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Commodity Loss and Damage Incident Template Report
Date: ______

Instructions:
· Fill out pages 1 & 2 with as much information as possible. Please be sure to include damaged commodity pictures with their respective purchase order number.
· Send all reports to: BHA.SCM.IncidentReport@usaid.gov
· For incidents that need to be reported to the OIG, please also send to the following: Agreement Officer/Contracting Officer, AOR/COR, Alternate AOR/COR, BHA.incidentreport@usaid.gov, BHA.G3PC.PIOincidentreport@usaid.gov (if related to a PIO),RIMA/RIMO, ighotline@usaid.gov and a direct OIG/I contact if you have one.
· Items with the * signs are required fields.

Complainant Contact Information:
	*Name:
	
	*Organization   Name:
	

	Title
	
	Address:
	

	*Email Address:
	
	*Telephone#:
	

	Type of Organization:
	☐ Award Recipient (i.e. PVO/PIO) ☐ Freight Forwarder    ☐ Warehouse Manager  
☐ Other (Please specify): 

	Date Incident was reported:
	
	*Location of Incident:
	

	*Incident Type: (check all that apply).
	☐ Incident with the food product before cooking an/preparation.
☐ Incident with the food product during or after cooking/preparation.
☐ Incident with primary packaging (i.e. bag, can, pouch, etc.).
☐ Incident with secondary packaging
 (i.e. box).
☐ Other: ______________________
	*Context of the Incident: (check all that apply).
	☐ Ocean transport & port operations
☐ Prepositioning warehouse.
☐ Inland transport to in -country warehouse.
☐ Inland transport to distribution site.
☐ Storage in warehouse.
☐ In beneficiary’s home or during cooking/eating.
☐ Other: ___________________________

	*Description of the Incident: (Include Nature of the Incident (i.e. discoloration of the food, unusual odor, infestation, packaging, breakage, leakage, water damage, illness, theft, etc.) Location of packaging damage if applicable (i.e. plug leaking, bottom corner of the bag torn, etc.); Cause of the Incident if known, etc.
	
	
	


 
Commodity:
	*Commodity Name:
	
	If known, provide manufacturer’s name:
	

	Lot number(s):
	
	Best Used By date(s):
	
	Delivery/
Receipt Date:
	

	Sale Order(s)
	
	*Purchase Order (PO) Number(s):
	
	Original PO Metric
Tonnage (MT):
	 



[bookmark: _heading=h.gjdgxs]Shipment Information:
	Freight Carrier Name:
	
	Bill of Lading Number:
	

	Vessel Name:
	
	Total Bill of Lading Quantity (MT):
	

	Shipment Date:
(MM/DD/YYYY)
	
	Date of Delivery:
(MM/DD/YYYY)
	

	Load Port:
	
	Discharge Port:
	

	Recipient Country:
	
	Implementing Partner:
	



Delivery Information:
	Date Commodity Received (MM/DD/YYYY):
	
	If known, provide the estimated lost/damaged commodity value (in U.S. $)
	

	Commodities Lost/Damaged (in Metric Tons)
	
	Commodity Units (bags, cans, sachets) Damaged:
	

	*Has the food been declared unfit for human consumption?
	☐ Yes ☐ No
 Please explain: _______________
	*Has any action been taken to address the Incident?
	☐ Yes ☐ No 
Please explain: __________

	*Has the food been reconditioned?
	☐ Yes    ☐ No
If yes please specify reason, type of packaging used for reconditioning, packaging supplier: _________________
	Commodity Units (bags, cans, sachets) available for reconstitution:
	



	[bookmark: _heading=h.30j0zll]Additional Comments:
	



*Paste photos of the lost/damaged commodities in the box below. Ensure that the pictures capture PO numbers.







TO BE COMPLETED BY BHA
Response: 
	[bookmark: _heading=h.1fob9te]Persons Involved:
	

	Action Items:
	

	Additional Comments:
	


Resolution:
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