Procedure: Domain transfers
Department: Tech/Customer service
Division: 
Brief Description:  Providing customer support for domain transfer to company domain register account.
Steps Definitions:

1. Receive order
2. Check pricing

3. Confirm pricing with customer

4. Send email with step by step and requiring approval

5. Request customer to send EPP or authorization key

6. Copy: Make a new copy of the template using the Save As function in the following naming standards; PO-Name of Procedure, and reserve the original template for future use.

7. Complete: Complete the Procedure Outline according to the directions.

8. Send: Send a copy of the completed Procedures Outline to the Project Manager at meg@cevado.com.

References:

1. Checklist: None required (or “see page 2” if there is a checklist)
2. Prerequisites: List of prerequisite procedures needed to perform this procedure
3. Additional Training Materials: List any additional materials 
Checklist for: 
Department: 
Division: 
Completed checklist to be filed in:

Please initial and fill in date when each step is completed:
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