7.6.12 Accepting Delivery of Goods

When consumer purchases are delivered to a DRS office, process the deliveries the same way other administrative deliveries are processed:
· Inspect. When the delivery person arrives with purchased goods and before accepting the delivery, 

· verify that the shipment is addressed to the appropriate office, 

· inspect the shipping packages for any visible damage, and 

· ensure that the shipment contains the correct number of packages as stated on the shipping documentation. 

· Accept. Acknowledge the shipment by signing the shipping document if the shipment

· appears undamaged, 

· matches the quantity on the shipping document, and 

· is correctly addressed to the receiving DARS office.

· Document. Assess and note the shipment status. 

· If the shipment appears damaged but the damage seems minor, 
· accept the shipment, noting the number of damaged packages on the shipping document; or 

· refuse the shipment, noting that the refusal is due to damages to the shipment.
· If the damage is or appears to be severe,

· refuse the shipment, noting the refusal and the damages on the shipping document; and 

· notify the vendor and the counselor of the damaged shipment.

· Decline. Do not accept collect or COD deliveries or deliveries made to the wrong office. If a vendor erroneously ships collect or COD, refuse the shipment.

Before receiving a purchase in the electronic case management system, use the verification procedures in 7.8 Verifying, Receiving, and Authorizing Payment for Consumer Purchases, and Other Financial Policies and Chapter 11: Technical Information and References, 11.6.5 List of Type Service Descriptions.
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