Lubricar Inc. Protocol


	Title
	49. Delivery Verification of Inventory

	Objective
	To insure that all items being signed for from the delivery agent are present and all damaged goods are noted.

	Responsibility
	Manager in charge, Either the GM, ASM’s, or inventory manager who are currently responsible for the operations of the service center

	Steps
	1. When a delivery arrives on lot, make sure you notify the driver where you would like the boxes placed.

2. After the truck is unloaded, count the boxes and make sure you have the correct number of pieces that you are signing for since it could be two pallets.

3. If there is a discrepancy in the number of pieces, have the driver note the discrepancy on the bill of lading or their handheld unit.

4. Check every piece for possible damage.  If a box is damaged, open it and check the contents for damage.

5. If any damage is found, have the driver note it on the bill of lading or their handheld unit.

6. If damage was noted, total the value of the damaged goods and then call the delivery company to initiate the claim process.

7. Make sure to get a claim number and find out whether or not the delivery company needs you to retain the damaged merchandise for inspection or if it can be thrown away.

8. Once you have signed the delivery receipt and the driver has left, you may begin unpacking the order.

9. Locate the packing slip which will be attached to / or inside one of the boxes or emailed from Mighty.
10. Check off each item on the packing slip to verify all items were received.

11. All orders must be received and put away on the same day.

12. If there is a shortage, make a note on the packing slip and then call the supplier and report the shortage.  Make sure you get confirmation on whether they will credit the bill for the missing merchandise or re-ship at no change.  Make a note on the packing slip detailing the course of action.

13. Follow up on either resolution to make sure we received the product or a credit.

14. Receive inventory into POSnet

15. Refer to receiving process protocol 

16. Bulk Oils must be dipped before and after delivery with the driver.
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