SAMPLE NOTIFICATION LETTER TO THE MANUFACTURER 
PARTICIPANT LETTERHEAD

Date:



Ref:



Manufacturer's Name

Street Address

City, State, Zip Code

Subject:  PROPOSED (FED REPORT TYPE – i.e. PROBLEM ADVISORY, ALERT OR SAFE ALERT), (DRAFT FED DOC NO.) CONCERNING A PROBLEM WITH (ITEM, PRODUCT OR SERVICE NAME)

Dear (Name), 

The enclosed draft of the subject report describes a suspected problem with (material/product/process/services) supplied by your company on our purchase order (number).  Fifteen (15) working days from the date of this letter, the enclosed (FED REPORT TYPE) will be forwarded to the Government-Industry Data Exchange Program for distribution to the government and industry GIDEP participants.  You may of course wish to issue the GIDEP FED Report on your own, addressing the same concerns, within this timeframe.  Should you elect this option, we may discontinue our notification deferring to your timely submittal. 
Government, in accordance with OFPP Policy Letter 91-3, and industry organizations participate in GIDEP to exchange information on parts, components, processes, software, specifications, test equipment, materials and safety problems.  GIDEP (FED REPORT TYPE) are issued to highlight problems that are of immediate concern to members of the GIDEP community.

We solicit your comments regarding the subject report.  We request that your reply address:

1.
What was the root cause of this problem?

2.
What corrective actions are be take to prevent recurrence of this problem?

3.
What lots or date codes are affected?

4.
Does the problem describe in our (FED REPORT TYPE) affect similar items that were made using the same manufacturing processes by your company?  Could this problem be systemic to similar items produced by other companies?

Written comments received by (date) will be included with the subject (FED REPORT TYPE) for distribution via the GIDEP system.  Any written response received afterwards will be submitted as an amendment to the document.  If you have any questions, please contact me at (phone number).  My FAX number is (phone number).  My e-mail address is (e-mail address).

Sincerely,

(Signature)

(Type name)

GIDEP Representative

Encl: 
 (Draft FED Document Number)


(Supporting data, such as applicable laboratory analysis/failure analysis reports, if available)

cc:
GIDEP Operations Center

(*The correct term/document type must be inserted by the originator during generation of the letter in the italicized parenthetical expressions.)



	
	

	
	GOVERNMENT - INDUSTRY DATA EXCHANGE PROGRAM 

PROBLEM ADVISORY

	

	1.  TITLE (Class, Function, Type, etc.)
	2.  DOCUMENT NUMBER

	
	

	
	3.  DATE (DD-MMM-YY)

	
	

	4.  MANUFACTURER AND ADDRESS
	5.  PART NUMBER
	6.  NATIONAL STOCK NUMBER

	
	
	

	
	7.  SPECIFICATION 
	8.  TYPE DESIGNATOR

	
	
	

	
	9.  LOT DATE CODE START
	10.  LOT DATE CODE END

	
	
	

	11.  MANUFACTURER’S POINT OF CONTACT
	12.  CAGE
	13.  MANUFACTURER'S FAX

	
	
	(          )

	14.  MFR. POC PHONE
	15.  MANUFACTURER’S E-MAIL

	(         )
	

	16.  CROSS REFERENCE VENDOR
	17.  CROSS REFERENCE CAGE
	18.  CROSS REFERENCE PART

	
	
	

	19.  PROBLEM DESCRIPTION / DISCUSSION / EFFECT

	

	20.  ACTION TAKEN/PLANNED

	

	21.  DATE MFR. NOTIFIED
	22.  MANUFACTURER'S RESPONSE
	23.  ORIGINATOR ADDRESS/POINT OF CONTACT

	
	
	
	REPLY ATTACHED
	

	
	    
	

	
	
	
	NO REPLY
	

	
	    
	

	24.  GIDEP REPRESENTATIVE
	25.  SIGNATURE
	26.  DATE

	
	
	


GIDEP Form 97-2 (October 2000)
Continuation Sheet 
GIDEP Representative notified of material product or process non-conformance.   





Submit final copy to GIDEP Operations Center





GIDEP Representative compile comments & incorporate changes.





Deliver Draft text to Supplier/Mfgr for required 15 working day comment period.





Deliver Draft text to Requestor for comment.





Deliver Draft text to CIC/GC legal counsel for comment.





GIDEP Process Map (Submit)


Recommended Practice





Prepare and format GIDEP text for submission.
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