
Jun 04              REQUESTING FEDERAL EXPRESS (FEDEX) & 

                     UNITED PARCEL SERVICE (UPS) SERVICE

RIA Transportation (AMSTA-RI-PWL-T, x21361) arranges all FEDEX and UPS shipments for Arsenal Island.  The following covers how to acquire these services both during normal work hours and in the evening or on weekend.

NOTE:  New Requirements Effective 1 Jun 04: 
o  The Power Track Standard Document Number (SDN) and 4-digit Transportation Account Code (TAC) is now required in lieu of the old accounting citation; i.e., 21 4 2020 65 8251 P423012 233Y S11173 PFEH4JQDSP4146.  

o  The receiver’s Department of Defense Activity Address Code (DODAAC) will be required as part of the address block. 

o  To assist in complying with these new requirements, all FEDEX requests must be routed through AMSFS-RMB (Mr. Greg Barth, bldg 390, 3rd fl, NW wing) to obtain the required DODAAC, SDN and TAC prior to going to RIA Transportation.

______________________________________________________________________________

1.  Prepare a memo addressed thru AMSFS-RMB to AMSTA-RI-PWL-T (SAMPLE at bottom), to include the following information:

    a.   Justification (FEDEX is costly and may be used when cost-effective to accompolish a mission within time, security, and accountability constraints; to meet a mandatory effective date; and to prevent possibility of a judicial ruling against the Army.  It will not be used to meet routine suspense dates unless delay of materiel will result in critical mission failure).  

    b.   Complete address where item is to be delivered (NO P.O. BOXES).

    c.   Name, office symbol, and phone of POC at the receiving address.  

    d.   Name, office symbol, cost center, and phone of POC mailing the item.

2.  Hand carry the package and memo signed by a supervisor to AMSFS-RMB who will annotate the DODAAC, SDN and TAC.  Then hand carry to AMSTA-RI-PWL-T (bldg 299, north side/northeast corner, Package Drop-Off & Pick-Up window).  Operating hours for FEDEX and UPS are:

Monday – Friday - FEDEX
0630-1300:  You need to have package to AMSTA-RI-PWL-T no later than 1300 in order for it                to be processed and ready when the FEDEX truck makes its 1400 stop at RIA. 

1300-1600:  Call x21363 or x21367 and arrangements will be made to ship package when next 

            day delivery service is required.

1600-1900:  Call RIA Police Station, x26116, provide your name and phone. They will call 

            AMSTA-RI-PWL-T who, in turn, will call you and make arrangements for 

            shipment. No shipments are accepted by FEDEX after 1900.

Saturday:   Call RIA Police Station, x26116, by 1400 and provide them your name and phone.

            They will call AMSTA-RI-PWL-T who, in turn, will call you.  The package can be

            delivered to the FEDEX Office up until 1500.

Sunday:     No service.

Monday - Friday - UPS

0630-1600:  You need to have package to AMSTA-RI-PWL-T no later than 1000 in order for it 

            to be processed and ready when the UPS truck makes its 1300 stop. After 1000,

            you need to call x21367/x21363 to arrange for expedited shipment of package.

Saturday:   Call RIA Police Station, x26116, by 1300, and provide your name and phone. 

            They will call AMSTA-RI-PWL-T who, in turn, will call you.  The package will

            be picked up by UPS at 1400.

Sunday:     No service.

___________________________________________________________________________

For further information please contact Mary Diem, x21363 or Donna Dual, x21367, Monday-Friday, 0630-1600.

___________________________________________________________________________


ASMFS-XX                                                             DATE

MEMORANDUM THRU AMSFS-RMB

FOR AMSTA-RI-PWL-T

SUBJECT:  Request for FEDEX Shipment

1.  Justification:  to support development of time-sensitive distribution plan for accomplishment of logistics mission.

2.  Ship to address: 

    ATTN:  MR. JOE DOE

    LOGISTICS ASSISTANCE OFFICE

    1ST STREET WEST, BLDG 124 

    FORT DRUM  NJ  13602-5039

    DODAAC: AMSFS-RMB will annotate DODAAC
3.  The POC at the delivery point is (name and commercial telephone number).

4.  SDN:  AMSFS-RMB will annotate SDN

    TAC:
AMSFS-RMB will annotate TAC
5.  The POC for this request is Joe Schmoe, AMSFS-XX, x21234.

                                 SIGNATURE 

                                 Supervisor/org chief

                                 signature block

                                 (serves as verification of justification)   





