Engineering Change Notification

Purpose
This pack provides templates for the Engineering Change Request (ECR), Engineering Change Order (ECO), and Engineering Change Noticification (ECN). 
Use it to move a change from proposal to design, authorization, and verification.
When to use
· ECR – to propose a change based on a problem, risk, or opportunity. 
· ECO – to define the approved change in detail and prepare release.
· ECN – to authorize execution, communicate effectivity, and verify closure.
Basic steps
1. Raise ECR and capture problem, scope, and expected benefit.
2. Review/triage and decide whether to proceed to ECO.
3. Complete ECO: affected items/revisions, documents, impact approvals, and effectivity strategy.
4. Release ECN with effectivity and disposition; assign tasks and owners.
5. Execute tasks; segregate old stock and update systems/documents.
6. Verify results and close (first build passes, docs updated, inventory dispositioned).
Definitions 
• Effectivity — the point at which the new revision becomes active (date/time, work order, or lot).
• Disposition — treatment of existing material: use-to-exhaust, rework, scrap, or return.
• Intermix — unintended mixing of old/new versions; prevent with clear labeling and segregation.
Attachments
Link or attach controlled documents where referenced: drawings/specs, SOP/WI updates, BOM changes, tooling/program files, customer approvals.
Tips
· Keep one owner per change.
· Use the same identifiers (ECR/ECO/ECN) across all three parts.
· Record effectivity decisions with dates and responsible roles.
· Print the ECN task list for shopfloor briefings when needed.
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Use this ECR to propose a change. Keep it concise and focused on problem, benefit, scope, and initial risk.
	ECR No.
	
	Requestor
	

	Date Raised
	
	Department
	

	Priority
	Urgent / Standard
	Customer Impact
	Yes / No

	Linked Issue / CAPA
	
	Linked Product(s)
	


1. Problem Statement & Driver
Describe the problem, defect, risk, or opportunity. Include data: defects, downtime, customer complaints, cost, safety, compliance.
2. Proposed Change (High Level)
Describe the change at a high level. What would be different? What alternatives were considered? Why this option?
3. Scope & Constraints
Products/SKUs, sites/lines, documents, suppliers in scope. Key constraints (tooling, materials, regulatory, timing).
4. Benefits & Costs (Initial Estimate)
	Category
	Estimate
	Basis / Assumption, Notes

	Quality/Compliance
	
	

	Service/Lead time
	
	

	Cost (Capex/Opex)
	
	

	Safety/Environment
	
	


5. Risks & Dependencies (Initial)
List known risks and dependencies; note any approvals or trials needed.
6. Decision (Triage)
	Decision
	By
	Date

	Reject / Defer / Request more info
	
	

	Proceed to ECO (detailed design & planning)
	
	


Engineering Change Request


Use this ECO to define the approved change in detail (design, documents, routing) before release to ECN.
	ECO No.
	
	Owner
	

	Date Opened
	
	Linked ECR
	

	Change Class
	Minor / Major
	Customer Impact
	Yes / No

	Affected Site/Line
	
	Target Release
	


1. Detailed Change Description
	Design/spec changes, drawings, documents, tooling/program changes. Attach or link controlled documents.


2. Affected Items & Revisions
	Item/Part
	Current Rev
	New Rev
	Reason for Change
	Attachments/Link

	
	
	
	
	

	
	
	
	
	


3. Impact Assessment & Approvals (Design Stage)
	Area
	Impact (Y/N)
	Owner
	Approval/Date

	BOM
	
	
	

	Drawings/Specs
	
	
	

	Tooling/Programs
	
	
	

	Quality Plan/Inspection
	
	
	

	Process/Routing/CT/OEE
	
	
	

	Regulatory/Customer
	
	
	

	IT Systems (ERP/PLM/MES)
	
	
	


4. Effectivity Strategy
	Define cutover logic: date/time, first-WO, or lot-based effectivity. Define disposition of old material (use-to-exhaust, rework, scrap, return).





5. Pre-Release Validation
	Validation Step
	Evidence / Link
	Result

	Design review complete
	
	

	Trial/FAI completed as needed
	
	

	Docs updated & controlled
	
	

	Training material prepared
	
	


6. ECO Approvals
	Role
	Name
	Date
	Signature

	Engineering
	
	
	

	Quality
	
	
	

	Operations
	
	
	

	Supply Chain
	
	
	

	Customer (if required)
	
	
	


Engineering Change Order


Use this ECN to authorize and communicate approved design/process changes. Keep one owner per ECN.
Complete only the sections that apply.
	ECN No.
	
	Originator
	

	Date Opened
	
	Change Type
	Design/Process/Document/Supplier/Other

	Linked ECR / ECO
	
	Priority
	Urgent / Std

	Affected Site / Line
	
	Customer Impact
	Yes / No



1. Change Summary
	Short title
	

	Problem / Driver (why)
	

	Description of change (what)
	

	Scope (where)
	products, SKUs, processes, documents


Effectivity (when) — cutover date/time or use-to-exhaustion
	Old Part / Rev
	New Part / Rev
	Effectivity
	Use-up / Disposition

	
	
	Date/Time or First-Work-Order
	Scrap / Rework / Use-to-Exhaust / Return

	
	
	
	



2. Impact Assessment   
	Area
	Impact (Y/N)
	Notes / Actions required

	BOM / Part Revisions
	
	

	Drawings / Specs / SOPs / WI
	
	

	Tooling / Fixtures / Programs
	
	

	Quality Plan / Inspection / Calibration
	
	

	Process / Routing / Cycle Time / OEE
	
	

	Materials / Inventory / WIP / Rework
	
	

	Supply Chain / Suppliers / ASN / Labels
	
	

	Regulatory / Compliance / Customer Approval
	
	

	IT Systems (ERP/PLM/MES) updates
	
	




3. Risk, Containment & Rollback
	Risk
	Containment / Mitigation
	Owner / Due

	Intermix / mis-pick / wrong label
	
	

	Quality escape / customer impact
	
	

	Schedule slip / material availability
	
	



4. Execution Plan
	Task
	Owner
	Due
	Status

	ERP/PLM: Create new item/rev; update BOM; set effectivity
	
	
	

	Shopfloor: Train operators; update SOP/WI at point of use
	
	
	

	Quality: Update plan; first-article/PPAP (if needed)
	
	
	

	Inventory: Locate old stock; apply disposition; segregate
	
	
	

	Suppliers: Communicate change; update PO/labels/ASN
	
	
	

	Customer: Notify/approve (if contractually required)
	
	
	



5. Verification & Closure
	Verification
	Evidence / Link
	Result

	First build passes per spec
	
	

	Inventory audited and dispositioned
	
	

	Docs updated (drawings, SOPs, WIs)
	
	

	Labeling / ASN / customers updated
	
	



6. Approvals
	Role
	Name
	Date
	Signature

	Engineering
	
	
	

	Quality
	
	
	

	Operations
	
	
	

	Supply Chain
	
	
	

	Finance
	
	
	

	Customer (if required)
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