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Review and adapt to your own process

Goods-In Inspection Checklist
Complete one per delivery and file it with the material certificate. A few minutes at goods-in catches a problem before the part reaches the shop floor.
Counterfeit and misrepresented parts affect every sector, so these checks apply wherever you buy parts or materials you rely on.

GRI ref: Date received: Supplier: Delivery note #: PO #:

Item / description: Qty received:

1. DOCUMENTATION

Delivery note matches the purchase order ☐

Material certificate received with the delivery ☐

Certificate type meets the spec (e.g. EN 10204 3.1) ☐

Heat / batch number matches the marking on the item ☐

Material grade matches the PO specification ☐

Issued by an authorised / accredited signatory ☐

No alterations or handwritten changes to the cert ☐

3. PHYSICAL CONDITION

No damage affecting usability ☐

Correct quantity confirmed by physical count ☐

Items correctly labelled and identified ☐

Storage / handling requirements met ☐

2. COUNTERFEIT / SUSPECT-ITEM CHECKS

Price, lead time and availability look normal (no red flags) ☐

Supplier is on your approved supplier list ☐

Packaging consistent with previous deliveries ☐

No broken seals, repackaging or unusual labelling ☐

Markings consistent (none altered, missing or smudged) ☐

Appearance consistent with a genuine new item ☐

No sign of reworking, repainting or re-stamping ☐

4. RESULT AND RELEASE

Material reference assigned and storage location recorded ☐

PASS: release to stores / production ☐

FAIL or SUSPECT: quarantine, tag, and raise a report ☐

If you are suspicious: stop and quarantine the item, do not return it yet, notify your quality function, and follow your own reporting procedure. Confirm who you
must tell, and how quickly, against your contract and current guidance. A concern that turns out unfounded is far better than a missed one.

TOOLBOX TALK OUTLINE (5 MINUTES)

Why it matters: one misrepresented part can reach the shop floor if goods-in is rushed.
What to look for: the documentation and counterfeit checks above, in your own words.

What to do: stop, quarantine, tag, tell quality. Never hide a doubt.

Record it: names, date, questions raised, actions. File with training records.
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