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Conforme será demonstrado na seção “A Empresa”
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Introduction
The Domestic Sales’ process has been created to be a standardized process map in accordance with the Phase Gate 
model. It should be a guide to the Domes Sales Project Managers in their daily activities while aligning the company’s 
strategic objectives, expectations from management and stakeholders, and integrating seamlessly with the adjacent ar-
eas.

Definitions and Acronyms

Definitions
• Domestic Sales PMO – team responsible for managing the Transformers group’s projects for USA and Canada 

customers being manufactured in factories offshore.

• SAP – enterprise resource planning (ERP) software used by organizations to manage business operations and 
customer relations. At Company’s, SAP is utilized for various purposes, including managing sales orders, produc-
tion processes, and quality notifications. It helps streamline operations by integrating different business functions 
such as finance, logistics, and human resources into a single system, thereby improving efficiency and decision-
making 

• CCRP – Customer Care Response Process (CCRP) at Company’s is designed to efficiently capture, document, 
and resolve customer care issues, both externally and internally, to enhance customer satisfaction. It manages 
nonconformities within the internal supply chain and external customer issues, providing management visibility 
and ensuring the correct resources are involved for resolution. 

• Akira – is a tool at Company’s designed to streamline project management by providing quick access to infor-
mation and resources. It integrates with generative AI to help project teams efficiently find and analyze data, sav-
ing time and allowing focus on revenue-generating activities. Akira supports knowledge retrieval, project manage-
ment, and compliance, and assists in creating structured content like emails and presentations. 

• CIT – Cash-in-Time, is a system used by Company’s to manage cash flows in multiple currencies efficiently. It is 
a web-based system that allows each company's accounts receivable department to enter payments they expect 
to receive from other Company’s companies.

• ETQ – ETQ Reliance is a global target application used by Company’s for various quality management pro-
cesses. It is designed to replace locally used tools, providing digitalization and supporting standardization and 
rationalization of the tool landscape. ETQ Reliance is used for managing corrective and preventive actions 
(CAPA), quality audits, and employee competencies/skills and training management, among other functions
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Acronyms

• CCRP – Customer Care Response Process

• CIT – Cash-in-Time

• COTD – Contractual on Time Delivery

• CY – Current Year

• DS – Domestic Sales

• DT – Distribution Transformers

• EPC – Engineering, Procurement and Con-
struction

• FAT – Factory acceptance testing 

• FES – Front End Sales

• FSS – Factory Sales Support

• FY – Fiscal Year

• HE – Company’s

• HSE – Health, safety, environment

• ICM – International Contract Management

• ICV – Internal Customer Code

• KOM – Kick Off Meeting

• KOM – Kick-off meeting

• KPI – Key Performance Indicator

• LD – Liquidated Damages – fees we pay cus-
tomer when we break contract

• M&S – Marketing and Sales – Sales group in-
side the business unit. T&P are inside this 
team.

• MOM – Minutes of Meeting

• MRP – Material Requirements Planning

• NAM – North America (usually referring to the 
North American HUB)

• OEM – Original Equipment Manufacturer

• OPP – Opportunity – can also be an actual pro-
posal

• OPS – Order Processing System

• OTD – On Time Delivery

• PAC – Price Adjustment Calculation

• PFM – Pre-fabrication meeting

• PGTR – Power Grids Transformers – Business 
unit in Company’s

• PIM – Pre-Inspection meeting

• PM – Project Manager

• PMO – Project Management Office / Officer

• PO – Purchase Order

• PO – Purchase Order

• PT – Power Transformers

• PY – Prior Year

• RFP – Request for Proposal

• RFQ – Request for Quotation

• SO – Sales Order

• SO – Sales Order

• SOP – Standard Operating Procedure

• SOT – Safety Observation Tour

• T&P – Tendering and Proposals – usually refer-
ring to NAM’s PGTR T&P

• TRES – Transformers Services
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Systems and Forms
• SAP

• Microsoft Office

MS Project

MS Excel

MS Word

MS OneDrive

• Salesforce

• OPS

• CCRP

• Akira

• ETQ
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Activity Detailing

Page 01

ACTIVITY 1 – Add opportunity to Sales Force

FES adds the details of the opportunity (OPP) in the company’s system to allow M&S to quote the project

EXECUTOR Front End Sales

ENTRIES Supplier Customer

Input RFPs, RFQs, technical specifications, other tender documents

OUTPUTS Client M&S

Product System entry

COMMENTS

ACTIVITY 2 – HUB PMO Gate 00

NAM PMO can perform Gate 00 and assign a PM to an EPC project before it is completely awarded

EXECUTOR NAM PMO

ENTRIES Supplier FES

Input OPP details

OUTPUTS Client NAM PMO

Product Gate 00, PM assigned

COMMENTS The NAM PMO has a weekly meeting with FES where they review the status of each EPC opportunity, 
due to their complexity. The PMO reviews and decides whether it is necessary to bring a PM on board in 
advance to begin work. 



