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Gemini Group Plastics Divisions 
Supplier Requirements Manual 

Working together to achieve success through diligence,         
communication, and accountability. 

Rev. 7    04/08/2026 

 Preface 

 
It is our intention to develop strong, mutually profitable relationships with our suppliers, so having a shared 
understanding of our business practices and needs is what drove us to create this manual.  The contents 
contained within this manual are provided to assist suppliers in achieving success so that our ultimate 
customers can achieve success. 
 
I look forward to using the lessons learned from the past to forge our own piece of history, one that sees buyers 
and suppliers achieving common goals together, improving families and communities, and a future that sees a 
continuation of the strong supplier relationships that are being built as we speak. 
 
Sincerely, 
 
Gemini Group Purchasing 
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1.0 1.0 Introduction 

1.1 Purpose 

1.1.1 The purpose of the Gemini Group Supplier Manual is to: 

 Facilitate strong relationships with suppliers 

 Define and communicate supplier metrics 

 Explain the supplier qualification and selection process 

 Set standards for common business practices 

1.2 Goal 

 

1.2.1 The goal of the Gemini Group Supplier Manual is to communicate requirements, expectations, and 

 standards to all existing and potential suppliers in order to: 

 Achieve the necessary supplier performance levels 

 Increase end-customer satisfaction, resulting in future business opportunities 

 Continuously measure and improve supplier performance, lowering overall risk 

 Enhance communication with suppliers 

1.3 Scope 

1.3.1 The Gemini Group Supplier Manual pertains to all suppliers who directly provide processes, products, and 

 services that are incorporated into our own products and services at any Gemini Group manufacturing 

 facility listed below:   

 Valley Enterprises, Inc. 

 Pepro Enterprises/Gemini Plastics, Inc. 

 Gemini Plastics de Mexico, Inc. 

 Regency Plastics/Sierra Plastics, Inc 

 Regency Plastics 

 Thumb Plastics, Inc. 

 GT Plastics, Inc 

 

1.3.2 Where specifically directed, the Gemini Group Supplier Manual may also pertain to those suppliers 

 providing production supplies and/or production services to any Gemini Group manufacturing facility.   

1.3.3 This manual does not replace or modify, in any way, the requirements contained in any of the ISO/IATF or 

 AIAG manuals, nor is it intended to replace a supplier’s existing quality system. 
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1.4 Responsibilities 

1.4.1 It is the responsibility of each supplier to read and understand this manual. 

1.4.2 It is the responsibility of each supplier to control this document and ensure that the latest revision is on-
 site and available at all times. 

1.4.3 It is the responsibility of each supplier to ensure that its applicable sub-suppliers meet the requirements, 
 expectations, and standards set forth in the Gemini Group Supplier Manual. 

1.4.4 It is the responsibility of the supplier to review the revision level of the manual on the geminigroup.net 
web site to ensure they have the latest revision.. 

1.5 Confidentiality 

1.5.1 The Gemini Group Supplier Manual, all other provided specifications, technical data, and engineering 
drawings are considered confidential.   A Confidentiality and Nondisclosure Agreement shall be signed 
and submitted by all suppliers as part of conducting business. 

1.5.2 This includes existing suppliers, potential suppliers, and former suppliers.  Disclosure to third parties, in 
 any form, without express written authorization is prohibited. 

2.0 2.0 Doing Business 

2.1 Requests for Information (RFI) 

2.1.1 Prior to conducting business with the Gemini Group, each new or potential supplier of products and/or 

services is required to submit a completed New Supplier form. Each facility’s Purchasing Representative 

will provide the applicable form: 

 New Supplier Form (Verify compliance to the A-9 Sourcing Checklist per APQP) 

2.1.2 The corporate purchasing representative is responsible for updating the New Supplier Form and 

distributing new revisions to the plants. 

2.2 Diversity Monitoring 

2.2.1 Gemini Group Purchasing and the facilities monitor purchases from certified minority, veteran, or women-

owned businesses.   

2.2.2 Each supplier shall be requested to submit current certifications and updates to the purchasing group 

prior to expiration.  This includes but is not limited to ISO, IATF, Minority, etc. 

