PACKAGE DAMAGE NOTIFICATION

Inspect all packages, if damaged, have driver note damaged package in their system.  Contact Purchasing to determine if material is critical to receive.
If applicable, take pictures of the damaged package.  Also, save package when possible for representative from carrier to inspect. 
If damage is discovered after the driver leaves, notify purchasing department or repair associate. (Concealed damage)
FOR REPAIRS:
Keep damaged packaging until notified to dispose of.
Keep original of this form with packaging.
Deliver a copy of this form with repair
FOR OTHER PACKAGES:
Deliver original of this form with packaging
LOGISTICS DEPARTMENT TO COMPLETE:
DATE:
​​​ ____________________ CARRIER: ___________________________________________________
DID CARRIER NOTE DAMAGE IN THEIR SYSTEM:  YES OR NO: _________
IF NO:  WAS DAMAGE CONCEALED:  YES OR NO: _________
DESCRIPTION OF DAMAGE: ______________________________________________________________
_________________________________________________________________________________________
ATTACH PICTURES (IF APPLICABLE) ______________________________________________________
RECEIVING CLERK INITIALS: ________
VENDOR / CUSTOMER: ___________________________________________________________________
P.O. # 
__________________________
RMA # (IF AVAILABLE) __________________________
END USER / RECIPIENT

IS PRODUCT OK TO ACCEPT? YES OR NO______________
IF YES: SIGNATURE OF AUTHORIZED RECIPIENT: ___________________________________________
IF NOT ACCEPTABLE

LIST FURTHER ACTION TO BE TAKEN: _____________________________________________________
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