RETAIL VENDOR DELIVERY & INVOICE RECONCILIATION CHECKLIST 2026
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--- PRE-DELIVERY PREPARATION ---
[ ] Scheduled Delivery Date
[ ] Expected Vendor Name
[ ] Delivery Dock/Loading Bay Assignment (Loading Dock A, Loading Dock B, Main Entrance/Side Door)
[ ] Pre-Arrival Tasks Completed (Receiving area cleared of obstructions, Staff notified of incoming shipment, Pallets/Bins prepared for unloading, Purchase Order (PO) printed and ready)
[ ] Special Handling Instructions

--- DELIVERY ARRIVAL & DOCUMENTATION VERIFICATION ---
[ ] Delivery Date
[ ] Vendor Name
[ ] Purchase Order (PO) Number
[ ] Delivery Status (On Time, Delayed, Early)
[ ] Documents Received (Packing Slip, Invoice, Certificate of Analysis/Origin, Bill of Lading)
[ ] Scan/Photo of Delivery Note
[ ] Receiving Clerk Signature

--- PHYSICAL GOODS INSPECTION ---
[ ] Inspection Date
[ ] Total Units Received
[ ] Packaging Condition (Intact, Damaged, Tampered)
[ ] Identified Issues (Crushed Boxes, Water/Moisture Damage, Missing Items, Incorrect Item SKU)
[ ] Damage Description Details
[ ] Damage Evidence Photos
[ ] Inspector Signature

--- QUALITY ASSURANCE & PRODUCT COMPLIANCE ---
[ ] Product Condition Status (Excellent - No visible damage, Minor Packaging Damage - Item intact, Damaged - Item unusable, Discrepancy - Incorrect item received)
[ ] Expiration Date Verification
[ ] Batch/Lot Number Check
[ ] Compliance Requirements Met (Tamper-evident seals intact, Safety labeling present, Temperature requirements met, Manufacturer documentation included)
[ ] Photo Evidence of Damages
[ ] Detailed Quality Notes

--- INVOICE RECONCILIATION & DISCREPANCY MANAGEMENT ---
[ ] Invoice Total Amount
[ ] Reconciliation Status (Fully Reconciled, Discrepancy Found, Partial Delivery Only)
[ ] Discrepancy Details
[ ] Discrepancy Photo/Document Upload
[ ] Receiving Manager Approval

--- STOCKROOM INTEGRATION & PUT-AWAY ---
[ ] Storage Zone Assignment (Main Warehouse, Secondary Storage, High-Security Vault, Display/Floor Ready)
[ ] Items Logged into IMS
[ ] Labeling Completed (SKU/Barcode Scanned, Price Tag Applied, Security Tag Attached, Expiration Date Marked)
[ ] Date of Put-away
[ ] Stockroom Supervisor Approval

--- POST-DELIVERY ADMINISTRATIVE CLOSURE ---
[ ] Date of Completion
[ ] Internal Purchase Order Reference Number
[ ] Notification Tasks Completed (Accounting/Finance Department Notified, Inventory Management System (IMS) Updated, Procurement/Purchasing Manager Notified, Vendor Notified of Discrepancies (if any))
[ ] Scanned Signed Delivery Note/Invoice
[ ] Receiving Supervisor Signature

--- END OF TEMPLATE ---
Transform this text into a digital, automated, and trackable mobile app!
Visit: https://checklistguro.com/templates/retail/retail-vendor-delivery-invoice-reconciliation-checklist-2026
(Click "Install Template" to launch your digital inspection tool immediately)
