Standard Operating Procedures (SOP)

Ordering and Receiving

Ordering

1. Order Forms are located at the Business Office in Room 203.  Completely fill out the Order Form with all requested information and have your research supervisor enter the account number and sign the form.  An Order Form without an account number will be returned.

2. Please indicate the type of delivery (i.e. regular ground USPS, FedEx, UPS, or other).

3. All orders will be placed within two (2) business days and a copy of the purchase order will be placed in the account manager’s mailbox.

Receiving

1. Incoming shipments are received in the Departmental Stockroom from the Central Warehouse. 

2. Stockroom employees distribute all packages with TTU Receiving Reports attached. *  

3. Check the contents of the package against the Packing Slip and notify the Business Office of any damage or missing items.  If the damaged item is hazardous, immediately notify Justo Adame in the Departmental Stockroom.  

4. After inspection of package(s) indicate on the Receiving Report if the order is complete or not. Staple the Packing Slip or photocopy thereof to the signed Receiving Report and take them to the Business Office (Room 203) on the same day that the shipment arrives. 

5. Timely submission of the TTU Receiving Report for the shipment will avoid late penalties being charged to the account manager’s grant.

*If the shipment arrives without a TTU Receiving Report, a Departmental Receiving Report will be attached.  Additional copies of the Departmental Receiving Report are available in the Business Office (Room 203) and the Departmental Office (Room 104).

Please contact the Business Office at 742-3545 or 742-3081 if you have any questions.  Thank you for your cooperation.
