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1. Purpose

To define the checking and recording steps for incoming goods, ensuring stock accuracy and early detection of damage or
discrepancies.

2. Scope

This procedure covers dock staff, shift supervisors and the inventory management office.

3. Procedure

« Check the delivery note against the purchase order.

« Inspect packaging, seals and quantities before signing for delivery.

« Record the goods in the WMS within 2 hours of unloading.

« Report any damage or discrepancy immediately, with photos attached.

4. Non-Conforming Goods

Non-conforming goods are isolated in the quarantine area and the supplier is notified within 24 hours.

5. Records

Receiving records are kept for 24 months and reviewed monthly by the quality manager.

6. Staff Roles & Training

Dock staff complete WMS training before handling receipts unsupervised; the shift supervisor verifies and co-signs the first
five receiving transactions of every new team member.

7. Technology & Systems

Barcode scanning is mandatory for every line item; manual entry is permitted only when a label is unreadable, and must be
flagged in the system for a supervisor's follow-up check.

8. Continuous Improvement

Recurring discrepancy patterns with a given supplier are escalated to procurement for a supplier performance review, and
the quality manager tracks a rolling 90-day accuracy rate by supplier.
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