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PREREQUI SI TES

To benefit fromthis MATCOM Lear ni ng El enent you shoul d:
have sone retail shop experience;

have studi ed the MATCOM El enent "Leakage" or have the
correspondi ng know edge.

HOW TO LEARN

Study the El ement carefully.

Gve witten answers to all the questions in the El enent.
This will help you not only to learn, but also to apply
t he know edge in your work at a |later stage.

After studying the Elenent on your own, discuss it with
your instructor and your colleagues, then take part in
the practical exercises organised by your instructor.

Original script: Inge Blank /Urban Strand

Illustrations: Roberto Mani

Printed in Turin, Italy, 1981



INTRODUCTION

The Manager of the Valley Co-
operative Shop was checki ng

t he previous nonth's invoices. ‘EPH‘;
<7

"What a | ot of goods we've

bought" he thought, "and
what a | ot of npbney we'll
have to pay."

He felt proud that he was trusted to handl e so many goods
and so nuch noney.

"The committee know that | never authorise a paynent unti
I'"'msure that the anount is right", he said to hinmself.

How coul d he be so sure? The shop received goods from

vari ous suppliers al nbst every day, and he personally did
not al ways supervi se the unl oadi ng. How could he know t hat
they really had got everything that was listed on the

i nvoi ces?

Had they received the goods they had ordered?

Was everything in good condition?

Were the prices and cal cul ati ons correct?

If he had checked all those things, then he night have

reason to be proud!

This MATCOM El enent will teach you how to organi se the
recei pt and checki ng of incon ng goods in an efficient way.



DELIVERIES — DIFFERENT METHODS

Goods are delivered to the Vall ey Co-operative Shop in

vari ous ways.

a) The main supply cones
fromthe CA5 (Co-operative
Whol esal e Soci ety). The
Val | ey Co-operati~7e has an
agreenent with Bill's Truck
Transport to pick up the
ordered goods every Tuesday.

i ke the
Dairy and the Brewery,
their

b) Sone conpani es,
bring
products to the shop,

c) The Manager
Nat i onal
pur chase cl othes and usually

goes to the
Textil e Conpany to

bri ngs the goods back to the
shop hinsel f by bus or taxi,

d) There are sone | oca
Graht who
eggs to the shop. She

suppliers like Ms.
sel |
and her daughter bring them

to the shop.

T

NATIONAL
TEXTILE CO LTD.
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You can see that the goods get to the shop in different
ways:

The seller may bring them
A transporter may bring them
- A nmenber of the co-operative staff may collect them

What happens if goods are m ssing or damaged? Who st ands
the | 0ss?

goods are missing on arrival at the shop in the
four examples quoted?

r.‘ Who do you think is responsible if some of the T

a)
b)

c)

— y

with deliveries of goods to your shop? Any losses?

r“ Have you experienced any problems in connection R
Who stood the losses? Give some examples.,

\_ y

Do you agree that the person who brings the goods to the
shop shoul d be responsi ble? He hinself, his enployer, or
hi s insurance conpany should stand the |oss.
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But in practice it is often the shops that | ose noney on
m ssi ng and damaged goods. There are three main reasons why:

} They have not agreed in
advance with the sellers . N
or the transporters about - }
the conditions for claims. o\ o
Y o/0 0
. oD
p They fail to prove that e’ AX)
. [
the goods were received 0%®
al ready damaged or not
received at all.
1"y
LA N
: 509
> They never find out that Aies -\ -
goods were nissing or ﬁj e
damaged on arrival . ,3,;4 R P )i
b APT 5
WARNING! !

There is a risk that you will lose money 1f you do

not receive exactly the goods you are charged for.

r.' Sometimes it is too late to check the goods when they

arrive at the shop. Give an example of this. (Compare
with the example from Valley Co-operative, page 4.)
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PREPARATIONS FOR RECEIPT

The delivery man is inter-

ested in tw things: (a) he
wants to get rid of the

goods and (b) he wants sone-
body to sign saying that
they were received in good
order. He can then | eave
and is no | onger responsible
for the goods.

e

If he gets no instructions when he arrives, he may just put
t he goods where he finds it easiest, perhaps even outside

t he shop. Then he will | ook for sonebody to sign and he
may get very inpatient if he has to wait. In such a situ-
ation it would not be easy to check the goods thoroughly
bef ore signing. You nust be ready in advance to take
delivery of the goods.

