
SOP - Raw Material Sourcing

Issue Request Form 1.0 Material Sourcing & Sample Request 1.1 Material Testing & Checking 1.2 Material Master Info / Master Colour Panel

Anyone can request

- Source new 
material

Purchasing

- Get information from Supplier 
and fill into Material Table

- Follow up with Supplier to get 
sample

- If supplier request payment, 
Purchasing @mention 
Operation PIC to issue PO

- Example sample must get
- Paper 10 meter
- Melamine colour panel
- Edging Bluecard
- Hardware 10pcs / set
- Seal Sticker 100pcs

Purchasing

Request New Source

- Upon receive material, 
pass material sample to 
Requestor and 
skateholder for review

- To pass material sample 
to PDM PIC to register the 
material into PDM

Purchasing

- Register material into 
PDM

- Attach material photo / 3D 
PDM link into task 
description

- Material state " Initial"
- @mention related 

skateholder

PDM PIC

- Complete this task and proceed 
to next task

- @mention PDM PIC to update

PurchasingYes

- Issue PO and get 
approval from 
Operation Manager

- Email PO to supplier 
and cc Finance and 
Purchasing

- Finance shall 
download the PO 
and DO

Operation

Decision

- Complete this task and 
@mention D&D to cancel the 
other sub-tasks and project

- Sample need cop "Rejected"

PurchasingNo

Regardless Decision

Supplier
Request Payment

- Add a comment for reason to 
cancel in Project and cancel the 
project

- Cancel the sub-tasks, except 
1.0 Material Sourcing & 
Sample Request

D&D

- Change material state in 
PDM to "New Source"

PDM PIC
Finishing
Example : Paper, 
Melamine, Edging

Hardware
Example : Handle, 
Leg, Hinge

- Cancel this task

Purchasing
Paper / Melamine / 

PVC /
Spray Painted

Edging / Seal 
Sticker

Start

Start

Start

- Active this task

Purchasing

- Active this task

Purchasing

- @mention QC PIC to 
request QC to test the 
hardware

- Pass the hardware to 
QC

Purchasing

- Conduct the test
- Update the test result 

in Wrike
- Attach test report 

and/or photos as proof 
of testing and for 
future references

QC Result Pass

Fail

- @mention D&D PIC to 
request D&D check 
the edging

Purchasing

- Request Sample Team to 
prepare colour panel to check 
and match the edging with paper 
/ melamine / etc

- Add this task to Atan folder and 
change task status to "Handover 
to Sample Team"

D&D Result Pass

Fail

- Change material state in 
PDM to "Approved"

- Add edging code to 
Paper's Data Card and 
update Master Finishing 
List

PDM PIC

- Change material state in 
PDM to "Rejected"

- Edging to remain kept in 
PDM for future references

- Edging bluecard / Seal 
Sticker sample need cop 
"Rejected"

PDM PIC

- Complete this task and 
proceed to next task

- @mention PDM PIC to 
update

D&D

- @mention Purchasing 
deal with Supplier to 
rematch

- @mention PDM PIC to 
update

D&D

Proceed to 
Next Task

- Change material state in 
PDM to "Approved"

PDM PIC

- Change material state in 
PDM to "Rejected"

PDM PIC

- Complete this task and 
@mention D&D to 
proceed to the next task

- @mention PDM PIC to 
update

QC

- @mention Purchasing 
- @mention PDM PIC to 

update

QC

- Check with Supplier to 
improve or

- Source new alternative

PurchasingRequest New Source

Proceed to 
Next Task

Start

Start

- Active this task

D&D

- Active this task

D&D

- Prepare extra pcs of Master Colour Panel
- Get Approval Sign from D&D Manager on 

Master Colour Panel
- Take photo and upload photo into Wrike
- Keep Master Colour Panel in Office 

Master Colour Panel cabinet and Port 
Klang Master Colour Panel cabinet

- Complete this task

D&D

- Take details photo of every angle of the 
hardware and insert into Master Material 
Info Word file

