Notes reference automated action list for comments file.

Heading
Action List

Manufacturing Complaint
Author & Copy to DG & AJG?

To be inspected by MRC

Hold suppliers payment

Manufacturer advised awaiting details

Manufacturer inspecting

Manufacturer chased

Allowance offered

Replacement ordered

Customer chased

Debit note to be sent

Debit note sent 

Complaint satisfied with customer 

Note: If all goods have been delivered and the balance is 0.00 then job complete.

Timings allowed on Action – 7 days between action list prompts







Fitting Complaint
Author & Copy to DG & AJG?

To be inspected by MRC

Fitter to attend

Allowance offered

Customer chased

Replacement ordered

Charge materials to fitter

Hold fitters payment

Complaint satisfied with customer 

Note: If all goods have been delivered and the balance is 0.00 then job complete.

Timings allowed on Action – 7 days between action list prompts




Awaiting Instructions
Author  (& DG after 60 days?)

Customer still not ready for fitting

Job not complete

Note: Even if balance is paid the job is not necessarily satisfied. If the carpet was “dispatched” on an initial stage then the requisitions may be marked out but the goods may be being stored in the warehouse. Manual intervention is required before marking as completed. 

Timings allowed on Action – 14/21/28 days between action list prompts




Awaiting Goods
Author

Goods delayed by manufacturer

Note: This stage is satisfied if all goods are received. If balance is paid but any goods are awaiting delivery then awaiting instructions stage to be implemented.

Timings allowed on Action – 7 days between action list prompts




Letters/Statements
Author & AJG (Poss DG or DC)


1st letter sent


2nd letter sent


3rd letter sent


Refer to David Cooper for LBA

Note: If all goods have been delivered and the balance is 0.00 then job complete.

Timings allowed on Action – 7 days between action list prompts




Legal
Author & DG


Discussed with branch

LBA sent

Court proceedings authorised

Judgement obtained

Bailiffs instructed

Customer contacted head office

Note: Manual monitoring of this stage only to be allowed.

Timings allowed on Action – 7/14/21/28 days between action list prompts




Balance Request
Author & DG



Balance request sent


2nd balance request letter sent


Invoice raised


Refer to David Cooper for LBA

Note: Even if balance is paid the job is not necessarily satisfied. If the carpet was “dispatched” on an initial stage then the requisitions may be marked out but the goods may be being stored in the warehouse. Manual intervention is required before marking as completed. 

Timings allowed on Action – 7 days between action list prompts




David

I have been thinking that we may need to have categories for the various people on the action lists. For example

“A” = Author of record appears on authors list for ALL active comments.

“B” = DG

“C” = JDC

“D” = AJG (or head office pc if AJG absent?

Depending on the comment entered who is included on the action lists. The author should always have the item added to their action list.

If for example under the “Letters/Statement” heading JDC is NOT copied on the 1st & 2nd letter stage but 3rd letter or LBA to be sent comment is added to JDC action list after appropriate amount of time (ie 7 days from last letter). Also is branch manager copied at 3rd letter stage for automatic input on whether or not LBA to be sent? 

Also under the awaiting instructions stage DG to be copied after certain time? If the balance is paid & job invoiced there is no other procedure other than manual intervention to monitor these jobs at HO level.

Where timings are 7/14/21/28 then the author has the option to input timescale. Where options are 7 days then the timings are forced by the system.

As discussed the jobs can ONLY be marked as satisfied at boss level (poss. only DG except legal) and the shops have no way of stopping the addition of the comments appearing on their action list once activated. HO to STOP action at shops request once complete and DG reviewed case.

All the above for discussion & comment between parties prior to commencing with programming. 



