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Second  S to re  P erson
checks  p art num ber &

q uant ities  picked
a re  correc t . In itia l

do cum e nt  as  the  Che cker.

Sh ip ped

L is t m ethod  of sh ipp ing =  Cou rier de ta ils
quan tit ies  o f carto ns/re e ls ,
w e igh ts &  m ea su rem en ts

for each  on  a llocation  sheet or
o ther docum en ts .

De livery  a llo cation
sheets  to A d m in  for

in voic ing .

Lab e l ex terna l pa ckag ing as  requ ired  -
sm all packag es  aff ix  d ua l num b er st icker

on  packag e &  pack ing  s lip ,place  sm all
p ack ing on  the ra ck .  Larg e p ackage /ree ls

place  in  ho lding  area.  Pu t pack ing  s lip s
in to the  tray  w aitin g on  sh ip ping

d ocum en ts  & in voices/d e livery/externa l
tran s fer d ocum en ts

Pack  a ll i tem s ap prop riate ly
to s ize , vo lum e, frag ility  &

p rod uct  type to  en su re
preservat ion  in g ood  o rder &
cond ition  th ru  to des tin at ion .

A ssu re  a ll pro duc t are
clea rly  m arked w ith

part  num be r(s ),
quan ti ty  &  date .

Check  pack ing  s lip  for
spec ia l lab e ling or

p ack ing in s tru ct ion s
assu re  fo llow ed

a ccord ingly .

Fi rst  S to re  P erson
p icks g ood s  ag a in s t docum en t
p rov id ed.  Ma rk  d ocum en t w ith

tick  fo r com plete  supp ly , or
Q uan t ity  picked  for p artia l supp ly .

M ark  X for N o stock  picked  &
in itia ls  do cum e nt  as  the  picker.

Despatch can  b e in itia ted  b y  a nyo ne
by Prin ting  to the  Store  an a llo ca tion

&  P ick ing  Slip s , T ran sfer Ord er,
De live ry  d ocket or othe r s to ck

m o vem en t do cum en t .

Con tinue P age  2

T rans ferred  In terna lly

E lec tron ica lly  tran s fer a ll
p arts  be ing  issued

in te rna lly  u s ing A nz io
P557  from  N  to N D  or N

to  N R  according ly .

P lace  a ll p arts  in a
tub  or box  together

w ith  t rans fer
docum en ts

P lace  goo ds  on  the
she lf  fo r co llect ion  or
de liver as  requ ired .

A re  g ood s  to be
ship pe d or
tran s fe rred
in terna lly  ?

P icked  Ord er
correc t ?

Yes

Return  to F irst  S to re
Pe rso n, ad v ise

d isc rep ancy  to  b e
rec tif ied  &  repeat
check ing pro ce ss .

Quality Management System Procedure 
 

Procedure:  Dispatch Procedure 

Purpose: To carefully check all goods dispatched from Rojone to customers against 
accompanying picking documents &/or invoices or delivery dockets. 

Scope: Applicable to all goods despatched by Rojone.  

 ------------------------------------------------------------------------------------------------------ ------------------------------- ---------------------------- 
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Has shipping
documents been

delivered to the store
within 24 Hours ?

Invoice/Despatch document
& shipping labels are

provided to the Store by
Admin. Yes

Do the
documents

Match ?

Match the despatch
documents against your

packing slips, check
quantities have been

correctly listed.

Report outstanding runs using
P729B weekly as a minimum.

Check all runs have been
processed & follow up

anything older than 1 week.

NO

Ask Admin why documents have
not been furnished - Credit

issue/schedule/one order only /
note on packing slip details

according until documents can
be supplied by Admin.

NO

Notify Admin of
discrepancy - deliver

document back to have
them amended &

re-issued.

From Page 1

NO

Advise Admin within
24 hours of non-collection.

Admin will follow up
carrier/client and advise new

estimated collection
time/date.

Package(s)
collected ?

Affix shipping labels, con
note externally.

Place packages in holding
area for collection by carrier,

client or other.
File picking slips.

Match the Picking slip
number with the package

with the same ID sticker or
bulk package.  Enclose or

attach invoice/dd/despatch
documents

Yes

No Further Action
- Task Complete.

 

 

 

 

  

 

Reference:  
Customer order Picking Run:  P721 
Allocation form:  P722B 
Packing Slip:  P724C 
Delivery Docket:  P715 
Outstanding Run Report:  P729B 
Manual Stock Transfer internal location: P557 
Stock Transfer external location: P554A 
 
Legend: 
Yellow - Store 

 

 


