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- SUBJECT

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

SUB-TOPIC

RECEIVING AND DELIVERY- Damaged Freight/Material

A

Ceneral Policy: To conply with the grace period for filing a damage claim each
item should be inspected within three (3) working days of receipt of
nmer chandi se.

Damaged naterial may not be used or disposed of w thout perm ssion of the
carrier and supplier. Do not dispose of shipping container or packing materi al

There are three (3) danage cl assifications:

1. Vi si bl e Damage: Due to damage to the shipping container, readily
det ectabl e by visual inspection at the tine of delivery.

2. Conceal ed Danage: The same type of damage as visible damage, but not
detectable until the carton is opened.

3. H dden Damage: Not outwardly visible; detected after delivery to the
requesting department or individual. Hi dden damage may be detected after

techni cal inspection or after the material is placed into operation

Procedures: The procedures for dealing with damaged material are as foll ows:

1. Vi si bl e Damage:
a. Before the delivering driver |eaves, nake a joint inspection of any

material arriving in a damaged carton/ cont ai ner

b. On the freight bill (or other delivery docunent) the delivering
driver nust:
1.) I ndi cate the damage

2.) Date the notation
3.) Sign the notation
The Receiving Cerk nust strictly adhere to this procedure so that a
possi bl e UTD claimfor damage is not denied by the carrier

C. Pl ace the danmaged material, shipping carton, and any inner packing
in the holding area. Do not deliver danaged material under any
ci rcumnst ances.

d. Tel ephone the requesting departnment to notify themthat nmaterial
ordered on Purchase No. “X' has been received in danaged
condi tion.
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RECEIVING AND DELIVERY- Damaged Freight/Material, Continued

NOTE: In the event that only a portion of the shipment is damaged,
t he Receiving Supervisor or his/her designee may sonetinmes
aut hori ze delivery of the undamaged materi al .

e. Notify the carrier of the damaged freight.

2. Conceal ed Danage: Wen detected, follow the sane procedure as in the case
of Visi bl e Damage.

3. H dden Damage:
a. Upon notification by the requesting departnment, pick up damaged

material if necessary.

b. | mredi ately notify the vendor and shi pper.
C. Arrange for shipnent if necessary and/or inspection.
4, Limtations: If required, repacking arrangenments are the responsibility

of the requesting department.
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