Prepare a space

Make sure that you have a
speci al receiving area for

new goods. That way you w ||
al ways have space for the del-
iveries, and you will not mx
up new goods with old stock,

This area shoul d be | ocated

close to the entrance door of
the store room Thus, off-

| oading will be sinplified

and no unaut hori sed person
will need to go any farther
into the store room anong

the goods al ready stored there.




= .
' Why would it not be advisable to have the receivingj
area outside the shop?
Y y
Prepare the equi pnent

Finally, the equi pment you need for receiving and checking
t he goods should be ready and avail abl e at the receiving area.

Equi pment for noving the
goods.

A scal e for weighing
bul k packages.

Tool s for opening boxes. %

A felt pen for marking the

goods that have been checked . & \

MARGARINE
640-11 - 64
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Prepare the checking staff
A nmenber of staff_ nust be present when the of fl oadi ng
starts. That neans sonebody nust be prepared to | eave

other duties to take care of a delivery as soon as it is
necessary.

e 25
2 O
’~3i"iillli1i

~

Thi s person nust know what instructions he should give to
the delivery man, and which controls he nust carry out
before signing that he accepts the goods.

If the delivery is expected to conme during lunchtinme or
after closing tine, some nenber of staff nust be there,
ot herwi se you run the risk that the goods may be dunped
out side the shop exposed to rain, sun, theft, etc.

.' Why couldn't the checking be left until next day?

~
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CHECK WHAT YOU RECEIVE

O fl oading

Bef ore the unl oadi ng starts,
make sure that the delivery
man has brought the correct
consi gnment.  Check that the
docunments have the nane of
your shop on them

Then, under the supervision
of one of the shop staff,
all the goods shoul d be

brought into the receiving
ar ea.

iy

The goods shoul d be handl ed
carefully to make sure no
damage i s done, and pl aced
so that it is easy to check
t he cartons.

st [sau




Make particularly sure that:

Fragile itens are placed where they are not easily
damaged.

Packages containing the sane articles are kept together.
Goods which need to be wei ghed are kept separate.
Smal | packages are placed so that they are easy to find.

Fresh and frozen goods are kept separate so that they
can be taken care of first.

Goods which are urgently needed (perhaps because they
have been out of stock) are placed separately so that
t hey can be unpacked i medi ately.

Checki ng

As the goods are being brought in, the shop assistant should
wat ch out for damages, or any packages which seemto have
been opened, or which do not seemto contain full weight or

quantity. Put any itens of this kind aside for closer
exam nation

When all goods have been placed in the receiving area, the
real checking starts. At this point you need a docunent
stating what goods you are supposed to have received. The
delivery man should have this docunent, which he will give
to you. It is usually called a Delivery Note  Sometimnes
there is also a separate Packing Slip with details about

t he goods. The information you need about the goods w |
| ook like this:

CWS

DELIVERY NOTE / PACKING SLIP Date: 24/5 1981

Delivered to: _ velley Coop Soc.

Unit Description Qty Remarks

bag Sugar 50 kg 2

pct Omo soap 100 g 3 x 48

pct Ben's Maize 0il 2. 1/2 1lit tins 2 x 6
L“‘*#\\),ff\V‘”“*\—~w-~\/r~*'~——~v«ﬂ,//“/\\Q\Jﬁ~’f»f~\\,~,‘



You nust check that what

12 -

is stated aoan the list is

(a) exactly what you have got

Thi s neans:

B Are thev the right goods?
Usual |y commodity name, brand,
size, colour, grade, etc. is
stated on the bul k packages,
but sonetines you may need to
open themto find out exactly
what is inside.

> Is the quantity correct?
If there is any doubt about
the contents of bul k packages
wei gh them or unpack and

count the contents.

» Is there visible damage?
Open any danmaged packages and
check the extent of damage to

t he contents.

