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Supplier Onboarding Guide

Use this template to turn supplier setup recordings into a repeatable onboarding guide.

Template Metadata

Field Details

Category Logistics & Supply Chain

Owner [Team or owner]

Version [Version number]

Effective Date [Date]

Review Cycle [Monthly / Quarterly [ Annual / Event-based]

Status [Draft [ In Review [ Approved]
Onboarding Scope

Define supplier type, product category, facilities, and channels covered.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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Status

[Open /
Complete]

[Open/
Complete]
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Required Documents

List tax, insurance, product, compliance, EDI, routing, and contact documents.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open /
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

System Setup

Document vendor master, portal access, EDI/API setup, catalog data, and test transactions.

Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open /
Complete]

[Open /
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Routing Instructions

Explain labeling, ASN, pallet, appointment, carrier, and dock requirements.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Supplier Onboarding Guide

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Compliance Checks

List quality, packaging, safety, import, sustainability, or regulatory checks shown in the video.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Go-Live Validation

Create a checklist for first PO, ASN, shipment, receipt, invoice, and issue tracking.

Item

[Item or
requirement]

[Item or
requirement]

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]
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Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]
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Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role Name Date

Preparer [Name] [Date]
Reviewer [Name] [Date]
Approver [Name] [Date]
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