- Fill in all the information required in the 
Word file

- @mention Purchasing
- Complete this task

D&D

End

- Send Word file 
to Supplier

Purchasing

Start

D&D

- Check all the subtasks are 
completed or cancelled

- Complete Project

End

Raw Material Sourcing Project

D&D
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Proceed to 
Next Task

SOP - Raw Material Sourcing

Issue Request Form

1.1 Material Testing & Checking 1.1 Material Master Info / Master Colour Panel

- Requestor issue Raw 
Material Sourcing request 
form to Purchasing Team

Finishing
Example : Paper, 
Melamine, Edging

Hardware
Example : Handle, 
Leg, Hinge

- Cancel this task

Purchasing
Paper / Melamine / 

PVC /
Spray Painted

Edging / Seal 
Sticker

Start

Start

- Active this task

Purchasing

- Active this task

Purchasing

- @mention QC PIC to 
request QC to test the 
hardware

- Pass the hardware to 
QC

Purchasing

- Conduct the test
- Update the test result 

in Wrike
- Attach test report 

and/or photos as proof 
of testing and for 
future references

QC Result Pass

Fail

- @mention D&D PIC to 
request D&D check 
the edging

Purchasing

- Request Sample Team to 
prepare colour panel to check 
and match the edging with paper 
/ melamine / etc

- Add this task to Atan folder and 
change task status to "Handover 
to Sample Team"

D&D Result Pass

Fail

- Change material state in 
PDM to "Approved"

- Add edging code to 
Paper's Data Card and 
update Master Finishing 
List

PDM PIC

- Change material state in 
PDM to "Rejected"

- Edging to remain kept in 
PDM for future references

- Edging bluecard / Seal 
Sticker sample need cop 
"Rejected"

PDM PIC

- Complete this task and 
proceed to next task

- @mention PDM PIC to 
update. cc. Purchasing

D&D

- @mention Purchasing 
deal with Supplier to 
rematch

- @mention PDM PIC to 
update

D&D

- Change material state in 
PDM to "Approved"

PDM PIC

- Change material state in 
PDM to "Rejected"

PDM PIC

- Complete this task and 
@mention D&D to 
proceed to the next task

- @mention PDM PIC to 
update. cc. Purchasing

QC

- @mention Purchasing 
- @mention PDM PIC to 

update

QC

- Check with Supplier to 
improve or

- Source new alternative

PurchasingRequest New Source

Start

- Active this task

D&D

- Prepare extra pcs of Master Colour Panel
- Get Approval Sign from D&D Manager on 

Master Colour Panel
- Take photo and upload photo into Wrike
- Keep Master Colour Panel in Office 

Master Colour Panel cabinet and Port 
Klang Master Colour Panel cabinet

- Complete this task.

D&D

- Take details photo of every angle of the 
hardware and insert into Master Material 
Info Word file

- Fill in all the information required in the 
Word file

- @mention Purchasing
- Complete this task

D&D

End

- Send Word file 
to Supplier

Purchasing

Start

End

Raw Material Sourcing Project

Revision : 01
Effective Date : 15 September 2023

Start

- Reassign project 
owner to 
Purchasing PIC

Purchasing Manager

- Upload sample 
photo or pass actual 
sample to 
Purchasing for 
sourcing purpose

Requestor

- Get quotation & sample picture & 
sample from Supplier and upload into 
Wrike

- Fill the material information into Material 
Table in Project Description

- Example sample must get
- Paper 2 meter
- Melamine colour panel
- Edging Bluecard
- Hardware 10pcs / set
- Seal Sticker 100pcs

Purchasing

- Source new 
material based on 
information & 
requirement 
received from 
Requestor

Purchasing

- Check with 
Requestor whether 
price & quality are 
acceptable

Purchasing YesDecision

- Register material into PDM
- Attach material photo / 3D 

PDM link into task description
- Material state " Initial"
- @mention related skateholder

PDM PIC

Regardless Decision

Activate Sub-Task

1.1 Material Testing & Checking

Request New Source

Sub Task : Sub Task :

- Check all the 
subtasks are 
completed or 
cancelled

- Complete Project

Purchasing

Finishing
Example : Paper, 
Melamine, Edging

Hardware
Example : Handle, 
Leg, Hinge

- Created Raw 
Material Sourcing 
Project

Wrike Bot Project :

