Row XX.

**one PO#canONLYa |l | ow one t
successful submission. Any re-submission of IA
form (not due to the form error) for the same
PO# cannot mar k as
else it will be REJECTED
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