PROCESS PROCEDURES MANUAL

STATUS

Final
SECURITY LEVEL

Internal
REV.

A
LANG.

en
PAGE

7/50

ACTIVITY 3– Quote/Offer process

This subprocess represents the negotiations between customers and the company where a proposal (OPP), among other 
documents, is discussed until the project is lost or awarded

EXECUTOR Front End Sales

ENTRIES Supplier Customer

Input RFPs, RFQs, technical specifications, other tender documents

OUTPUTS Client Customer

Product OPP 

COMMENTS

ACTIVITY 4 – Submittal of the purchase order

Customer provides HE or the sales representative a purchase order, which can also be a contract or other legal document 
recognized by our legal team

EXECUTOR Customer, usually the buyer

ENTRIES Supplier Customer

Input OPP and other information from the agreements with the company, like T&Cs, lead 
time, etc.

OUTPUTS Client FES

Product Purchase order, Contract or other legal document approved by the company

COMMENTS
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ACTIVITY 5 – Send to PM the link to sales folder

Once M&S receives a valid contractual document to start the project, they need to submit to the DS PM the folder where they 
store the documents related to this project.

EXECUTOR Marketing & Sales

ENTRIES Supplier Customer

Input Contractual documents

OUTPUTS Client Domestic Sales

Product Review of documentation

COMMENTS M&S retrieves the information of who the PM is assigned from the bi-weekly meetings between them and 
the DS PMO.

ACTIVITY 6 – Add PM to the loop with customer

Add the project manager assigned to all emails being currently discussed with customer to become the single point of contact

EXECUTOR Marketing & Sales

ENTRIES Supplier Marketing & Sales

Input Information on who will be managing the project

OUTPUTS Client Domestic Sales

Product Email

COMMENTS
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ACTIVITY 7 – Acknowledgment of PO receipt

Communication from the DS PM to the customer introducing itself as the lead and acknowledging the PO receipt and begin-
ning of the purchase order review.

EXECUTOR Domestic Sales

ENTRIES Supplier M&S

Input Purchase order, Contract or other legal document approved by the company

OUTPUTS Client Customer

Product Notification

COMMENTS

ACTIVITY 8 – Purchase Order Review Process

Internal review of the Purchase order and other documents received to guarantee it can be processed

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Purchase order, Contract or other legal document approved by the company

OUTPUTS Client M&S

Product Approval to proceed with internal booking

COMMENTS
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ACTIVITY 9 – Purchase order review process

Internal review of the Purchase order and other documents received to guarantee it can be processed

EXECUTOR Marketing & Sales

ENTRIES Supplier Marketing & Sales

Input Purchase order, Contract or other legal document approved by the company

OUTPUTS Client Domestic Sales

Product Gate 0 submission

COMMENTS

ACTIVITY 10 – Submit Gate 0

Submission of Phase Gate to the PM with Gate 0 completed 

EXECUTOR T&P

ENTRIES Supplier T&P

Input Purchase order, Contract or other legal document approved by the company

OUTPUTS Client DS

Product Phase gate model

COMMENTS

ACTIVITY 11– Revise PO

Subprocess to obtain a revised purchase order from the customer with the corrections required

EXECUTOR DS

ENTRIES Supplier DS

Input Purchase order, Contract or other legal document approved by the company

OUTPUTS Client Customer

Product Purchase order, Contract or other legal document approved by the company revised

COMMENTS
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ACTIVITY 12 – Internal PO approval

Internal notification to proceed with registration of the project, confirming acceptance of the customer’s PO

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Purchase order, Contract or other legal document approved by the company

OUTPUTS Client M&S

Product Email

COMMENTS
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Page 02

ACTIVITY 13 – Green light to register into OPS

Notification to allow FES to proceed with registering the project into OPS

EXECUTOR Marketing & Sales

ENTRIES Supplier DS

Input Email approving to proceed

 OUTPUTS Client FES

Product Email approving to proceed

COMMENTS

ACTIVITY 14 – Order entry into OPS

Subprocess to enter the project information into OPS

EXECUTOR Front End Sales

ENTRIES Supplier M&S

Input Project details

OUTPUTS Client Order Management

Product Entries in OPS

COMMENTS
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ACTIVITY 15 – Create project folder and dashboards

Add all project relevant documents into a folder and use the information to complete the dashboard of the project

EXECUTOR DS

ENTRIES Supplier DS  

Input Project documents

OUTPUTS Client DS

Product Folder, dashboards

COMMENTS

ACTIVITY 16 – OPS order review process

Subprocess to ensure OPS entry aligns with information from the Customer PO and contract

