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COP’s 03, 20.5

QUESTION:
RESPONSE:
Y/N

Check that all phone, fax, E-mail enquiries are recorded in the personal diaries.



Verify that the same information is transferred into “Goldmine”.



Are replacement goods offered “Same Day” as stated?



Check that messages are written on the board, and memos added to “Opera”.



Verify that the same information is transferred into “Goldmine”.



Check that originals are filed in the Hospital / Customer file. ***** (Check procedure?) Customer Paper work now Filed in Opera number order, with copy of opera order attached





Check that all current prices are retrievable from “Opera”



Check that the quote, together with a covering letter is faxed to the customer, and cross referenced to the quote (on file)



Verify authorisation for quotes above a certain level.

Check the determined level.



Check that resultant orders are married up to quotes and information entered into “Opera”



Verify that the order is checked for stock availability, production and delivery times are achievable. ? Needs rewrite Intrastats checks



Check that the order is so stamped with the account No and initialled as accepted.



Check that order differences are resolved prior to acceptance, and that this information is recorded



Verify that picking lists are checked against accepted order.



Check that order amendment details are added to the picking list as required



Verify that the weekly review meeting is undertaken
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