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AMS STEWARD ADJUSTMENT REQUEST FORM
Please use the space below to provide details regarding your request for an adjustment to an AMS report submitted in a previous quarter. Please note the time limits on adjustments - ensure this form is completed and submitted to adjustments@autostewardship.ca prior to the relevant deadlines.
  If you have questions, please contact steward services at 1-888-980-9549.

    
Company Name: 

Steward Number: 
Contact Name and Contact Information:

Name:



Title:



Phone#:



Email:

Date:  
1. Which periods are affected? 
	e.g., 2017 Q3 Report (Q2 Data)


2. Please describe the nature of each adjustment by data period, type (credit or debit or both); provide details about each type of error (e.g., material classification, weight, duplicate reporting, under-reporting, logic error, etc.) and its root cause (e.g., calibration problem with scale, incorrect information provided by supplier, used incorrect reporting units, etc.), for all affected periods (unless the same across all affected periods in which case you need only provide the information once):

	e.g., 2017 Q3 Report (Q2 Data) – Material Classification Error: Reported Antifreeze instead of Oil Containers
e.g., 2017 Q4 Report (Q3 Data) – Duplicate Reporting: Reported on behalf of resident steward in error



3. How was each error(s) detected?  What work was performed to ensure all errors were identified? 

	e.g., Internal Audit of Report – A comprehensive audit of all SKUs was conducted, and this adjustment request corrects all identified errors.


4. List the materials affected and the revised quantities associated with each material in each affected data period (if an adjustment worksheet is attached, you may skip this section):
	(e.g., Please see adjustment worksheets attached in question #7)


5. Please describe the documentation available to substantiate your adjustment request (sales reports that include all affected SKUs; vendor documentation; internal audit report; etc.):
	 (e.g., Sales Report, Spreadsheet of materials and weights by SKU, Adjustment)


6. Please list the attachments to this document that you are submitting to support this adjustment request:

	(e.g., Adjustments Worksheet, Sales Report, Original material data by SKU, Data restated in correct material classification by SKU)


7. Please complete each spreadsheet (see embedded Excel docs) as it relates to your adjustment request. You need only complete the white cells, and only the materials that are undergoing changes:

	AMS: 
[image: image1.emf]AMS Adjustment  Templates.xlsx




I attest to the accuracy and completeness of the information provided, and I understand that adjustments based on it may be subject to review or audit either before or after such adjustments are processed.  Further, I understand the information contained within this form, any attachments to it, and information provided by (Steward Company Name:______________________________) to Automotive Materials Stewardship (AMS) that is related to this adjustment request may be shared with a third party professional services (auditing and risk management services) firm for the sole purpose of providing assurance services with respect to the requested adjustment(s), and with which AMS has executed an appropriate contractual arrangement and/or non-disclosure agreement to ensure this information is held in confidence.  Also, I understand the steward will be invoiced by AMS for the third party assurance work AMS may require to validate the steward’s adjustment request; such invoicing would be made in accordance with an agreement executed between AMS and the steward prior to execution of the third party assurance work.  Also, I understand AMS’ Adjustment Policy.
We certify that by signing this document, we are declaring that the undersigned is authorized to provide the aforementioned information and make this undertaking.       
__________________________________________  __________________________________
Signature of Authorized Party


Date
__________________________________________

Name and Title of Authorized Party in Print

� ADJUSTMENT CREDIT REQUESTS


Time Limits & Documentation Requirements: AMS policy allows stewards to request credit adjustments to their reports for a period of up to two years (eight quarters) from the associated report submission deadline (regardless of the date the steward submitted its report). For example, a steward may request an adjustment through April 30, 2019 to the volumes included in their 2017 Q2 Report (Q1 Data), which is due April 30, 2017. In order for an adjustment to be considered, a complete adjustment request package (i.e., a completed and comprehensible adjustment request form accompanied by sufficient documentation to support the requested changes) must be received by AMS prior to the adjustment deadline. For further details and clarification, please see the table below.





Report�
2017 Q2 Report�
2017 Q3 Report�
2017 Q4 Report�
2018 Q1 Report�
�
Data�
Q1 Data�
 Q2 Data�
 Q3 Data�
Q4 Data�
�
Deadline for Adjustment Request�
30-Apr-19�
31-Jul-19�
31-Oct-19�
30-Jan-20�
�
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		Adjustment Period		2012 Report (2011 Data)

		Steward Company Name

		Steward Number

		Program		SO Blue Box



		Report Year (Data Year)		Division Number		Material Category		Material Number		Material 		Original Tonnage Reported		What Should have been Reported		Change in Tonnage		Previously Adjusted Tonnage		Material Fee ($)		Total Adjustment

		2014 Report (2013 Data)		Division #?		Printed Materials		Newsprint–CNA/OCNA Members		6000000		0.0		0.0		0.0		NA		0.0042		$0.00