EXECUTOR Order Management

ENTRIES Supplier FES

Input Email notification

OUTPUTS Client Order Management

Product Order entry revised

COMMENTS If there is an issue, Order Management returns it to FES

ACTIVITY 17 – Transmission of the order to SAP

Transmit OPS entry into SAP and population of the data in the sales order 

EXECUTOR Order Management

ENTRIES Supplier Order Management

Input Order entry revised

OUTPUTS Client Domestic Sales

Product Sales order complete

COMMENTS
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ACTIVITY 18 – Review SO and add billing milestones

DS makes sure the SO is correctly populated

EXECUTOR Domestic Sales

ENTRIES Supplier Order Management

Input Sales order complete

OUTPUTS Client Order Management

Product Email notification

COMMENTS If there is an issue, DS returns it to OM, or fixes it directly

ACTIVITY 19 – Generate back-to-back purchase order

Create the PO that goes to factory, which should contain the same information as the one from customer, removing the neces-
sary commissions/fees

EXECUTOR Order Management

ENTRIES Supplier DS 

Input Sales Order created

OUTPUTS Client Order Management 

Product Back-to-back purchase order generated

COMMENTS
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ACTIVITY 21 – NAM clean order review

Factory reviews NAM’s PO and makes sure it has all the required details

EXECUTOR Factory Sales

ENTRIES Supplier Order Management 

Input Back-to-back purchase order

OUTPUTS Client Order Management 

Product Email notification

COMMENTS

ACTIVITY 22 – Revise PO

Change anything required to attend factory’s comments 

EXECUTOR Customer

ENTRIES Supplier Factory Sales

Input Outcome of their analysis

OUTPUTS Client DS

Product New/revised purchase order

COMMENTS

ACTIVITY 20 – Submit PO

Submission of the back-to-back PO to factory

EXECUTOR Order Management

ENTRIES Supplier Order Management 

Input Back-to-back purchase order generated

OUTPUTS Client Factory Sales

Product Back-to-back purchase order

COMMENTS
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ACTIVITY 23 – Confirm acceptance

Factory confirms PO is processed and accepted

EXECUTOR Factory Sales 

ENTRIES Supplier Factory Sales

Input Review of the PO

OUTPUTS Client Order management and DS

Product Acceptance of the PO

COMMENTS

ACTIVITY 24 – Send order Acknowledgment

Order Management creates a system-generated Order Acknowledgment with main details of the project

EXECUTOR Order Management

ENTRIES Supplier Factory Sales

Input Acceptance of the PO

OUTPUTS Client Domestic Sales

Product System-generated Order Acknowledgment

COMMENTS

ACTIVITY 25 – Submit PO Acknowledgment

Submission of the System-generated Order Acknowledgment to the customer informing the PO has been fully accepted and is 
being executed

EXECUTOR Domestic Sales

ENTRIES Supplier Order Management

Input System-generated Order Acknowledgment

OUTPUTS Client Customer

Product Order Acknowledgment email notification

COMMENTS
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Page 03

ACTIVITY 26 – Lead the handover meeting

T&P leads the meeting, going over all project information up to this point so that the PMs are officially handled the project

EXECUTOR Marketing & Sales

ENTRIES Supplier Domestic Sales

Input Order Acknowledgment email notification

OUTPUTS Client DS and factory PMs

Product Project overview

COMMENTS

ACTIVITY 27 – Request bonds, letters of credit, insurances, parent company, guarantee

Domestic sales completes financial requirements in accordance with the contract

EXECUTOR Domestic Sales

ENTRIES Supplier Marketing & Sales

Input Project overview

OUTPUTS Client Customer

Product Bonds, letters of credit, insurances, parent company, guarantee- when applicable 

COMMENTS Not all projects have financial requirements
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ACTIVITY 28 – Invoice milestones (if applicable)

Most of the projects have a payment milestone upon receipt of the PO. When applicable, this is the point in time Domestic 
sales invoices the customer

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Project documentation

OUTPUTS Client Customer

Product Invoice

COMMENTS

ACTIVITY 29 – Schedule KOM

Confirm with internal and external stakeholders the appropriate time and method (online/face-to-face) to perform the KOM and 
submit the invitation

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Project documentation

OUTPUTS Client Customer

Product Invitation to the KOM

COMMENTS
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ACTIVITY 30 – Provide NAM DS inputs to the KOM

In this scenario, DS PM must make sure his slides/notes are added to the KOM planning by customer, as well as provide input 
on when we are available, if the proposed date is not feasible

