Office of Court Administration

Procedures for Receiving Goods

Effective August 3, 2005
	PURPOSE
	To establish procedures for receiving goods purchased by the Office of Court Administration (OCA) to ensure adequate controls and separation of duties exist to protect state property and resources.



	DEFINITIONS
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	Purchase Requisition (PR) – internal OCA document authorizing the purchase of goods and services.

Purchase Order (PO) – document issued to vendors which includes detailed specification for goods and services.  If required, this document will be attached to the PR.

PR Holding File – a file maintained by receiving personnel at OCA headquarters or other locations where goods purchased by OCA may be shipped.  This is a temporary holding file for copies of Purchase Requisitions (and related Purchase Orders, if applicable) until goods are received.  These documents are used to compare with shipping documents to determine the completeness of items received.

Chief Purchaser – an individual designated by the Chief Financial Officer as OCA’s primary purchaser.  

Non-headquarters Personnel – OCA staff or authorized recipients located outside OCA headquarters in Austin, Texas. 

Receiving Personnel – individuals who routinely accept goods on behalf of OCA.  Receiving Personnel sign delivery slips when items are received and they inspect for “visible damage” (see discussion below).  At OCA headquarters, the front-desk staff perform the duties of Receiving Personnel.  Non-headquarters locations will generally have an administrative assistant to perform the duties of Receiving Personnel.  

Requestor – an individual who orders goods to be delivered to the agency and whose name appears as the requestor on the Purchase Requisition.  The Requestor opens packages and compares the packing slip with the purchase requisition and/or purchase order in the presence of Receiving Personnel.  (This may not be possible for non-headquarters personnel, but it is recommended that two people be present when packages are opened and their contents verified.)
Information Services (IS) Receiving Contact – an individual in the Information Services Division (designated by the IS Director) who is responsible for inspecting information technology merchandise, without regard to the requestor named on the Purchase Requisition.  The IS Receiving Contact opens IT packages and compares the packing slip with the purchase requisition and/or purchase order in the presence of Receiving Personnel, rather than the requestor on the purchase requisition.  
Law Librarian – an individual designated by the General Counsel to be responsible for maintaining OCA’s library of legal reference materials.  



	PROCESS

PR is completed and filed; copy to PR Holding File; copy to OCA Property Manager
Package is delivered and inspected for “visible damage”
Requestor or IS Receiving Contact is notified of delivery

Requestor or IS Receiving Contact, as appropriate, receives package
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Requestor or IS Receiving Contact opens package and compares PR/PO  to the shipping document

Shipping document is stapled to PR/PO and sent to Chief Purchaser; copy of receiving document is given to OCA Property Manager
	Receiving goods at OCA involves the following steps:

1.
PR (and PO) is completed by the Chief Purchaser.

2.
Copy of PR (or PO) is placed in a PR holding file.  If goods are to be received by non-headquarters personnel, these forms should be faxed to the receiving location to be placed in their holding file.  If the item is stamped INVENTORY, a copy of the PR (and PO) should be given to the OCA Property Manager.
3.
Delivery is made.

4.
Receiving Personnel pull PR/PO from the PR holding file.

5.
Before accepting delivery, Receiving Personnel should inspect the shipping containers for any visible damage and ensure all containers are present.

6.
If severe visible damage is noted, receiving personnel will contact the person who approved the purchase request to determine whether to accept or reject the ENTIRE shipment (see Inspecting for Visible Damage/Severe Visible Damage, below).

7. If minor or no visible damage is noted, Receiving Personnel will stamp the received date on the package and send email to the Requestor that a package has been delivered.  If the item is an information technology item, Receiving Personnel will email an IS Receiving Contact, instead of the Requestor.  The Requestor or IS Receiving Contact, as appropriate, will be responsible for inspecting the contents of packages received.

8. Within eight (8) working hours from delivery notification, the Requestor, or IS Receiving Contact, as appropriate, must pick up package from Receiving Personnel.  
If the Requestor does not contact the Receiving Personnel within eight (8) working hours of delivery notification, 
Receiving Personnel shall notify the Requestor’s division director, who shall designate a person to receive the package in lieu of the Requestor.  
If the IS Receiving Contact does not contact the Receiving Personnel within eight working hours of delivery notification, the designated backup shall be notified to receive the package. (A separate list of IS Receiving Contacts and their backups shall be maintained by the Finance and Operations staff for use by the Receiving Personnel.)  

