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Description of Documentation Systems [Enquiry to Receipt of Waste Process]


When a collection of batteries is accepted our collections administrator will take the following steps using our online management software Quick Consign 

1. Open a New Enquiry

[image: ]


2. Existing customers will be registered in our data base. In the event that an enquiry has come from a new customer then a new customer will be created [image: ]





	



3. While completing the Enquiry the Pre-Acceptance and label requirements are completed 
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4. Once this has been completed the quotation and pre-acceptance are emailed to the customer. When the customer confirms acceptance of the quotation the quote is “Accepted” in the system 
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5. The customer receives an email confirming Job Details and Waste Streams etc. 
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6. A consignment note is automatically generated within the system and the collection is scheduled. 
The following screen shot is only a worked example. 
All parties receive a copy of the consignment note. The collecting drive will require the consignment note to be signed at the time of collection. 
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7. A risk assessment for collection is created for the collecting driver. 
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8. The collection date of the materials is confirmed in Part C of the Consignment Note 

[image: ]EXAMPLE
Halo Battery Recycling Ltd


And this is confirmed by both the Carrier and the Consignor on receipt. All collections of batteries are delivered to HBR on the same day as collection. 
[image: ]EXAMPLE



9. On receipt of the consignment the carrier’s vehicle is placed on the weigh bridge and the loaded weight and tare weight of the vehicle are recorded on a weighbridge ticket. This ticket is attached to the incoming load inspection note and the Collections Administrator will duly enter the Gross and Tare Weights into Part D of the consignment note to complete the process. 

[image: ]EXAMPLE


10. At the same time as completing the weights in the Consignment Note the Collections Administrator will enter the collection information into the ABTO/ABE Spreadsheet which will be duly checked by the competent person for Halo Battery Recycling Ltd. 






Steve Andrew – Documentation System - V1 December 2021
image1.png
Enquiy | prescee

The waste described below s tobe removed from

Producer address

Add Nex

Company Notes

Account Mansger

Estimated -Job Charge

Technica Asseszor

Estimated.-Job Price

Customer Notes

Reference Number

Current Quote Total: £0





image2.png
New Customer

Invoice Emil Address Address3

Phone ay
i Contact Counsy
premises Code Post Code.
Exiry Date Region
sarmmiyy [=] v
Account Ouner Customer Type
Account Number (Ssge 10) Previous Account Number ol sofoware D)
Customer SIC Brocess iving rise towaste.
Inscive Customer ContractCustomer s Invoice Address

Customer Notes Customer Payment Terms




image3.png
POWERFLEX LTD : POWERFLEX LTD - CANNO

Enaury | Prefcceptance

s comsier e — e @
[err— B . =
e [ pr— o onc .
£ 9w T pr— ¥ [

P e
wwocodn ot — S taning
o ERE v
p—
oS re— ) PR prewor B »
o Lz ot
o
Charge per item Charge Unit Weight Charge. Cost peritem Cost Unit ZerovaTO)
= Ters 9 G v
ot (D)

comr " ot i ondr [rT———

EdtMAQ I

Gusos Osicevisic Osample Oanalysis B jusecadon MAQS

Coveats

4 bceries st b of UK Origin. Ty st nos have been s in Sacuriy o Sefence spplicasons snd have nat irescy besn &nterad 152 3 prvious ASTO/ABE scharme. Al Biries 2houd b faensd n 5uch 3y Shak during ransi hey cannos becom dislodgad or gl o came.
o contace with othe bateries 2 create  possible shos-ircuitAny packaging mateils used should be non-conductive and Battriesshould be packaged in such a way tha they cannot giv ise 1o short i W il bazeies should b scored upright and i eakproof cotainers
iy battries with exposed terminal ugs (.o prozucing bove th top of the battry body) and packaged ina singe er should nokhave ather bateres placed on op of them x.




image4.png
dd Waste from Tempiace:

