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GRV Admin

Introduction:

The following process provides guidance and instructions to Head Office Administrators in respect of how
to check MFA Store paperwork regarding GRV’s.

Scope:

This process applies to all Head Office Store Administrators and GRV clerks who play a role in monitoring
the daily and weekly delivery of goods.

The below process must be followed when checking store GRV’s:

1. Paperwork that must be received: Supplier Delivery Note
Tax Invoice
GRV

2. When checking/confirming GRV’s processed by stores, the below information must be confirmed
(GRV vs Invoice) to ensure that the GRV was processed correctly by the respective store.

2.1. Quantity of items are correct.
2.2. Code of items are correct.
2.3.  Description of items received.
2.4.  Unit price (if any).

3. The below are examples of how the paperwork should be received from MFA Stores.
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4. Tax Invoice:
Must have a Goods Received stamp as well as the GRV stamp with information completed
accordingly.
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5. Goods Received Voucher
Must have a Goods Received stamp as well as the GRV stamp with information completed
accordingly.
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6. Direct Delivery from Supplier:

Store Goods Received Stamp and GRV Stamp
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APPROVED BY:

07 November 2022

Human Resources Manager

Veerad Ramsarup




