SOP: Order Assembly and Accuracy Verification Steps

This SOP details the order assembly and accuracy verification steps, encompassing the systematic processes for
picking, packing, and confirming order contents to ensure precise and complete fulfilment. It includes guidelines for order
preparation, item verification against packing lists, quality control checks, labeling accuracy, and final inspection before
shipment. The goal is to minimize errors, enhance customer satisfaction, and maintain efficient warehouse operations
through meticulous assembly and verification protocols.

1. Order Preparation

¢ Receive confirmed sales orders from the order management system.
¢ Print or access the packing list and order details for each order.
¢ Assign assembly tasks to designated team members.

2. Item Picking

¢ Retrieve items from inventory corresponding to each line of the order.
e Scan or manually check each item against the packing list.
¢ Place picked items in a dedicated staging area or order bin.

3. Packing Process

Inspect items for visible damage or defects.

Choose appropriate packaging material based on item fragility and size.

Place items securely in packaging to prevent movement or breakage.

Include necessary documentation (packing slips, instructions, return forms) as required.

4. Accuracy Verification

1. Cross-check all packed items against the packing list and original order.
2. Confirm quantities, product codes, sizes, and special instructions align.
3. Tick off each item as verified on the provided checklist.

5. Quality Control Checks

¢ Double-check items for cleanliness, integrity, and presentation.
e Ensure sensitive or perishable items are packaged as per guidelines.
¢ Report discrepancies or damaged goods to the supervisor immediately.

6. Labeling & Documentation

¢ Print and affix shipping labels; verify that labels match the order and destination.
¢ Apply any regulatory or handling labels as necessary (e.g., "Fragile," "This Side Up").
e Attach documentation packets securely to the package.

7. Final Inspection

e Conduct a final visual review to ensure package integrity and accuracy.
¢ Seal package with appropriate tape or closure method.
¢ Log completionin the order tracking system.

8. Shipment Handover

¢ Move completed orders to the outbound shipping area.
¢ Update shipment status and notify relevant team members or departments.
¢ Store tracking information for future reference.

9. Continuous Improvement

e Record and investigate assembly or verification errors.



e Participate in regular training and review of assembly procedures.
¢ Implement corrective actions to address recurring issues.

Adherence to these steps ensures order accuracy, minimizes shipping errors, and sustains operational
efficiency and customer satisfaction.
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