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Design 

Design Phase 

a. The designer reviews the paperwork and checks for consistency and integrity. 
b. The designer then checks if the part number is an existing one. If the design is already in the system the 

designer will change the date, quantity and order number to reflect the new order and print from the 
system. 

c. If not existing, then a new design is created. 
d. Once complete the design, along with the initial paperwork is passed to the Production Manager/ 

supervisor for action. 

Design Approval  

1. The Production Manager or Supervisor checks the design details against the original paperwork, and if 
satisfied stamps and signs off the design as approved for production. 

2. The Production Order is then placed on the Production Order Board, and the other paperwork is placed 
in the concertina file in the Production Office. 

3.  The Production Manager works with Reception and the Designer to prepare the materials. 
4. The job is designated to a Winder, and the design is discussed if necessary. 
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