EXECUTOR Domestic Sales

ENTRIES Supplier Customer

Input KOM invite

OUTPUTS Client Customer

Product Inputs to the KOM

COMMENTS

ACTIVITY 31 – KOM

Activity where most stakeholders gather virtually or in person to review main aspects of the project. Generally, the first meet-
ing with the project team and their client. This meeting comes after the basic project details have been defined, but before the 
main project work begins and is designed to create alignment between all parties involved with the project

EXECUTOR Domestic Sales or Customer

ENTRIES Supplier Domestic Sales or Customer

Input Invitation to the KOM

OUTPUTS Client Customer

Product KOM

COMMENTS
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ACTIVITY 32 – Send Minutes of the Meeting

If we are conducting the meeting, we must provide both the meeting notes and the KOM presentation. Otherwise, we should 
send our slides, while the notes remain optional. Additionally, if there are any discrepancies, they should be submitted for offi-
cial record-keeping

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales or Customer

Input KOM

OUTPUTS Client Customer

Product KOM MOM / Slides

COMMENTS

ACTIVITY 33 – Conclude open actions from the KOM

KOMs usually have action items that team members must work on. This activity relates to the conclusion of these items.

EXECUTOR Domestic Sales

ENTRIES Supplier DS PM

Input KOM MOM

OUTPUTS Client Customer

Product Resolution of the open items

COMMENTS
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ACTIVITY 34 – Conclude initial population of the dashboard

After the KOM, the DS PM should have the necessary details to complete the initial population of the required fields in the 
dashboard, including the schedule

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input KOM

OUTPUTS Client DS PMO

Product Dashboard complete

COMMENTS
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Page 04

ACTIVITY 35 – Develop concept Design

Define the high-level design and fundamental principles of the transformer, including its core architecture, cooling approach, 
and preliminary specifications. This phase focuses on feasibility, efficiency, and alignment with project requirements before 
advancing to detailed engineering

EXECUTOR Factory engineering

ENTRIES Supplier DS

Input KOM

OUTPUTS Client Factory

Product Concept Design

COMMENTS

ACTIVITY 36 – Purchase long lead items

Engineering defines and approves the early procurement of materials with critical lead times for the project

EXECUTOR Factory

ENTRIES Supplier Factory

Input Concept Design 

OUTPUTS Client Factory

Product Critical Materials

COMMENTS
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ACTIVITY 37 – Develop Electrical Design

Create detailed electrical system designs, including schematics, and layouts, ensuring compliance with project requirements 
and industry standards

EXECUTOR Factory’s electrical engineering

ENTRIES Supplier Factory

Input Concept Design 

OUTPUTS Client Factory

Product Electrical design

COMMENTS

ACTIVITY 38 – Develop Mechanical Design

Create detailed mechanical layouts and structural designs for the transformer, ensuring proper cooling, insulation, and struc-
tural integrity. The design must comply with industry standards and project specifications while optimizing performance and 
durability

EXECUTOR Factory’s mechanical engineering

ENTRIES Supplier Factory’s electrical engineering

Input Electrical design

OUTPUTS Client Factory

Product Design completed to be validated during DRM

COMMENTS If there is no DRM, they go ahead with drawings for approval
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ACTIVITY 39 – Perform design review meeting (when applicable)

Evaluate the design with customers to ensure compliance with technical, functional, and regulatory standards. Gather feed-
back, identify issues, and refine details before final submission for approval

EXECUTOR Factory

ENTRIES Supplier Factory

Input Design completed to be validated during DRM

OUTPUTS Client Factory

Product Design approved to proceed

COMMENTS Once approved, engineering proceeds with detailed drawings for approval

ACTIVITY 40 – Submit the engineering drawings

Deliver engineering drawings finalized for approval, ensuring accuracy, compliance with specifications, and readiness for im-
plementation

EXECUTOR Factory

ENTRIES Supplier Factory

Input Design approved to proceed

OUTPUTS Client Domestic Sales

Product Engineering drawings

COMMENTS
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ACTIVITY 41 – Submit drawings and inform lead time for approval

DS sends the engineering submittals for customer’s approval, adding the timeframe required for their review in accordance 
with schedule and contractual terms

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Engineering drawings

OUTPUTS Client Customer

Product Email notification with drawings package and conditions for review

COMMENTS Depending on the customer, this submittal may go through an external portal or sharepoint

ACTIVITY 42 – Return drawings with feedback

Give feedback to drawings submitted

EXECUTOR Customer

ENTRIES Supplier Domestic sales

Input Email notification with drawings package and conditions for review

OUTPUTS Client Domestic sales

Product Feedback to drawings

COMMENTS
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ACTIVITY 43 – Advise on impact in scope, cost or lead time

If a design change is required, inform DS about its scope, cost implications, and lead time impact, while verifying whether a 
change order is necessary

