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To ensure the smooth receipt of goods, we would ask that all clients and their suppliers conform to the following Goods Inwards Procedure. 

Prior to any deliveries it is the Clients responsibility to provide a copy of the purchase order made to suppliers which will be recreated on Mosaic systems to help facilitate the swift and accurate booking in of stock and the provision of any associated discrepancy information. 

It is the responsibility of the supplier to ensure compliance with this specification and to meet all costs in doing so. Failure to meet this requirement may result in a charge to re-pallet.  Any re-work charges will be presented with supporting documentation and if appropriate digital images to allow our Clients to pass the charges back to their suppliers.  

Should you have any queries relating to these procedures please do not hesitate to contact your Account Manager.

1. Packaging and Labelling
· All boxes must be labelled with the information specified in previous pages in the delivery section.
· No individual box should: weigh more than 15kgs or contain more than 1 product type.
· Packaging should always be robust enough to ensure the product transits safely through courier and Royal Mail networks.

1. Delivery Notes
A Delivery Note must be supplied with every delivery and it should contain the following information:
· Product code(s)
· Product description(s)
· Quantity delivered
· Suppliers name address and telephone number
· Purchase order number

1. Palletised Products
All pallets must conform to the following criteria:
· Deliveries will only be accepted on standard 4 way wooden pallets, size 1200mm x 1000mm 
· The pallet must have all base struts intact
· The weight of an individual pallet must not exceed 1000kgs
· The height of an individual pallet must not exceed 1200mm from the floor
· All pallets must be securely wrapped and remain secure throughout transit
· Pallet loads must remain completely stable after the pallet wrap has been removed.
· Under no circumstances should boxes overhang the pallet.

Products with special requirements may be exempt from all or part of these guidelines; however agreement with Mosaic Fulfilment Solutions should be sought prior to delivery being made.

1. Deliveries 
All pallet deliveries must be booked in. All Deliveries must be booked in. Suppliers must telephone at least TWO working day prior to the date on which they wish to make a delivery. A delivery slot will be confirmed upon receipt of a reference number. Where a delivery is urgent it may be possible to deliver same day.

To request a delivery slot please telephone 01904 202142 between the hours of 9am and 5.30pm – Monday to Friday, excluding Bank and public holidays. Emails should be sent to goodsin@mosaic-fs.co.uk. 

1. Health and Safety
All delivery personnel are required to wear a high visibility jacket whilst on Mosaic Fulfilment Solutions’ premises, this includes the delivery yard.

Delivery personnel must never use any of Mosaic Fulfilment Solutions’ handling equipment.
Smoking is not permitted on the site, this includes the delivery yard.

