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Receiving and Put-Away of Inbound Freight
	Document ID
	WH-SOP-014
	Version
	3.1

	Status
	Approved
	Department
	Warehouse Operations

	Effective date
	November 2, 2026
	Next review
	November 2, 2027

	Process owner
	Dana Whitfield, Receiving Supervisor
	Applies to
	Dock A and Dock B, all shifts


This is a finished example for a fictional warehouse. Keep the structure, replace the text, and click any gray-boxed field to change it. Delete this note before you publish.
Contents
1.	Purpose	2
2.	Scope	2
3.	Roles and responsibilities	2
4.	Definitions	2
5.	Safety and prerequisites	3
6.	Procedure	3
6.1	Before the truck arrives	3
6.2	Unloading and inspection	3
6.3	Receiving in the WMS	3
6.4	Put-away	4
6.5	Exceptions	4
7.	Records and forms	4
8.	References	4
9.	Revision history	5
10.	Approval	5


Purpose
This procedure makes sure every inbound shipment is checked against its purchase order, recorded in the warehouse management system (WMS) the same day, and stored in a location that can be found again. It exists to prevent three problems we have seen before: paying for goods that never arrived, losing stock in the wrong bin, and accepting damaged freight without a carrier claim.
Scope
In scope: all palletized and floor-loaded freight received at Dock A and Dock B against a purchase order, including vendor returns to stock.
Out of scope: parcel deliveries handled by the front desk, customer returns (see WH-SOP-021), and transfers between our own sites (see WH-SOP-009).
Roles and responsibilities
	Role
	Responsibility in this procedure

	Receiving Supervisor
	Owns this SOP. Schedules dock appointments, approves exceptions over $500, signs off the daily receiving log.

	Receiver
	Unloads, counts and inspects freight, records the receipt in the WMS, labels pallets, raises exceptions.

	Put-away Operator
	Moves labeled pallets to the location the WMS directs and confirms the move with a scan.

	Inventory Control
	Reviews variances daily, closes discrepancies with Purchasing within two business days.

	Purchasing
	Resolves price and quantity disputes with the vendor; approves receipts against closed POs.


Definitions
	Term
	Meaning

	ASN
	Advance ship notice: the vendor’s electronic list of what is on the truck.

	BOL
	Bill of lading: the carrier’s receipt for the freight; we sign it on delivery.

	OS&D
	Over, short and damaged: any difference between what the PO says and what arrived.

	LPN
	License plate number: the barcode label that identifies one pallet in the WMS.


Safety and prerequisites
1. Steel-toe boots and a high-visibility vest are required on the dock at all times.
1. Wheel chocks and the dock lock must be engaged before anyone enters a trailer.
1. Only certified operators may use forklifts or pallet jacks (certification is checked at shift start).
Stop:  Do not enter a trailer that is leaning, has a broken floor board, or shows load shift. Call the supervisor and photograph the load from the dock.
Before the first truck of the shift, the receiver confirms:
	☒
	Handheld scanner is charged and logged in to the WMS.

	☒
	LPN label printer has at least one full roll.

	☐
	Dock lock and leveler at the assigned door were tested.

	☐
	Today’s dock appointment list is printed and posted.


Procedure
Before the truck arrives
1. Check the dock appointment list and match each carrier to a door.
1. Open the ASN for each appointment in the WMS and print the receiving worksheet.
1. Stage an empty, clean zone of at least four pallet positions behind the door.
Unloading and inspection
1. Confirm the trailer seal number matches the BOL. Record it on the worksheet.
3. If the seal is broken or missing, photograph it and note "seal not intact" on the BOL before unloading.
1. Unload one pallet at a time and count cartons against the worksheet.
1. Inspect every pallet for crushed corners, wet cartons or broken wrap.
5. Photograph damage with the pallet label visible.
5. Write the damage on the BOL before the driver signs; we cannot claim it later otherwise.
1. Sign the BOL and give the driver their copy.
Tip:  Count before you sign. Once the BOL is signed "clear," the carrier is no longer liable for shortages.
Receiving in the WMS
1. Scan the PO barcode on the worksheet to open the receipt.
1. Enter the counted quantity for each line. The WMS flags any line that differs from the ASN.
1. Print one LPN label per pallet and apply it to two sides of the pallet.
1. Post the receipt. Same-day posting is required for every truck that arrived before 3:00 p.m.
Put-away
1. Scan the LPN. The WMS shows the directed location.
1. Move the pallet to that location. If it is full or blocked, choose "Location exception" and scan an empty location instead.
1. Scan the location barcode to confirm the move. The pallet is not available to pick until this scan is done.
Exceptions
Table 1. Common receiving exceptions
	Exception
	What to do
	Who decides

	Shortage or overage
	Receive what arrived. Note the difference on the BOL and in the WMS reason code.
	Inventory Control

	Damaged freight
	Photograph, note on BOL, receive into the DAMAGE location, open a carrier claim within 5 days.
	Receiving Supervisor

	No PO or closed PO
	Do not receive. Hold in the quarantine lane and email Purchasing.
	Purchasing

	Wrong item
	Refuse the pallet if the driver is still on site; otherwise quarantine.
	Receiving Supervisor


Records and forms
Table 2. Records kept by this procedure
	Record
	Where it is kept
	Keep for

	Signed bill of lading
	Scanned to the receiving folder by PO number
	3 years

	Damage photos
	Attached to the receipt in the WMS
	3 years

	Daily receiving log
	Supervisor’s binder, then scanned monthly
	1 year


References
1. WH-SOP-009 Inter-site transfers
1. WH-SOP-021 Customer returns
1. Forklift operator certification policy (HR-POL-006)
Revision history
Table 3. Revision history
	Version
	Date
	Author
	What changed

	1.0
	March 4, 2024
	D. Whitfield
	First issue.

	2.0
	January 13, 2025
	D. Whitfield
	Added WMS posting steps after the system upgrade.

	3.0
	June 2, 2026
	R. Okafor
	Added seal check and damage photo requirement.

	3.1
	October 28, 2026
	D. Whitfield
	Exceptions table and record retention updated.


Approval
By signing, the approvers confirm this procedure is accurate and ready to train on.
	 
Process owner
Dana Whitfield
Date: Click or tap to enter a date.
	
	 
Operations Manager
Marcus Lee
Date: Click or tap to enter a date.

	 
Quality / EHS
Type a name
Date: Click or tap to enter a date.
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