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User Guide: Verify Delivery

Verify incoming deliveries, check for damage and sign manifest

Verify label to be sure it is our package.

Sign for packages to reconcile with quantity being delivered.


Damage

Look for visible damage to shipping carton.

If damaged, have driver note damaged package, and contact Purchasing to inform them of package being damaged (name of return address, who package was intended for).

Sign for package when above conditions are met.
Fill out Package Damage Notification form (LG003).
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