IF Independent Sample Testing require more sample
If SSR require material sample,

please request material in PP Project

SOP - Raw Material Sourcing

Issue Request Form

1.1 Material Testing & Checking

- Requestor issue Raw 
Material Sourcing request 
form to Purchasing Team

- Wrike Bot to assign Project 
Owner to Purchasing 
Manager and PDM PIC

Hardware

Paper / Melamine / 
PVC / Spray 
Painted / Edging / 
Seal Sticker

- @mention QC PIC to 
request QC to test the 
hardware

- Pass the hardware to 
QC

- Assign task to QC PIC 
& D&D PIC

D&D

- Conduct the test
- Update the test result 

in Wrike
- Attach test report 

and/or photos as proof 
of testing and for 
future references

- @mention D&D PIC, 
and Purchasing PIC

QC Pass

Fail

- Request Sample Team 
to prepare 4pcs colour 
panel to check and 
match the edging with 
paper / melamine / etc

- Assign task to Atan & 
D&D PIC

- Add this task to Atan 
folder

- Change task status to 
"Handover to Sample 
Team"

D&D Pass

Fail

- Change material state in 
PDM to "Approved"

- Add edging code to 
Paper's Data Card and 
update Master Finishing 
List

- Complete this task

PDM PIC

- Change material state in PDM to 
"Rejected"

- Edging to remain kept in PDM for 
future references

- Edging bluecard / Seal Sticker / Colour 
Panel sample need cop "Rejected"

PDM PIC

- Get Approval Sign from D&D Manager on 
Master Colour Panel

- Take photo and upload photo into Wrike
- Keep Master Colour Panel in Office 

Master Colour Panel cabinet and Port 
Klang Master Colour Panel cabinet

- @mention Purchasing PIC and PDM PIC

D&D

- @mention Purchasing 
deal with Supplier to 
rematch

- @mention PDM PIC to 
update

D&D

- Change material state 
in PDM to "Rejected"

PDM PIC

- Check with Supplier to 
improve or

- Source new alternative

PurchasingRequest New Source

Start

Revision : 01
Effective Date : 20 September 2023

- Reassign project 
owner to 
Purchasing PIC

Purchasing Manager

- Upload sample 
photo or pass actual 
sample to 
Purchasing for 
sourcing purpose

Requestor

- Get quotation & sample picture & 
sample from Supplier and upload into 
Wrike

- Fill the material information into Material 
Table in Project Description

- Example sample must get
- Paper 2 meter
- Melamine colour panel
- Edging Bluecard
- Hardware 10pcs / set
- Seal Sticker 100pcs

Purchasing

- Source new 
material based on 
information & 
requirement 
received from 
Requestor

Purchasing

- Check with 
Requestor whether 
price & quality are 
acceptable

- Pass Raw Material 
to PDM PIC

Purchasing

- Register material into PDM
- Attach material photo / 3D 

PDM link into task description
- Material state " Initial"
- @mention related skateholder

PDM PIC

Regardless Decision

Request New Source

Sub Task :

- Take details photo of 
every angle of the 
hardware and insert into 
Master Hardware Info 
Sheet Word file

- Fill in all the information 
required

- Upload Word file to this 
task

- @mention PDM PIC

D&D

- Requestor provide 
formal feedback in 
Wrike

- @mention 
Purchasing PIC and 
D&D PIC

Requestor Yes

option

- Prepare 4pcs colour 
panel

- Pass colour panel to 
D&D PIC to check and 
review

Sample Team

- Check with Supplier to 
improve or

- Source new alternative

PurchasingRequest New Source

End
- @mention 

Marketing, CDDC, 
D&D inform Raw 
Material approved

- Complete project

Wrike Bot

- To request more samples for 
Independent Structure Testing or SSR 
use, please request in Material Request 
task in Independent Structure Testing or 
SSR task

- Insert the Material Request task Wrike 
Permalink into Raw Material Sourcing 
Project Description

D&D

- Change material state 
in PDM to "Approved"

- Change Hardware 3D 
to "3D Hardware"

- Complete this task

PDM PIC

- @mention Purchasing 
PIC and PDM PIC that 
Raw Material rejected 
and will no longer 
continue to source

- Change task status to 
"RMS Rejected"

D&D

- @mention 
Marketing, CDDC, 
D&D inform Raw 
Material rejected

- Change project 
status to "RMS 
Rejected"  

Wrike Bot End

- @mention Purchasing 
PIC and PDM PIC that 
Raw Material rejected 
and will no longer 
continue to source

- Change task status to 
"RMS Rejected"

D&D

- @mention 
Marketing, CDDC, 
D&D inform Raw 
Material rejected

- Change project 
status to "RMS 
Rejected"  

Wrike Bot End
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