2.3 Request for Quotes (RFQ) 
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2.3.1 Upon receiving an RFQ from a Gemini Group representative, each supplier shall acknowledge receipt and 

review the contents of the RFQ.  Suppliers are required to consider the due date and respond in a timely 

manner. 

 

2.4 Quoting 

2.4.1 Suppliers shall note all assumptions and any alternative options.  Suppliers shall provide cost breakdown 

 details when requested. 

2.4.2 Due to significant changes in industry practices, we require a “not to exceed” quotation within 24 hours 

unless otherwise specified. The supplier may then coordinate an official quotation with the corresponding 

Gemini Group buyer that should target a 72-hour timeframe. 

2.4.3 Gemini Group RFQ’s will contain as much information as available at that time, and there will be times 

 when information is not available.  The Gemini Group representative at the facility and the supplier will be 

 responsible for managing these situations as they arise to satisfy the needs of our customers. 

2.5  General Terms and Conditions 

2.5.1 It is the responsibility of each supplier to ensure it has the latest revision of the Gemini Group General 

 Terms and Conditions.  These conditions apply unless they are superseded by specific agreements in 

 writing. 

2.5.2 Any exception to the Gemini Group Terms and Conditions shall be submitted in writing to the 

 appropriate Gemini Group personnel and approved by Top Management. 

2.6 Purchase Orders and Releases 

2.6.1 Upon receiving the Purchase order and Release from the buyer, each supplier shall: 

 Acknowledge Receipt 

 Review the contents of the PO and Release for accuracy 

 Communicate acceptance to the Gemini Group facility buyer. 

 Receipt and acceptance of the PO and Release shall represent acceptance of Gemini Group 

General Terms and Conditions. 

2.7 Invoicing 

2.7.1 The supplier shall submit a legible/clear, concise, error free electronic copy of the invoice for each 

 shipment within 24 hours of the shipment being completed.  Other invoicing arrangements may be made 

 but must be made in writing. 
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3.0 3.0 Supplier Qualification and Selection 

3.1 Selection Criteria-New Suppliers 

 

3.1.1 Supplier audits may be a requirement for the selection process.  Gemini Group Purchasing representative 

and/or the facility purchasing representative will determine through evaluation and risk analysis whether 

an on-site second party audit is necessary and will coordinate with each Supplier.  Potential suppliers may 

be requested to complete and submit a self-assessment for initial review prior to scheduling the physical 

on-site audit. 

3.1.2 Gemini Group Purchasing and/or the facility may determine that the supplier self-audit is acceptable 

based on supplier risk analysis and may not perform an on-site audit.  In addition, if the supplier is already 

certified by a third-party registrar to ISO 9001 or IATF 16949, the self-audit may serve in place of the full 

audit. 

 

3.2 Selection Criteria-Current Suppliers 

3.2.1 Supplier performance is factored into the selection criteria for new business opportunities.  Supplier 

 performance metrics are explained in section 7.0 of this manual.  Unless otherwise determined by the 

 facility personnel or as directed by the customer, only suppliers with an acceptable performance history 

 will be considered for new business opportunities. 

3.2.2 Suppliers that have no previous performance history available may be selected for new business  

 opportunities based on Gemini team evaluation.  Depending on the risk analysis, a new supplier may be 

 placed on probationary status and/or increased receiving inspection frequency, so that performance data 

 can be collected and reviewed. 

3.3 ITAR Requirements 

3.3.1 For potential suppliers of products that have the requirements such as ITAR, FEOC or any other 

certifications included in the customer requirements, projects and/or contracts, Gemini Group Inc. 

requires full disclosure of the controls in place to comply with these requirements as well as a signed Non-

Disclosure agreement before any transfer of information from any Gemini Group facility.  This 

requirement will be made known during initial review.  

3.4 Financial Review 

3.4.1 Gemini Group prefers to conduct business with financially stable companies, hence there may be times 

 when a financial review is required.  Suppliers are expected to cooperate and provide information upon 

 request. 



