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WHAT ARRIVED
Goods received note
	Field
	Entry

	GRN number
	

	Supplier
	

	Delivery note number
	

	Purchase order number
	

	Received on, date and time
	

	Delivered to: site, yard or store
	

	Job or project reference
	

	Vehicle and driver
	

	Received by
	



Check the delivery against the order, not against the delivery note alone. The delivery note says what the supplier thinks it sent; the order says what was authorised.
	Description
	Ordered
	Received
	Short
	Damaged or rejected
	Note

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Condition on arrival
	Done

	Quantities counted against the order
	

	Packaging intact
	

	Damage photographed before the driver left
	

	Driver told of shortages or damage
	

	Delivery note signed “unchecked” where there was no time to check
	

	Certificates or data sheets received where required
	



	Field
	Entry

	Received by
	

	Checked by
	

	Signature and date
	



Follow-up with the supplier: what was raised, when, and the credit note or replacement delivery that closed it.
	Date
	Raised with
	What
	Closed by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



An invoice is approved for payment only when it matches the order and this note. HMRC VAT Notice 700/21 sets out what the supplier’s VAT invoice must show; VAT records are kept for six years.
Not legal advice. Check it against GOV.UK and your own contracts and policies.
Free editable template from unibuild.co.uk/downloads/goods-received-note-template/. Not legal advice: tailor it to the job and have it approved.