In the remainder of these instructions, any reference to the Requestor or IS Receiving Contact shall also refer to any person designated to perform the functions of these positions. 

9. The Requestor or IS Receiving Contact opens the package in the presence of the Receiving Personnel; and compares the PR/ PO to the shipping document.
10. When merchandise is being unpacked, uncrated, etc., it should be checked for concealed damages, shortages, and compliance with the order’s specifications.  The carrier cannot be held responsible unless shipments are checked immediately upon arrival and written reports are made to the carrier within 15 days of receipt.
11. The Requestor or IS Receiving Contact notes any discrepancies on the shipping document, then signs and dates the shipping document.  The Receiving Personnel initials as a witness to the process. 
12. If no shipping document is sent, then all parties should sign and date the Purchase Requisition (or Purchase Order, as applicable), noting any discrepancies.

13.
The PR (or PO) and shipping document are stapled together and sent to the Chief Purchaser (PR should be stapled on top).  Non-headquarters personnel should fax the receiving document to the OCA Headquarters-Front Office to attach to the Purchase Requisition and Purchase Order.  If the item is stamped INVENTORY, a copy of the receiving document should be given to the OCA Property Manager.



	INSPECTING FOR VISIBLE DAMAGE
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	When packages are received, they are to be inspected for visible damage.  The following procedures are adapted from the Texas Building and Procurement Commission in its Procurement Manual (Sec. 2.45, Shipping and Receiving):

No Visible Damage or Shortage

Accept the shipment if the containers are not crushed, torn, wet or otherwise damaged.

Minor Visible Damage

Damage to the shipping containers should be noted on the packing slip (or PR/PO) and signed by the delivery person before the shipment is accepted.  It is very important to note any minor damages in order to document any claims for possible concealed damage.

Severe Visible Damage

If shipping containers are damaged in such a manner that it is obvious the goods are badly damaged, the ENTIRE shipment may be accepted or refused.  There is no option to accept or reject a part of the shipment.

1. If severe visible damage is noted, contact the person who approved the purchase request.  That person should determine whether to accept or reject the ENTIRE shipment.  If that person is not available, call the Chief Purchaser before making this determination.
The receiving person will sign and date the shipping document, noting the damage and the reason for accepting or rejecting the shipment, along with the person contacted to determine whether to accept or reject the delivery.



	CONCEALED DAMAGE
	Notify the Chief Purchaser in writing if damages are discovered after unpacking.  Notification by email is acceptable.  The Chief Purchaser will then notify the vendor.



	CONCEALED SHORTAGES
	Each packing slip should be compared to the PR or PO and quantity and item received should be verified and noted.  If there is a minor shortage (such as 11 of an item rather than 12), the Requestor or IS Receiving Contact should simply note it on the shipping document and the Finance staff will adjust the  invoice before payment is made.  The Receiving Personnel will make a copy of the PR/PO and place it back in the file for documentation of the remaining shipment due.  If it is a major concealed shortage, notify the Chief Purchaser.  The Chief Purchaser will notify the vendor in writing and have them ship the needed goods at their expense.



	FAILURE TO MEET SPECIFICATIONS
	If the goods received do not meet the required specifications, notify the Chief Purchaser.  The Chief Purchaser will notify the vendor in writing and request that the problem be corrected.  Payment to the vendor will be withheld until the merchandise meets or exceeds all specifications without exception.
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INVENTORY ITEMS
	If an item is to be inventoried, the Purchase Requisition will have the word “INVENTORY” written or stamped on it.  
For items marked INVENTORY, the OCA Property Manager will send a Capitalized/ Controlled Equipment Receipt Notice (CRN) referencing the Purchase Request or Purchase Order and one or more inventory tags with to the location where the item(s) will be shipped.  Upon receipt of the property, the Property Custodian will complete the CRN and affix the property tag.  If the property will be assigned to an authorized user other than the property custodian, the authorized user must also sign the CRN.



	LEGAL PUBLICATIONS
	This section is for OCA headquarters only.

Legal publications are generally received through regular mail.   When Legal publications are received, do not open the box.  Call OCA’s Law Librarian, who will determine if the publication is on OCA’s approved library list.  If the publication is on the list, the librarian will accept the publication and file it accordingly.  If not, the librarian will contact the Chief Purchaser, who will return the publication to the company.


