
BEST PRACTICE WHEN RECEIVING FREIGHT 

 

 

Upon arrival of any order, please inspect the freight BEFORE taking it into your possession 

from the carrier.  

 

 Drivers are instructed to wait while you inspect the delivered freight, but in the event 

they are not willing to wait, please notate “Driver would not wait while inspecting 
freight, possible damage”.  

 Please quickly look over the external packaging, internal packaging and products. 

Please be firm in your request for the driver to wait while you inspect the freight as it is 

critical in the claims process if there is notated damage or not. 

 At first glance, there may not appear to be any damages to the external packaging, 

but there may be internal damages that need to be notated on the Delivery Receipt 

(DR). You and the driver are required to sign the DR, accepting the delivered freight at 

your location.  

 You and the driver will either sign the DR as “receiving the freight in good condition” or 
you will sign the DR with “notating damages to the product”. Please notate on the DR 

any and all damaged noticed at the time of delivery (examples below). 

 

 

1. INSPECT THE FREIGHT:  

Open the freight to visually inspect the product(s), external and internal packaging. 

 

2. REFUSE OBVIOUS DAMAGE:  

If the freight has obvious damaged (dents, scratches, holes, etc.) DO NOT ACCEPT THE 

FREIGHT!  

 You are able to “REFUSE” the freight, which will then be returned to the shipper. 

 If you do REFUSE the freight, write on the DR “Customer has refused the shipment 
due to damages” then sign and date the DR. The freight will then be returned to 

the shipper.  

 ALERT the shipper or selling company of the damages immeditaly.  

 

3. ACCEPT DAMAGED FREIGHT: 

If you ACCEPT damaged freight, please notated the damages on the DR, then you 

and the driver will also sign and date the DR. 

 Examples: “Damage to 1 out of 6 boxes” or “Freight was stacked, crushed 
products” 

 TAKE PICTURES of the damaged freight Product(s), external and internal 

packaging. 

 ALERT the shipper or selling company of the damages immeditaly.  
 

 

 

 

 

 

 

 

 



Visible or noted loss or damage 

The loss or damage was noticeable at the time of delivery and described in specific terms on the delivery 

receipt. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Concealed loss or damage 

The loss or damage was not noticeable at the time of delivery. Notification of a concealed damage must be 

reported to the carrier within 48 hours to 15 business days, depending on the carrier, from the date of delivery 

and all packaging materials retained for inspection. 
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