




























Order Placement and Field Delivery of Products

The following provides information regarding order placement and delivery of liquid and

granular de-icer products. The web link below will display the current contract requirements and

forms for ordering and receiving product.

http://internal/MaintEnedeicer-info.cfm

The following is a summary of the order procedure placed by fax or email. This procedure is

described in detail within the Contract requirements at the web link above.

1. The CDOT unit placing orders will assign an order tacking number and submit the order

to the vendor using the "CDOT De-icer Product Order Form". The fax transmission
sheet should be retained or a Read Receipt requested for orders placed by email to

document the time and date of order placement.

2. The vendor will acknowledge and confirm conditions of the order placed (product

quantity and delivery date) by completing and returning the "CDOT De-icer Product

Order Form" as per the instructions described in the above link.

3. The CDOT unit placing the order will accept or reject the conditions of the order
confirmation from the vendor.

4. The CDOT location receiving the order will sign the CDOT De-icer Product Order Form

including date and time of delivery(s). Also note that a test sample was taken if

applicable. For details of proper sampling procedures, see the section covering "CDOT

De-icer Sampling Program" as found earlier in this guide.

5. Make a copy of all documents for local file.

6. Send all originals to supervisor for payment.

7. Notify Staff Maintenance of any late deliveries by sending a copy of supporting

documentation including the completed "CDOT De-icer Product Order Form", invoice

and/or payment information.

8. Staff Maintenance will deduct the late delivery fee assessment from the payment
of the invoice.
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