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ALL Documents should be mailed to:
P.O. BOX 5830 , Jacksonville, FL 32247

ORIGIN PAPERWORK ON MILITARY ORDERS:

Original GBL 

Make a copy of ORIGINAL GBL for your records and immediately forward the original to Carrier noted on GBL.  Notate on your copy the date that you mailed the original to the carrier in case follow up is required.  Please note:  Do not give Original GBL to the hauler to travel with the shipment – a copy will suffice.

DD619

Accessorial services performed at origin (packing, appliance service, third parties, etc.) must be signed for by the shipper. Rate the DD619 and prepare your invoice to the carrier accordingly.  If there are origin services which require approval by the base that require a Transportation Officer’s signature, make a copy of the original DD619 with those items notated, send the copy for the T.O. to sign (See attached list of tariff items and level of approvals they require). T.O. signature is required on the DD619 unless the GBL is paid by Powertrack per block 21. The base is required to process that DD619 within 10 days of receipt.  You may invoice the carrier for shipper authorized services and send a supplemental billing for base approved charges if you wish – that way you are not holding up payment on a $3,000 pack job for a $100 Third Party that has to be approved.  Do not hold up sending the Original GBL to the carrier for this process as there are other agents involved (mainly the hauler who needs to be paid).  If you need weights and inventories in order to rate the GBL for the base call our dispatch department as soon as possible. We will obtain copies for you.     

Invoice Packet 

Please use the attached Document Transmittal Form when sending us your invoice.  Please only invoice for charges that you have paperwork to support.  If you are waiting for a 619 to come back from the base, do not include those charges on your invoice until you send us the approved 619.  If you have multiple companies with different company names please make sure that your invoice has the correct company name. Your invoice should match the name of the company on that shipment’s registration.  A good indicator would be to look in Block 1 of the GBL and make sure the Company Name on your invoice matches the Agent Name (under the Carrier Name) on the GBL. Please include the following documents with your invoice:

· Original GBL (or copy with notation as to when original was mailed)

· Original DD619 for packing and shipper approved accessorials (with shipper’s live signature)

· Weight Tickets (copies okay – please refer to attached excerpt from tariff for weight ticket procedures) 

· Origin Inventories (Packing and Loading)

Origin Helpful Hints

Labor of any kind must be pre-authorized by the base. T.O. signature is required on the DD619 unless the GBL is paid by Powertrack per block 21.

Shuttle or Auxiliary Service must be pre-authorized by the base. T.O. signature is required on the DD619 unless the GBL is paid by Powertrack per block 21.

Appliance Service must include the make and model of the appliance being serviced (Performing agent is only due 60% of charge).
Excessive Carry must be pre-authorized and include the actual number of feet on the 619. Do not subtract the 75’ free feet on the 619 or it will be subtracted again.
Stair Carry (Inside or Out) must be pre-authorized and must include the actual number of steps.
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DESTINATION PAPERWORK PROCEDURES ON MILITARY ORDERS

Shipments Delivering out of SIT

DD619 at Destination (or DD619-1) 

All storage charges must be approved by the base. T.O. signature is required on the DD619 or DD619-1 unless the GBL is paid by Powertrack in block 21. Shipper must sign the DD619 or DD619-1 in order to bill for delivery out charges. 

Delivery from SIT over 30 miles

If delivery out is over 30 miles but still within the GBL destination base’s area of responsibility the actual miles must be on the DD619-1 to be paid for excessive miles.  If delivery out occurs beyond the destination base’s area of responsibility you must include a Certificate for Long Delivery from Storage with your DD619. If delivery is beyond 200 miles and outside or the base’s area of responsibility (AOR), the GBL % can be applied to the delivery out charge.

Storage over 180 days

Storage beyond 180 days must be accompanied by a SIT extension from the destination base authorizing such storage.  If shipment terminates into SIT you must bill your subsequent delivery out on a local purchase order to the base.  You may only bill the carrier for warehouse handling and storage charges.
General Destination Guidelines

If a shipment loaded out of Non Temp Storage as noted on the GBL you must bill for unpacking on an hourly basis. T.O. signature is required on the DD619 unless the GBL is paid by PowerTrack per block 21.

Unpacking charges must be accompanied by a signed 1840 (pink form).
All billable charges from the point of destination SIT;  with the exception of delivery from SIT beyond 200 miles and outside the base’s AOR; are billable at 100% of tariff – Not the rate on the GBL.
Invoice Packet  

Please use the attached Document Transmittal Form when sending us your invoice.  Please only invoice for charges that you have paperwork to support.  If you are waiting for a 619 back from the base do not include those charges on your invoice until you send us the signed 619 from the base.  If you have multiple companies with different company names please make sure that your Invoice has the correct company name. Your invoice should match the name of the company on that shipment’s registration.  A good indicator would be to look in Block 1 of the GBL and make sure the Company Name on your invoice matches the Agent Name (under the Carrier Name) on the GBL. Please include the following documents with your invoice:

· Original DD619 for storage charges signed by the shipper. T.O. signature is required on the DD619 unless the GBL is paid by Powertrack per block 21.

