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	DELIVERY FOLLOW-UP AND expediting


	Overview
	Delivery follow-up and expediting are functions of the Purchasing Office that require checking status of orders, as well as changing the delivery date to an earlier date than what was initially stated on the purchase order.



	Purchase Orders Delivery Follow-Up
	When the delivery date for items on a Purchase Order is overdue, refer to the “Inquiry” section of the PeopleSoft Web Financial System to check if the order has been received by Central Receiving.  If the item has not yet been received by Central Receiving, contact the Purchasing Office’s reception desk to be routed to the appropriate buyer who will contact the vendor for delivery follow-up.  



	Expediting Purchase Orders
	Once a Purchase Order has been placed with a vendor and the department needs the supplies, materials, equipment, and services prior to the delivery date shown on the Purchase Order, the department may contact the Purchasing Office and request that the items be expedited.  The Purchasing Office will notify the vendor to expedite delivery of all items, or partial shipment of some items, negotiating the best and most cost effective method of shipping.  The vendor may increase freight charges and handling fees when the normal delivery status of a Purchase Order is changed.  The requesting department is responsible for any increase in freight charges and handling fees imposed by a vendor.



	Documentation
	Contacts with vendors by the Purchasing Office for the purpose of expediting delivery of items on a Purchase Order are documented and filed with the corresponding Purchase Order back-up documentation.


	Cancellations
	Departments may request the Purchasing Office to cancel the entire Purchase Order or any portion thereof when the delivery date has  expired, items have been discontinued and substitution of items is unacceptable, and/or items have been on back order for an excessive 
period of time.  The cancellation request should be submitted via e-mail, to the attention of the Purchasing Office staff member who placed the initial order, or to the PurchAdmin mailbox.
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