FLOWER SHOP VENDOR ORDER & PAYMENT CHECKLIST

Created by ChecklistGuro (https://checklistguro.com)


--- VENDOR SELECTION & RESEARCH ---
[ ] Vendor Research Notes
[ ] Vendor Category (e.g., Wholesale, Local Farm) (Wholesale, Local Farm, Importer, Grower)
[ ] Potential Pricing Score (1-10)
[ ] Quality Rating (1-10)
[ ] Delivery Method Offered (Direct Delivery, Courier Service, Pick-Up)
[ ] Vendor Brochure/Catalog

--- ORDER PLACEMENT & CONFIRMATION ---
[ ] Order Number
[ ] Vendor (Vendor A, Vendor B, Vendor C)
[ ] Order Date
[ ] Flower Types (Roses, Lilies, Carnations, Tulips)
[ ] Quantity - Roses
[ ] Quantity - Lilies
[ ] Special Instructions (e.g., Color Preferences)

--- DELIVERY SCHEDULING & COMMUNICATION ---
[ ] Scheduled Delivery Date
[ ] Estimated Delivery Time
[ ] Delivery Method (Vendor Delivery, Shop Pickup, Courier Service)
[ ] Vendor Contact Person
[ ] Estimated Delivery Cost
[ ] Delivery Instructions/Notes
[ ] Confirmation Status (Not Confirmed, Confirmed, Rescheduled)

--- RECEIVING & INSPECTION ---
[ ] Date of Receipt
[ ] Time of Receipt
[ ] Order Number
[ ] Condition of Packaging (Intact, Slightly Damaged, Significantly Damaged)
[ ] Overall Flower Quality (Excellent, Good, Fair, Poor)
[ ] Quantity Received (Per Variety)
[ ] Quantity Discrepancy (if any)
[ ] Notes/Comments (e.g., specific damage, freshness)
[ ] Received By

--- INVOICE RECONCILIATION ---
[ ] Invoice Number
[ ] Purchase Order Number
[ ] Quantity Ordered
[ ] Quantity Received
[ ] Unit Price (as per PO)
[ ] Total Amount (as per PO)
[ ] Invoice Total
[ ] Discrepancy Found? (Yes, No)
[ ] Discrepancy Notes (if applicable)

--- PAYMENT PROCESSING ---
[ ] Invoice Amount
[ ] Payment Due Date
[ ] Payment Sent Date
[ ] Payment Amount
[ ] Payment Method (Check, Bank Transfer, Credit Card, Online Payment Platform)
[ ] Check Number (if applicable)
[ ] Transaction ID (if applicable)

--- VENDOR PERFORMANCE EVALUATION ---
[ ] Average Order Fill Rate (%)
[ ] Average Delivery Time (Days)
[ ] Quality Rating (1-5)
[ ] Communication Responsiveness (Excellent, Good, Fair, Poor)
[ ] Specific Feedback/Comments
[ ] Last Review Date

--- CONTRACT REVIEW & COMPLIANCE ---
[ ] Contract Start Date
[ ] Contract End Date
[ ] Payment Terms (Net 30, Net 60, Upon Receipt, Other)
[ ] Summary of Key Contract Terms
[ ] Renewal Option (Automatic Renewal, Manual Renewal, No Renewal)
[ ] Signed Contract Document

--- END OF TEMPLATE ---
Transform this text into a digital, automated, and trackable mobile app!
Visit: https://checklistguro.com/templates/flower-shop-management/flower-shop-vendor-order-payment-checklist
(Click "Install Template" to launch your digital inspection tool immediately)
