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User Guide:  Receiving Items in an Area Other Than the Receiving Department



Provide a process to receive outside product / material from vendors, and second operation processes, and anyone who may bring material into our facility to be received.  



All machined products, including sample material, must be received by a receiving person in Logistics, or Machine Shop.  Items dropped off in the reception area whether samples, finished product, or parts delivered to the machine shop by the back door, or parts delivered by a vendor; need to be routed to the receiving area in Logistics.  Here the receiving person will attempt to receive, and process item(s) as indicated in our Receiving Procedure. 




Unusual Conditions: 

When items are delivered in the reception area and designated to a specific person, the receptionist will call the person to pick up material.  When the receptionist or person picking up the material signs for the package, that paperwork must be forwarded to the receiving person in Logistics, so it can be stamped as received, and filed. In the event the above procedure causes a problem, our TCS policy overrides this process. 


In the event material is physically received at another facility, they need to e-mail / or call our receiving department with PO #, line for material, description of material, and quantity of material, so we can receive this in our system.
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