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END

START

Material delivered

Is item damaged? 
(Visual Check)

Reject part, obtain order 
no and contact supplier 

for replacement

Sign paperwork, place 
items in Goods In Bay

YES

NO

Check items against Syrinx, 
is order complete?

Contact supplier and 
request ETA

NO

Is item 
consumable?

YES

Bespoke order, put 
plant & requestor on 

item.  Place in Collection 
Bay & notify Service

NO

Put item away in correct 
location

YES

Goods receipt 
paperwork, update 

system and file

Is ETA + 48 hours?
Contact supplier for 

explanation

Delivery date 
agreed?

Escalate to Director

NO

YES
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