P 1s there any invisible

damage?
Open bul k packages contai ni ng
easi |y breakabl e goods, fresh
food and very expensive itens.

and (b) Ln_good condition.

ART. 16-00-4
48 PKTS.& 5009

- TABLE SALT

ART. 16-00-4
.48 PKTS. &1 500

TABLE SALT | 4

ART. 16-00-41 |
48 PKTS. a S0g

TABLE SA/Zan
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Mark the packages that
have been checked and tick
the corresponding line on
the list.
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f..'

f

Why should you mark the goods and tick the lines on
the list?

_J

w

Goods must be in good condition when you receive them.,

Which goods should be examined especially carefully?
Give some examples.

Packing slips are sometimes a bit confusing.
According to the list on page 11, you should find:

Sugar, 2 bags, each containing 50 Kg., and Omo soaps.

Each soap weighs 100g and there are 3 packages with
48 pieces of soap in each.

Now, according to the same list, can you work out:

a) How many packages of Ben's Maize 0Oil
there should be?

b) What is the content of each package?

c) How many litres there are in one tin?




W o if hi :

Your society will have

to pay for what is listed on the

Del i very Note/Packing Slip; therefore the goods received

must

correspond exactly wth those listed. If you find

sonet hi ng wong you nust nake a note either on the Delivery
Not e/ Packing Slip or on

attached to it.

a separate form which shoul d be

I f you receive the wrang goaods, you will have to decide
whet her to keep them or

nake a note like this:

pct l Omo soap 106w 26%3;

not. If you decide to keep them

24
3 x W8

If you decide to return the goods, nmake a note like this:
4——99%————*———4%*»4**5;»100 & 38— | hom ge
© l l ahaz;SZ?

The followi ng notes are suitable when the Waong quantity
has been recei ved:

bag
pct

pct

L3
Sugar 50 kg
Omo scap 100 g

Ben's Maize 0il

¥# One 6m
2 CJnJ'ﬁgQ€;;
F x 18
ved 3 pets,
2 1/2 1it tins| 2 x 6 gi:ezd Pe

This shows (a) that you expect a deduction for the m ssing
of sugar, (b) that you expect a deduction for the one
pack of soap that was mssing, and (c) that you have
returned the extra pack of oil.

S Kg,

How do you deci de whet her you shoul d keep or return danmaged

goods?

Can they still

be sol d? Do you need to reduce the
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price? \Wat have you agreed with your supplier? Make your
deci sion, note whatever is wong, and if anything is returned:

One bt ef'éfa”@'éﬁﬂ#étfz»»# e
&mena7k%¢f and 5 sefeined .

Certijied [ rececved : (g%
Hhirer

Ask the delivery man to certify all changes and notes you

make. Keep one copy of the signed Delivery Note/Packing Slip.
You will need it later to ensure that you do not pay for
m ssi ng or damaged goods.

Delivery Note, you should then sign the Delivery
Note. When there are discrepancies, both you and

r
.' When the goods received correspond exactly to thej
. the delivery man must sign the note, Why?

Enpties
Cont ai ners, boxes, bags,
cases and bottles do often

belong to the supplier.
Wien he charges you a de-

ey

TR

et i)

":é‘ ; .’.L::‘ﬁ\.'t. ."" -

ot L 233
Mtecs ool

posit on those things,
t hey shoul d be specified
in the Delivery Note or

P
—
|
—_—
_
_—

Packi ng List |ike any =
ot her goods.  Then they L |
shoul d be checked in the

same way as ot her goods.

Don't forget to get a receipt for the enpties returned.
Note type and quantity and ask the delivery nman to sign
for what he takes back to the supplier.



Shoul d you keep the delivery man waiting while all this
checking is done? O course you should! If he denands
your signature on a docunent that states in detail what
you have received, then. he nust wait while you satisfy
yourself that all is in order. Remenber your society wll
have to pay for goods agai nst your signature.

A quij cker check

However, if your supplier or transporter has agreed to
accept conplaints after the goods have been received, you
may let the delivery man go after a quick first checking.