Gemini Group Supplier Requirements Manual 
 

This document is controlled Electronically. Printed copies are uncontrolled. 9 

3.4.2 Gemini Group will ask for and provide, in return, certain financial information as necessary, but the 

 minimum requirement that will be accepted and provided is a list of three (3) credit/trade references. 

 

3.5 Business Alignment 

3.5.1 Gemini Group prefers to align itself with suppliers that have similar business visions and missions.  Upon 

 request, Suppliers should submit a three (3) to five (5) year business plan for review. 

 

3.6 Risk Assessment and Contingency Planning 

3.6.1 Risk Assessment and Contingency Planning are an important component of sustainability in the business 

 world.  Suppliers are required to have documented analysis and contingency plans in the event of any of 

 the following: 

 Key Equipment Failures 

 Interruption from sub suppliers 

 Recurring Natural Disasters 

 Fire 

 Utility Interruptions 

 Labor Shortages 

 Infrastructure disruptions 

 Cyber Attacks (added) 

 Pandemics 

3.6.2 A notification/escalation process to the customer and other interested parties must be documented and 

 in place for the duration of the situation impacting customer operations.  The process must include re-

 validation of product afterwards if re-start is necessary.  

3.6.3 The supplier must also have documented periodical test of the contingency plan for effectiveness as is 

 appropriate.  The plan must be reviewed at least annually using a multidisciplinary team 

including top management, and update as required. Risk assessment and contingency plans may be 

requested as our customer’s request. 

 

4.0 4.0 Sustainability 

4.1 Social Responsibility 
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4.1.1 Social responsibility encompasses the safety, health and welfare of people, and the care and  

 improvement of the environment.  Gemini Group, Inc. is committed to social responsibility in all that we 

 do, internally and externally.  We believe that these efforts are fundamental to our existence and 

 essential to our continuance.  This responsibility to our families, our employees and community extends 

 to our supply chain throughout the world.  Gemini Group, Inc.’s dedication to these matters is promoted 

 throughout our business planning, training of our employees and the communication of requirements to 

 our supply chain.  Our expectation is that the supply chain complies with all regulations, promotes 

 continuous improvement within their own business, and in turn, passes these down to their supply chain. 

4.2 Business Ethics 

4.2.1 Sustainability in today’s world requires that each business look outside and inside itself to raise awareness 

 and be socially responsible as it pertains to ethical behavior in business and within the company itself. At 

 a minimum the supplier shall include a policy on anti-bribery, an employee code of conduct, and an ethics 

 escalation policy (“whistle-blowing policy”). Supplier shall not engage in any activity in violation of anti-

 trust or fair competition laws or regulations 

4.3 Human Rights 

4.3.1 The inherent right of people to work in an environment that is safe, respectful, dignified and to do so of 

 their own free will is imperative to maintaining and winning business with Gemini Group, Inc.  All 

 suppliers are expected to have policies and systems in place to support this objective and these   

 guidelines: 

4.3.1.1 Suppliers shall not engage in or assist in any form of human trafficking, whether by force, fraud, 

coercion, or any form of involuntary servitude or slavery.   

4.3.1.2  Suppliers shall not knowingly use any form of forced or involuntary labor, including the 

use of threats to a person or to a person’s family or friends. 

4.3.1.3 Suppliers shall not engage in or support the use of child labor and shall comply with all 

local applicable child labor laws.  The use of legitimate workplace apprenticeship and 

student learning programs, which comply with all applicable laws and regulations, are 

supported and highly recommended. 

4.3.1.4 Workers shall have a safe and healthy work environment that meets or exceeds the 

applicable standards for occupational health and safety.  Workers shall not be assigned 

to hazardous work and should, at all times be protected from violence and abuse. 

4.3.1.5 Suppliers should ensure that workers are not required to pay recruitment fees or related 

fees of any type for employment.  The company should not hold, conceal, confiscate or 
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deny access to employee identity documents unless allowed or required by applicable 

law. 

4.3.1.6 Suppliers should ensure that there is no harsh and inhumane treatment including 

harassment of any kind, verbal or physical, mental or physical coercion or verbal abuse 

of workers.  Threats of any such treatment are also unacceptable. 

