
                                               How to do Consignments 
 

The decision to place a consignment with a customer should be discussed with the Operations manager 
or Sales manager for the region. 

Check in Phandler to see if a consignment account already exists for the customer – it would be the 
parts account number with a “C” on the end. 

If not, request from the office that a consignment account be setup – send the request to 
customeraccounts@bensonorg.com 

INVOICES: 

Do up consignment invoices in the consignment accounts 
 
..Use separate invoices for each major line and put the line code in the PO 
    Any equipment MUST be done on a separate invoice. 
   This will make future adjustments easier for everyone. 
 
…The account is setup to print double copies for each invoice as you will need three copies. 
 
Note: If adjustments need to be made to the invoices, the entire invoice needs to be cancelled and re-
done. Signed copies of the NEW invoice and a new agreement would be required. 
 
Agreement: 
 
…Complete the consignment agreement that matches your customer’s business. 
 
Customers can be a corporation or be individuals. The two types of customers are different in a legal 
sense so there are separate agreements for each. It is important to use the correct version of the 
agreement. 
 
Copies of the agreements can be found on the Benson company’s intranet. 
 
The agreements should be completed by you so that the customer only need to sign. However, if you 
must make changes while reviewing with the customer, both of you need to initial each change so that it 
is binding.  
 
You will need at least two copies – three if you wish to keep one for yourself.  
 
.. one copy of the invoices and agreement remains with the customer – both the invoices and 
agreement must be signed 
.. one copy of the invoices and agreement is sent to the office – both the invoices and agreement must 
be signed. This is the legal copy and should be an original legible copy. 
.. one copy of the invoices and agreement can be retained by you or the store – this would not be an 
official copy so you can decide if you wished them signed as well 
 

 



                                               How to do Consignments 
 

Maintenance of the Consignment: 

Periodically the consignment should be checked when visiting the customer. 

Do we need to bill them for items sold? 
Is the consignment proving worthwhile for both the customer and for us? 
 
September Yearly Recount: 
 
Once a year, all consignments need to be cancelled and re-issued. 

It is important that this yearly function be completed BEFORE the scheduled year end inventory counts 
so that you are not making things difficult for the stores. 
 
Consignment inventory at customer locations must be counted. 

 Items sold need to be charged if not done already and replenished if both you and the customer agree. 

New invoices and agreements are needed following the same guidelines as previously detailed in this 
procedure. 

If not done during the year, this is the time to evaluate if the consignment is worthwhile to both the 
customer and our company. 

For example: 

 Do lines need to changed to a new product?  
Are we carrying new lines that would be more profitable for both of us? 
Has there been enough sales of the parts on consignment during the past year to make the consignment 
worthwhile? 
 
 
 
 

 


