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Supply Services
A Self Study Guide for Members and Staff of Agricultural Cooperatives

LESSON FOUR:  Receiving supplies and paying the supplier

Objective:  To review the steps you should take before, during and 
after delivery of new supplies of inputs to ensure they are properly 
handled and to introduce the forms and procedures that will minimise 
mistakes and errors.

Once an order has been placed, what happens next? A truck arrives at your warehouse 
from the supplier with the goods.  What does the driver want at that moment?

He wants to get rid of the goods. He wants somebody to sign for them, so that he is no 
longer responsible, and he wants to go away as quickly as possible.

This moment, when the goods are handed over, is an important point in your dealings with 
the supplier. Of course, cooperative societies should deal with suppliers on a basis of
mutual trust.  However, misunderstandings can occur. It could cause a lot of trouble and 
perhaps loss to your society if you discovered too late that some goods were faulty or 
missing.

If both you and the supplier maintain good paperwork systems, it will be immediately clear 
what has gone wrong.  The mistake can be put right without disagreement.  Thus, a good 
system for checking a delivery is necessary to protect the interests of your members. 

Now let us look at the things that you should do before, during and after a delivery.
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Before delivery

Imagine a driver arrives with a truckload full of fertiliser and finds nobody is there to 
receive him or give him any instructions; so he dumps hundreds of bags on the ground
outside the warehouse.

It is too late to organise the receipt of goods the moment a truck arrives.  Well in advance 
you should:

 clearly inform your suppliers as to the times and 
days when deliveries can be accepted;

 ensure that a qualified person is ready to receive 
the goods;

 prepare the receiving area where the goods can be 
unloaded and checked without being mixed with
the old stock.

During delivery

When you go to inspect a new delivery you must decide how thoroughly to check the 
goods?  For example: 

You receive a delivery of empty sacks.  There are 20 bales, each said to contain 100 sacks.

 Should you open every bale, examine and count each sack?

 Should you just count the 20 bales, taking it for granted that each one contains 100 
good-quality sacks?

You probably do not want to take the time and effort to carry out a full inspection of the 
goods, but you should not risk the high cost of accepting large quantities of faulty goods. 
You must find a way of performing an adequate inspection.

Inspection is another example of finding the "middle way", e.g.:

 You could inspect a few items at the time of delivery.  If they appear faultless, you can 
be fairly confident that the same is true of the remainder.

 If the supplier is a reliable firm and you know that it accepts complaints even a day or 
two after delivery, you might just make a quick check when the goods arrive and a
more thorough one later.

If you want to do a "spot check", inspecting just a few items, you must make sure that the 
sample you choose is selected "at random". That means that the sample must be
representative of, i.e. be selected from, the whole lot.  For instance, in our example with 
the sacks, what problems might arise if you only looked at 30 sacks from one bale or the 
top three sacks from several bales, or at a collection of sacks chosen by the supplier?  In 
each case, there is a chance that the sacks inspected might not be typical of the whole 
delivery of 2,000 sacks.

If you find faulty items in your sample, you should continue the inspection.  If you find still 
more, you might even want to refuse the whole delivery.  Returning it avoids the expense
and labour involved in inspecting every single item.



Supply Services Lesson 4

MATCOM © ILO 3

The driver will bring a delivery note - a list of all goods 
he should deliver to you. If everything is all right and
you have received what you ordered, you sign the 
delivery note, certifying that you have received the 
goods.

The driver takes the original of the delivery note back 
to the supplier.  You keep one copy. The supplier will 
use his copy as proof that the goods were delivered and 
will later send you a bill (invoice) for the goods.

If you do not receive or accept all goods listed on the 
delivery note, you must record this fact on it before you
sign.

Remember that the driver must also sign to certify that 
your notes are correct.  You should keep a copy of the 
corrected delivery note, with the driver's signature, to 
avoid any future problems.

Let us now sum up what you should do during the actual delivery:

1. Make sure that a copy of your original order is available.  Compare the order with the 
supplier's delivery note to ascertain that the driver is bringing the right consignment.

2. While the goods are being unloaded make sure they are handled with care and placed 
in an orderly way. Check for immediate signs of damage, bags containing less than full 
quantity, etc. Put such items aside for closer examination.

3. Count the items and establish that there is no immediately visible damage or 
discrepancy. Carry out as thorough an inspection as you deem necessary.

4. Sign the delivery note, confirming that you have received the goods.  If anything is 
missing or to be returned, indicate this in writing on the delivery note and ask the
driver to sign it. File your copy of the delivery note for later use.

After delivery

When the driver has left there is still work to be done:

 If you need to inspect the goods more thoroughly, do so immediately.  Inform the 
supplier about any problems (if he accepts complaints after delivery - if not, a 
thorough inspection must be done before the driver leaves).

 Establish that the stock has been properly placed and arranged in the warehouse.
Make adjustments, if necessary, to make sure that any old stock is accessible and sold
first.

 Note the new delivery on the bin-card.
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Paying the supplier

Once the goods have been delivered and inspected, it is necessary to pay for them. Here 
again, simple procedures and paperwork can assure that there are no disagreements and
that your society is protected against loss.

Some suppliers expect cash on delivery, but it is more common for them to send an invoice 
(a bill or note requesting payment) shortly after sending the goods.

In any case, do not pay until you are convinced that everything is in order. If you have an 
effective system for the receipt of goods, and if your files are in order, it will not take you 
long to carry out the necessary checking procedure.

Before you pay:

 compare the invoice with your copy of the delivery
note and make sure you have received everything
for which you are charged;

 ascertain that the price is correct and as agreed
upon with the supplier;

 check that all calculations are correct;

 observe payment conditions and do not pay until
you have to.

In comparing the invoice with the delivery note, be 
particularly careful to make sure that any remarks 
about damaged, returned or missing goods have been 
taken into account.

Look out for these common mistakes concerning price:

 the supplier may have charged you the retail 
instead of the wholesale price;

 the supplier may have charged you the regular 
instead of a special discount price that had been 
arranged.

If you do find mistakes on the invoice, notify the supplier.  You might agree to correct the 
mistake in one of the following ways:

 you make a correction on the invoice and pay the correct amount;

 you withhold payment until you receive a new, correct invoice, or a credit note;

 you withhold payment until the supplier has delivered all the goods for which you 
were charged.
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1. Prepare a "check-list" for your staff, including all tasks that must be done before, 
during and after a delivery of goods to your society.

2. Take a close look at your paperwork system for ordering, receiving and paying for 
goods. Make a list of all forms and documents involved. For each, state its name and 
purpose, who retains a copy, and why that copy is kept.

3. Check that your paperwork system can protect you against loss in the cases below:

 Some goods have been found damaged on arrival.

 The discount price you were promised before ordering the goods is not that 
given on the invoice.

  