4.3.1.7 Gemini Group, Inc. intends to provide a work environment that is pleasant, 

comfortable, and free from intimidation, hostility or other offenses, which might 

interfere with work performance. Harassment of any sort - verbal, physical, visual - is 

not tolerated.  This policy includes, but is not limited to Harassment by vendors, 

contractors, customers and co-workers. This policy applies to the premises owned by 

the Company as well as any Company-sponsored activity, party, program or trip. 

Gemini Group, Inc. is determined to identify risks in the supply chain to any of these topics and 

is prepared to mitigate these risks through removal from the Approved Supplier List, and/or 

removal of existing business.  Depending on the severity of the violations and the cooperation 

of the supplier, these infractions can lead to termination of the relationship.   

4.4 Conflict Minerals 

4.4.1 Gemini Group, Inc., a family-owned company, is not required to comply with Section 1502 of 

the Dodd-Frank Wall Street Reform and Consumer Protection Act or the U.S. Securities and 

Exchange Commission (SEC) rules and regulations (Dodd-Frank).  However, in some instances, 

we are required to perform due diligence on and report our supply chain information 

concerning Conflict Minerals to our customers.  As is with our Human Trafficking policy, we 

regard the treatment of people in the identified conflict areas as an abomination and we will 

not support, directly or indirectly, business or other activities that precipitate further 

mistreatment of people in the identified conflict areas. 

4.4.2 All Gemini Group, Inc. suppliers that receive requests from our plants for the CMRT form and 

other due diligence documentation are expected to comply with these requests willingly and 

completely.  This may include the same requests be sent to your supply chain.  Suppliers are 

expected to use due diligence to identify alternatives to the Conflict Minerals identified in the 

Dodd-Frank regulation if it is found to be part of your supply chain.  Additional information is 

available through AIAG and the SEC websites. 

4.5 Supplier Diversity 
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4.5.1 Gemini Group, Inc. is a certified Women’s Business Enterprise (WBE) and it’s this type of 

diversity that fuels the future of business.  As our demographics evolve in this country we 

choose to move forward in purchasing from diverse suppliers wherever possible.    To further 

this objective, Gemini Group Purchasing personnel will seek out qualified and certified diverse 

suppliers by participating in MMSDC and other events designed to match minority suppliers to 

customers.  We recommend that our supply base also identify and include diverse suppliers in 

their commodity strategies. 

 

4.6 REACH/RoHS (2), (3) 

4.6.1 REACH (Registration, Evaluation, Authorization and Restriction of Chemicals) is the European 

Union’s (EU) chemical regulation adopted to improve the protection of human health and the 

environment from the risks that can be posed by chemicals. The REACH regulation applies to 

substances manufactured in or imported to the EU in annual quantities of 1 ton or more.   

REACH places the burden of proof on companies to comply with the regulation.  Companies 

such as Gemini Group, Inc., and its suppliers must identify and manage the risks linked to the 

substances they manufacture and market in the EU.  We have to demonstrate to the European 

Chemicals Agency (ECHA) how the substance can be safely used, and they must communicate 

the risk management measures to the user. As Gemini Group, Inc. has requests from customers 

to provide such information for products shipped to the EU, Gemini will pursue the same data 

from our suppliers. 

4.6.2 RoHS (2) is EU legislation restricting the use of hazardous substances in electrical and electronic 

equipment (EEE).  Promoting the collection and recycling of such equipment has been in force 

since February 2003. The legislation provides for the creation of collection schemes where 

consumers return their used waste EEE free of charge. The objective of these schemes is to 

increase the recycling and/or reuse of such products. The legislation also requires certain 

hazardous substances (heavy metals such as lead, mercury, cadmium, and hexavalent 

chromium and flame retardants such as Polybrominated Biphenyls (PBB) or Polybrominated 

Diphenyl ethers (PBDE)) to be substituted by safer alternatives. Waste EEE (WEEE) poses 

environmental and health risks if inadequately treated. WEEE directives on electrical and 

electronic equipment were recast in 2011 and 2012 to tackle the fast-increasing waste stream of 

such products. The aim is to increase the amount of waste EEE that is appropriately treated and 

to reduce the volume that goes to disposal.  

