


• Encumbered (If the Purchase Order is being paid from more than one departmental 
budget, or more than one fund, please indicate the breakdown by fund and/or 
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containers from a carrier under any circumstances.  When damage is obvious to the 
packaging, the College’s receiving staff will refuse the order when it is delivered. 

25. FOB SHIPPING POINT:  The front desk receiving staff should document all losses or 
damage on receiving papers, sign and have driver sign.  All merchandise should be retained 
in the condition in which it was received.  The originator or ordering department is 
responsible for notifying both the carrier and vendor in writing and by telephone within 
five (5) working days.  A copy of this written notification shall be forwarded to the 
Business Office. 

 
CONCEALED DAMAGE OR LOSS 
26. FOB DESTINATION:  If the damage becomes evident when unpacking, the 

originator/receiver should stop the unpacking; retain all merchandise and package(s) in 
exactly the same condition as received.  The receiver is responsible for notifying the vendor 