Sometinmes the Delivery Note CWS
states the number of packages DELIVERY NOTE
only, and gives no details
about the contents. To: Valley Co-op 12/6/81
Qty

That nmeans the driver is vags of sugar 12
responsi bl e for bringing drums of paraffin L
you a certain nunber of cartons of groceries 34

I : I lit] |

Received:

Before you sign this kind of Delivery Note and relieve him
of his responsibility, you rmnust:

Count the packages to neke sure that the nunber tallies
with what is witten on the Delivery Note.

Open any danaged packages and check the extent of
damage to the contents.

Check that nothing is mssing fromany packages which
seemto have been opened, or which do not contain full
wei ght or quantity.
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In a situation |like this, what should you do if you find
that the nunber of packages is wong?

First, you had better convince yourself and the driver that
there really is something wong. Count them again together
I's the nunber still wong? If there are too many packages
check to see if any are addressed to another shop. If there
are too few, ask the driver to check that all your packages
have been unl oaded.

Still the wong nunber? Note }«»»\“,Ava\,A~/~f~’\_//-b,

the difference and ask the Qty
driver to certify it on the bags of sugar 12
Del i very Note drums of paraffin L

cartons of groceries 3 32

Received:

Continue to check
After the delivery man has left you should continue to

check the details according to the packing slip. The

supplier trusts you to report hoth shortages and over-
deliveries w thout delay.

from the receiving area before everything has

r.' Why is it not advisable to start moving goods
. been checked?
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CHECK WHAT YOU ORDERED

"Well, |1've checked that
we' ve got everything stated
on the Packing List" said

t he assi stant.

"That's good," said the
manager "but did we really
order smmll tins of nmargarine?
And where is the coffee?"

They | ooked at the Packing List: 'Margarine tins 200g',
that agreed with what they had received. Coffee was there

too, but that |ine had been cancell ed and somebody had made
a note "out of stock". "I renmenber ordering 500g tins of
mar gari ne" said the nmanager "and our coffee will be finished

before we get the next supply."

So far, you have learned to check the deliveries so that you
don't | ose any noney on danmaged or m ssing goods. However,
that is not enough. You nust al so.check that you get the
goods you ordered. It is inportant to take action hath
when you recei ve goods which you did not order and do not
need, and when you do not get goods which you did order

Keep a copy of your order and conpare it with the |ist of

goods recei ved.
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CHECK WHAT YOU PAY

If you pay cash on delivery. the prices are probably shown

on the docunent which acconpani es the goods and which is
used for checking on arrival. However, prices nmay al so be
stated on a separate bill. This is always so when the goods
are invoiced. |n any case, before paying, you should check
four things:

1. Have you received the goods you are being charged for?

You must conpare your notes fromthe check done on arrival
with the bill

Therefore, a copy of the
Delivery Note (and the Pack-
ing List if any), show ng

all your tickings and com PACKING
ments about i ssing goods 3DELIVERY
and danmages, shoul d be kept =:J19TE
in the office. = E: =
=

It is a good idea to keep — ===
al |l docunments fromthe

check done on arrival in a
separate file or box while
waiting for the invoice to

come in.

Wi

INVOIEE

|I|'
Il

‘\ \\\

\
|

U
\\

compare and check!
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When the invoice arrives, you nmust check, line by line,
that the goods you are charged for agree with your notes
about what you received. In particular, you should check

very carefully that your remarks about m ssing and danaged
goods have been consi der ed.

2. Have you been charged the correct prices?

If you have got current price lists, you can check that the
prices in the bill are correct. If you have no price lists,
t hen sonebody who is famliar with the prices should check
that they are reasonable.

There are sonme comon m stakes that you should watch out for

The retail price may be charged instead of the
whol esal e price.

The ordinary price may be charged al though a specia
di scount rate had been agreed.

a )
’ How would you make sure you remembered about an
agreed discount price?

\_ J

3. | Ll itians ?

Do not forget to check that you have got all the agreed
advant ages.
Who is to pay for the freight? You, or the supplier?
Do you get any bonus for buying big quantities?

Is there any discount for cash paynent?


ana
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¢l Are the calculations carrect ?