EXECUTOR Factory

ENTRIES Supplier Customer

Input Feedback to drawings

OUTPUTS Client DS

Product Impact overview

COMMENTS If change order is applicable, the drawings need to be resubmitted and checked for feedback 

ACTIVITY 44 – Inform customer of an impact

Inform the customer about the anticipated effects of their requested changes, including adjustments to scope, cost, and time-
line, ensuring transparency and alignment with project expectations

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Impact overview

OUTPUTS Client Customer

Product Email notification

COMMENTS
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ACTIVITY 45 – Change order process

Subprocess to document modifications to a project’s scope, cost, or timeline. It involves evaluating the impact, obtaining ap-
proval, and formally updating project documentation before implementation

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Feedback on the impact and change order 

OUTPUTS Client Domestic Sales

Product Project documentation updated

COMMENTS

ACTIVITY 46 – Preparation of shop drawing

Creates highly detailed drawings tailored for manufacturing and assembly.

EXECUTOR Factory engineering

ENTRIES Supplier Factory

Input Drawings approved

OUTPUTS Client Factory

Product Shop Drawings

COMMENTS

ACTIVITY 47 – Manufacturing information (MI) Release

Distribution of finalized production details, including technical specifications, material requirements, and assembly instructions, 
to manufacturing teams

EXECUTOR Factory engineering

ENTRIES Supplier Factory

Input Shop drawings

OUTPUTS Client Factory

Product Submittal of detailed engineering to other areas

COMMENTS
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ACTIVITY 48 – Notify conclusion of the Release

Factory PM notifies DS of the completion of engineering phase on their side

EXECUTOR Factory

ENTRIES Supplier Factory

Input MI release

OUTPUTS Client Domestic Sales

Product Email notification

COMMENTS This information may be required for customer’s reports

ACTIVITY 49 – Complete Gate 1 checklist w/ factory

Review of Gate 1 between Domestic Sales and the factory PM

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Email notification

OUTPUTS Client Domestic Sales

Product Gate 1 completion

COMMENTS

ACTIVITY 50 – Request list for long lead items (materials)

Domestic sales request the factory to submit the list of critical items to the project for tracking

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Gate 1 completion

OUTPUTS Client Domestic Sales

Product Long lead items’ list

COMMENTS
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Page 05

ACTIVITY 51 – Purchase materials

Procure the necessary materials required for the project, ensuring they meet requirements and timeline

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input Long lead items list

OUTPUTS Client Factory

Product Material acquisition

COMMENTS

ACTIVITY 52 – Confirm receipt of main materials

Notification to DS that the materials have arrived at the factory

EXECUTOR Factory

ENTRIES Supplier Factory

Input Material acquisition

OUTPUTS Client Domestic Sales

Product Email notification

COMMENTS This information may be required for customer’s reports
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ACTIVITY 53 – Perform Gate 2 checklist w/ factory

Review of Gate 2 between Domestic Sales and the factory PM

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Email notification

OUTPUTS Client Domestic Sales

Product Gate 1 completion

COMMENTS

ACTIVITY 54 – Confirm PFM availability

Confirm factory’s earliest availability to perform the pre-fabrication meeting

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input Gate 2 completion

OUTPUTS Client Domestic sales

Product PFM dates

COMMENTS

ACTIVITY 55 – Send invitation for PFM

Distribute official invitations for the PFM, providing key details such as date, time, location, and agenda to ensure participant 
awareness and engagement

EXECUTOR Domestic Sales

ENTRIES Supplier Factory 

Input PFM dates

OUTPUTS Client Customer

Product PFM email invitation

COMMENTS
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ACTIVITY 56 – Pre-Fabrication Meeting

A meeting held before the fabrication process begins to review design details, production requirements, and quality standards. 
It ensures alignment between engineering, manufacturing, and project teams to minimize errors and optimize efficiency in 
fabrication

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input PFM email invitation

OUTPUTS Client Factory

Product PFM completion

COMMENTS May involve a review of the submittals to customer and their approval status. Customer may require de-
termined documents to be approved prior to fabrication, which will be reviewed at this time. If they are 
not approved, this may result in a non-conformance notification from the customer.
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ACTIVITY 57 – Complete unit assembly

Completion of the manufacturing activities

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input Gate 3 completed / PFM completed

OUTPUTS Client Factory

Product Project fully assembled

COMMENTS

ACTIVITY 58 – Confirm FAT readiness

Confirm factory is ready to perform the Factory Acceptance Tests

EXECUTOR Factory

ENTRIES Supplier Factory

Input Project fully assembled

OUTPUTS Client Domestic Sales

Product Email notification

COMMENTS
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ACTIVITY 59 – Perform Gate 3 checklist w/ factory

