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Central Receiving Procedure

Beginning July, 2002 the IU 13 Warehouse at 1650 Manheim Pike will become the central receiving center for materials ordered by all IU 13 departments.
Central Receiving will perform receipt, inspection, and shipment via the IU 13 courier system to departments and classrooms, of items ordered with purchase orders.

Central Receiving is designed to: 

· Provide fast turnaround of materials received and payment turnaround time for invoices by providing a centralized system for processing and forwarding receiving reports to Accounts Payable.

· Improve accuracy in receipt of ordered materials and delivery to individuals and to locations stated on the purchase order.

· Accurately document the receiving date and condition of items and handle freight claim reporting on damaged or shorted shipments.

· Provide delivery status information to the departments and accounts payable office, and assist in expediting overdue shipments. 

· Handle communications to vendors regarding shipping errors, damaged or shorted materials, and items to be returned. Please contact Brenda Grager, Warehouse Secretary, with these issues.

Exceptions To Central Receiving

Most items purchased through the Procurement Office are to be received by Central Receiving before delivery to the requesting department, with the following exceptions: 

· Oversize, bulky and heavy items of equipment such as furniture, playground equipment, and machinery. To avoid freight costs of re-shipping, these items should be delivered to the final destination where they are to be used. Please contact the Purchasing Manager when ordering such items to arrange shipping and receiving procedures. These procedures should be arranged in advance with the supplier and proper receiving procedures should be followed at the delivery site. In many cases these materials will also require special handling as fixed assets. 
· Items with very large quantities that could not be accommodated in the IU 13 Warehouse such as very large volumes of printed materials requiring further processing before delivery to end customer. Contact the Purchasing Manager when ordering such items to arrange shipping, receiving, and if necessary storage procedures.

· Services that do not include the purchase of products, for example repairs, inspections, equipment calibration, etc.

· Items to be assembled and/or installed by the supplier, including repair and maintenance parts installed during repair by a contractor, and leased items.

· Emergency orders where property will be lost or damaged or a program will be seriously injured if delivery is delayed.

· Items purchased in bulk such as fuel, mulch, or fill to be delivered and consumed at the end using location.

· Perishable items such as groceries that require delivery to or pickup by specific programs where they will be stored and used. 

· Subscriptions and publications that are most effectively handled by direct mail to the department that ordered them.

· Incidentals purchased with petty cash or purchase cards that are picked up by the end-using department.

· Items received from gifts, donations, surplus property warehouses, or displays for which no purchase order exists. Please do not schedule material for delivery to the Warehouse without a purchase order or without notifying the Purchasing Manager. Deliveries of items for which documentation does not exist may be refused to avoid IU 13 liability for them. 

Bypassing Central Receiving

Departments should not pick up purchase order items from the suppliers location unless this is pre-approved by the Purchasing Office, as this may affect receiving and payment processing for these materials. 

If an item is needed immediately the department should either contact Central Receiving or bring the items to Central Receiving for inspection and completion of receiving report. 

Limited Storage Time

Standard practice of IU 13 Central Receiving will be to re-ship, within two working days, received materials to the building and department that ordered them. Because of limited amount of space for receiving activity, arrangements for any temporary storage required must be made well in advance of delivery of the material. This need should be communicated to the purchasing manager and noted on purchase orders.

Central Receiving Services
Central Receiving receives materials and equipment; inspects items received for quantity, condition, and conformance to any special specifications as indicated on the purchase order; issues receiving reports to the Accounts Payable Office, prepares packages for re-shipment via IU 13 Courier Service to the to the requesting department; ships items returned to vendors; processes loss, shortage and damage claims to the freight carriers, and records and tags fixed assets (capitalized equipment). 

Turnaround Time

Materials will be processed and re-shipped to requesting departments in the order that they are received (First – In – First – Out). Standard turnaround time will be shipment within two working days after purchase orders are received. 

