PROCEDURES FOR                                                                             GOVERNMENT PURCHASE CARD (GPC) SHIPMENTS

For purchases made with the GPC, when it is determined that door-to-door commercial transportation is not possible, cardholders shall provide vendors proper shipping instructions that will enable the shipment to enter the DoD organic distribution system.  The cardholder’s requiring activity will advise the cardholder responsible for making the purchase that the “ship to” point for the item is in an area in which commercial deliveries will not be possible.  The requiring activity will also provide the cardholder with alternate shipping instructions conforming to the business rules below.  Military departments and defense agencies must ensure that acquisition training for Government Purchase Cardholders includes the importance of providing shipping information and transportation considerations to vendors when items are to be shipped using the DoD organic distribution system rather than the preferred door-to-door commercial method of delivery.

ACQUISITION POLICY BUSINESS RULES ON

 FACILITATING VENDOR SHIPMENT IN THE DoD ORGANIC DISTRIBUTION SYSTEM

For vendor shipments entering the DoD organic distribution system, which includes organic transportation provided by the United States Transportation Command; military department operated ocean and aerial ports and facilities; defense consolidation and containerization facilities; and Defense distribution centers, vendors must:

1. Adhere to military standard documentation and marking in accordance with MIL-STD-129, Department of Defense Standard Practice Military Marking for Shipment and Storage, to include but not limited to Military Shipping Label and bar-coding requirements.  MIL-STD-129 may be accessed by clicking “quick search” at http://assist.daps.dla.mil/on-line.

2. In addition to the “ship to” address, include a “mark for” in the clear delivery address which includes ultimate consignee’s name, organization, unit/departmental name, office symbol, building number, room number, street address, city, state, country code designation, and consignee’s DoD Activity Address Code (DODAAC).  For shipments moving to overseas locations and for mobile deployable units, the in-the-clear-address must also include the host country geographic address (if available) and APO/FPO address.

3. Include Transportation Control Number (TCN), Transportation Account Code (TAC), transportation priority, piece count (i.e. number of outer boxes), and required delivery date when available.

4. Ensure that packages include a packing slip located in plastic pouch on the outside of the package to eliminate need to open boxes for shipment content identification.

5.  Appropriately package items to arrive safely in good condition at specified destination.