Review of Gate 3 between Domestic Sales and the factory PM

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Email notification

OUTPUTS Client Domestic Sales

Product Gate 1 completion

COMMENTS

ACTIVITY 60 – Confirm PIM availability

Confirm factory’s earliest availability to perform the pre-inspection meeting

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input Gate 3 completion

OUTPUTS Client Domestic sales

Product PIM dates

COMMENTS

ACTIVITY 61 – Send invitation for PIM

Distribute official invitations for the PIM, providing key details such as date, time, location, and agenda to ensure participant 
awareness and engagement

EXECUTOR Domestic Sales

ENTRIES Supplier Factory 

Input PIM dates

OUTPUTS Client Customer

Product PIM email invitation

COMMENTS
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ACTIVITY 62 – Pre-Inspection Meeting

A preparatory meeting held before the formal inspection to review requirements, ensure readiness, and align expectations 
among stakeholders. It helps identify potential issues early, ensuring a smooth inspection process.

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input PIM email invitation

OUTPUTS Client Factory

Product PIM completion

COMMENTS May involve a review of the submittals to customer and their approval status. Customer may require de-
termined documents to be approved prior to the inspection, which will be reviewed at this time. If they 
are not approved, this may result in a non-conformance notification from the customer.
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ACTIVITY 63 – Confirm FAT date and check if and how customer will attend

Verify the scheduled date for the Factory Acceptance Test (FAT) and check whether the customer will attend, along with the 
preferred method of participation (in person or remote). Ensure all necessary arrangements are in place for a smooth testing 
process.

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Gate 3 completion / PIM completion

OUTPUTS Client Customer / Domestic Sales

Product Email notification

COMMENTS

ACTIVITY 64 – Submit meeting invite for FAT

Send an official invitation for the Factory Acceptance Test (FAT), including key details such as date, time, location, and agenda 
to ensure participant awareness and preparation.

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales / Customer

Input Email notification

OUTPUTS Client Customer

Product Email notification

COMMENTS For in-person meetings, support customer with travel recommendations
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ACTIVITY 65 – PAC process (only done once)

Subprocess of a calculation developed based on predefined formulas, reviewed internally, and presented to the customer for 
approval. 

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Gate 3 completion / PIM completion

OUTPUTS Client Domestic Sales

Product PAC calculation submitted

COMMENTS Once agreed upon, the adjustment is documented and implemented in the contract / PO

ACTIVITY 66 – Logistics quote process

Factory solicits bids from transportation providers, gathering quotes for shipping costs based on project requirements

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input Gate 3 completion / PIM completion

OUTPUTS Client Factory

Product Bids for transportation

COMMENTS After the Factory Acceptance Test (FAT), the final transport cost is updated, reflecting any necessary ad-
justments before execution



PROCESS PROCEDURES MANUAL

STATUS

Final
SECURITY LEVEL

Internal
REV.

A
LANG.

en
PAGE

37/50

ACTIVITY 67 – PO/ Proposal signed before FAT

Receive contractual documentation signed by customer to confirm acceptance of the PAC submitted

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales 

Input PAC calculation submitted

OUTPUTS Client Domestic Sales

Product Contractual documentation signed

COMMENTS

ACTIVITY 68 – FAT

Testing to verify equipment meets design specs before shipment, including functional tests and customer validation.

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input PAC completed / correction actions completed

OUTPUTS Client Factory

Product Testing completed

COMMENTS

ACTIVITY 69 – Take corrective actions

In case of failure, the factory needs to take all actions to be able to re-test until the unit passes FAT

EXECUTOR Factory

ENTRIES Supplier Factory

Input Testing completed

OUTPUTS Client Factory

Product Readiness for FAT

COMMENTS
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ACTIVITY 70 – Notify DS PM

Notification of a failure during FAT

EXECUTOR Factory

ENTRIES Supplier Factory

Input FAT results

OUTPUTS Client Domestic Sales

Product Email notification

COMMENTS

ACTIVITY 71 – CCRP

Subprocess of executing a CCRP against the factory to register the issue

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Email notification

OUTPUTS Client Factory

Product CCRP

COMMENTS

ACTIVITY 72 – Submit the test report for signature

Provide the completed test report to the relevant stakeholders for review and formal approval prior to continuing to the next 
phases

EXECUTOR Factory

ENTRIES Supplier Factory

Input FAT

OUTPUTS Client Customer

Product FAT reports

COMMENTS
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ACTIVITY 73 – Sign test report

Signature on the test reports, confirming approval

EXECUTOR Customer

ENTRIES Supplier Factory

Input FAT reports

OUTPUTS Client Domestic Sales

Product FAT reports signed

COMMENTS Customer may request clarifications on values. If a result is unsatisfactory, this may represent a FAT un-
successful, hence following the NO path in the process.