4.6.3 RoHS and (3) adds 4 phthalates to the list that goes into effect on products placed on the 

market after July 22, 2019.    
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4.7 PROPOSITION 65 

4.7.1 Proposition 65 (Prop 65) was approved by the voters in 1986 as an initiative to address concerns 

about exposure to toxic chemicals and was updated in 2018.  This initiative requires California 

to publish a list of chemicals known to cause cancer or birth defects or other reproductive harm.  

For the business community, Prop 65 requires us to inform Californians about significant 

amounts of chemicals in the products they purchase, in their homes or workplaces, or that are 

released into the environment.   

4.7.2 By providing this information, Prop 65 enables Californians to make informed decisions about 

protecting themselves from exposure to these chemicals.  Gemini Group, Inc. is required to 

report this information on certain products from some manufacturing facilities.  In turn, we may 

need to receive detailed information concerning some of our supplied products.  The list of 

chemicals is updated annually and reporting of materials that are added must be complete 

within 12 months.  Warning labels may be required on products shipped directly into California.  

Gemini Group, Inc. expects its supply base be knowledgeable of the Prop 65 requirements and 

be able to react in a timely manner to all requests. 

The above information and more detail can be found at oehha.ca.gov/proposition-65 

 

4.8 Environmental Management 

4.8.1 Suppliers are strongly encouraged to have in place an Environmental Management System that meets the 

 minimum requirements in the ISO 14001 Standard.  Although certification is not required, compliance 

 with ISO 14001 is evidence of good business ethics.  A well designed, well communicated and managed 

 environmental program minimizes our carbon footprint on the world for future generations.  To embrace 

 our environmental program and include it in the Business Operating System demonstrates the  

 commitment to preserve the environment.  This is an integral part of the Gemini Group, Inc.,  

 requirements for all Gemini plants and is also the expectation we pass on to our suppliers. 

5.0 5.0 Quality System Requirements 

5.1 Definitions that apply to this section: 

QMS:-Quality Management System 

PPAP:-Production Parts Approval Process 

APQP:-Advanced Production and Quality Planning 
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SPC:-Statistical Process Control 

S-QMS: Supplier – Quality Management System 

AIAG:-Automotive Industry Action Group 

Sub-Supplier:-Supplies raw materials or services to the Supplier 

 The Supplier is responsible for managing each of its sub-suppliers’ pertaining to any business conducted 
between the Supplier and the Gemini Group. 
 

5.2 Supplier Quality System Requirements 

5.2.1 Suppliers are required to define, implement, and maintain an effective, efficient, and comprehensive 

 quality system.  The S-QMS must: 

 Ensure that their processes are under control and capable of developing and manufacturing 

materials/components which consistently conform to all Gemini Group requirements 

 Ensure that each of the supplier’s sub-suppliers’ processes are under control and capable of 

developing and manufacturing materials/components which consistently conform to all Gemini 

Group requirements 

 Be understood, implemented, and maintained at all levels of the organization 

 Be regularly verified through accredited third party, independent process audits, OEM audits, or 

Tier 1 audits  

 Comply in all respects with all Statutory and Regulatory laws, which it may be subject to 

including, but not limited to, those related to health, safety, and environment 

5.2.2 Gemini Group requires their suppliers of automotive products and services to develop, implement, and 

 improve a quality management system certified to ISO 9001, unless otherwise authorized by Gemini 

 Group, with the ultimate objective of becoming certified to the IATF 16949 if it is applicable to their type 

 of business.  Unless otherwise specified, the following sequence is applied to achieve this requirement: 

a) Compliance to ISO 9001 through second party audits; 

b) Certification ISO 9001 through third party audits; 

c) Certification to ISO 9001 with compliance to other Gemini Group-defined S-QMS requirements: 

d) Certification to ISO 9001 with compliance to IATF 16949 through second-party audits if 

applicable;  

e) Certification to IATF 16949 through third-party audits (valid third-party certification of the 

supplier to IATF 16949 by an IATF-recognized certification body), if applicable. 

Applicability is determined by the auditor and the supplier personnel. 

