SOP Template: Communication Procedures with
Suppliers and Warehouse

This SOP details communication procedures with suppliers and warehouse, establishing clear guidelines for effective
information exchange regarding order placements, delivery schedules, inventory updates, and issue resolution. It aims to
enhance coordination, minimize errors, and ensure timely supply chain operations through standardized communication
channels and protocols.

1. Purpose

To standardize and streamline communication processes between procurement, suppliers, and warehouse teams, ensuring
accuracy and timely operations across the supply chain.

2. Scope

This SOP applies to all employees involved in supplier coordination, order management, warehouse receipt, inventory
management, and related communications.

3. Responsibilities

¢ Procurement Team: Initiate and confirm order placements, share order details and delivery instructions, address
supplier inquiries.

¢ Warehouse Team: Confirm receipt of goods, update inventory systems, report discrepancies or damages.

¢ Suppliers: Provide order acknowledgements, updates on production and delivery, notify of delays or issues.

4. Communication Channels

Channel Purpose Frequency

Email Ofﬁmallorders, confirmations, inventory reports, issue Daily/As needed
escalation

Phone/Instant Messaging = Urgent issues, real-time clarifications As needed

ERP/Inventory System Order tracking, inventory updates, unified record keeping Continuous/As updated

Meetings (Virtual/in- Periodic review, major collaborations or issue resolution Weekly/Monthly/As

person) scheduled

5. Procedures

1. Order Placement
o Create purchase order (PO) and send to supplier via email and record in ERP.
o CC warehouse team for visibility on expected deliveries.

2. Order Confirmation
o Supplier acknowledges receipt of PO within 24 hours and confirms delivery schedule.
o Updates recorded in ERP and communicated to both procurement and warehouse teams.

3. Delivery Coordination
o Supplier notifies procurement and warehouse of shipment dispatch and expected arrival date.
o Warehouse prepares for receiving based on the communicated schedule.

4. Inventory Updates
o Warehouse updates inventory records upon receipt and communicates discrepancies to procurement within 2
hours.
o All adjustments must be logged in the ERP system.

5. Issue Resolution
o All supply or inventory issues (delays, damages, discrepancies) are documented and communicated via email
and escalated when necessary.
o Follow a pre-defined escalation matrix for unresolved issues.



6. Documentation

¢ All communications and updates must be stored and retrievable via the ERP or designated shared folders.
e Maintain log of order confirmations, delivery notes, and inventory adjustments for audits.

7. Review & Improvement

¢ This SOP should be reviewed annually or after significant process changes.
¢ Feedback from users to be collected and assessed for process improvement.

8. Contacts

¢ Procurement Lead: [Name, Email, Phone]
¢ Warehouse Supervisor: [Name, Email, Phone]
¢ Supplier Relations: [Name, Email, Phone]
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