FACTORY SALE 2023
November 30, December 1&2, 2023
DOCUMENTATION PROCESS

Step 1.  CUSTOMER DETAILS FORM.

Sales Personnel/customer should accomplish customer details form Indicating customer name, model of item to purchase, serial nos., quantity & with remarks if for Pick-up/hand carry or for delivery. Attach QC Tags for class B units.
Present to documentation (step. 2 process) for preparation of Gate pass/DR.

Step 2. GATEPASS/DELIVERY RECEIPT.
2.1 Prepare gate pass for Hand carry item or for pick-up.  Indicate customer name, item model, serial no., & quantity…..
Forward to Invoicing (step 3 process).
2.2 Prepare Delivery Receipt if for Delivery. Indicate customer name, address, contact no., model, quantity & serial nos. (Attach sketch of delivery). No need to prepare Gate passes.
Forward to invoicing white, green, pink & yellow copy. Give blue copy of DR to customer or sales personnel to attach in the unit for delivery (step 3 process).
Step 3. SALES INVOICE.
Prepare Sales Invoice base on warranty, Full warranty for Class A unit and 30-days Warranty for Class B unit (w/ stamp, accomplish separate invoice series for FULL  warranty & 30-days warranty). Indicate customer name, model, quantity , serial number and price
Forward to CR in charge, detach white, yellow & blue copy of invoice together with gate pass or DR and retain pink copy to the booklet.
Step 4. COLLECTION RECEIPT.  
Issue Collection Receipt for Full/Partial Payment.  Stamp Paid in Sale invoice, indicate the CR number & date. 
Forward white, green & pink copy of official receipt, together w/ forwarded copy of Sales Invoice, Gate pass/Delivery receipt and cash/check payment to cashier and retain yellow copy to the booklet.  
Step 5. CASHIER/ENCODER.
Accept documents together w/ cash/check payment. Release customer’s copy (white copy) of SI, OR &  copies of Gate pass together w/ the change (if there is). 
Forward to encoder the remaining copies of OR & SI  and gate pass ( blue copy )for encoding.
Encoder will gather all copies of Delivery Receipt, and at the end of the day it will be forwarded to warehouse department for schedule of delivery.

Step 6. INSTALLATION WAIVER (SPLIT TYPE, PACKAGE TYPE AC)
Customer Info sheet, Invoice, Gate pass/DR and receipt will be forwarded to Service rep for all purchases of Window type, Split type and Package type aircon (small appliances not included) for service documentation, warranty and installation process. Service rep will encode customer info and give details regarding waiver for installation.
Step 7. RELEASING.  
Customer will present OR, SI, GATEPASS to releasing section. Releasing personnel will verify the documents versus the actual unit (model, serial, quantity and classification).  Stamp release on Gate pass.
-------END of PROCESS-----
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KOLIN PHILIPPINES INTL INC.

FACTORY SALE 2022

CAR ASSIGNMENT

CAR 1

MART FLORES - DRIVER


DONNA MAY MENDOZA

NIKCOLE DIMAANDAL

RIZZA PINEDA

CAR 2
ALFREDO VECINO - DRIVER


RHENALYN MANZANO

RYAN SAUZA

CHARMAINE NICOLE RESNGIT

BIDA TOLENTINO

DARLYN MARCO

JOEBERT REYES
DECEMBER 1, CALL TIME 6:30AM (HEAD OFFICE)
FACTORY SALE COMMITTEE

HEAD OFFICE:

MART FLORES – KMI

RHENALYN MANZANO – OP

CHARMAINE RESNGIT – AIS

MARK BLANCO – MARKETING

CAVITE PLANT

BRYAN ATIENZA – WHSE

MICHELLE CAMUTIN - HR

ERWIN MENDOZA – PRODUCTION

LEONARD AMODENTE – WHSE ACCTNG.

REINER ABAQUITA – ENGINEERING 

Factory Sale Meeting Agenda

A. Participants & Task
Selection, designation for each section

B. Date and Venue 

(Selling area/Documentation Area)
waiting area, delivery fee
C. Purpose of factory sale/Target
History

D. FS Materials / Documents
Marketing/Audit
Video/
E. Process and flow of transaction

Step by step transaction 

F. Stocks and Inventory
Whse/ class A, B, and C 

Wac-800 units / sac -50 units

G. Issues from last year Factory Sale
H. Budget – Food, accommodation

I. Installation issues

J. New ideas
Factory Sale Meeting Agenda

A. Participants & Task

B. Date and Venue 

C. Purpose of factory sale/Target

History

D. Process and flow of transaction

Step by step transaction 
E. Installation issues – waiver / remote claim for class B
F. Budget – Food, accommodation/car assignment/ Office  equipment/money detector
NOTICE OF MEETING
FACTORY SALE PARTICIPANTS

OCTOBER 17, 2023

CONFERENCE 3:30PM
1. Darlyn Marco – Checker
2. Mary Jane Marquez – Checker 
3. Kathleen Bautista – Checker 

PARTICIPANTS / TASK
1. Donna Mendoza – Invoicing 
2. Paulyn Cruz – Invoicing 

3. Elena Reyes – Receipt

4. Joebert Reyes – Delivery Receipt
5. Alfredo Vecino – Delivery Receipt

6. Rizza Pineda – Cashier 

7. Rhenalyn Manzano – Encoder 

8. Archie Artiga – Service Rep

9. Michael Gana – Service Rep
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