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RECEIVING PROCEDURE CHECKLIST FOR FOOD PRODUCTS
	Date:
	

	Product & Lot:
	

	PO:
	

	Supplier:
	


Procedure:
· Fill out one form for each product received.
· Place product in "Receiving" area with “INVENTORY HOLD” cone until released to inventory.
· Complete check list below noting any discrepancies.  Create CASE and Corrective Action Reports (CAR) as needed.

Check List:
· [bookmark: _Hlk119677342]Trailer inspected for cleanliness.  Clean? ___Yes ___ No (if No, explain below)
Notes: _________________________________________________________________

· Pallet inspected before signing BOL. Undamaged? ___Yes ___ No (if No, explain below)
Notes: _________________________________________________________________

· Packing list attached
Notes: _________________________________________________________________

· Correct amount of product has been received (per packing list)
Notes: _________________________________________________________________

· Lot numbers on packing list match lot numbers marked on product
Notes: _________________________________________________________________

· COA present for each product received
	Notes: _________________________________________________________________

· Retained sample included for each lot
Notes: _________________________________________________________________

· Supplier is on Approved Food Ingredient Supplier list: ___Yes ___ No (if No, explain below and create CASE/CAR)
Notes: _________________________________________________________________

	· [bookmark: _Hlk119677470]COA(s) entered
· Any CAR(s)? ___ No ___ Yes - CAR#: ___________________
· Entries completed
· Product released to inventory
Date: ________________                                                    Initials: __________
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