ACTIVITY 74 – Recognize revenue

Perform the internal recognition of the revenue related to the factory acceptance testing

EXECUTOR Domestic Sales

ENTRIES Supplier Customer

Input FAT reports signed

OUTPUTS Client Finance

Product Revenue recognition

COMMENTS

ACTIVITY 75 – Submit logistics cost and details

Submit to DS the selected transportation provider’s quote, including the full transport cost, in compliance with the contract 
terms.

EXECUTOR Factory

ENTRIES Supplier Customer

Input FAT reports signed

OUTPUTS Client Domestic Sales  

Product Logistics cost and details

COMMENTS
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ACTIVITY 76 – Transport Change order

Change the order process for the transport costs of the project. Needs to ensure PO/Contract is revised in accordance with 
the change order, when the price for transportation is not fixed

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Logistics cost and details

OUTPUTS Client Domestic Sales

Product PO/Contract is revised in accordance with the change order

COMMENTS

ACTIVITY 77 – Perform Gate 4 checklist w/ factory

Review of Gate 4 between Domestic Sales and the factory PM

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Email notification

OUTPUTS Client Domestic Sales

Product Gate 4 completion

COMMENTS
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ACTIVITY 78 – Set up KOM with TRES and factory

DS scheduling a meeting between factory and TRES to go over the project, requesting documentation from the factory prior to 
the event.

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales

Input Gate 4 completion

OUTPUTS Client Factory

Product KOM invite

COMMENTS

ACTIVITY 79 – Submit documents to TRES

Factory submits the requested documentation to be discussed during the handover

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input KOM invite

OUTPUTS Client Domestic Sales

Product Project documentation

COMMENTS
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ACTIVITY 80 – TRES Handover

Meeting between the service team and the factory to review project details, ensuring the team understands the scope, require-
ments, and relevant documentation before performing services on the product.

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Project documentation

OUTPUTS Client Domestic Sales / TRES

Product TRES Handover

COMMENTS

ACTIVITY 81 – Customer TRES KOM

Facilitate a meeting between the customer, service team, and factory representatives to review project scope, expectations, 
and documentation 

EXECUTOR Domestic Sales

ENTRIES Supplier Domestic Sales / TRES

Input TRES Handover

OUTPUTS Client Customer

Product TRES KOM

COMMENTS Ensure alignment, clarify responsibilities, and prepare all parties for successful service execution

ACTIVITY 82 – Confirm shipment delivery schedule

Submit the schedule for the delivery, along with any other relevant details of this process

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input Gate 5 completion

OUTPUTS Client Domestic Sales

Product Shipment schedule

COMMENTS
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ACTIVITY 83 – Submit import/customs documentation

Submission of the factory logistics invoice and other commercial documentation used for import/customs by the NAM team

EXECUTOR Factory

ENTRIES Supplier Factory

Input Shipment details

OUTPUTS Client ICM

Product Import/customs documentation

COMMENTS

ACTIVITY 84 – Submit the logistics invoice

Based on the factory’s logistics invoice and documentation, prepare the NAM’s logistics invoice, which accompanies the prod-
uct through the delivery

EXECUTOR ICM

ENTRIES Supplier Factory

Input Import/customs documentation

OUTPUTS Client Factory

Product NAM’s logistics invoice

COMMENTS

ACTIVITY 85 – Begin transport

Start of the transportation

EXECUTOR Factory

ENTRIES Supplier ICM

Input NAM’s logistics invoice

OUTPUTS Client Factory

Product Start of transportation

COMMENTS
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ACTIVITY 86 – Provide updates on the shipping to customer and DS

Recurring activity of updating the shipment to both DS and customer until delivery is complete

EXECUTOR Factory

ENTRIES Supplier Factory

Input Start of transportation

OUTPUTS Client Factory

Product Shipment updates

COMMENTS Cadence of the updates may vary depending on the project. As a minimum, a weekly update is neces-
sary.

ACTIVITY 87 – Complete delivery

Completion of delivery in accordance with the incoterms of the project and other contractual requirements.