								Other Newsprint–Non-CNA/OCNA Members		6000001		0.0		0.0		0.0		NA		0.0362		$0.00

								Magazines and Catalogues		6000002		0.0		0.0		0.0		NA		0.0647		$0.00

								Directories		6000003		0.0		0.0		0.0		NA		0.0664		$0.00

								Other Printed Materials		6000004		0.0		0.0		0.0		NA		0.0999		$0.00

						Paper Packaging		Gable Top Containers		6000005		0.0		0.0		0.0		NA		0.1822		$0.00

								Aseptic Containers		6000006		0.0		0.0		0.0		NA		0.1822		$0.00

								Paper Laminants		6000007		0.0		0.0		0.0		NA		0.1822		$0.00

								Corrugated Cardboard		6000008		0.0		0.0		0.0		NA		0.0839		$0.00

								Boxboard and Other Paper Packaging		6000009		0.0		0.0		0.0		NA		0.0839		$0.00

						Plastic Packaging		PET Bottles		6000010		0.0		0.0		0.0		NA		0.147		$0.00

								PET Bottles > 5 Litres		6000011		0.0		0.0		0.0		NA		0.147		$0.00

								HDPE Bottles and Jugs		6000012		0.0		0.0		0.0		NA		0.1352		$0.00

								HDPE Bottles and Jugs > 5 Litres		6000013		0.0		0.0		0.0		NA		0.1352		$0.00

								Expanded Polystyrene		6000530		0.0		0.0		0.0		NA		0.2327		$0.00

								Non-Expanded Polystyrene		6000531		0.0		0.0		0.0		NA		0.2327		$0.00

								Other Plastic Packaging		6000015		0.0		0.0		0.0		NA		0.2327		$0.00

								Other Plastic Packaging > 5 Litres		6000533		0.0		0.0		0.0		NA		0.2327		$0.00

								LDPE/HDPE Film		6000017		0.0		0.0		0.0		NA		0.2327		$0.00

								LDPE/HDPE Film Carry-Out Bags		6000018		0.0		0.0		0.0		NA		0.2327		$0.00

								LDPE/HDPE Film Carry-Out Bag Units		6000019		0.0		0.0		0.0		NA		Number of units		N/A

								Plastic Laminate		6000020		0.0		0.0		0.0		NA		0.2327		$0.00

								Disrupter Plastics		6000534		0.0		0.0		0.0		NA		0.2327		$0.00

								Biodegradable Plastic Film, and Biodegradable Rigid Plastic Containers		6000534		0.0		0.0		0.0		NA				$0.00

								Natural and Synthetic Textiles		6000023		0.0		0.0		0.0		NA		0.2327		$0.00

						Steel & Metal Packaging		Steel Aerosol Containers		6000024		0.0		0.0		0.0		NA		0.0551		$0.00

								Steel Paint Cans		6000025		0.0		0.0		0.0		NA		0.0551		$0.00

								Other Steel and Metal Containers and Packaging		6000026		0.0		0.0		0.0		NA		0.0551		$0.00

						Aluminium Packaging		Aluminum Food and Beverage Containers		6000027		0.0		0.0		0.0		NA		0.0256		$0.00

								Aluminum Aerosol Containers 		6000591		0.0		0.0		0.0		NA		0.0697		$0.00

								Other Aluminum Packaging		6000535		0.0		0.0		0.0		NA		0.0697		$0.00

						Glass Packaging		Clear Glass		6000536		0.0		0.0		0.0		NA		0.0284		$0.00

								Coloured Glass		6000031		0.0		0.0		0.0		NA		0.0484		$0.00





																				Estimated Value of Adjustment:		$0.00





2017 Q2 Report (Q1 Data)















		Adjustment Period		2017 Q2 Report (Q1 Data)

		Steward Company Name

		Steward Number

		Program		AMS

		ZADJ #

		Sales doc

		Initiated By



		Report Year, Quarter (Data Period)		Division Number		Material Category		Material Number		Material 		What was Reported		What Should have been Reported		Unit of Measure		Change		Previously Adjusted Changes

		2017 Q2 Report (Q1 Data)		1		Antifreeze		6000592		Antifreeze - packaged		0		0		Litres		0		NA

								6000599		Antifreeze		0		0		Litres		0		NA

						Oil Filters		6000584		Oil Filters less than or equal to 8”		0		0		Units		0		NA

								6000585		Oil Filters greater than 8”		0		0		Units		0		NA

						Oil Containers		6000453		Oil Containers		0		0		Litres		0		NA













2017 Q3 Report (Q2 Data)















		Adjustment Period		2017 Q3 Report (Q2 Data)

		Steward Company Name

		Steward Number

		Program		AMS

		ZADJ #

		Sales doc

		Initiated By



		Report Year, Quarter (Data Period)		Division Number		Material Category		Material Number		Material 		What was Reported		What Should have been Reported		Unit of Measure		Change		Previously Adjusted Changes

