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Procedure for Accepting Deliveries to site

1. Pre-Delivery Preparation
· Designate a delivery zone: Mark a clear area on-site for drop-offs. Ensure it's accessible and safe.
· Assign a responsible person: Typically the site supervisor, builder, or homeowner should be present for all deliveries.
· Keep delivery schedule on hand: Maintain a printed or digital list of expected deliveries and contact numbers.

 2. Accepting Deliveries
When a delivery arrives:
· Inspect Delivery Paperwork:
· Check delivery docket or invoice against your order confirmation.
· Verify delivery address and site contact name.
· Check the Following:
· Correct quantity & type of materials
· Condition of items (no damage or defects)
· Brand or product specification matches order (important for Colorbond, insulation, etc.)
· Raise any issues immediately:
· Note discrepancies or damage on the delivery docket before signing.
· Take photos of damage or missing items.
· Notify supplier ASAP for resolution.

3. Recording Deliveries
Maintain a Site Delivery Register or logbook:
· Date & Time of Delivery
· Supplier Name & Contact
· Materials Delivered
· Quantity Received
· Condition Upon Arrival
· Delivery Driver Name & Signature
· Receiver’s Name & Signature
· Notes (e.g., damage, short delivery)
You can do this on paper, or in digital form using tools like:
· Excel / Google Sheets
· Buildxact, AroFlo, or simPRO (for pros)
· Site Diary apps

4. Storage & Safety
· Store materials appropriately:
· Off the ground, under cover if needed (especially for timber, insulation, or Colorbond sheets).
· Secure against theft or weather.
· Label clearly for easy access and inventory control.

5. Communication & Follow-Up
· If delivery was incomplete or damaged:
· Contact the supplier immediately.
· Record all communications (who you spoke to, when, outcome).
· Schedule re-delivery if needed.
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