
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

KIS Clothing Procedure 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 Cassola Place, Penrith NSW 2750       
02 4723 9600       sales@mykis.com.au       mykis.com.au



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Hygiene  
General Hygiene – Products  
CODE Image Title Description Buy option Cost 
 
 



 

Supporting Locally Owned Clothing Brands 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

With Access To Leading Footwear Brands…  
 
 
 
 
 
 
 
 
 



 

KIS Clothing Process 
 
Our Clothing Process is focused on communication & being consistent in our order fulfilment 
process. 
 
How do we do it…? 
 
First when we receive your order, we send you a thank you email acknowledgement with your job 
number, this means that we have received your order and it is entered into our system. 
 

 Clothing 1 Status – Once we enter your order into our system it is placed on this status. 
o Our system then generates a corresponding job number for your order, and it is 

pending action from our clothing co-ordinator. 
o At this stage you receive our first email communication to update you that our team 

has begun processing your order.  

We use our system generated job number and job status to track our 
performance & communication to you. 

 
 Clothing 2 Status - This occurs within the same business day. 

o It means our clothing co-ordinator has ordered your garments from our suppliers. 
 If any garments are not available, we will contact you and give you 

alternative options. 
o Within 1-3 business days we will receive your garments into our warehouse where 

we check off your stock and prepare for it to be sent for embroidery/screen printed 
(If requested). 

 
 Out Status - This status is used to indicate that the garments are currently out being 

embroided/screen printed. 
o At this stage we email you an update to tell your order has been sent out to our 

embroider/screen printer and we expect it back within 3 business days. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Points of contact throughout this process: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Packed Status – Your garments are back in our warehouse and being packed ready to be 
dispatched.  

o Because we care, we pack and label your order into a clear individual bags and 
clearly label the outer box of who which team members garments are so you know   
the order can be seen your order can easily be identified via the team member are 
inside. 

o We include in the pack, the individual clothing form. 
 This avoids confusion at your end when it comes to correctly allocating the 

garments to the team.  
 

 Finish Status – Your job is complete 
o Your order has been finalized and dispatched. 
o Our warehouse supervisor at this stage has converted the order into an invoice and 

emailed directly through to your accounts department.  
The invoice will always include a tracking, for you to follow the updates of your 
order until it reaches your site.  
 

 
It does not matter if you have a team of 5, 50, or 500… 
We follow the same process, communicating with you  
along the way & get the job done. 
  
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


