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SHIPMENT STATUS PAYMENT STATUS PURCHASE ORDER DATE

RECEIVING DATEINVOICE NO.WAYBILL NO.DELIVERING CARRIER
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DELIVERY CHARGES

$
❐ PREPAID

❐ COLLECT

THIS NUMBER MUST APPEAR PURCHASE ORDER NO.
ON ALL CORRESPONDENCE,

SHIPMENTS AND INVOICES.
❐ PAY

❐ HOLD

❐ COMPLETE ❐ PARTIAL

❐ OVERAGE ❐ SHORTAGE

COST CENTER NAME  &  NO.

IF ABOVE ADDRESS IS CENTRAL RECEIVING, DISTRIBUTE TO

PLEASE SHIP THE FOLLOWING SUBJECT TO CONDITIONS PRINTED ON THIS ORDER
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ORDERED UNIT DESCRIPTION / EXCEPTION REMARKS QUANTITY

RECEIVED
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ITEM ASSET NO. ACCOUNT BLDG.NO. ROOM NO. SERIAL NO.

AUTHORIZATION DATEBY BY

MATERIAL SERVICES SIGNATURE AUTHORIZED DEPARTMENT SIGNATURE

WHITE: 1 CENTRAL RECEIVING       YELLOW: 2 ACCOUNTING       PINK: 3 REQUESTING UNIT GOLD:4 PURCHASING
MAS-1 (4-97)
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INSTRUCTIONS FOR REQUESTING UNIT ONLY

I. RECEIVING INSTRUCTIONS FOR PARTIAL, OVERAGE, OR  SHORTAGE SHIPMENT STATUS

A. Do not use this form for complete and  / or final shipments.
B. Complete all corresponding data form pages 4., 5., and 6. of the Purchase Order / Receiving Report

(Pur. 1.), (ie., Request No. Request Date, P.O. No., P.O.Date, etc.).
C. Fill in these areas to complete partial receiving and authorized payment.

1. Purchase order status / shipment status / payment status.
2. Delivering carrier / delivery charges / waybill no. / invoice no. / receiving date.
3. Description / Exception Remarks - what is damaged, missing, etc.
4. Quantity received column

D. Sing area designated “Department Receiving Signature” (Non Authorization for Payment).
E. Sign area designated “ Authorized Payment Signature” and fill in “Authorization Date”.
F. Remove page 3, Requesting Unit - Partial Receiving / Property Control Report copy.
G. Send page 1. to central receiving, page 2. to accounting.

➛

➛

ACCOUNTING

II. RECEIVING INSTRUCTIONS FOR COMPLETE SHIPMENT STATUS, REMAINING
ENCUMBRANCES CANCELED, AND / OR FINAL AUTHORIZED PAYMENT.

Do not use this form to close out final receiving and authorized payment. Use pages 4,. 5,. and 6.
of the Purchase Order / Receiving Report (PUR. 1.)


	Text1: 
	Page2: 
	Changex: 
	Reqx: 
	Check Box3: Yes
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	ReqxD: 
	OrdNum: 
	OrDate: 
	DeliCar: 
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	DeliChar: 
	Way: 
	Invoice: 
	Recdate: 
	VendLine1: 
	VendLine2: 
	VendLine3: 
	VendLine4: 
	CostLine1: 
	CostLine2: 
	CostLine3: 
	Text5: 
	Bldg: 
	Room: 
	Ext: 
	Text6: 
	0: 
	0: 
	1: 
	2: 
	3: 
	4: 

	1: 
	0: 
	1: 
	2: 
	3: 
	4: 

	2: 
	0: 
	1: 
	2: 
	3: 
	4: 

	3: 
	0: 
	1: 
	2: 
	3: 
	4: 

	4: 
	0: 
	1: 
	2: 
	3: 
	4: 

	5: 
	0: 
	1: 
	2: 
	3: 
	4: 

	6: 
	0: 
	1: 
	2: 
	3: 
	4: 

	7: 
	0: 
	1: 
	2: 
	3: 
	4: 

	8: 
	0: 
	1: 
	2: 
	3: 
	4: 

	9: 
	0: 
	1: 
	2: 
	3: 
	4: 

	10: 
	0: 
	1: 
	2: 
	3: 
	4: 

	11: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 
	0: 
	0: 
	1: 
	2: 
	3: 
	4: 

	1: 
	0: 
	1: 
	2: 
	3: 
	4: 




	Item1: 
	0: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 

	1: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 

	2: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 

	3: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 

	4: 
	0: 
	1: 
	2: 
	3: 
	4: 
	5: 