5.2.3 Supplier must send a copy of its S-QMS certification as it is updated to the applicable Gemini Group 

 facility without request.   
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5.2.4 The Gemini Group facility must also be immediately informed about changes to the status related to 

certifications, organizational changes, restructuring, acquisitions and mergers, or loss of certification.  In 

case of default of such certifications or based on a risk analysis that includes safety/regulatory 

requirements, supplier must permit a second party audit by the Gemini Group. 

5.3 Publications, Quality Standards and Manuals 

5.3.1 It is the supplier’s responsibility to obtain the current issue of all ISO 9001, IATF 16949, ISO 14001, and 

 AIAG related documents that are applicable. 

5.3.2 Gemini Group requires compliance and evidence according to ISO 9001, IATF 16949 (beginning October 

 2017), as well as the AIAG Core Tool manuals. 

6.0 6.0 Launch Requirements 

6.1 Business Award 

6.1.1 Suppliers will be notified of business award. 

6.1.2 Suppliers shall provide key team member contact information and responsibility if they have not already 

 completed the RFI. 

6.1.3 An Expectations Agreement may be created by The Gemini Group facility and sent to the supplier to be 

 completed, signed and returned to the buyer. 

6.1.4 Design, Quote, Contract Review (DQC) will be held at the appropriate Gemini Group facility as determined 

 by Buyer and Supplier.  Buyers have discretion as to when DQC reviews are mandatory. 

6.1.5 Suppliers shall submit program milestone timing, provide regular status updates as agreed upon with 

 Buyer, and escalate in writing any program delays as early as possible. 

6.2 Asset Management 

6.2.1 Suppliers shall properly identify, maintain, and use Gemini Group owned property: 

 Tooling 

 Equipment 

 Gages/Fixtures 

6.2.2 Asset logs are to be updated and may be requested to be submitted to the Gemini Group facility.  Logs 

shall include: 

 Identification number 
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 Maintenance history 

 Condition and pictures 

6.3 Packaging/Logistics 

6.3.1 Suppliers shall submit all packaging proposals for approval, unless otherwise agreed. 

6.3.2 Suppliers are responsible for providing appropriate packaging to ensure that product arrives in expected 

 condition and meets Gemini facility requirements. 

6.3.3 Suppliers utilizing their own logistics fleet will be responsible for all costs pertaining to logistics. 

6.3.4 Suppliers utilizing a common carrier, per Gemini Group authorization, are responsible for loading the 

 product in a safe and secure manner. 

6.3.5 Label Requirements following: 

• Description – Human-readable characters only 

o Description of Product shall not exceed 30 characters. 

• Part Number – Data Identifier:  N/A 

o A maximum of 20 characters can be used; but is not necessary to use all characters. The part 

number shall match the part number as listed on the Gemini Group (plant specific) PO and 

inbound EDI release where applicable.  

• Quantity – Data Identifier: N/A 

o A maximum of 10 numeric characters may be used in the quantity and must be in correct 

UOM (lb/ea). 

• PO # - Data Identifier: N/A 

o The PO number shall not exceed 8 characters and must reflect the PO# reflected on release 

provided by Gemini Group, Inc. 

• Lot No – Data Identifier: N/A 

o Lot numbers may be alpha and/or numeric depending on the Supplier’s methodology; but 

shall not exceed 15 characters.  The lot number is an identification number assigned to a 

particular quantity or “lot” of material from a single manufacturer. The lot number will 

provide traceability throughout the life of the product.  

• Supplier Code – Data Identifier: V 
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o The supplier number is assigned by Gemini Group. (leading zeros shall be used if supplied by 

GG). A maximum of 10 characters may be used. 

• Supplier Area 

o This area is to be populated by content/information of the Supplier’s choice or left blank. 

• Supplier Name and Location – Human-readable characters only 

o Supplier Company Name followed by the Supplier Address (City/State/Postal Code). 

• Serial Number – Data Identifier: 1S 

o A maximum of 9 characters can be used.  Serial numbers shall not be used more than once 

within a 12-month period.   

• Supplier + Serial – Data Identifier: 1S 

o A maximum of 20 characters may be used. This is a combination of the Supplier Code & 

Serial Number and is not to be used more than once within a 12-month period. 

