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China Sourcing Project Brief Checklist
B E R I0 H EHRiEE

Use this before supplier outreach or a Foshan visit. Record what is known, what is missing, and who must
approve each decision. / AFHEE AN EHILERZAT > £HEDH ~ REREERENIRENHAEIAA

\d

Document status / Sample template / #2584y Version / ki V1.0 /2026-08
R TS

Project identity

MEEXRER
Project reference / Prepared by / %I A
LB%RS
Destination / B &ttt Country / city / address type Target date /
BHrEH#
Project type / I B Z 8! Home / villa / hotel / office / retail / other =~ Decision owner /
REA
Current stage / Planning / RFQ / samples / order / Localinstaller / Confirmed / TBC
Erajiida production S e

Scope that must be clear
WIS R R S SE

Required input / AEHIA What torecord / EiRREHE

[1 Room or area list / FEia) sk X g5 8 Every room, external area, quantity basis, and excluded scope.

[1 Categories / g2 Cabinetry, doors/windows, tiles/stone, sanitary ware, lighting, furniture, soft
furnishings, hardware.

[1 Drawings and BOQ / B 455 BOQ Latest revision, file date, missing elevations/details, and who confirms final
dimensions.
[1 Product references / F=ms% Reference only, approved direction, approved sample, or confirmed

specification.

[] Quantity basis / #8 O #% Count, square metres, linear metres, sets, allowance, wastage, and spare-parts
rule.

[1 Quality and finish / Fi& 51hHE Material, colour, texture, hardware, glass, fabric, performance, and acceptable
tolerance.

[1 Timeline / B8] Sample date, drawing approval, deposit, production, QC, packing, loading, and

destination handoff.

[ Access and installation / #iz5 %% Lift, stairs, door openings, crane, storage, installer, power/water, local sequence,
and site protection.

Boundary / i15} : Final site dimensions, structural decisions, local code, permits, certification, customs, tax, and licensed
professional approvals remain with the responsible local parties unless a written project scope states otherwise. /
REBMIHRT ~ MR ~ HHER ~ WA~ IAIE ~ BXABBREFREVE > RIEPEERESZEHEA - MHREMARLMIELHIA -
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Quote and budget basis
BN EMEOR

Record separately / g jfig F Status / k7

Product value / F=@&tE

Design and sourcing /
BT 5X MRS5S

Packing / 613

China logistics / H [E RE4I7%

Currency, quantity, unit, material/finish, supplier, trade term, validity.

Deliverables, workdays or fee basis, exclusions, and approval points.

Carton, crate, fumigation, fragile protection, labels, spare hardware.

Supplier pickup, warehouse, consolidation, loading, port handoff.

SAMPLE / #7c

Confirmed / TBC

Confirmed / TBC

Included / separate / TBC

Included / separate / TBC

International freight / Mode, route, equipment, freight validity, insurance, surcharges. Quote / TBC

Eprizi

Duty, tax, customs / Destination broker and tax owner; do not guess from product price. Local confirmation

KB BSEX

Unloading, access, storage, labour, equipment, commissioning, waste
removal.

Delivery and installation / Local quote / TBC

HF X SRE

Files to attach
= RNVAloR e

PO Room list + product list / Eial 5= 558 One row per item; quantity, dimensions, image/reference, current
status.

PO Plans, elevations, details / L& S & & Latest dated revision with a clear file name and revision owner.

PO Destination and delivery condition / Country, city, postcode, address type, access notes,

BRIt SEe k& broker/forwarder if known.

P1 Current quotes / LB RM Original supplier file; keep product, packing, freight, tax and
installation separate.

P1 Reference photos and samples / £ E 5k Label each as inspiration, requested, approved, rejected, or
superseded.

P1 Local requirements / Z4ihZsk Written input from installer, engineer, architect, certifier, customs

broker, or authority.

First decision gate
E—PRETR

Choose when / {aRti% B Next output / T—4 354144

A. Remote sourcing / Scope is documented; supplier comparison can start without Open-question list + comparable RFQ
ImLExRM a visit. schedule.

B. Foshan visit / ffi 1L &% Touch, comfort, colour, showroom range, or factory

capability must be judged in person.

Appointment route + decision sheet +
follow-up owners.

C. Local alternative /
LR

Order size, timeline, regulation, damage risk, or heavy
installation makes China sourcing uneconomic.

Stop note + local items to source or
verify.

Use / A% . Share the completed brief with the buyer, sourcing coordinator, selected suppliers, forwarder, and relevant local
professionals. Keep one current version and mark superseded files. /
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