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JPL RECEIVING SPECIFICATION

This document outlines the receiving requirements for the delivery of materials purchased under the Scientific Workstations, servers and related hardware and software products iProcurement Subcontract.  In order to receive products at JPL each shipment should include a packing slip(s), which will include information that will be required upon the receipt of any products within each container at time of delivery.  

1.0 Packing Slip Requirements/Definitions
1.1 JPL Purchase Order (PO) Number

The valid JPL PO number used at time of purchase for a product(s)

1.2 JPL Line Number

1.2.1 The valid JPL line number associated to the JPL PO assigned to a specific item at time of purchase 

1.3 Quantity Shipped 

1.3.1 The JPL line quantity of product that was shipped within the reference container for delivery to JPL

1.4 Line Description

1.4.1 The line description of the product as referenced from the JPL PO line that was purchased from the subcontractor’s punchout website.

1.5 Container Count

1.5.1 Each packing slip must include a count of the number container that will be used for the delivery of the referenced PO.

1.5.2 The packing slip must also include the numerical container number out of the total delivery container amount in order to verify delivery of all containers at JPL.

2.0 Containers

2.1 A PO with PO Lines in separate containers.
When a JPL PO with JPL PO Lines is delivered in multiple containers, a separate packing slip as outlined in 1.0 above, should be affixed or inside of each of the containers.

For example, if a PO with four lines will be delivered with lines one and 
two in container number one, and lines three and four in container number 
two, each of the containers will have a separate packing slip. 

The first packing slip will have the container count (ex. 1 of 2) with the JPL PO number, JPL PO line number, JPL PO line quantity shipped and the line description for lines one and two. 

The second packing slip will have the container count (ex. 2 of 2) with the JPL PO number, JPL PO line number, JPL PO line quantity shipped and the line description for lines three and four. 
2.2 A PO Line in multiple containers.

When a PO Line is will be shipped in multiple containers, all of the containers must arrive in the same shipment. For example, if three containers is used for shipping a JPL PO line, the containers should include the packing slip as follows:
One of the containers must include the packing slip as outlined in 1.0 above. The box with the packing slip shall also have a container count affixed as outlined in 1.0 above. Container numbers two and three shall  also have Box Count packing slips as outlined in 1.0 above.  The receiving dock personnel will not perform the PO Receipt until all of the containers associated with a PO Line have been located.
2.3 Multiple POs Lines in a single container.

The packing slip, as outlined in 1.0 above, should reflect all of the JPL PO 
Lines contained within the container. Every effort should be made to include the JPL PO Number and all of the JPL PO Line Numbers on a single packing slip. If this is not possible, then a second (third etc.) packing slip should be included with the container. The JPL PO Number will be the same for all of the packing slips in this situation.
2.4 Multiple POs in a single container

JPL will not allow the delivery of multiple PO lines in a single container on this subcontract.
3.0
JPL Receiving is open between 8:00 AM – 11:30 AM PST & 12:15 PM – 3:30 PM PST Monday through Friday, excluding JPL 9/80 Regular Day-Off (RDO) and JPL holidays.

