ROJONE Pty. Limited
ABN 69 002 691 241

Procedure:

Purpose:

Scope:

Quality Management System Procedure

Dispatch Procedure

To carefully check all goods dispatched from Rojone to customers against

accompanying picking documents &/or invoices or delivery dockets.

Applicable to all goods despatched by Rojone.

Dispatch
procedure
initiated by:

Allocation runs are sent to Admin
to generate appropriate dispatch
documents.

Other documents may need
variation & re-issue.

Allocation & Packing
runs printed to

Allocation & Packing
runs initiated by

store.

Delivery or other

receiving procedure
QPRO06.

dispatch or transfer
document.

Allocation runs are clearly
marked with the quality
picked, method of

Assure all product
selected is clearly

shipping, listing weights
& measurements.

Store picks goods

marked with product
code & quality.

against documents
provided.

Picked items are packed

appropriately to size, volume product
type to assure items are preserved
through to their destination.
Special packing instructions may be
provided on the Packing slip check

each order accordingly.

Item(s) picked on
delivery or other

A duplicated identification sticker

issued to store.

Packing slip is retained in the store.

affixed to the packing slip & package to

clearly identify the document matched
the goods. Packing Slip is placed in
holding tray, goods on storage rack

until dispatch documentation has been

is

store, matched against the
Packing slip, check quantities

package in storage using the
same ID number on the packing
slip.

Dispatch documents are issued to

have been correctly listed, locate

dispatch document are
to be checked off
against this document.

Transfer orders picked
should be marked with

Should item(s) not
match Delivery or
dispatch documents
contact originator for
re-issue.

Enclose or attach

Affix any address or
shipping labels
necessary.

dispatch documentation.

If no dispatch
documents are issued

within 24 Hours, consult
Admin to assess why
goods are on hold.

File completed Packing slip in
completed tray. Place complete
package(s) in dock ready for
collection by carrier, customer etc.

the quantities being
transferred.

Computer transfer

goods using P... to

destination
location.

Place transfer items in
new location, or attach
dispatch documents for
shipping or collection.

Reference:

Allocation Slip Form : P722B
Packing Slip Form : P724C
Delivery Docket : P715
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