
Star t

D&D

Issue task

D&D

- Issue task to request 
Master Sample

- Create task from 
blueprint

D&D

Fill in Custom Fields

Marketing, Operation, Warehouse

- D&D fill in all Custom Fields
- D&D assign task to Marketing, 

Operation, and Warehouse
- [M] Destination Warehouse

- Malaysia : Muar Warehouse
- China : TBC
- Indonesia : TBC

Marketing

Check SPO

Operation, Warehouse

- Marketing inform Operation 
to take Master Sample from 
which SPO

- Marketing fill in SPO 
Number into custom field 
[M] SPO No.

Operation

Arrange & Issue PO

Factory

QC

Check and Complete 
SPO Inspection

Operation

Operation

Arrange Delivery

Factory

- Operation inform Factory 
to paste " 1st Production 
Master Sample Label"  
on every carton

- Factory to refer label 
position guideline to paste 
label

Warehouse

Receive Carton

Operation, D&D, Marketing

- Warehouse to flip task status 
to " Warehouse-In"

- In situation where 
change of factory for 
existing product is 
needed

Change 
Factory

Purchasing

Inform Marketing

Marketing

Marketing

Issue PSR to
seal sample &

seal carton

D&D

D&D

Follow Up

D&D

- D&D follow up 
PSR (old SKU)

D&D

Arrange Delivery

Operation, Warehouse

- D&D to inform Operation 
and Warehouse to arrange 
Master Sample send to new 
Factory, cc. QC

- Warehouse prepare the 
cartons to send out

- Warehouse to flip task status 
to " Warehouse-Out"  upon 
Master Sample sent out

QC

Mix and fix to check sample

D&D

- Upon Sample and Carton Sealed, 
D&D inform Factory to pack the 
Master Sample back to cartons

- D&D to arrange delivery to send 
Master Sample back to Warehouse

Warehouse

Receive Carton

Operation, D&D, Marketing

- Flip task status to 
" Warehouse-In"
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Operation

Issue Delivery Request

D&D

Issue Delivery Request

D&D

Issue Delivery Request

Example of Factor ies 
that may need to 
request the 1st 
production Master 
Sample :
- CT Haup heng 
- BMN
- Comfy 
- AFA
- Yeu Hong - chairs 
- Mok Hin
- Ivyer Note :

Always keep 1st 
Factory production 
batch as Master 
Sample unless got 
some changes after 
moved to 2nd Factory, 
then only need to keep 
2nd Factory production 
batch as Master 
Sample

Warehouse

GRN as Stock In

Warehouse

Stock Out DO for 
Sample Purpose

How to create task

Create Master Sample task.mp4
Google Drive

https://drive.google.com/file/d/1mn_4G8HQ6SZ5D0OwtLi39EwJ0o3Ywh14/view?usp=drive_link
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