RECEIVING INSPECTION REPORT

Purchase Requisition No:      

Date Ordered/Received:


Document Catalog No.:      

Ordered By:      


Note: Receiving inspection performed by the purchase requisition requester shall be documented using the checklist criteria to the extent it is applicable to the item or material purchased. Results shall be evidenced by a check mark (() in the appropriate “NA/Accept/Reject/Yes/No Box”. Follow QP-4.9 to obtain a document catalog number.

Receipt Inspection Checklist Criteria
N/A
Accept
Reject

1.
Verify item/material received is the same as the purchase documents.
     
     
     

2.
Visually inspect received condition for shipping damage.
     
     
     

3.
Verify quantity, dimensions, identification, and markings are correct.
     
     
     

4.
Review quality assurance requirements and verify quality clause conformance for the following:
     
     
     


· Supplier documentation is complete/legible/meets purchase requisition requirements.
     
     
     


· Certifications required by the purchase requisition are correct/complete/authenticated.
     
     
     


· Inspection and test records conform to manufacturers published data.
     
     
     


· Certificates of Calibration have traceability to NIST.
     
     
     


· Item/Component Marking/Serialization is traceable to test data.
     
     
     


· Limited Shelf Life Material is marked with applicable expiration date.
     
     
     


· Manufacturing nonconformances were reported to the purchaser.
     
     
     


· Certified Material Test Reports (CMTRs) were included.
     
     
     


· Inspection for evidence of suspect or counterfeit parts or material is performed.
     
     
     

5.
Manufacturers Certificate of Conformance identifies the following, as a minimum:
     
     
     


· Materials or equipment traceability to the purchase requisition requirements.
     
     
     


· Codes/standards/specifications that are applicable to the purchase requisition.
     
     
     


· Purchase requisition requirements that may be unmet.
     
     
     


· Certificate is signed by an official of the supplier organization.
     
     
     

6.
Verify all deliverables (documents only) meet the minimum requirements.
     
     
     

7.
Analytical Sample documentation identifies the following, as a minimum:
     
     
     


· All analytical suites requested are present.
     
     
     


· All analytical samples requested are present.
     
     
     


· All appropriate QA/QC Forms are present.
     
     
     

Remarks:      

Placed in Storage 
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
N/A
Location:

Verification of Inspection:

I have verified that this receipt inspection was properly conducted and the items and/or material meets requirements as identified in the appropriate purchase requisition (Confirmed by).

Received by:      

Quality Liaison      


print name, then sign
(Date)
print name, then sign
(Date)

QP-7.1
Los Alamos

Environmental Restoration Project
Environmental Restoration Project

