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1. PURPGSE

The purpose of this Marshall Work Instruction (MN¥) is to
establish procedures for reporting and adjusting di screpancies
di scovered during receiving operations, which occur during
transportation of NASA property by commercial carriers, and for
the billing and coll ection of such damages.

2. APPLI CABI LI TY

This Directive is applicable to all organizational elenents of
the Center located at Huntsville, Al abama, and to off-site

| ocations when the claimis to be filed through Marshall Space
Flight Center (MSFC), Huntsville, Al abana

3. APPLI CABLE DOCUNMENTS
a. MG 8730.1, “lInspection and Testing”

b. MA 6410.1, *Packaging, Handling and Mving ProgramCriti cal
Har dwar e”

c. MPG 1440.2, “MSFC Records Managenent Progrant
4. REFERENCES

41 CFR Part 101-40-7, “Reporting and Adjusting D screpancies in
Gover nment  Shi pnent s”

5. DEFI N TI ONS
None
6. | NSTRUCTI ONS

This MN relates to the process for filing clains against a
carrier for freight shipnments that have damage, shortages, or

ot her deficiencies in excess of $50. The tinme limtation for
filing clainms is usually 9 nonths follow ng delivery of a freight
shi pnent, or in the case of non-deliveries, within 9 nonths
followi ng the tinme when delivery should have been nade.

a. Action by Property Managenent Receiving G oup (AD41)

(1) Inspect and check the quantity and condition of the property
when received fromthe carrier. Contact the Transportation and
Logi stics Engineering G oup (AD42) for shipnments that contain
flight hardware or programcritical hardware.
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(2) Notify the Transportation and Logistics Engi neering G oup
i mredi ately by tel ephone when a shortage or damaged property is
recei ved.

(3) Conplete a MSFC Form 2373, “Report of Loss or Danmage,”
wi thin 7 cal endar days when shortages or damages are discovered.

(4) Notify the Protective Services Departnent (AD50) if theft or
vandal i smis suspect ed.

(5 Notify the Medical Center (ADO2M if the damaged shi pnent
contains radi oactive material .

(6) Notify the Safety and M ssion Assurance O fice (Q01) if the
shi pment contains quality-sensitive material .

(7) Ensure that all copies of a carrier’s freight bill are
annotated to describe the shortage or damage. Ensure the
carrier’s driver legibly signs all copies of the freight bill
acknow edgi ng t he di screpancy.

(8) Preserve all evidence of damage and packing until carrier
i nspection is nmade.

(9) |If damage or shortage is discovered after carrier’s driver

has departed, prepare a witten statenment. This statenent shal

contain a description of the | oss or damage, date, tine, nethod,
and pl ace where the shipnent was noved after the initial off-

| oadi ng.

(10) Notify the consignee of discrepancy.
b. Action by Transportation and Logi stics Engi neering G oup

(1) Contact the carrier for inspection of damage not docunented
on the freight bill within 14 days of discovering or being
i nf or med.

(2) Ensure that photographs are nmade of danaged itens,
cont ai ners, packagi ng, packing, and/or dunnage. Photographs
shall be annotated with the date and bill of |ading or freight
bill nunber.

(3) Conply with “Instructions to Consi gnee” as shown on reverse
si de of the nmenorandum copy of the Bill of Lading.

(4) Prepare a Standard Form (SF) 362, “Freight Lost/Danage
Claim” report and submt to the Chief Counsel’s Ofice (LS01),
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contracting officer (if the shipnent is Free on Board (FOB)
destination, or appropriate Agency for review within 60 days of
| ost or damage occurrence with copies of MSFC Form 2373 and
phot ographs. Ml a copy of Part 1, SF 362, to the carrier.

(5) Docunent preventative actions and forward as an information
copy to carrier and other appropriate agencies.

c. Action by Chief Counsel

(1) Reviewclains report, SF 362, and ot her supporting
docunent s.

(2) Provide concurrence by signing Block 23 of SF 362 and subm t
to the Accounting Operations Ofice (RS20) for processing. |If
concurrence cannot be given, return the claimreport to the
Transportation and Logi stics Engineering Goup for clarification
or other appropriate action.

(3) Review uncollectable clainms received fromthe Ofice of
Chi ef Financial Oficer (RSO1).

(4) Reviewclaimsettlement offers by carriers which are | ess
t han the anmpbunt of clainms submtted and advise the Ofice of
Chief Financial Oficer of appropriate action to be taken.

NOTE: When a carrier submts a check with its settl ement
offer, the check will be sent to the Ofice of Chief
Fi nancial O ficer who will informthe Chief Counsel of this
fact.

d. Action by Contracting Oficer

(1) Receive clainms report, SF 362, and submt to carrier or
vendor .

(2) Negotiate with vendor or carrier for satisfactory
repl acenent of the |ost or danmaged material.

e. Action by Ofice of Chief Financial Oficer

(1) Reviewclains report, SF 362, and add information to claim
report such as carrier bill nunber, charges, anmounts, date paid,
and Agency or Center voucher nunber.

(2) Establish a receivable account for the amount due the
Gover nnment .

(3) On atinely basis, notify carrier(s) for paynent.
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(4) Process and deposit remttances received fromcarrier(s).
(5) |If claimis not resolved within a 3-nmonth period, initiate
action to offset the unsettled anobunt of claimfromother anmounts
due the carrier(s).

(6) |If claimhas not been resolved within 6 nonths, initiate
action by submtting the claimfile to the Chief Counsel Ofice
(LSO1) for review

f. Action by the Transportation and Logi stics Engi neering G oup

Process receipt of flight hardware and programcritical hardware
in accordance with MAN 6410. 1.

g. Action by the Safety and M ssion Assurance Ofice

Performreceiving inspection and testing process in accordance
wi th MPG 8730. 1.

7. NOTES

None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

9. RECORDS

Quality records nmaintained in accordance with MPG 1440.2 as
speci fi ed bel ow

Quality Record Reposi tory Peri od of Tine

St andard Form 362 Mai nt ai ned by AD42, | Maintain as an active
Frei ght Loss/Danage | Transportation and |file for 6 years then
Claim Logi stics destroy

Engi neeri ng G oup

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
None
11. FLOW DI AGRAM

None
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12. CANCELLATI ON

MM 6220. 1D dated February 2, 1982, and Changes 1-2 thereto

Oiginal Signed by
Carolyn S. Giner for

A. G Stephenson
Di rector

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




