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AUTHORITY:  Wis. Stats. 16.528 
    16.53(2) 
 
SCOPE: - to establish responsibility and policy for the receipt and inspection of 

materials obtained through the state’s procurement process 
 - to establish standard procedures for receiving and inspecting materials 
 
CONTENT:  The state agency is responsible for receiving and inspecting materials. 
 
PROCEDURES: I. Checking and receiving: 
 
  A. Save all delivery receipts.  The cycle of procuring merchandise is not 

complete until such has been verified as being in absolute compliance 
with the corresponding purchase order, received, recorded on the 
receiving report, and supporting documents transmitted to the 
appropriate offices within the agency. 

 
  B. It is the agency’s responsibility to refuse delivery of merchandise 

which is not in complete agreement with the corresponding purchase 
order, and to report this action to the agency purchasing office. 

 
  C. Any container received that has a hazardous warning label without an 

accompanying Material Safety Data Sheet (MSDS) will be reported to 
the agency purchasing office.  It is the purchasing office’s 
responsibility to contact the vendor for a MSDS as required by PRO-
D-4, Material Safety Data Sheet (MSDS) Requirement. 

 
  D. Further, it is the agency’s responsibility to report to the agency 

purchasing office any defective merchandise, improper or short case 
count, substitutions or failure by the vendor to comply with the order 
specifications, even if the merchandise has been received in error and 
placed into service. 

http://www.legis.state.wi.us/rsb/Statutes.html
http://vendornet.state.wi.us/vendornet/procman/prod4.pdf
http://vendornet.state.wi.us/vendornet/procman/prod4.pdf
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 II. Steps to take at time of delivery to protect against loss or damage: 
 
  A. Verify count.  Receiver will make sure as many cartons as are listed on 

the delivery are received.  If any shortage is discovered, note exactly 
how many cartons are short on the carrier’s delivery receipt and have 
the driver note the shortage on the receiver’s copy. 

 
  B. Carefully examine each carton for damage.  If damage is visible, so 

note this fact on the delivery receipt and have the driver sign and date 
the receiver’s copy.  If the carton has appearance that contents inside 
may possibly be damaged, insist that it be opened right at that time, 
and both the receiver and the driver should make joint inspection of 
the contents.  Any concealed damage discovered should likewise be 
noted on the delivery receipt and on the receiver’s copy.  The receiver 
will retain a copy. 

 
  C. Immediately after delivery, open all cartons and inspect for  concealed 

damage.  Even though the driver has already left, all cartons should 
immediately be opened and the contents inspected for possible 
concealed damaged. 

 
 III. Steps to take when visible or concealed damage is discovered: 
 
  A. Retain damaged items.  Not only must the damaged items be held at 

the point where received, but the containers and all inner packing 
materials must be held until an inspection is made by carrier inspector. 

 
  B. Call carrier to report damage and request inspection.  The call should 

be placed immediately upon discovery of the damage, but under no 
circumstances should it be put off longer than 15 days after delivery.  
Failure to report concealed damage within this 15 day period will 
almost  certainly result in the carrier denying the receiver’s claim. 
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  C. Confirm call in writing.  Although this in not a mandatory 
requirement, for the receiver’s own protection in establishing the fact 
the carrier was notified within the 15 day period, it is strongly 
recommended that all calls be confirmed to the carrier in writing.  
Retain a copy of the letter. 

 
 IV. Steps to take when carrier makes inspection of damaged items: 
 
  A. Have damaged items in receiving area.  Make certain the damaged 

items have not been moved from the receiving area prior to discovery 
of the damage.  Allow inspector to inspect damaged items, cartons, 
inner packing materials and freight bill.  Retain the delivery receipt; it 
will be needed as a supporting document when claim is filed. 

 
  B. After the inspector fills out the inspection report, carefully read it 

before signing.  If not in agreement with any facts or conclusions made 
by the inspector on the report, do not sign it.  Unless repairs will be 
completely satisfactory, be sure the inspector requests replacement on 
the inspection report.  A new item can be ordered only if the 
inspection report specifies “REPLACE”. 

 
 V. Steps to take after inspection has been made: 
 
  A. Continue to retain damaged merchandise.  Even though inspection has 

been completed, damaged items cannot be used or disposed of without 
written permission from the carrier. 

 
  B. Do not return damaged items to the shipper.  Return of such items 

should not be made without written authorization of the supplier. 
 
  C. Secure receipt from the carrier if damaged items are picked  up 

for salvage.  If damaged merchandise is surrendered to a carrier for 
salvage because it is valueless to the receiver, secure a receipt from the 
driver when it is picked up and retain that receipt. 
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 VI. Steps to take to notify the agency purchasing office/bureau of financial 
operations of good faith dispute/improper invoice: 

 
  A. Immediately notify the agency purchasing office/bureau of  financial 

operations of any good faith dispute/improper invoice so that the 
prompt payment policy may be complied with properly. 

 
  B. See PRO-E-6, Prompt Payment Policy, for sample format and further 

information. 
 

http://vendornet.state.wi.us/vendornet/procman/proe6.pdf

