
The transportation service provider delivering 
a shipment should present the property 
owner or their designated agent with this 
form at the time of delivery. As loss or damage 
is discovered while the shipment is being 
delivered, the property owner should 
complete this form, using a ballpoint pen. 

Blocks 1 through 12. The transportation service provider is responsible for 
completion of these blocks. Review blocks 1, 2, 3, 5, 6, 7, and 8 for correctness. 

Block 13.a. Each entry made should list the inventory number that was attached to the item or to the box from 
which the item came. It is the claimant’s responsibility to ensure they keep track of each item and the inventory 
number assigned to/attached to that item, or the box from which it came. If more than one item is found damaged 
or missing in the same box, repeat the inventory number in this block (Do not list the items sequentially).

Block 13.b. Enter the name of 
the missing or damaged item. 

Block 13.c. Enter the description of loss or damage. 
The term broken is understandable for a glass, but not 
for a television or a stereo. What is wrong with the 
item? Describe the actual physical damages. “Broken 
beyond repair” is not a description of damages to an 
entertainment center, couch, chair or desk. Be specific 
about describing the actual visible damages. 

Blocks 13 and 14. The claimant is responsible for completion of 
these blocks. ONCE THE TRANSPORTATION SERVICE PROVIDER 
DEPARTS, DO NOT MAKE ANY FURTHER ENTRIES ON THIS FORM 
OR ANY CONTINUATION SHEETS USED. If further loss or damage 
is discovered, use the reverse side of the form, DD Form 1840R. 

There are seven lines for entering loss or damage to 
the shipment. If more space is needed, use a separate 
sheet of paper to continue the entries (DO NOT USE 
THE REVERSE SIDE OF THE FORM DURING DELIVERY).

Block 15. The transportation 
service provider is responsible 
for completion of this block. 

Enter an “X” in the 
appropriate boxes. 

Optional entry.

Enter phone number, 
date signed & signature. 

The transportation service provider retains the original and one copy of the completed form. 
The remaining copies (at least 3) should be given to property owner or their designated agent. 


