Non Conformance Review up to 16th August 16
If you are asking a customer to return any goods you must give then a returns number - SRS and add comprehensive notes to it. Otherwise goods will come in and no one will know what to do with them. Make sure you add the SRS number to any paperwork relating to this return, that includes quotes, orders etc. 

Any decision on replacing goods free of charge without getting them back in first should be signed off by a director and notes added to the SRS. As this is no different to sending out free of charge goods for other reasons and these are already been signed off e.g. Samples. 

Be careful when filling in credit card slips, make sure all the information is on especially if it is for a Euro or Dollar order. The Pound value must be included and the credit card machine only works in Pounds.

Always double check the priority, date, spelling etc. If you don’t know how to do something ask. 

If you are not great at spelling or grammar, like me, please copy what you write, emails, issues etc. it in to open office/word and check it. No one is perfect and it doesn’t hurt to double check your work.  Make sure you add carriage line to all orders even if they are picking goods up. If you are not including a carriage amount make a not on the active list and on the ORD if you are wanting Goods Out to add this. Otherwise they have no way of knowing you want them to do something. 

Moving forwards please make sure that in Goldmine and Intrastats you do not abbreviate any of the address. In October we will be able to get a reduce postage rate on our mailshots over 500 items but we will be fined if the address has any mistakes or abbreviations. So no Rd instead of Road and no Ave instead of Avenue.  If there are any already on please correct them as you find them. 
If you contacting a customer or supplier - order, quote, proforma or purchase order. Make notes on the paperwork and in the system. This way mistakes won’t happen as everyone will know what is happening and anyone can then pick up the job. Don’t forget to initial and date all memos. 

There are now several people doing goods out. So if you ask someone doing the job in the morning it may be someone different doing the job in the afternoon. Keep reminding if it is important. 

If someone asks you if an order can go out and you agree to this please make sure you make a note of it. There is no point in saying yes and then forgetting. The office will be going back to customers and saying their goods will be shipped today. Only to find that they haven’t been. It doesn’t look good, so don’t say something will go unless you are sure it will. 

If you are only doing the job for half a day, make sure you do the jobs you have agreed before you go, because it make you look bad if something is missed when you have left and not passed on the request. 

I have an issue telling me someone had to take a parcel on Saturday to the post office to make sure it would go, when it was missed. 

If you are asking if something will go make sure you put the paperwork in to the hand of the person doing goods out and it doesn’t hurt to remind or chase things up. If there is any doubt put it on as a priority 1. 

Can you make sure you scan the tracking number when invoicing goods. This is used by the office so it is important that this goes on to the system. 

Box sizes is a problem as you have different sizes on the system for different ways to have the product, there is a ‘Shipping a Single item packaged on its own’, this can be used if you are just sending a single item on its own without any other items. 
‘Item size and weight of the item packaged on the sellable stock shelf ‘  this is as it sits on the shelf. This is the size to use if you are working out multiples or mixed orders. 
‘Physical Items weight size and weight of the item itself ‘ this is the item with no packaging at all and so is not of use when working out box sizes. 

As always check your work, ask questions and share information. 

We are doing well so keep it up and thank you to everyone for working hard and making a difference. 

Below are the figures from the error logging system . 

In last 3 months we have had 

5 - Checking errors

5 - Shipping dates missed -Goods out 

11 - Invoiced in error - Office

13 - Missing info – Office

5 - Missing info – Goods out

21 - Paperwork not printed correctly – Goods out (eg. poor print quality)

6 - Priority errors – Office

18 - Spelling error- Office

3 - Missing tracking numbers – Goods out

2 - Carriage errors – Office 

2 - Carriage errors – Goods out

1 - Fault when with customer - Goods out

1 - Fault when with customer - Office 

1 – Missing stock item - Goods out

1 – Account error

Fault when with customer - Goods out Fault when with customer - Goods out 
