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Birck Nanotechnology Center


		9 July 2013
TO: 	BNC Residents and Users
FROM: 	John Weaver
SUBJECT: 	Package Receiving Policy Change

The Purdue policy for packages is that when a package is received, the packing slip is automatically sent to Accounts Payable to authorize payment. Unfortunately, we have had situations where a shipment was sent “short” – items listed on the packing slip were not in the package. This creates a situation where the supplier is paid for items that were not received, and it is difficult for the person purchasing the material to work things out with the supplier. To correct this issue, we have developed a policy that allows the person purchasing the material an “inspection” period in which to ensure that all of the material listed on the packing slip is present and correct before the packing slip is sent on for payment.

Effective 15 July 2013, the packing slips for all non-chemical and non-biological shipments will be held for seven calendar days from the date the material is received. With this new policy, if a shipment is received on Monday you will be sent an e-mail that day. On receipt of the e-mail, you need to pick up the package and inspect the contents. If there is a discrepancy in your shipment, you must let Lorraine or Mary Jo know right away – the packing slip will be held until you notify them that you have contacted the supplier and resolved the discrepancy. If they do not hear from you, the packing slip will be sent on for payment on the following Monday. Please note that the seven calendar days include holidays. Also, if you are traveling at the time the package is received it is your responsibility to have someone else check your package to ensure that all the material is present.

Please note that the person ordering the parts and/or materials is responsible to ensure that everything is present, and to contact the supplier and work out any issues. If the shipment is to be returned to the vendor, please obtain a return material authorization (RMA) number and, if possible, a call-tag for the return of the material.

If any questions arise, or if you have a problem with a shipment, please contact Lorraine or Mary Jo in BRK 1220 (the Mail Room).
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