
Warehouse Receiving Inspection Checklist
Daily Operations

PO / REFERENCE # DATE

____ / ____ / ________

CARRIER TRAILER / CONTAINER # RECEIVED BY

CARRIER & TRAILER

DOCUMENTATION

Bill of lading matches PO

Packing slip present and correct

Certificates of conformance (if required)

MSDS / SDS sheets (if hazmat)

QUANTITY & PRODUCT VERIFICATION

Total pallets / cartons received

Total pallets / cartons expected

DAMAGE ASSESSMENT

YES NO N/A

Damage photos taken

Damage noted on carrier BOL

PUT-AWAY & SIGN-OFF

Put-away location assigned

Discrepancies reported to purchasing

Receiver signature

Notes
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Trailer seal number matches paperwork  Match  No match  No seal

Trailer interior clean, no pest evidence  OK  Issue

Trailer temperature acceptable (if temp-controlled)  OK  Issue  N/A

No water damage or moisture inside  OK  Issue

SKUs match purchase order  All correct  Discrepancy — noted below

Lot numbers / batch codes recorded

Expiry dates acceptable  OK  Short-dated  N/A

Outer packaging condition  No damage  Minor damage  Significant damage

Product damage visible  None  Present — see notes

WMS / inventory system updated
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