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RECEIPT AND STORAGE DOCUMENTARY 

 

Goods delivered to a warehouse may be accompanied by a number of documents, which 
may be in paper or electronic form. 

Typical documents related to the receipt of goods include the following: purchase order, 
waybill, transport label, pallet label, and delivery docket/dispatch list/packing list. Many 
warehouses also have their own delivery inspection forms that facilitate the inspection of 
delivered goods. Each delivery should be checked against the information provided in the 
documents. 

The waybill is a key document that specifies the content of the consignment, the consignor 
and consignee, the delivery and pickup location of the consignment, and the payer of 
freight charges. The waybill may also include instructions related to the transport of the 
consignment. The consignee is responsible for checking that the delivered goods 
correspond to the information on the waybill. (Logistiikan maailma, 2021) The information 
on the waybill is used to ensure that the consignment has been delivered to the correct 
location, and to check the number of packages.  
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Figure 1. A road transport waybill in Finland. (Logistiikan maailma) 
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Figure 2. International waybill (Logistiikan maailma) 

The transport label serves as a link between the delivery information (waybill) and the 
transported goods (packages). Transport labels are used to label individual packages 
(smaller than pallet-sized loads). The transport label indicates the customer's address, 
and the total number of packages contained in the shipment. Pallets can be marked with 
a pallet label, which contains the delivery address, as well as information about the 
products contained in the pallet. 
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Figure 3. Transport label and pallet label. (GS1 Finland) 

The contents of the consignment are inspected by comparing the delivered goods with 
the information on the dispatch list that accompanies the consignment. The items can 
also be checked against the purchase order. After inspection, the consignment is marked 
as “received” at the warehouse.  

Once the goods arrive, various checklists can be used to record information about the 
consignment, including the time of receipt, the name of the shipping company, carrier 
details, and possible delays or defects. The information on the checklist can be used in 
connection with the arrival notification and compensation claims.  

More information 

How to fill in a waybill 

How to make GS1 marking 

How to create waybills online 

Bill of lading 

Cargo freight glossary 

https://www.posti.fi/liitteet-yrityksille/ohjeet/posti-rahdin-rahtikirjan-tayttoohjeet-en.pdf
https://gs1.fi/en/instructions/gs1-company-prefix/how-make-gs1-marking
https://www.sf-international.com/jp/en/dynamic_function/guide/Create_waybills_online/
https://www.logistiikanmaailma.fi/en/trade-customs/foreign-trade-documents/bill-of-lading/
https://www.kkfreight.com/cargo-freight-glossary.html

