
SOP - How to Order Moving Boxes and RingDoorbell

Responsible: Jayson (Operations leader)
Accountable: Brennen & Tracy
Consulted: Agent
Informed: Tracy and Brennen / Agent

Step 1: Go to Gifting Tracker to get the information needed in ordering the gifts. Always
remember that “Not ordered” tagging under Moving Boxes means the agent answered
“YES” they wanted to send moving boxes to their clients, but the boxes haven’t been
ordered yet. (other tagging - “Answered No” and “Ordered”- self explanatory).

“Inspection over Date” is your queue that you can order gifts for that client because we
don’t want the gifts ordered before the inspection contingency is over in case the client
backs out based on inspection.
Moving boxes should be ordered 2 weeks before the day of closing.

Step 2: If you haven't ordered the moving boxes, which means it’s tagged as “Not
ordered”, go to Amazon.com.

Username: XXX@

Password: XX

Step 3: Once you are logged in to Amazon, hover your mouse to “Account for The Collective
Group” and you can either click “view all & manage” under ‘Buy it Again’ or go to “Your Orders”



Step 4: Type in “moving boxes” on the search bar. Once you see the moving boxes, click the
“Add to cart” button.

Step 5: After adding it to cart, click the cart icon on the top right hand corner.



Step 6: Click “Proceed To Checkout”

Note: Always remember to check if the item you selected has a gifting option, these applies to
other gifts you will be ordering in Amazon, it says “Gift option not available” you have to find
different options for that item with gifting options. This is important, so our clients will know that
it’s from The Collective Group via a gift message.

Step 7:Checkout page - Business Order information, leave it blank and just hit continue.









Step12: On the tracker, don’t forget to change the dropdown from “not ordered” to “Ordered”

Step 13: Put the order total amount in the Gifting Tracker under the client you are ordering the
gift for. When putting the order total, right click on the field and select “insert note”.
Note format:



* Order total amount
* Card used and the last for digits

This SOP is applicable for both Moving Boxes and Ringdoorbell
Ring doorbell should be delivered to the office, just use the default address in Amazon.
Office address: XXXXX




