RESTAURANT VENDOR DELIVERY & INVOICE VERIFICATION CHECKLIST 2026
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--- DELIVERY DOCUMENTATION & LOGISTICS ---
[ ] Delivery Date
[ ] Delivery Arrival Time
[ ] Vendor Name
[ ] Delivery Note / Packing Slip Number
[ ] Purchase Order (PO) Number
[ ] Delivery Status (Complete, Partial Delivery, Incomplete / Missing Items)
[ ] Upload Scanned Delivery Note
[ ] Receiving Clerk Signature

--- INVOICE & PRICING ACCURACY ---
[ ] Invoice Date
[ ] Purchase Order (PO) Number
[ ] Total Invoice Amount
[ ] Price Match Status (Price Matches PO, Price Discrepancy Found)
[ ] Price Discrepancy Details
[ ] Upload Scanned Invoice
[ ] Verifier Signature

--- PRODUCT QUALITY & FRESHNESS INSPECTION ---
[ ] Produce Freshness Status (Excellent, Acceptable, Substandard, Rejected)
[ ] Detailed Quality Observations
[ ] Identified Defects (Bruising/Damage, Unusual Odor, Discoloration, Wilting/Softness, Packaging Compromised)
[ ] Photo Evidence of Defective Items
[ ] Inspector Verification

--- TEMPERATURE & FOOD SAFETY COMPLIANCE ---
[ ] Delivery Date
[ ] Arrival Time
[ ] Chilled Goods Temperature (°C/°F)
[ ] Frozen Goods Temperature (°C/°F)
[ ] Temperature Compliance Status (Within Safe Limits, Temperature Deviation Detected)
[ ] Temperature Deviation Details
[ ] Receiving Officer Signature

--- PACKAGING & CONTAINER INTEGRITY ---
[ ] Package Condition Status (Intact, Damaged, Tampered, Leaking/Broken)
[ ] Identified Packaging Issues (Dented Cans, Crushed Boxes, Broken Seals, Wet/Soggy Packaging, Contaminated Outer Layer)
[ ] Damage Description Details
[ ] Photo Evidence of Damage
[ ] Receiver Verification

--- WEIGHT & QUANTITY VERIFICATION ---
[ ] Expected Quantity (per PO)
[ ] Actual Quantity Received
[ ] Measured Weight (kg/lbs)
[ ] Quantity Discrepancy Status (Match, Shortage, Overage, Damaged/Incomplete)
[ ] Discrepancy Details
[ ] Delivery Note Photo
[ ] Receiver Signature

--- EXPIRY DATE & SHELF LIFE AUDIT ---
[ ] Expiry Date Recorded
[ ] Remaining Shelf Life (Days)
[ ] Product Condition Status (Good/Optimal, Short Shelf Life, Expired/Unacceptable)
[ ] Notes on Product Degradation or Issues
[ ] Receiver Verification Signature

--- DISCREPANCY & REJECTION LOG ---
[ ] Date of Discrepancy Discovery
[ ] Type of Issue (Short Shipment, Damaged Goods, Incorrect Item Delivered, Temperature Violation, Expired/Short Shelf Life, Pricing Mismatch)
[ ] Item Name/SKU
[ ] Quantity Rejected/Missing
[ ] Detailed Description of Issue
[ ] Photo Evidence of Damage/Error
[ ] Receiving Staff Signature

--- STORAGE & INVENTORY INTEGRATION ---
[ ] Primary Storage Destination (Dry Storage, Chiller/Refrigerator, Freezer, Cold Room)
[ ] Storage Entry Date
[ ] New Batch/Lot Number
[ ] Expiry Date (DD/MM/YYYY)
[ ] Labeling Completed (Date Labeled, Contents Labeled, Allergen Warning Applied)
[ ] Inventory Clerk Verification

--- END OF TEMPLATE ---
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