‘Add Another Waste





image5.png
QuoteDetails | Waste  Products

The waste described below s tobe removed from
Powerfex td x

Producer address
Poerteciza

Ui 1715 Rurer Hil Business Esace
Rumer bl Rose

Notes and Extra Costs Documen

InvaiceTo
an—

veice address
o
Unit 1715 Rumer il Business Esace
Fumer il Rosa
ooz
Safrorsznive
w11 oer

ots43.226089
‘Gavid urmer@powerfiecbatariesco.uk

Reference Number





image6.png
& Wasto Streams

Qutoredrrc s
utoree D SCEAsurncs (e e, 1137
Praca Do SO Ao (Stwars T AT

st Cote Consnorcty Continar Tpe et tecrition Crarge portom e swou
s s o [———. om P m
mreon s o [r—r—— om e tom m
oy s o [ —re——" om e tom m
Tomerom

132202116.06.01 Al bataris must b of UK rign . Toy mustnc v boon s n scurydeence apicasns and hvencaleadybon anred i 2 rouous ABTOUGE schame. Al bt shvidoe Ssaned nsch s way ot drng.
i ey cant become dislodged o5 o comei orac i e i 1 et posleshot it Ay packaging e used o b e and Bt shoid e packaged nsuch  way ey canct e
iso shor et Wt bt shou b sred g acneakprofconiers Ay bataes wih acsed e g1, roudng above e f o batrybay) a packeged in sige e shou o s oerbarie lacsd
ontopotvem





image7.png
PART B: DESCRIPTION OF THE WASTE

siccade
E
=
Vived Lend 5 Baries
WasteqTY g
=1
Vived Lemd i Baries
WasteqTY g
[T
Vived Lemd i Baries
WasteqTY g

322523108147/160601  Container Type
oo

25241061477160601  Container Type
oo

2106147200133 Container Type
oo

Add Anothy

Recycing

Process ging e towaste

Containerts)

Containerts)

Containerts)

uniewe

uniewe

uniewe

PART C: CARRIER'S CERTIFICATE

Carier name

PART D: CON

Consignor name

PART E: CONSIGNEE'S

IGNOR'S CERTIFICATE

You must complate the Waste Quancy Kg and EWC fekds on ail waste sraams befora this secion can be signed

'S CERTIFICATE

Availaie afieroiner signscures e scquired





image8.png
1103

Piacefocstion

Team Leader

Description
Location of works.

1.Can the poin o wris be accessed safey it your vehicle and equipment
2. Arethere any overnad cablespresen st e osation

2.0

&y nderaround senvicesprasen st locian

4 Are you authorized o be a¢ s location by the person in chargelcustomer
5.Can the ot o works be accessed safely

. Arethare any sther hazarcs present st s ocatian

people.
7.Are you compecent o carry out he works

& Willany mermberf

e public be affeced by the works

5.l any other conracior b ffacied by your werks

10, Wil the works affect any ather person during o ater the works

Equipment

11,00 y0u nave.

e correct squipment o carry s s werks

12,15 all health & Safery equipmens tested and calbrated

Description ofworks

status

Yes

na





image9.png
Onbehltor Paper Copy Consignment Note Code Vehiceregistration ornon-mode o ranspert Traler regiswration

Paper Copy C&D

Broker Carier regisration nolreason for Coliection due date Singlemutiple Collecion Roundno
‘exempion 0310172021 = sige v

EARetum

Carier address

ursios Enronmensal
St Georges Works
By Lane

Dudey

West icands
ovasez




image10.png
gy corsgrnrlocas Vet e el st LT TS —
e ot Coter 08 220 ok o i gt or eyt s aeod o g prcanay
[t ——— o e ks rcsses Al o it pctaged nd el caecy ndth i s boe
j—— s vt sy spacencig e,

Rarcnunter e et By Lans Tecn CCLEY Wes i DY 562 ettt el &ty bl thowasoerarhy s reusesty

sty e Py Feution 120l e waste(Ergtnd nd Vi) Rgeeticns 201

Garers Sroiro- @120 1455 Qustorer Sopetra- 08102020 1455

Veipbrisg Hermon- Teka Nt -
Goss v Taro et Netviegro




image11.png
IGNOR'S CERTIFICATE

Weighbridge information

Bridge ccket number
Tickes umber

Grosswe Tarewe

Gross Tare

Onbehltor
'SQE Assurance (Software Test]

You must complate the Waste Quancy Kg and EWC fekds on ail waste sraams befora this secion can be signed




image12.jpg
halo

BATTERY RECYCLING
ZERO TO LANDFILL

&