 

Sample Label: 
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6.3.6 A packing slip must be attached to one of the cartons/skids/gaylords etc. On the packing slip, the  

 following information must be available: 

6.3.6.1 Packing slip number - cannot match the PO number 

6.3.6.2 PO number 

6.3.6.3 Part number and material description (material description is the PPAPed customer part number 

 for components or official description of the material) 

6.3.6.4 Lot number 

6.3.6.5 Quantity of boxes and quantity per box 

6.3.6.6 Total number of pieces or total weight of material 

6.4 APQP and PPAP 

6.4.1 The supplier shall follow the APQP process as defined in the AIAG APQP Manual with requested updates 

 and timing provided to the Gemini Group facility. 

6.4.2 PPAP is required from all suppliers and shall be submitted using the AIAG PPAP Manual guidelines.  The 

 Gemini Group facility will communicate the PPAP level to be submitted with Level 3 being the default 

 level. 

6.4.3 Annual revalidation is required, including testing that has been performed within the last 12 months. 

6.4.4  Suppliers will be notified by the Gemini Group facility of safe launch requirements.  The facility may 

 require weekly or monthly data from this activity. 

6.5 Inventory Strategy 

6.5.1 Supplier is responsible for providing protection against release fluctuation by: 

 Carrying FG inventory 

 Carrying Raw material inventory 

 Allowing for Production capacity 

 Securing contracts with its suppliers and sub-suppliers 

6.6 Notifications/Change Control 

6.6.1 The following notifications shall be made in writing to an authorized Gemini Group Purchasing  

 representative when any of the following occur that will affect the delivery or quality of supplied product: 

 Capacity changes 

 Management changes 
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 Changes to quality certifications 

 Inventory strategy changes 

 Changes in the supply chain 

 Changes in the total available production hours including shift changes, key personnel changes, 

and process or equipment changes 

 Name changes, including mergers and acquisitions 

 Holiday or Vacation schedules 

 Lead time changes 

 Packaging or logistics changes 

Included in the notification shall be the applicable, related risk analysis documentation.  Records of 

verification and validation shall be retained. 

 

 

6.6.2 The supplier shall have a change control process to handle changes initiated by the customer as well as 

 those mentioned above that include all requirements of PPAP if applicable.  Approval of changes is 

 mandatory before proceeding.  Forms for supplier initiation of a change can be obtained from the Gemini 

 Group facility that receives the product or service. 

6.7 Document Control/Record Retention 

6.7.1 All documents and records demonstrating product quality conformance and traceability  documents must 

 be: 

 Stored in a safe environment in order to prevent destruction 

 Maintained for a minimum of 2 years after shipment of items affected by document, or longer, if 

required by Gemini Group, or by legislation, (i.e. safety components are typically 20 years 

retention) 

 Readily accessible upon request by a Gemini Group representative 

6.7.2 In addition to that specified in ISO 9001 and IATF 16949 the following records shall be retained, easily 

 retrievable, and protected from damage: 

 Production conformity test reports 

 Critical process parameters as defined in the supplier control plan 

 Raw material certificates 

 Test procedures and results 

 Quality system audits, process audits, and corrective actions 

 Receiving inspection results 

 Internal inspection, certification, and validation documents 
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 Gage calibration and maintenance records 

6.8 Nonconforming Product and Corrective Action 

6.8.1 Notification of nonconforming product is accomplished initially by phone or email and documented 

through the Gemini facility’s specific form.  The form provides the details of the issue and requires a 

response from the supplier.  The response may be notification only, or it may require a completed 

Corrective Action, the format to be determined by the Gemini Group facility.  The supplier shall 

implement immediate containment actions within 24 hours of notification, including identification, 

segregation, and verification of affected product at the supplier’s facility, in transit, and when applicable, 

at Gemini Group locations.  Documented evidence of these actions shall be provided within the same 

timeframe.  Response to the Gemini facility in a timely manner is important to the continued flow of 

product to the customer.  Failure to respond or late response may prompt the facility to engage Gemini 

Group Purchasing in the issue and/or affect the supplier’s performance (scorecard).   

