Sample Shipment Standard Operating Procedure (SOP) Checklist for Jewelry Factory
 
Customer Name:                                       Date:                                      
Sample Name/No.:                                      Salesperson:                                      
Purpose of Sample Shipment: □ Bulk order confirmation □ New development 
□ Replacement □ Other _____________________
	Category
	No.
	Checkpoint
	Standard Requirements / Notes
	Confirm 
(√/N/A)
	Responsible Person Signature

	I. Pre-shipment Verification
	1
	Check against customer requirements
	Material (metal purity, weight), gemstone (type, size, quality), workmanship (plating color, polishing), dimensions fully match drawing/work order.
	□
	

	
	2
	Initial quality check (QC)
	No scratches, dents, stains, uneven plating, tarnish; stones securely set, no missing stones; functional parts (clasp, ear post) move freely and work properly.
	□
	

	
	3
	Photo / video documentation
	Take clear multi-angle photos (overall, front, back, close-up) and a short video (approx. 15 sec) under standard lighting, showing full view and key details.
	□
	

	
	4
	Obtain final customer confirmation
	Media files sent to customer and explicit written confirmation (WeChat, email, etc.) received: "Confirmed correct, can ship." (Critical control point)
	□
	

	II. Cleaning & Packaging
	5
	Sample cleaning
	Thoroughly cleaned using ultrasonic cleaner or special polishing cloth; product is bright and free of fingerprints.
	□
	

	
	6
	Inner packaging
	Sealed in PE zip bag / OPP bag to prevent oxidation, wrapped in foam or bubble wrap to prevent scratches. High-value products secured with jewelry cotton padding.
	□
	

	
	7
	Accessories included
	Include polishing cloth, brand tag, care card, etc. (as per customer request or company policy).
	□
	

	
	8
	Outer packaging
	Use sturdy, new cardboard box. Fill all empty space inside the box with cushioning (foam, crumpled paper) to ensure sample does not move during transit.
	□
	

	
	9
	Labels & documents
	Label on outer box: Customer info, sample name/number. <br>Documents inside: Packing List (includes item name, number, material, unit price, etc.) and salesperson business card.
	□
	

	III. Shipping Arrangements
	10
	Courier selection
	Choose reliable, fully trackable courier (DHL, FedEx, SF Express, etc.) based on value and time requirements.
	□
	

	
	11
	Insurance
	High-value samples (e.g., >500 RMB or equivalent) MUST be insured; retain insurance proof.
	□
	

	
	12
	Shipping label verification
	Verify that recipient name, phone number, and address on the shipping label are absolutely correct.
	□
	

	
	13
	Obtain and record tracking number
	Get tracking number from courier and accurately record on this checklist and the company sample tracking sheet.
	□
	

	IV. Post-shipment Follow-up
	14
	Send shipping notification
	Immediately send tracking number, courier name, estimated delivery date, and tracking link to customer, informing that sample has been shipped.
	□
	

	
	15
	Track shipment status
	Check tracking daily until status shows "Delivered".
	□
	

	
	16
	Confirm receipt
	After delivery confirmation, proactively contact customer to confirm safe receipt of sample.
	□
	

	
	17
	Collect feedback
	1-2 days after customer receives sample, proactively ask for feedback on quality, workmanship, effect; record details.
	□
	

	
	18
	Archive
	This checklist, customer confirmation records, shipping information, and all related documents filed in the dedicated file for this customer/sample.
	□
	


 
 
Statement:
I confirm that I have strictly followed all the steps in the above standard operating procedure and that the sample shipment has been completed accurately.
 
Salesperson Signature: __________________
Supervisor Review (if required): __________________
 
Instructions for Use:
 
1. One form per shipment: Fill out a separate checklist for each sample shipment (even for different batches to the same customer).
1. Check item by item: Immediately mark "√" in the "Confirm" column after completing each step; write "N/A" if not applicable.
1. Written confirmation is key: Item 4 (obtaining final customer confirmation) is the most important step to avoid future disputes and must be performed.
1. Keep for reference: After completion, file this checklist together with customer confirmation emails, chat screenshots, shipping label copies, etc., to form a complete sample shipment record for future traceability and inquiry.
1. [bookmark: _GoBack]Continuous improvement: Management should periodically review these checklists to identify common issues and optimize the SOP process.
 
This checklist effectively standardizes and visualizes the workflow, greatly reducing human error and enhancing the factory's professional image.
