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Flow chart for receiving procedure
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Investigate all discrepancies and document the results





Retain in quarantine items with discrepancies








Unpack mixed boxes or packages


Do quality checks


Check contents of cartons against the invoice details





Check for types of goods in the consignment.


Identify special items





Count the number and type of boxes or packages as they are offloaded


Compare with consignment details





Endorse discrepancies on the way bill


Reject the consignment if not for your hospital or warehouse





Reject consignment if not for your hospital or warehouse





Check if the consignment is for your hospital or warehouse





Accept consignment if for your hospital or warehouse





Return to supplier if


Discrepancy is not resolved





Move to storage area items with no discrepancies.


Record stock onto stock cards
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