Not only the adding up, but all the other cal cul ations
shoul d be checked. Make sure that the price and the
quantity for various units are not m xed up, e.dg.:

2 hoxes Tuna Fish @T$72.00 per hox = 144.00
or
24 tins Tuna Fish @T$ 6.00 per tin = 144.00

: : f i |

If you find sonmething wong with the invoice, you should
notify the supplier. Dependi ng on what you agree, the
m st ake could be corrected in one of the foll ow ng ways:

You nmake a correction on the bill and pay the
correct anount.

You wi thhold paynment until you receive a new,
correct invoice, or a credit note.

You pay the anmobunt stated in the invoice, and the
supplier deducts the extra anmount paid fromthe next
I nvoi ce.

The supplier prom ses to replace the m ssing or
damaged goods.

Only in the first case is the matter settled i nmedi ately.
In all the other cases you have to keep all the docunents
in the "pending" file.



22 -

"CHECK- OUT”

To prove to yourself that you have fully
understood this Elenent, you should now
go through the foll ow ng questions.

Mark what you think is the correct answer
to each question. The first question is
answered as an exanple. If you have
problens with a particular question, go
back and read the correspondi ng chapter
again. Your teacher will |ater check
your answers.

1 Wio will |ose noney if nobody discovers that there are
some goods missing on delivery to a co-operative shop?

a t he supplier
b the delivery man
(:) t he co-operative society

2 If you collect goods at a whol esal e depot, when shoul d
you start checking for danages?

a when they are taken out of the depot
b when they are | oaded on the truck
C when they are placed in the receiving area in the

shop
3 Where should the receiving area be situated?
a out si de the back of the shop
b in the store close to the back door
C in the store close to the selling area
4 A shop assistant is told to receive goods, but is busy

with a custoner when the delivery man arrives. Wat
shoul d he do?

a | eave the custonmer and attend to the delivery nan

b ask the delivery man to wait a nonent and finish
with the customer as quickly as possible

C ask the delivery man to start unl oadi ng and take
the time needed to deal with the custoner

5 When checking that the correct goods are delivered,
one shoul d:

a unpack all bul k packages

b open packages that do not carry full information
about the contents

C rely on what is stated in the delivery note or
packing slip



10

11

12
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Wi ch of the follow ng comodities should al ways be
unpacked and checked?

a sugar
b tinned corned beef
C dri nki ng gl asses

How shoul d the delivery note/packing slip be ticked?

a tick each line as soon as the compbdity stated
on it is checked

b when all the goods have been checked, put a tick
at all the lines that are correct

C tick each line as a corresponding line is found
on the invoice

What shoul d the receiver of the goods note on the
del i very not e/ packing slip?

a every itemthat differs fromwhat has been
recei ved

b only the missing itens, if any

C only the damages, if any

Who shoul d usually certify discrepancies found when
t he goods are bei ng checked?

a t he chairman of the society
b a co-operative officer
C the delivery man

When should a commodity be noved fromthe receiving
area?

a as soon as it has been checked
b when t he whol e consi gnnment has been checked
C when t he consi gnment has been paid for

How can you check if all itens ordered have been
recei ved?

a by | ooking for cancelled |ines on the packing slip
b by conparing the ticked parking slip and the copy
of the order

C by | ooking for enpty spaces in the display of goods

How can you check that the goods invoiced have been
recei ved?

a by asking the man who recei ved the goods
b by checki ng the goods
C by | ooking at the delivery note/packing slip
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COMPLEMENTARY EXERCISES

To conpl ete your studies of
this topic you should take
part in some of the foll ow
i ng exercises which will be
organi sed by your teacher.

PRACTI CAL GRQAUP ASSI GNVENTS

1 Prepare a check list of what to do when goods are
received in a co-operative shop.

Make a study tour to a selected shop

2 Study how t he goods are received or ask the staff what
system of checks they use. Conpare wi th your check
list and wite a report giving your recomendati ons.

3 Fi nd out how nany di screpanci es were discovered in the
previ ous nonth and how they were corrected. |f possible,
check if the invoices have been corrected accordi ngly.

4 Study the various docunents used for ordering, receiving
and paying for the goods. Note the nanes of the documents
and how they are used and kept.