Purchase Orders and Ship To Address

All purchase orders for materials, supplies, and equipment, with exceptions noted above (See “Exceptions to Central Receiving”) should have the following“Ship To” address:
Lancaster-Lebanon IU 13 Warehouse

Attn: Brenda Grager

1650 Manheim Pike Rear

Lancaster, PA 17601

If the order is to be shipped from the vendor by truck, the following note should be included under the “Ship To” address: 

“Must call 717-560-4121 48 hours prior to delivery to schedule. Receiving hours between 8 AM and 2 PM Monday – Friday.”

The final destination of the order must be stated in the body of the purchase order, or in the notes field of an electronic purchase order. Please indicate:
FOR

 School District (if not an IU 13 building)

Building

Contact Person

Receiving Report and Packing List

The Purchasing Office will route the Receiving Report copies of the Purchase Order (both paper – based and electronic) to Central Receiving for receipt verification. Central Receiving will verify vendor’s packing list against actual shipment and record, using paper–based or electronic receiving form, quantities received and date. Original final or partial shipment copy of receiving report will be forwarded to accounts payable. A copy of the receiving report will be placed in a packing list envelope and attached to the outside of the shipping container (in the case of multiple containers, placed on the last container, which should be marked “ ___ of ___ boxes”). An IU 13 Logo shipping label is to be used to indicate the final destination of the order. The package will then be placed in the appropriate pick up area for IU 13 couriers, who will deliver it to the requesting department. 

Central Receiving will be responsible for distribution of all documents to ensure prompt and proper completion of order files and payment of bills. Note that end user does not have to forward copy of receiving report to IU 13 Accounts Payable or receive electronically the material in eSchoolMall, unless, as an order falling into the above “Exceptions to Central Receiving” the order was shipped directly to the end user.

Changes to Purchase Orders

Please communicate promptly all revisions, such as change in quantities, adding or deleting items, etc. to the Purchasing Department so that information can be forwarded to the Accounts Payable and Receiving Department

Microcomputer and other Data Processing Equipment

Microcomputer equipment, software, and peripheral items are to be shipped to the IU 13 Warehouse. When received, they will be conveyed to a locked storage room to be used for storage, inspection, assembly, testing and startup of this equipment by Technology Department technicians. See “Receiving Procedures for Data Processing Equipment” for more information. 

Fixed Assets (Capitalized Equipment)

Items that fall under the capitalized or fixed asset rules of Lancaster-Lebanon IU 13 are subject to special ordering and receiving procedures. See “Fixed Assets Procedure” for more information.

Inspection of Materials Received

An initial visual inspection will be performed in the presence of the carrier's representative on all material and equipment received via commercial carriers. The purpose of this inspection is to verify the packing list count of materials, or shipping containers, and to discover any apparent damage to shipping cartons and containers. Any such apparent damage must be noted on the carrier’s bill of lading, the packing slip and receiving report. A more detailed inspection will be made for concealed damage at the time the container is unpacked. See “Damaged Material” below for procedure in the case of receiving damaged materials.

An item by item final inspection will be performed, based on the description contained in the purchase order, prior to the shipment being processed for delivery to the requesting department. Such inspections will typically consist of quantity, color, size, type, visual quality, and such other specifications commonly discerned by a layman. Detailed inspections of scientific and/or technical items will be performed by the requesting department. See “Special Handling” above for ordering and receiving procedure of such items.

Receiving Items Which Do Not Meet Specifications

Shipments or items that do not comply with the purchase order upon inspection will be rejected at the time of inspection. The reason for rejection is to be recorded both on the vendor’s packing slip and the receiving report. The receiving unit will notify both the Purchasing Office and the requesting department immediately upon rejection. Arrangements will be promptly made with the vendor for return and credit or replacement of the rejected materials, unless the requesting department wishes to accept the materials as received.

When a department receives the requested materials and an item is found in noncompliance with the specifications, Central Receiving must be notified within three days. These items will be picked up by the IU 13 Couriers at the next scheduled delivery and returned to the vendor for replacement or credit.  

