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Receiving Record
Please follow the table format below to establish your receiving record. Applicant/Corporation can also add other columns which suit your operation. All incoming materials including raw materials, additives and processing aids must be recorded. Please keep all the related documents for the incoming materials including organic certificate, purchase order, receipt and transaction certificate.
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	Lot no. assigned by supplier
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	Storage area / bin no.
	Weight
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� Please also provide details on the packaging of packaging type (e.g. metal drum or gunny sack) and weight (e.g. 100kg per sack)


� Fill in “Use of Non-organic Ingredients Records” for every use of non-organic ingredient.


� Lot no. assigned by supplier means the lot no. assigned by supplier or the company producing the incoming materials.


� Lot no. assigned means the lot no. assigned by you or your company according to your lot numbering system.


� If you conduct inspection or sampling for the incoming materials, please show the inspection or testing result, otherwise, please write down “N/A”.
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