Lubricar Inc. Protocol


	Title
	51. Receiving Process

	Objective
	To properly receive and order from vendor to shelf

	Responsibility
	Store’s Management Personnel/ Inventory coordinator

	Steps
	1. When the order shows up at your store, check it for damage.

2. Using the packing slip to verify the entire inventory is accounted for and on hand.  Make notes of shortages, overages, or damage to inventory.

3. You must receive the inventory into the computer the day it comes to the store.  Immediately if possible, but if not, as soon as you can.

4. You receive the inventory on the main POS screen under the Inventory menu, receiving, manually receive.
5. You must correctly choose the vendor.  

6. You must correctly enter the invoice number.

7. Correctly enter each item by part number.

8. Make sure you enter the correct quantity of each part.

9. Verify the cost of each item.  You must enter the correct cost.  This is very important.  If you enter the cost incorrectly your COGS will be incorrect.

10. When you are finished receiving the inventory double check the totals of each line.  It is much easier to do this complete process using two (2) people.  One person reads the part number, quantity and cost, while the second person keys it into the computer. 

11. If the totals don’t match…… YOU MUST FIND OUT WHY!  You can’t just let it go.  Double check the quantities and costs of each item.  There will be times you purchase small tools or other items we don’t inventory.  If that is the case, you are ok to finalize the receiving process.

12. Enter into PO log or Upload to stampli as needed. 
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