FC062 Goods Inwards

All deliveries are to be received
through Goods Inwards
wherever possible and

practical.
Exceptions to this rule may
include office stationary and
tool room materials.

Delivery Note
& PO

No

i

Obtain copies
of the original
documentation

Delivery

Objectives

To ensure:

« all deliveries conform with purchase orders properly raised by the Company.

appropriately.

present.

at all times.

PDMS
Purchase
Orders

Each consignment is
1) cross checked with the supplier's delivery note &
"agreed" to the PO
2) each consignment is checked to ensure it has been
received in good condition and to the desired quality

standard.

Yes

If the validity of the
‘ consignment can not be ‘
verified the consignment
must be rejected.

Consignment
Validity
Verified?

UNCONTROLLED COPY

Yes
Delivery all
agreed?

the Company accepts only those goods or items that have been properly ordered.
deliveries which do not conform with the Company's requirements in any respect are clearly identified, recognised and dealt with

deliveries are checked for conformity against the relevant PO and delivery note
goods show no obvious signs of damage or contamination and are checked preferably whilst the supplier’s delivery representative is

all deliveries are properly documented and we have a proper record of quantities and dates of delivery and hence outstanding orders

we maintain an accurate record of batch numbers pertaining to raw materials and colours deliveries in the PDMS.

Sign and date delivery note, ensure qty's
delivered and actual dates are clearly
shown and append to PO and pass to

main office. Label goods where
appropriate.

Update PDMS (including batch numbers)

as appropriate.

Ensure Goods/Materials are

moved to appropriate storage
‘ location at earliest
opportunity. And update

PDMS for receipt as
appropriate

Any concerns or discrepancies with
either the details of the consignment
such as the product specification,
delivered gty or quality concerns such
as transit damage or contamination
must be detailed on the delivery
documentation.

Delivery to be
rejected?

PDMS
Purchase
Order
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