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Sales Process Checklist 

Talk about the importance of the sequence of your sales process through your 

invoicing process. 

1. Take the Order- Write it up on the Sales Order Form (Apparel or Cap 

Order Form) If artwork is involved, make sure it is correct. 

2. Take the Deposit 

3. Make sure all copy and information is correct and complete on the Sales 

Order (Order taken from the Customer) 

4. Create the Estimate (Work Order) complete with all the information on 

the Sales Order including pricing 

5. Post the Customer Deposit into the Customer Deposits Account by 

Creating a Sales Receipt 

6. Attach Sales Receipt to Work Order & written Sales Order 

7. Add Job to the Scheduler 

8. Order the Products from the distributor 

9. Check to see if you have the correct backing, thread and hoops 

10. Write up the Order for the Design-Keeping track of time with Artwork 

Tracking Form 

11. Send out the Design to the Digitizer or the person setting up the Design 

12. Receive Goods from Distributor 

13. Sew out Design 

14. Send sewn proof of Design to Customer 

15. Prepare Job for Production-Using Production Timing Form 

16. Run the Job 

17. Finish the Job 

18. Pull up Estimate and Check to see if information on Production order 

matches the information on the Estimate. Make Corrections if necessary 

19. Convert to Invoice- Apply Customer Deposit from the Sale Receipt  

20. Send Invoice to Customer 

21. Ship the Order 

 


