ROJONE Pty. Limited ,' .
ABN 69 002 691 241 RO]ONE

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.

First Store Person

Despatch can be initiated by anyone picks goods against document Check packing slip for Assure all product are
by Printing to the Store an allocation provided. Mark document with special labeling or clearly marked with
& Picking Slips, Transfer Order, —> tick for complete supply, or —®»  packing instructions ——» part number(s),
Delivery docket or other stock Quantity picked for partial supply. assure followed quantity & date.

movement document. Mark X for No stock picked & accordingly.

initials document as the picker.

Second Store Person
checks part number &
<— quantities picked
are correct. Initial
document as the Checker.

Yes i

Are goods to be

Return to First Store
Person, advise !
! ' Picked Order
d|scrgpancy to be correct ?
rectified & repeat z
checking process.

List method of shipping = Courier details
quantities of cartons/reels,

weights & measurements “@— Shipped —— shipped or
: transferred

for each on allocation sheet or .
internally ?

other documents.

i

Pack all items appropriately Transferred Internally
to size, volume, fragility &
product type to ensure
preservation in good order &

condition thru to destination. Electronically transfer all

parts being issued
internally using Anzio
P557 from N to ND or N

to NR accordingly.

Label external packaging as required -
small packages affix dual number sticker
on package & packing slip,place small Place all parts in a
packing on the rack. Large package/reels tub or box together
place in holding area. Put packing slips with transfer
into the tray waiting on shipping documents
documents & invoices/delivery/external
transfer documents i
i Place goods on the
Delivery allocation shelf for collection or
sheets to Admin for deliver as required.
invoicing.
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From Page 1

Has shipping
documents been
delivered to the store
within 24 Hours ?

Ask Admin why documents have
not been furnished - Credit
issue/schedule/one order only /

i

Invoice/Despatch document

— & shipping labels are

Admin.

provided to the Store by )

Report outstanding runs using
P729B weekly as a minimum.

NO—»> ) . ] EEE— Check all runs have been
note on packing slip details
. : processed & follow up
according until documents can anvthing older than 1 week
be supplied by Admin. 4 9 :
Match the despatch
documents against your Do the
packing slips, check Yes—P> documents —
quantities have been Match ?
correctly listed.
NO
4

Notify Admin of
discrepancy - deliver
document back to have
them amended &

re-issued.
Match the Picking slip Affix shipping labels, con Advise Admin within
number with the package note externally. 24 hours of non-collection.
with the same ID sticker or Place packages in holding Package(s) Admin will follow up
- A —— NO —»> n . .
bulk package. Enclose or area for collection by carrier, collected ? carrier/client and advise new
attach invoice/dd/despatch client or other. 4 estimated collection
documents File picking slips. ‘ time/date.
Yes
No Further Action
- Task Complete.
Reference:

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

Customer order Picking Run: P721

Outstanding Run Report: P729B
Manual Stock Transfer internal location: P557
Stock Transfer external location: P554A

Legend:
Yellow - Store
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