PROCEDURE FOR GOODS RECEIPT AND QUALITY CHECKS

INPUT PROCESS OUTPUT

Goods arrive

Assistant - Production Goods Receipt Note

Purchase Challan/GRN is prepared by selecting (GRN)/Purchase
the PO Challan

Shortage Memo
prepared by Assistant - g Refer process relating booking of Purchases in sheet
Procurement '‘Booking of Purchases'.

Is there a difference in
quantity as per the
Invoice?

An auto entry is passed

Is there a difference in e AT e

rate in the invoice in
comparison with PO?

Manager - Purchase and Stores -in-charge
- Authorise the Quantity in GRN/Purchase

1. After authorisation of the GRN and the Invoice, GRN is

retrieved by Assistants - Accounts based on, either aj
A scanned copy or phyiscal invoice. It is ensured that all GRNs

for the said month are booked before the end of the

month.

2. The system does not allow booking of vouchers with aj

bill no. that has already been booked.

3. Refer Booking of Purchases process flow.

Concerned Director
- Authorise the Quantity in

Quality Checks 1. In case of accessories, ho quality checks are conducted at
- Conducted by an indpendent QC team Goods are accepted the time of receipt.
on A 2. If any defect is found at the time of issue to production, a
debit note is raised for the same.

In case of a defect,
whether it is
adjustable ......2

ﬂ Refer process relating booking of Purchases in sheet

- Goods are returned
'Purchase Returns'.

- Purchase Return Note
is raised - Assistant -
Production

- Report is generated in

ERP for all purchase Debit Note

returns in a period.
- Debit Notes are raised

1. Sometimes Quality checks are also conducted at the time of
issue of materials for production.
2. QC Maintains a register incorporating remarks for every quality
check conducted.
3. For all instances of resulting in Debit Notes, refer the process
flow for Purchase Returns.




