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User Guide:  Freight Claim 


If either by notification or observation the logistics department is advised that an incoming product or item is in a state of distress, damaged, or possibly in unusable condition due to freight damage, the following actions will take place:


The receiving department will complete Package Damage Notification form (LG003), also will mark the packing slip, bill of lading and/or any other document related to this item with the statement “Damaged”.  Notification to Purchasing, Product group or QC inspection as appropriate, of the possible condition and advise a disposition (use as is, rework, etc.) is needed. 


If the product group / QC inspection disposition the item as not usable and not able to be reworked to usable condition, a freight claim will be filed by Logistics. If the item is considered critical, the product group / QC inspection will determine the appropriate course of action. 

The filing of the claim will take the following steps:


Isolate item(s) and paperwork (packing slip, PO, etc.) and place on the Non-conforming Material Area in Logistics receiving.  Advise the freight carrier of the situation and complete carrier claim form if applicable.  Make copies of the packing slip, and freight claim form, send one set to purchasing and one set to accounting. 


If the receiving transaction has been performed, the item(s) must be un-received by logistics to remove inventory in the system and to stop the processing of an invoice. Either Purchasing or Accounting will advise Logistics how to dispose of the item(s).


As a customer service issue, PCB may be required to file a claim for a customer product. In this case customer service will advise the customer to isolate the product and request all paperwork be sent to them. Customer service will send this paperwork to Logistics to be processed as outlined above, notifying the carrier of that the product is at the customers’ location.
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