INSTRUCTIONS FOR RECEIPT OF CCE EQUIPMENT AT INITIAL DELIVERY SITES


For Receiving Officials at Local Site








These instructions have been prepared for the receiving officials at each delivery site.  Information is in a Question & Answer format to provide answers to the most frequently asked questions. 
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SHIPMENT & RECEIPT:





How will I know what I’m supposed to receive?





1.	A delivery schedule has been prepared by the State CCE Teams which includes the following information:


·	Name and phone number of a designated receiving official for each delivery site


·	Complete shipping addresses 


·	Quantity of machines to be delivered to each delivery site


·	Weekly delivery schedule





A State Point of Contact (PC) has been designated for each state (see the State IT Team list posted at the following CCE website address:  http://www.usda.gov/servicecenter/cce/people_state.html.)  The State PC will provide the delivery schedule to the receiving official at each delivery site to notify them which week a shipment is scheduled for their site.





3.	The State PC will also receive notice as shipments are made and will send e-mail notification to the receiving officials to alert them that the shipment has been sent. 





·	For Compaq Deskpro shipments, the delivery site should expect to receive 2 boxes per system.  The boxes will contain: 


the CPU, with mouse, keyboard, and documentation


a monitor  (Note: The monitors may be shipped separately.)





·	For Dell Latitude shipments, the delivery site should expect to receive 4 boxes per system.  The boxes will contain: 


the laptop (with carrying case and documentation)


the port replicator with monitor stand


the keyboard and mouse 


the monitor





4.	Note that INSIDE DELIVERY was specified on the orders.  For sites that have a mailroom or receiving department, the receiving officials should notify their mailroom or receiving department to alert them when a shipment is expected.





For informational purposes (for the IT Staff) the State PC will provide a list of components to the receiving official at each delivery site.  (This information can also be found at http://www.usda.gov/servicecenter/cce/config.html.)





6.	Upon delivery of the equipment, the receiving official at the delivery site should follow the receipt instructions below.











�
What should I do when the shipment is delivered?





When shipment is delivered, the receiving official designated for the delivery site shall:


·	Inspect the boxes for any obvious and apparent damage.


·	Determine if the shipment is complete by checking against the packing list to insure that the correct number of boxes have been received.  (Depending on the configuration, you will receive 2 or 4 boxes for each system.)


·	Check the shipment against the delivery schedule to determine if you have received the correct quantity of complete systems scheduled to be shipped.  (A complete system will include both a CPU and a monitor, and these may be shipped separately.  Do not receipt for any incomplete systems.)





Promptly after delivery (no later than the following business day), the designated receiving official shall:


·	Note any discrepancies or damage on the packing list and the delivery driver’s ticket.  


(Refer to “Problems with Shipment” - Do NOT open any boxes UNLESS directed by the State IT Staff)


·	Sign and date the packing list and fax it to your State PC.  (Keep the original packing list in your files.)








PROBLEMS WITH SHIPMENT:





What if some of the boxes are missing?





If any boxes in the shipment are missing, the designated receiving official shall:


·	Note missing boxes on the delivery driver’s ticket and the packing list, with the following statement:  ”XX boxes were received, XX boxes were missing.”


·	Sign and date the packing list and fax to your State PC.  Immediately contact your State PC for problem resolution.


·	At times, the missing box will arrive the following day.  Should that occur, notify your State PC that the entire shipment has been received.








What if some of the boxes are damaged?





If any boxes in the shipment show obvious and apparent damage, the designated receiving official shall:


·	Note any damage on the delivery driver’s ticket and the packing list, with the following statement:  “Box X of X showed obvious damage and the contents will be inspected.”


·	Sign and date the packing list and fax to your State PC.


·	Contact the State IT Staff for direction.  (Do NOT open any boxes UNLESS directed by the State IT Staff, to determine if the equipment has also been damaged.)


·	After the damaged box has been inspected (by either the State IT Staff or the receiving official), the receiving official shall immediately contact the State PC and notify them of the outcome of the inspection.  If the equipment is damaged, the State PC will provide problem resolution.








NOTE:  The Government is accepting delivery upon receipt of the shipment, and acceptance 


is NOT contingent upon operating and/or testing the equipment.  Any problems with the equipment (including equipment defects or damages occurring in transit) will be handled under the 3-year on-site warranty.








What if I receive MORE boxes than scheduled?





If you receive more boxes than are on the delivery schedule, packing list or driver’s ticket, go ahead and accept the shipment.  Do not refuse the shipment.  


·	Note the extra boxes on the packing list with the following statement:  


“XX EXTRA boxes were received.”  


·	Sign and date the packing list and fax to your State PC.


·	Immediately contact your State PC for problem resolution.





If all of the serial numbers are listed on the packing list:


·	The State PC will search the Office Information Profile (OIP) CCE database to determine which machine was misdirected in the shipment, or will contact the Centralized Help Desk (CHD) if the information is not available in the state’s OIP CCE database.


·	The CHD should contact the vendor to arrange for the machine to be reshipped to the appropriate office at the vendor’s expense.





If all the serial numbers are not listed on the packing list:


·	The receiving official will take an inventory of the machines to determine which serial number is missing from the packing list.  (Serial numbers should be listed somewhere on the shipping labels.)


·	The unlisted serial number is then provided to the State PC to determine where the machine should be shipped.  The State PC will search the OIP CCE database for the serial number, or will contact the Centralized Help Desk (CHD) if the information is not available in the state’s OIP CCE database.


·	The CHD should contact the vendor to arrange for the machine to be reshipped to the appropriate office at the vendor’s expense.








Who do I contact if I have problems or questions?





If you encounter any problems or have any questions, please contact your State PC (see list posted at http://www.usda.gov/servicecenter/cce/people_state.html)  The State PC will monitor the status of shipments until the entire state’s equipment has been received and deployed.  





If the State PC is not available, contact the Centralized Help Desk (CHD) at 1-800-457-3642. 
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