		2017 Q3 Report (Q2 Data)		1		Antifreeze		6000592		Antifreeze - packaged		0		0		Litres		0		NA

								6000599		Antifreeze		0		0		Litres		0		NA

						Oil Filters		6000584		Oil Filters less than or equal to 8”		0		0		Units		0		NA

								6000585		Oil Filters greater than 8”		0		0		Units		0		NA

						Oil Containers		6000453		Oil Containers		0		0		Litres		0		NA













2017 Q4 Report (Q3 Data)















		Adjustment Period		2017 Q4 Report (Q3 Data)

		Steward Company Name

		Steward Number

		Program		AMS

		ZADJ #

		Sales doc

		Initiated By



		Report Year, Quarter (Data Period)		Division Number		Material Category		Material Number		Material 		What was Reported		What Should have been Reported		Unit of Measure		Change		Previously Adjusted Changes

		2017 Q4 Report (Q3 Data)		1		Antifreeze		6000592		Antifreeze - packaged		0		0		Litres		0		NA

								6000599		Antifreeze		0		0		Litres		0		NA

						Oil Filters		6000584		Oil Filters less than or equal to 8”		0		0		Units		0		NA

								6000585		Oil Filters greater than 8”		0		0		Units		0		NA

						Oil Containers		6000453		Oil Containers		0		0		Litres		0		NA













2018 Q1 Report (Q4 Data)















		Adjustment Period		2018 Q1 Report (Q4 Data)

		Steward Company Name

		Steward Number

		Program		AMS

		ZADJ #

		Sales doc

		Initiated By



		Report Year, Quarter (Data Period)		Division Number		Material Category		Material Number		Material 		What was Reported		What Should have been Reported		Unit of Measure		Change		Previously Adjusted Changes

		2018 Q1 Report (Q4 Data)		1		Antifreeze		6000592		Antifreeze - packaged		0		0		Litres		0		NA

								6000599		Antifreeze		0		0		Litres		0		NA

						Oil Filters		6000584		Oil Filters less than or equal to 8”		0		0		Units		0		NA

								6000585		Oil Filters greater than 8”		0		0		Units		0		NA

						Oil Containers		6000453		Oil Containers		0		0		Litres		0		NA













2018 Q2 Report (Q1 Data)















		Adjustment Period		2018 Q2 Report (Q1 Data)

		Steward Company Name

		Steward Number

		Program		AMS

		ZADJ #

		Sales doc

		Initiated By



		Report Year, Quarter (Data Period)		Division Number		Material Category		Material Number		Material 		What was Reported		What Should have been Reported		Unit of Measure		Change		Previously Adjusted Changes

		2018 Q2 Report (Q1 Data)		1		Antifreeze		6000592		Antifreeze - packaged		0		0		Litres		0		NA

								6000599		Antifreeze		0		0		Litres		0		NA

						Oil Filters		6000584		Oil Filters less than or equal to 8”		0		0		Units		0		NA

								6000585		Oil Filters greater than 8”		0		0		Units		0		NA

						Oil Containers		6000453		Oil Containers		0		0		Litres		0		NA













2018 Q3 Report (Q2 Data)















		Adjustment Period		2018 Q3 Report (Q2 Data)

		Steward Company Name

		Steward Number

		Program		AMS

		ZADJ #

		Sales doc

		Initiated By



		Report Year, Quarter (Data Period)		Division Number		Material Category		Material Number		Material 		What was Reported		What Should have been Reported		Unit of Measure		Change		Previously Adjusted Changes

		2018 Q3 Report (Q2 Data)		1		Antifreeze		6000592		Antifreeze - packaged		0		0		Litres		0		NA

								6000599		Antifreeze		0		0		Litres		0		NA

						Oil Filters		6000584		Oil Filters less than or equal to 8”		0		0		Units		0		NA

								6000585		Oil Filters greater than 8”		0		0		Units		0		NA

						Oil Containers		6000453		Oil Containers		0		0		Litres		0		NA













2018 Q4 Report (Q3 Data)















		Adjustment Period		2018 Q4 Report (Q3 Data)

		Steward Company Name

		Steward Number

		Program		AMS

		ZADJ #

		Sales doc

		Initiated By



		Report Year, Quarter (Data Period)		Division Number		Material Category		Material Number		Material 		What was Reported		What Should have been Reported		Unit of Measure		Change		Previously Adjusted Changes

		2018 Q4 Report (Q3 Data)		1		Antifreeze		6000592		Antifreeze - packaged		0		0		Litres		0		NA

								6000599		Antifreeze		0		0		Litres		0		NA

						Oil Filters		6000584		Oil Filters less than or equal to 8”		0		0		Units		0		NA

								6000585		Oil Filters greater than 8”		0		0		Units		0		NA

						Oil Containers		6000453		Oil Containers		0		0		Litres		0		NA
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