
Corporate Headquarters | 1551 E. Lincoln Ave., Ste. 101 • Madison Heights, MI 48071
Michigan • Florida • Indiana • Minnesota • Mississippi • North Carolina • Texas 

www.EnergyProd.com

Receiving Damaged Freight	

	 1. 	 Evaluate pallets as early as possible in the delivery process.
a.	 Tell the driver-The driver needs to document the damage, not the receiver.
b. 	 Take pictures of the pallets before downstacking/unwrapping if possible.
c. 	 DO NOT SIGN until after step 2 is completed.

	 2. 	 Tell the driver you need the damage noted.
a.	 Ask for a claim, log, or exception number.
b. 	 If the driver has only paper have the damage marked on the delivery slip.
	 i. 	 Damage/Damaged should be written.
	 ii.	 Date/time.
	 iii.	 Driver number, badge, code, etc.
	 iv.	 Signatures of the driver and receiver.

	
	 3. 	 Sign for the delivery.

a.	 Only after damage is documented.
b. 	 Physically sign electronic devices – try not to let the driver sign for you.
	 i. 	 Consider keeping a stylus on the dock for infection control.

	 4. 	 Document.
a.	 Take pictures that show all the damage. More than one battery can be in a  			 

	 picture, but the damaged parts have to be easily visible for each unit.
b. 	 File a damage claim with your salesperson per the “How to File Damage 			 

	 Claim”. Submit claims within 4 days.
	
	 5. 	 Retain Damaged Product.

a.	 If the claim is suspected to be less than $500 please keep the damaged product 		
	 until your claim is reviewed. We will contact you when the freight can be recycled.

	
For assistance contact your salesperson or the Shipping Office:

612-489-7811 • shippingmn@energyprod.com