EXECUTOR Factory

ENTRIES Supplier Factory

Input Shipment updates

OUTPUTS Client Factory / Customer / Domestic Sales

Product Product delivered, start of warranty

COMMENTS

ACTIVITY 88 – Provide proof of delivery of the units

Submit evidence of the delivery being completed to the customer

EXECUTOR Factory

ENTRIES Supplier Factory

Input Product delivered

OUTPUTS Client Domestic Sales

Product Proof of Delivery (PoD)

COMMENTS
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ACTIVITY 89 – Invoice process

Subprocess of invoicing the customer for payment milestones related to the delivery

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input PoD

OUTPUTS Client Factory

Product DS’ invoicing complete

COMMENTS

ACTIVITY 90 – Invoice DS for the delivery

After DS’ invoice is received and approved by the customer, factory may go ahead and invoice DS for their portion

EXECUTOR Factory

ENTRIES Supplier Domestic Sales

Input DS’ invoicing complete

OUTPUTS Client Factory

Product Factory’s invoicing complete

COMMENTS

ACTIVITY 91 – Update revenue recognition

Perform the internal recognition of the revenue related to the delivery

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Proof of Delivery (PoD)

OUTPUTS Client Finance

Product Revenue recognized

COMMENTS
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ACTIVITY 92 – Close any issues related to the transformer portion identified after delivery

Closeout of any open items resulting from delivery

EXECUTOR Domestic Sales

ENTRIES Supplier Factory

Input Proof of Delivery (PoD)

OUTPUTS Client Domestic Sales

Product Issues closed

COMMENTS
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ACTIVITY 93 – TRES activities

Performance of services in accordance to the contractual terms

EXECUTOR TRES

ENTRIES Supplier Domestic Sales

Input Project Delivered

OUTPUTS Client TRES

Product Service completion

COMMENTS

ACTIVITY 94 – Submit report

Submission of the reports from the service executed with the signature from the customer

EXECUTOR TRES

ENTRIES Supplier TRES

Input Service completion

OUTPUTS Client Customer 

Product Reports submitted

COMMENTS



PROCESS PROCEDURES MANUAL

STATUS

Final
SECURITY LEVEL

Internal
REV.

A
LANG.

en
PAGE

48/50

ACTIVITY 95 – Confirm Job is done

Notification that services have been completed to allow DS to invoice their portion

EXECUTOR TRES

ENTRIES Supplier TRES

Input Reports submitted

OUTPUTS Client Domestic Sales

Product Email notification / Reports

COMMENTS

ACTIVITY 96 – Invoice customer

Subprocess of invoicing the customer for payment milestones related to the completion of services. This is related to the mile-
stones related to the product portion but triggered once service is completed. 

EXECUTOR Domestic Sales

ENTRIES Supplier TRES

Input Email notification / Reports

OUTPUTS Client Domestic Sales

Product Invoicing completed

COMMENTS
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Addendum

NAM Domestic Sales process map
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51

Purchase materials

52

Confirm receipt  of main

materials

53

Perform Gate 2 checklist  w/

factory

Production

No

Pre-fabrication

meeting

required?

54

Confirm PFM availability

Yes

55

Send invitat ion for PFM

56

Pre-Fabrication meet ing

Request long lead items

Material Procurement
Gate

2

Product
Readiness
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57

Complete unit assembly

PFM

58

Confirm FAT readiness

59

Perform Gate 3 checklist  w/

factory

FAT

No

Pre-Inspection

meeting

required?

60

Confirm PIM availability

61

Send invitat ion for PIM

62

Pre-inspect ion meeting

Yes

Production Gate
3

Assembly Completion
& Test Readiness
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63

Confirm FAT date and

check if and how

customer will attend

64

Submit meeting

invite for FAT

YES

Is the customer

going to attend

FAT?

NO

68

FAT
Was the FAT

successful?

YES

72

Submit the test

report for signature

NO

69

Take corrective

actions

73

Sign test  report

74

Recognize revenue

Delivery

PIM

77

Perform Gate 4

checklist w/  factory

75

Submit logistics

cost and details

65

PAC process

(Only done once)

67

PO/  Proposal signed

before FAT

70

Notify DS PM

71

CCRP

66

Logistics quote

process

76

Transport change

order

Transformer Testing
Completed

Gate

4
Shipment Readiness
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79

Submit documents

to TRES

83

Submit import/

customs

documentation

84

Submit the logistics

invoice

86

Provide updates on

the shipping to

customer and DS

88

Provide proof of

delivery of the units

91

Update revenue

recognition

90

Invoice DS for the

delivery

89

Invoicing process

92

Close any issues

related to the

transformer portion

identified after

delivery

78

Set up handover

with TRES and

factory

82

Confirm shipment

delivery schedule

Service and warranty

85

Begin transport

87

Complete delivery

80

TRES handover

Gate 4

Shipping /
Delivery

Installation /
Commissioning

Gate

5

Lessons Learned &
Delivery Close-Out

Page 8
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Customer TRES KOM

Start of warranty
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93

TRES activit ies

Is there TRES

activit ies in the

project?

YES

NO

Is there a

payment related

to the

transformers

portion?

NO

YES
95

Confirm job is done

End of warranty Project closed

96

Invoice customer

94

Submit report

Delivery completion

Close Out
Warranty
Period

Warranty &
Project Close-Out
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