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PRINTED COPIES ARE UNCONTROLLED

SHIPPING FLOW CHART

Receive finished
goods at the

shipping table.

Complete visual
inspection

Are the units
SonaSwitch
products?

Apply date
code

according to
WI-002,

codes are
pre-recorded
in log book.

Apply serial
number to the

back of the units
and record in

shipping log book
(WI-002)

Wrap units in
antistatic material
(per customer's

direction)

Place units in
appropriate size
box, weigh box.

Create shipper in
Vista database

according to
WI-002.

Choose a carrier
from the job

traveler.

Is the carrier
UPS?

Create labels in
UPS on-line
database,

according to
WI-002.

Seal the packed box and
apply mailing label, carrier
labels, & pouch to the box.

Place all packed
boxes in the

Shipping Area for
pick up.

Is the carrier
domestic
Fed Ex?

Give a copy of the Shipper to
Accounting and the Commercial

Invoice (if applicable)

Yes

No

Yes

No

Yes

Assemble paperwork*:

Domestic (U.S.A.) Pouch outside box- 1 Shipper

Canada or Mexico

Pouch outside box- 1 Shipper, 1 NAFTA form, &
Original + 2 copies of Commercial Invoice
Inside box- 1 Shipper

Overseas

Pouch outside box- 1 Shipper, 1 Customs POA form,
& Original + 2 copies of Commercial Invoice
Pouch outside box- If value over $2500, 1 completed
copy of form 7525V, Shipper's Export Declaration.
Inside box- 1 Shipper

Prepare a Fed Ex
International Way

bill.

Prepare a Fed Ex
Air bill.

No

*Sources of Shipping Paperwork
Shipper Create in Vista.

NAFTA form Create in UPS database program.
Commercial Invoice Request from Accounting.
Customs Power of

Attorney (POA) form
Blank forms are kept in the Shipping file cabinet.

Form 7525V, Shipper's
Export Declaration

Fed Ex bills

Blank forms are kept in the Shipping file cabinet.

Blank forms are kept in the Shipping file cabinet.
UPS labels Create in UPS database program.