Damaged Material

Damages discovered at the time of initial inspection will immediately be noted on the carrier's bill of lading and reported to the Purchasing Office. Central Receiving will contact the supplier and if required, file a damage claim with the carrier. Concealed damage not visible during the initial inspection, and discovered at final inspection should be reported to the Purchasing Office, carrier, and vendor within three days after delivery from the carrier, or the right to recover losses might be forfeited. See “Processing Freight Claims” below for further required procedures.

Shortages in Shipments and Missing Containers

In the course of receiving a shipment from a carrier, the Receiver should ensure that the total number of containers listed on the freight bill of lading is actually received prior to signing receipt. When cartons are determined to be missing, the actual number of packages received is to be indicated on the face of the freight bill to indicate a short shipment to the carrier. The vendor must also be notified of the shortage. In some instances pallets of material are received in shrink-wrapped or protected packaging and the number of containers cannot be determined without causing excessive delay in the receiving process. The Receiver must note on the freight bill that IU 13 is accepting only pallets and not agreeing to the total number of cartons that might be listed. If the carrier does not agree with this then the receiving department must unpack each pallet and verify the carton count. 

When containers are opened for inspection and a quantity count, and a shortage is discovered, the vendor must be contacted, as such shortages generally result from an error in packing unless evidence indicates that the original supplier pack has been tampered with. All shortages attributed to the vendor should be reported to the supplier by Central Receiving. Should evidence indicate tampering, the carrier should also be notified and an investigation requested. 

Processing Freight Claims for Shortages or Damaged Items

All damaged items from a shipment, shipping container, packing materials, documentation and anything pertinent to the shipment must be held at the inspection point pending an investigation by the carrier. Central Receiving will contact the carrier to request an inspection report. Upon completion of the investigation and preparation of a damage report, the carrier and/or supplier will be furnished the original of the report and initiate a claim against the carrier. The supplier will then arrange for any replacement or return of the damaged item. 

Receiving Overages and Duplicate Shipments

When containers are opened for inspection and the quantity count reveals an excessive quantity shipped, or when a duplicate shipment is received, Central Receiving is to contact the requesting department to determine whether they have a need for the additional quantity, in which case the additional items can be accepted. If a department decides to retain the items and the additional cost is over $50, the Purchasing Office must be contacted and a revision to the purchase order issued. 

Final Destination

When completing a purchase order, the delivery point indicated in the body of the purchase order will be the final point to which the goods will be delivered by the IU 13 courier service. Further distribution to specific individual(s) at a delivery location must be accomplished by the requesting department. Orders will not be accepted by the Purchasing Office without an indicated final delivery point.

Freight Bills

Under no circumstances should any shipment be ordered COD. All incoming freight bills will be attached to the receiving report and forwarded to the Accounts Payable office. Unless prior arrangement with the Purchasing Office is made items must be ordered shipped to the Intermediate Unit with the freight charges prepaid by the supplier and added to their invoice.

Use of Receiving Reports

The IU 13 Receiving Report is completed using the receiving copy of a paper based purchase order or the electronic receiving screen module, with available quantity and note fields, for electronic purchase orders. The completed IU 13 Receiving Report, not the vendor’s packing list or bill of lading, will serve as the record of material received and qualified for payment.

Receiving Reports are to be used to record receipt of shipments against an order, date received, note damage or rejected shipments, over or under shipments, and other pertinent information. It is of paramount importance that the report is completed accurately and thoroughly. For paper – based purchase orders, the receiving report, along with the freight bill of lading and any vendor packing list are to be forwarded to Accounts Payable the day following delivery. All electronic purchase orders will be received on-line and receiving reports will be electronically submitted. All shipment paperwork such as carrier receipts and vendor packing lists will be kept on file in the Warehouse Office. If a shipment is only partial, a copy of the Receiving Report indicating received quantities – to – date is to be maintained in the open purchase order file until all items ordered have been received. Open electronic purchase orders are always available for on-line receiving and indicate all quantities received.

Richard Potts

Purchasing Manager

Lancaster-Lebanon IU 13
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