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RECEIVING DOCUMENTS

Background on the purchasing/payment process

1. Requisition is prepared and approved at the school site.

2. I review account code, then create a Purchase Order for it.

3. PO is mailed, faxed or hand delivered to vendor.

4. Materials are shipped/picked up.

5. Person receiving goods completes receiving document.

6. Receiving document is sent to business office.

7. Accounts Payable receives invoice from vendor.

8. Accounts Payable compares invoice with receiving document, then pays invoice when it matches.

9. Vendor is happy that they got paid in a reasonable time.

10. Auditors are happy because all the rules were followed and the paperwork is in order.

The problem we are having is Accounts Payable is not getting a Receiving Document (packing slip) for orders in a timely manner, which makes 9 and 10 above, not happen.

We cannot pay an invoice without some type of receiving document signed, dated, marked with PO #, and items received and missing indicated. It is MANDATORY to get signed packing slips from whoever checks in an order. This slip must be signed, dated, marked with PO #, and have the items received and missing indicated. This slip MUST then immediately be sent to the business office.

What is a Receiving Document?

For shipped items the best choice is the packing slip received with the shipment. This is attached to the box or included inside. Each item on the packing slip must be verified that it was in the box. If there was no packing slip then a copy of the PO could be used. Again, each item received must be verified that it was received.

For items picked up from the vendor the itemized receipt must be handled as above.

Suggestions for Site management process to track received goods

There are forms attached that may be used to make it easier to track shipments. You could develop your own procedures and forms as long as the end result is the same.

1. Have one person designated as the receiving person and Accounts Payable contact.

a. This person will be responsible for tracking all orders

i. Log in received shipments

ii. Attach Receiving Instructions to boxes

iii. Sending completed packing slips to business office

iv. Tracking down staff that haven’t returned completed packing slips within 2 days

2. Steps to ensure timely return on packing slips to business office

a. When shipments are received, record data on Receiving Tracking form

b. Attach copy of Instruction Sheet for Receiving Goods to each box

c. Verify staff have returned completed packing slips to secretary within 2 days 

d. Record date that packing slips are sent to Accounts Payable on Receiving Tracking form

INSTRUCTION SHEET FOR RECEIVING GOODS

NAME: ____________________________

DATE: ________________

PO #: ________________
VENDOR: ________________________________

This MUST be completed and returned to site office within 2 days of receiving goods.

1. Find packing slip that is attached to or included inside box.

a. If no packing slip, create a list of items received with quantities indicated.

2. Verify that each item and quantity shown on slip is included in shipment.

3. Sign, date, circle PO# or write it on the sheet, indicating quantity of each item received on the slip.

4. Attach completed slip to the back of this form and return to site office.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

INSTRUCTION SHEET FOR RECEIVING GOODS

NAME: ____________________________

DATE: ________________

PO #: ________________
VENDOR: ________________________________

This MUST be completed and returned to site office within 2 days of receiving goods.

1. Find packing slip that is attached to or included inside box.

a. If no packing slip, create a list of items received with quantities indicated.

2. Verify that each item and quantity shown on slip is included in shipment.

3. Sign, date, circle PO# or write it on the sheet, indicating quantity of each item received on the slip.

Attach completed slip to the back of this form and return to site office.

4. RECEIVING TRACKING FORM

	Name
	Vendor
	# Boxes
	Po #
	Date in
	Date out
	Initial
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