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- SUBJECT

ADMINISTRATIVE FACI LI TI ES AND SERVI CES
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

RECEIVING AND DELIVERY- Receiving Procedures

A UTD/ Ri chardson - UTD/ Cal lier Center Receiving Procedure:

1. Count the nunber of cartons and/or itens at the tine of delivery.

2. Record this nunmber on the freight bill or delivery docunent.

3. | nspect each carton and/or item for damage in the presence of the delivery
driver.

4. Not e any overage, shortage, and/or danage on the freight bill or delivery
docunent; this requires the delivering driver’s signature.

5. Match up the information fromthe purchase order (see Exhibit F1) with the
incoming material. This can be done by checking the purchase order nunber
on the:

Shi ppi ng | abel
Vendor | abel
c. Shipnent packing |ist.

6. VWhen applicable, count the nunber of itens contained in each carton

7. I nspect these itenms for overage, shortage, and/or danage (al so see F2-
140.0, this section).

8. Enter receiving information in the Financial Infornmation System (FINS)
(See Exhibit F2.)

9. St age nmerchandi se for delivery to departnments.

10. Make delivery to departnent and secure signature acknow edgi ng receipt.

B. Exceptions and Linmtations to Acceptance:

1. Itens delivered on a “Furnish & Install” basis should be acknow edged as
recei ved by the departnment in which the goods are received. This can be
done by faxing a copy of the purchase order with your signature and
“recei ved conplete” witten clearly to ext. 2434 (Receiving).

2. Services ordered on a purchase order should be acknow edged as received as

described in Item #1 above.

3. Paperwork related to receipts of Snall Oder System (SOS) orders are

retained by the requisitioning department and subject to internal audit.




