
KEY
Sales
Accounting
Design
Sales Assistant
Project Management
Installation
Marketing

Lead identi-
fied / Bid
received

Specs
checked #1

Specs entered
to create
Proposal

Proposal
proofed, FD&I
quote request

FD&I Quote
generated

Fact finding re
scope, budg-
et, time, etc.

Register acct.
with Sales Dir.

and Vendor Fill out New
Customer

Form

Fill out New
Vendor Form Enter

Information
into system

Customer
number

assigned

Job assigned
to CAD

Project
Manager
requested

Facility draw-
ings made or

requested

Proposal
assembled &

packaged

Sign off / PO
& Deposit
received

Deposit
applied to

order

Acknowledge
ment expedit-
ed (Oasis or
Tobron PO)

Vendor
deposits, 
proforma

Order tracking
begins

Certificate of
Insurance
obtained

Request
missing 

information

If mock up,
drawings

done, ordered

Fact finding
communicated

to Designer

Drawings
done in 
Z-Axis

Space plan
drawings

done in CAD

Installation
drawings 
prepared

Specs & costs
generated
from CAP

Specs & costs
generated
from CAP

Facts given to
Marketing for

packaging

Help from
Marketing in

getting in

Appointment
made to see

Client

Specs
checked #2

Presentation
to Customer

Check
PO matches

Proposal

Order
acknowledg-
ment review 

Product
received over

30 day pd. 

DTs printed 

Site visit to
verify facility

dwgs/logistics 

Receiving
Reports 
printed 

Installation
scheduled w/

Customer 
Site prepared 

Review install
drawings &
install plan 

Execute deliv-
ery, unloading,

installation

Supervise
installation

Check instal-
lation against

drawings

Check installa-
tion accuracy

& quality

Generate
Punch List

with Customer

Order parts if
necessary

When parts
arrive, sched-
ule & install

Obtain sign off
from

Customer

Revise draw-
ings incorpo-

rating changes Review job
with Customer

Job is invoiced


