
How to Prepare 
the Quarterly 

Report 
This webcast helps the owners for processes 1.1.1, 1.1.3, and 1.1.4 

and the administrator if applicable, prepare for collecting information 

and preparing and submitting the SEA Quarterly Report. The 
Quarterly Performance Review process “QPR” provides valuable 

feedback and suggestions for suppliers participating in the 

“Performing Supplier” program. The duration is 1 hour.  

Teleconference 

Dial-in Number: 209 647-1075 
Access code: 1013004# 

Webcast 

Go to: http://www.gatherplace.net 

Use the JOIN A SESSION button 
Enter the Access Code: 8285433 

This presentation may appear different on your 

computer than originally designed.  If you do not 

have the fonts used to create the presentation, 
your computer will substitute others that will 

change the overall formatting and look of the 

slides. 
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Quarterly Report Format 
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Objectives 
Overview of the quarterly report process  

Who to involve in the quarterly report process  

How to collect metrics for the quarterly report – importance of 
metric definitions  

Developing the Annual Improvement Plan  

How to write report comments  

What is the examiner looking for?  

Things that will cause a rejection  

What to do if the report is rejected  

The appeals process 
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Process Overview 
Involve the right people 

Make sure everyone knows why this is 

important 

Establish data collection and review 

Establish a definite schedule 

Develop the annual improvement plan 

Write the report comments 

© SEA 2011 All Rights Reserved 

6 



Accelerating Supply Chain Performance 

Dial-in Number: 209 647-1075  Access code: 1013004# 

Examination Policies 
We want to ensure that suppliers who are engaged 

are making a significant investment in improvement 

that shows in their performance 

We want to ensure that suppliers are actually 

adopting the SEA LES as a management system 

We want to distinguish suppliers who are improving 

from those who are not 

We want to see some progress in at least 2 out of 4 

quarters with no significant backsliding 
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QR & Roadmap 
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Annual 

Improvement Plan is 

an output of 1.1.1 

Scorecard and 

Targets are 

reviewed as a part 

of 1.1.3 

Process owner 

status reports 

(written comments 

for the QR) are part 

of 1.1.4 

The quarterly report (QR) and the Roadmap are the same process other 

than preparation of the report itself. A supplier should not be doing 

additional work to prepare a quarterly report if you are implementing the 
roadmap. Everything should be standard as a part of the leadership 

processes indicated above left. 

If you are working too hard and too long, it is because these processes 

are not being done or do not include the requirements needed as 
outputs for the QR. 
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Who to Involve? 
Champions 

Process Owners 

Administrator 
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How to Collect Metrics 
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Definitions 
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Certification Business Results 

4.1.1 Inventory Turns – What is your organization’s monthly history in inventory turns? 

4.1.2 Sales/Employee – What is your organization’s monthly history in sales per employee? 

4.1.3 On-Time Delivery – What is your organization’s monthly history in on-time delivery? 

4.1.4 Parts per Million – What is the organization’s monthly history in parts per million 

defects? 

© SEA 2011 All Rights Reserved 

12 



Accelerating Supply Chain Performance 

Dial-in Number: 209 647-1075  Access code: 1013004# 

Annual Improvement Plan 
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Annual Improvement Plan 
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Writing Report Comments 
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Writing Report Comments 
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What is the Examiner Looking For? 

Roadmap Related  

Data vs. Anecdote 

Plan vs. Results 

Incremental Improvement vs. Massive 

Attacks 

Improvement as S.O.P. 
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What Causes a Report Rejection 
Incompletion 

No linkage to improvement plan 

Disorganized - hard to interpret 

Lack of progress on metrics 
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What Happens on Rejections 
If the report is submitted past the deadline, then it will be 

rejected and your only choice is to review the feedback and 

correct your procedures for next report -you can submit the 
following month 

If you submit before the deadline, and you get feedback that 

something is wrong, contact SEA and commit to a corrected 

report before the deadline 

If you believe the decision is incorrect, file an intention to appeal 

with SEA 
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Supplier Quarterly Report Appeal Process 

Supplier notifies SEA of intent to 

appeal 

SEA notifies SAC and provides 

examination notes 

Supplier provides written appeal 

SAC decides on whether to grant 

appeal or confirm rejection 
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Thank You 
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http://seaonline.org/ContactSEA/contactus-form.htm 


