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SCOPE
The purpose of this procedure is to establish the mechanisms in place within the company for order picking and product packaging through to final delivery.

RESPONSIBILITIES
It is the responsibility of the Production Supervisor to ensure that this procedure is adhered to. It is the responsibility of the stock control personnel to ensure that this procedure is complied with.

PICKING / PACKING
Upon receipt of the Picking list and the repaired product from the sales desk, the Stock Controller will ensure that the paperwork is correct to the actual product codes and serial numbers. The stock record sheet will be manually updated with the relevant details. The relevant information is also entered onto the picking list. At this stage, ALL details must be entered onto each individual line. The stock books are to be checked regularly, for correctness.

Products received from the repairs department will be have been cleaned by production operatives, with an appropriate cleansing agent, wrapped and boxed (individually) prior to being checked.

Once all the items on the picking list have been checked and signed for, then the stock person will ensure that they have been safely wrapped and packaged in an appropriate envelope, box, carton etc., and that they are secure form opening during transit. The delivery note is attached to the appropriate package, together with any other relevant shipping documents,

The stock person will then ensure that the final packaged product is forwarded to the correct relevant area for courier despatch.

POST
The Stock Person will ensure that all relevant departments and personnel have completed their postal requirements by 4.30 pm every day so as to enable delivery to the post office by last post.

Post will separated into its relevant categories and “Franked” accordingly. It will then be bagged and posted prior to 5.00pm.

Associated Documents:

Operating Procedures

Picking List

Worksheet SRN
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