6.8.2 All costs associated with the nonconformance are gathered and debited to the supplier per the facilities’ 

 procedures.  Final approval of the corrective action is also completed at the Gemini Group facility, and the 

 effect of the non-conformance on the suppliers’ performance (scorecard) is determined by the facility.  

6.9 Sub-Supplier Requirements 

6.9.1 Each supplier is responsible for the quality of the processes, products, services, and all pass-through items 

 provided from their sub-suppliers.  Suppliers shall determine the extent of control necessary based on the 

 sub supplier risk to product conformity and uninterrupted supply of the supplier’s product to Gemini 

 Group and other customers.  Additional consideration shall be given for products/processes with safety 

 and/or regulatory requirements. 

6.9.2 The requirements contained within the Gemini Group Supplier Manual, ISO 9001 and IATF 16949, as 

 applicable, shall be extended to the suppliers’ sub-suppliers.  Suppliers shall communicate the latest 

 specifications to their sub-suppliers and verify the product on an on-going basis.  Changes in the supply 

 chain or processes within the supply chain require appropriate quality planning and Gemini Group 

 notification prior to implementation. 

7.0 7.0 Performance Metrics 

7.1 Scorecards 

7.1.1 The individual Gemini Group facility gathers performance data, reviews the data and may periodically 

 send out reports to the supply base.  Minimum criteria for scorecards are Delivered Product Conformity 

 (Quality PPM), Delivery, and Customer Satisfaction.  Additional criteria below can also affect the overall 

 scorecard: 
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 Customer Disruptions at the receiving plant, including yard holds and stop ships, 

 Number of occurrences of premium freight 

 Dealer returns, warranty, field actions, and recalls 

 Note: Gemini has a separate rating system for service providers, such as calibration/lab and 

sorting services 

 Action plans/8D’s are required for poor performance in any reporting period.  These are to be 

submitted upon request to the Gemini Group facility. 

7.2 Supplier Responsibilities 

7.2.1 The Supplier is responsible for reviewing all necessary product requirements and specifications, to 

 not negatively affect product quality. 

 Suppliers are responsible for maintaining an effective production and quality system 

 Suppliers are responsible for providing adequate packaging to sustain integrity during normal 

methods of shipment 

 Suppliers are responsible for notifying Gemini Group, Inc., immediately, of any known quality 

defects.  Upon such notification, the supplier shall submit its specific recovery plan. 

 

8.0 8.0 Supply Chain Management 

8.1 Ongoing Relationship 

8.1.1 It is the responsibility of each Supplier to ensure the continuity of supply of products and services to the 

 Gemini Group.  Each supplier shall make efforts to preserve an agreed upon price, quality, and service 

 levels of products and services being provided.  Simply passing additional costs through is not acceptable. 

 

8.2 Supplier Development 

8.2.1 Each Gemini Group facility may determine the priority, type, extent, and timing of supplier development 

 actions based off any of the following items: 

a) Performance issues identified through supplier monitoring 

b) Second-party audit findings 

c) Third party quality management system certification status 

d) Risk analysis 
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8.2.2 The need for Second party audits for existing suppliers may be determined by the Gemini Group facility 

based on: 

 Customer request 

 New Supplier risk identified 

 Supplier QMS development 

 Product audits 

 Process audits 

 Gemini Group concern or interest 

 Significant new business is awarded 

8.2.3 All development plans/corrective action plans/continuous improvement plans shall be submitted to the 

 Gemini facility for review and comment. 

References 

References: 

 Available from the AIAG at aiag.org 

 AIAG Core Tool Manuals 

o PFMEA 

o APQP 

o MSA  

o SPC 

 ISO 9001:2015 

 ISO 14001: 2015 

 IATF 16949:2016 
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	Preface
	It is our intention to develop strong, mutually profitable relationships with our suppliers, so having a shared understanding of our business practices and needs is what drove us to create this manual.  The contents contained within this manual are pr...
	I look forward to using the lessons learned from the past to forge our own piece of history, one that sees buyers and suppliers achieving common goals together, improving families and communities, and a future that sees a continuation of the strong su...
	Sincerely,
	Gemini Group Purchasing
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