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Instructions for the completion of the Revision Request Form

Note(s):
Multiple steps may be effected by one Revision Request Form but only one specific Traveler or Document may be effected by each Revision Request Form.

Originator Instructions:
1)
Traveler or Document Title: - Enter the Title of the Traveler or Document to be revised.

2)
Specification Number: - Enter the Specification Number of the Traveler or Document to be revised.

3)
Current Revision: - Enter the Revision of the Traveler or Document to be revised.

4)
Page Number(s): - Enter the Page(s) effected by this Revision Request.

5)
Step Number(s): - Enter the Step Number(s) effected by this Revision Request.

6)
Magnet Serial Number: -  Enter the Magnet Number for which the Revision Report is being written.

7)
Coil Serial Number(s): - Enter the Coil Number(s) for which the Revision Report is being written.

8)
Description of the Revision: - Enter a description of the revision to be made.  If needed to describe the revision attach a 
copy of the page(s).  If the revision is coming from a related document such as a Discrepancy Report or a Engineering 
Order attach a copy of that document to the Revision Request Form.

9)
Originator/Employee I.D. Number:, Date: - Enter your Payroll Signature, Employee I.D. Number and Date.

10)
Obtain a Revision Request Control Number from the Revision Request Log located in the Process Engineering Office.

11)
Obtain a signature from Assembly.

Process Engineering Office Instructions:

1)
Approved / Not Approved: - Review the Description of the Revision.  Check the Approved or Not Approved Box, 
Payroll Signature of Process Engineering and date of the review.  If approved route to the Individual who will be making 
the revision.  If not approved the comment section is to be filled out and a copy of the not approved Revision Request 
Form will be returned to the Originator.  The original Not Approved Revision Request Form will be retained by the 
Process Engineering Office in the Revision Request Binder.

2)
Revision Incorporated into the Traveler: - Payroll Signature of the Individual who incorporated the revision.

3)
Revision reviewed for Committee Review: - Review the Traveler or Document revised, Payroll Signature of Process 
Engineering and date of the review.  The original completed Revision Request Form will be retained by the Process 
Engineering Office in the Revision Request Binder.
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