
New order

New customer?
Research customer to 

establish if viableYes

Gather requirements at log 
against customer record with sales 

order number

No

PO required? 

Change to won & 
schedule production 

PO received?Yes ChaseNo

Customer record updated 
with PO

Yes

Viable? Job lostNo

Get written order 
confirmation

No

Customer 
order

Create a new customer 
record on CRM/ERP

Yes

Bill of materials splitting 
out each component

Collection?
Notification sent to 

customer order is readyYes
Order collected 
and signed for

Customer record 
updated to paid

Customer 
notification

Quote broken down by labour & 
materials and sent

Quote

Agreed? Adjust?No
Adjustments 

made Yes

Lost

No

Yes

Proforma? Invoice raised and sentYes

Invoice

Paid? ChaseNo

Set up invoicing schedule

No

Finance 
process

Yes

Bill of 
Materials

Materials picked from 
stock

In stock?
Raise PO and order 

from supplierNo

Supplier 
order

Materials delivered 
and checked All received?

Supplier payment 
process

Yes

Supplier asked 
to resupply

No

All materials 
picked?

Yes

No

Production  
(stages)

Yes

Time recorded

Checked and 
inspected

Approved
Adjustments 

madeNo

Time recorded

Order packed ready 
for dispatch

Delivery 
note

Order dispatched 
with delivery note

No

Ends
Customer 

survey sent 
Follow up 

scheduled 

Customer 
survey 

Invoice raised and 
sent

Invoice?

Yes

Change status 
to complete

No

Finance 
process

Invoice

Production 
complete?

Yes

Yes

No

Manufacturing Process


