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1.0 Purchase order to BOYU
Mainly 3 steps involved (pre-requisites) before a PO can be issued to BOYU. They are as below:
1.1 Design proof approval

1.2 Invoice approval

1.3 Confirm deposit

1.4 Issue PO

1.1 Design proof approval steps
1.1.1 Resize design proof

· Save design proof from BOYU in artwork folder

· Right Click & Open with Photoshop

· Resize image size to width of approximate of 700 pixels & height will change automatically in the right proportion

1.1.2 Upload design proof

· Go to www.ecocarebags.com/ksm
· Username: eco // password: eco2006

· Click design images on left hand side // browse // upload design proof. jpg // 

· Click design acceptance // Fill the form with size details & information

1.1.3 eMail addresses

· Insert client email in “client email field”
· Insert vj@ecocarebags.com in “ecocarebags email field”

· Insert design@ecocarebags.com in “designer email field”

· Continue with fill the rest of the form 

· Click “Save & email Client”

· **Always ensure to test email to yourself & check the bag design before emailing to client**
1.2 Invoice approval

Upload the invoice exactly the same way as done in the process 1.1.2 to upload design proof & instead upload the pdf Invoice file.
1.3 Confirm deposit

Verify bank statement to check deposit is received

1.4 Issue PO & subsequent steps
· Forward the email with the design acceptance approval to BOYU to begin Sample production
· Get approval on real bag pictures from client

· Confirm BOYU to begin Full production
· Check production is on track half way through before delivery

· Confirm dispatch on time 2 days before ETD CHINA

· Confirm vessel has sailed out on time within 24 hours after ETD CHINA

· Request BOYU for 4 documents as listed below

· Invoice (verify with Amit)

· Bill of lading (verify shipper name is “eCoCareBags China”)

· Packing list

· Packing declaration

· Send documents to LOGISTICS
· Confirm ETA 2 days before arrival

· Confirm domestic ETD & ETA dates with LOGISTICS
· Confirm ETD & ETA dates with client as per LOGISTICS email
· Follow & track delivery with LOGISTICS until delivered on time

1.5 Tasks table

	#
	TASK NAME
	DUE DATE
	STATUS
	DATE COMPLETED

	1.0
	Design proof approval
	
	
	

	1.0*
	RFQ domestic freight with LOGISTICS
	
	
	

	1.2
	Invoice approval
	
	
	

	1.3
	Deposit confirmation
	
	
	

	1.4
	PO to BOYU
	
	
	

	1.5
	Real bag picture approval
	
	
	

	1.6
	Confirm full production with BOYU
	
	
	

	1.7
	Check production on track
	
	
	

	1.8
	Ex China ETD on track 2 days prior dispatch
	
	
	

	1.9
	Confirm vessel within 24 hours after ETD
	
	
	

	1.10
	Request BOYU for documents
	
	
	

	1.11
	Relay documents to LOGISTICS
	
	
	

	1.12
	Confirm ETA 2 days before arrival 
	
	
	

	1.13
	Confirm domestic freight ETD/ETA with LOGISTICS
	
	
	

	1.14
	Relay domestic freight ETD/ETA with client
	
	
	

	1.15
	Follow & track LOGITICS until DOT
	
	
	


*Indicates that 1.0 & 1.0* are parallel tasks

PS. Initially always verify the design proof & invoice on the browser by emailing to your self before emailing to the client just to confirm it is looking OK in terms of size
PS.When relaying domestic delivery times to client, always forward DIRECT correct info. As per updates provided by LOGISTICS if it’s an urgent delivery

--------------------

*ETD – estimated time of departure from origin

*ETA – estimated time of arrival at the destination

*BOYU – refers to the supplier

*LOGISTICS – refers to the shipping agent
--------------------
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