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Weekly Delivery 
schedule sent out to 

QA, Warehouse

Prepare and allocate 
resources (man 

power, equipment 
and documentation, 

location)  for 
incoming Stock 

Receive Order
-Sign off receiving 

register
 

Verify Delivery Note 
and Invoice  against 

Purchase Order 

Select Samples 
Perform Quality 

Checks 
Prepare Quality 

Spec- sheets 

Type A Defect ? 

Indicate Order as an 
Alert 

​Yes

Send quality 
checksheets to 
Technical head 

team 

Stock meets BBB 
quality 

standards? 
​Yes

Release Stock for 
Sales 

Update Quality 
status on Excel 
workbook to - 

RELEASED  

​No

Reject Stock 

Update Quality 
status to Reject on 

Excel Workbook  to - 
REJECT

Perform RTS and 
request Credit Note 

Accept the stock & 
Place Quarantine tape 

on Pallets - Update 
Quality status to 

Quarintined 

Capture invoice onto 
Sage 

​Technical Quality 
Test 

​A-type defect should take priority for tech QC

End 

Rank Defect from  A-
type defect to C-

type

Perform a stock 
count 

Does the 
delivered stock 

correspond with 
the invoice ? ​Yes

Request a Credit 
Note from Supplier

​No

Forecast Orders and 
Place Order 
Suggestions 

Forward projection 
sheet to 

management 

Management to 
Review and Approve 
Order suggestions 

Orders allocated and 
communicated to 
demand Clerks via 

Trello Cards 

-Demand Clerks 
Place Orders 

- Orders Sent to 
supplier by email 

Daily Purchase 
Order follow up by 

procurement 

Approved Orders 
Sent to 

procurement 

Procurement team
Update/ Change/ 
Move Orders with 

Suppliers

Weekly Delivery 
schedule sent out to 

QA, Warehouse, 
Operations 

​Start

Suggested 
Changes to 
Initial PO ?

Await Order

Changes to the 
initial PO to be 

updated on Sage 

​No

Yes

​No

​Purchase Order/ Receiving Process
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Proposed Foreign Purchase 

Order Process

Forecast Orders and 
Place Order 
Suggestions 

Forward projection 
sheet to 

management 

Management to 
Review and Approve 
Order suggestions 

- Merch Assistant to 
Place Orders (On 

Sage) 

Approved Orders 
Sent to 

procurement 

Receive Shipping 
schedule from 

supplier 

Send Instuctions for 
Order  (dates, 

qty)  updates e.g. 
delay Orders  

Merch Assistant to 
Update 

Order Details On 
Pastel

Receive Commercial 
Invoice, Packing List, 

Bill of Lading, Tax 
Invoice from 

Shipping Agent/ 
Supplier 

Double check and 
forward Clearing 
instructions to 
Clearing Agent

Warehouse booking 
prior to receiving 

​Raise  Orders with 
Supplier 

​Request sales 
contract from 

supplier

Send Order 
Confirmation to 

supplier (Supplier 
Order) 

Suggested 
Changes to the 

initial PO ?

No

​Await Delivery 

​Communicate Order 
changes with 

Supplier & Logistics 
Co-Ordinator

Updates of 
necessary logistics 

activities 

create Clearance 
Instructions 

Trello Card with 
Allocated Orders 

Arrival of Stock 

Create Costing 
Sheet 

Review and Approve 
Order Updates ​Yes
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