4.3
SHIPPING AND RECEIVING INSTRUCTIONS
It is strongly recommended that goods ordered via the card be shipped directly to your campus address via UPS, Federal Express, or other method suitable for the items purchased unless the package contains hazardous materials, require special handling, or are of the size that they should be delivered through the warehouse


The following information must be given to the vendor when requested:


Ship To Address: 


Cardholder’s Name


Cardholder’s Dept.


Room/Bldg.


UMBC


1000 Hilltop Circle


Baltimore, Maryland  21250 


Bill To Address: (They are not really billing- they are sending a receipt)


Cardholder’s Name


Cardholder’s Dept.


Room/Bldg.


UMBC


1000 Hilltop Circle


Baltimore, Maryland  21250 


When making purchases with the P-card remind vendors that they are not to send invoices to UMBC’s Accounts Payable Dept. Once a vendor has submitted the charge to Bank of America they are paid electronically within three days.  Payment does not involve the Accounts Payable Dept. in any way.  Providing the vendor with the above information will prevent overpayment – once by Bank of America and then by the UMBC Accounts Payable Dept.

 Vendors should be instructed that all packages, whether being delivered to the Warehouse or directly to the using department, must be marked clearly on the outside of the package VISA order.   In addition, vendors should be advised that all packages not marked VISA order may be returned if they cannot be identified as a VISA purchase.

If you prefer to pick up the order, the cardholder may designate someone else to do so.  However, if the person picking up the order is not the cardholder, he/she should only sign the shipping or receiving papers and should not sign the charge slip.  

When receiving the goods, whether via direct delivery or in person, always retain all boxes, containers, special packaging materials, etc., until you are certain that the order is correct.  The Cardholder is responsible for verifying quantity and condition of the goods upon arrival.  Refer to Section 4.5 for instructions about returning an item.

