
Sales & Distribution

Minimum stock
levels identified Re.
stock replenishment

Stock Requirement

Three times a week for Fresh Produce.
Once fortnightly for ship supply sector.

Minimum stock levels alerted
automatically by Sage Software &
checked manually by Warehouse
Manager. Substandard goods are

removed from storage at this stage

Sales trends analysis
to gauge volumes to

prepare purchase
order factoring in

lead time

Sales Analysis

Two Directors responsible for
procurement are given Sales Reports

& other Sage Data by Sales &
Operation’s Administration team

Purchase order
compiled &

forwarded to
approved supplier

Purchase order

Chairman & Warehouse Manager do
this for fresh produce. Director of

Operations for Ship supply, Provisions
sector

Check availability &
pricing from approved

supplier. If not, contact
2nd preferred supplier
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Receive proforma
invoice & delivery
date from supplier

Supplier proforma

Checked & verified by Chairman and/or
Director of Operations. Data passed

onto Operations department. Warehouse
Managers know expected stock coming

& plan accordingly.
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Goods from supplier
arrive in warehouse, by
trailer truck. Unloaded
by forklift & stored in

designated area in
warehouse

Quality Control

Goods are inspected for quality
standard & date codes, packaging
condition/damage by Warehouse

Manager and to tally quantities vs
proforma invoice. Prices are checked
vs Proforma by Sales and Operation’s

Administration.

5

Supplier proforma
invoice is stamped as

“OK VERIFIED”
by Warehouse Manager

Document goes to Sales and
Operation’s administration to process
stock entry on Sage purchase order
processing - Finance department.
already aware of payment due to
supplier within agreed period re.
payment terms, but still awaiting

original invoice from supplier for Sage
Purchase Ledger

Sales order/picking list
used. Order is prepared
by Operations personnel,

picking goods from
designated location

(Sage indicates depot location)

Sales order once prepared is located
in “Waiting Area” or cold storage,

awaiting next delivery vehicle.

NB: Quality & date codes of goods to
be delivered are checked by

Operations personnel as order is
prepared

Completed sales orders
loaded onto delivery
vehicles for onward

distribution to customers
designated location

Delivery driver takes duplicate copies of
sales invoice. One for customer & one

for our Sales and Operation’s
administration as proof of delivered

goods

Before delivery execution warehouse
manager re-checks quality standard of

goods loaded

Invoices returned
Signed/Stamped by

customer to
Warehouse Manager

Any errors, goods short
supplied, credit note is

raised against customer or
goods replaced & supplied,

all within same day

Document passed onto
Sales and Operation’s

Administration for filing &
credit control.

Order inputted on Sage
software. Produces
“Picking List” for

Warehouse Operations

Picking list is printed for sales order
to be prepared

Sage will indicate in the unlikely
event of out of stock for an item.

Warehouse Manager will procure/offer
customer alternative and/or inform

customer of items ETA

Customer orders
received directly from
customers by phone,

fax, email

Orders Preparation-Quality ControlDelivery of Goods/Quality Spot CheckDelivery Documentation Picking List Sales Orders

If order has been previously quoted to
customer, Sales and Operation’s

administration will then amend, if
customer has made changes, print

order and pass onto Warehouse
Manager

Once goods from
supplier are stocked in

designated areas
Warehouse Manager
carries out final spot

check

Proforma Accepted Quality control-Spot Check
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Supplier-Availability

Procurement Errors, short supplies from
supplier reported to sales/operations
administration who record this & send

copy in writing to supplier awaiting
credit note and/or remedial action &
explanation from supplier to prevent

in future
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Remedial/Prevention Action

Supply Chain


