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Note: Fields marked with a red asterisk (*) are mandatory. If left blank, the special release will be 
rejected and not processed.
To avoid delays, confirm the missing information with your Schaeffler contact before submitting the 
request.

Fields and Explanation

(01) Name: Insert the name of the receiving Schaeffler instance.

(02) Plant location: Which Schaeffler plant location is affected by the special release?
Note: Only one plant location can be mentioned within the form.

(03) Plant no.: What is the 4-digits number of the receiving Schaeffler plant? (e.g. Bühl is “0080”).
Note: The number can be found on the purchase order.

(04) E-mail of Schaeffler Quality Contact: Enter the e-mail address of your Schaeffler contact to have a 
reference for the special release. This person will automatically receive a notification about your request.

(05) Supplier Name: Enter your company name.

(06) Supplier no.: Enter your Schaeffler Supplier number.
Note: The number can be found on the purchase order.

(07) Production site: Enter your production location that is affected by the special release.

(08) Technical execution / Index: Insert the ECV number.
Note: To be found on the purchase order. For special cases (e.g. raw material, where no ECV no. is existing: 
use the dropdown field (ECV; N/A) and select N/A. Leave the grey fields empty).

(09) Product drawing / Version: Insert the drawing number and its management by distinguishing between 
(EDP/EDS/EDU).
Note: For special cases (e.g. raw material, where none of the above is applicable: use the dropdown field 
(EDP; EDS; EDU; N/A) and select N/A. Leave the grey fields empty). 

(10) Other: Additional information for the recipient about the delivery, color code, fragile etc.).

(11) Description: Insert the name of the affected product as stated on the drawing.

(12) SAP Material No.: Insert the material number from your order.
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Note: Fields marked with a red asterisk (*) are mandatory. If left blank, the special release will be 
rejected and not processed.
To avoid delays, confirm the missing information with your Schaeffler contact before submitting the 
request.

Fields and Explanation

(13) Purchase order number & position: Insert the purchase order number and position.
Note: To be found on the purchase order.

(14) Reference notification: If a similar or previous case already existing, insert the A2 notification number.

(15) Description and reason: Specify the special release case by selecting one of the applicable options.

(16) Description: Describe in detail what the special release is about.

(17) Root Cause: Describe in a detailed root cause analysis why the issue came up. Add an 8D Report, 3x5 
Why Analysis / Ishikawa etc., if existing.

(18) – (21) Begin and end dates: Provide at least a start date of the special release. Define an end date, if 
known, or insert an affected quantity in field (23).
Note: The End Date is a mandatory field, if the affected quantity (23) is not known.

(22) Lot No.: Insert the lot number, if known.

(23) Affected quantity: Insert the affected quantity (without stating the unit. The number is enough: e.g.
1500).
Note: The quantity is a mandatory field, if the End Date (20) is not known or not stated.

(24) – (29) Planned corrective actions: Insert the planned changes to the product or process, along with the 
responsible party for the measures and the anticipated date of the implementation of the measures.
Note: The special approval expires on the mentioned date. If non-conforming parts are received after this 
date, they will be subject to complaint.




	Folie 1: Quick Reference Guide Application for Special Release
	Folie 2
	Folie 3
	Folie 4