· Reweigh Weight Tickets (if authorized). T.O. signature is required on the DD619 unless the GBL is paid by Powertrack per block 21.

· Original 1840(pink form) signed by the Shipper.
· Shipper signed destination inventories.
· SIT extension for storage charges beyond 180 days.
· Certificate for Long Delivery from SIT if delivering to location outside of GBL Destination Base’s Area of Responsibility.
AGENT CHECKLIST
Shipper Name   _______________________________
Origin Agent _____________________________

GBL Number _________________ SCAC __________
Hauler    _________________________________

Carrier Registration Number _____________________
Destination Agent _________________________

___________________________________________________________________________________________

ORIGIN AGENT

Original GBL


         ___________
Date Original mailed to Carrier:  _____________
Copy of GBL (if copy please note date 

original mailed or certified requested       ___________
Date certified requested from      _____________

 from the base)        




base:

Weight Tickets:





Gross
____________
Tare   _____________

Original DD619 for shipper approved      ___________ 
________________________________________
services.
Copy of DD619 for base approved           ___________


Services (requires live signature by the base.

Other
______________________        ___________

Inventories at Origin/NTS Rider or          ___________
Invoice for Services
___________________

Exceptions

HAULER

Agency Bill of Lading

         ___________


Weight Tickets





Gross ___________
Tare ______________

Date Delivered either into SIT or residence


Date: ____________________

Direct Delivery? (YES OR NO)
          ___________

SIT Control number   ___________________________

SIT address   ________________________________________________________________________________

If Direct Delivery:

Direct Delivery Address _______________________________________________________________________

Original Signed 1840 (pink form)
           ___________

Signed Inventories at Destination (legible copy)/ Copy

Of NTS Rider or Exceptions
___________
Invoice for Services
___________________

___________________________________________________________________________________________

DESTINATION AGENT

Original Signed 1840 (pink form)
___________


Reweigh Tickets:



Gross ____________
Tare _______________

Original DD619 or DD619-1 for Storage Charges

approved by base
___________

Signed Inventories at Destination 

(legible copy)
___________
Invoice for Services
___________________

___________________________________________________________________________________________

Please note if this is being transmitted over 10 days from date of services performed, paperwork needs to be sent via Priority Mail or UPS/FED-EX.

Transmittal Completed by:  _______________________     Phone #:  ________________ Date ______________

Signature  _____________________________________
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Determination of Weights

A. Carriers shall determine the weight of each shipment transported prior to the assessment of any charges depending on the shipment weight. Except as otherwise provided in this item, the weight shall be obtained on a scale meeting the definition of a certified scale as provided in 49 CFR 375.1(b)(4).

B.  Weighing Procedures:
(1) Except as otherwise provided in this item, the weight of each shipment shall be obtained by determining the difference between the tare weight of the vehicle on which the shipment is to be loaded prior to the loading and the gross weight of the same vehicle after the shipment is loaded or, the gross weight of the vehicle with the shipment loaded and the tare weight of the same vehicle after the shipment is unloaded.


(2)
At the time of both weights, the vehicle shall have installed or loaded all pads, dollies, hand trucks, ramps, and other equipment required in the transportation of each shipment. 

(3) Neither the driver nor any other persons shall be on the vehicle at the same time of either weighing. 

(4) The fuel tank on the vehicle shall be full at the time of each weighing or as an alternative no fuel may be added between the two weighings when the tare weighing is the first weighing performed. 

(5) The trailer of a tractor-trailer vehicle combination may be detached from the tractor and the trailer weighed separately at each weighing providing the length of a scale platform is adequate to accommodate and support the entire trailer at one time. 

(6) Shipments weighing 1,000 pounds or less may be weighed on a certified platform or warehouse scale prior to lading for transportation or subsequent to unloading. For containerized shipments, containers may be weighed independently. 

(7) The PPSO or member shall have the right to observe all weighing of the shipment upon request. The carrier must advise the PPSO of the time and specified locations where each weighing shall be performed and must give a reasonable opportunity to be present to observe the weighings. 

    
 C.   Weight Tickets.

The carrier shall obtain a separate weight ticket for each weighing required under this item, except when both weighings are performed in the same scale; one ticket may be used to record both weighings. Every weight ticket must be signed by the person performing the weighing and must contain the following information: 

(1) The complete name and location of the scale. 

(2) The date of each weighing

(3) Identification of the weight entries thereon as being the tare, gross and, or net weights. 

(4) The company or carrier identification, either name or SCAC. 

(5) The last name of the shipper, as shown on the PPGBL

(6) The carrier’s shipment registration number; and

(7) The PPGBL number

D. The original weight ticket or tickets relating to the determination of the weight of a  shipment must be retained by the carrier as part of the file on the shipment. All paper bills presented to collect any shipment charges dependent on the weight transported must be accompanied by true copies of all weight tickets unless specifically requested by finance center on a shipment by shipment basis. 

E. When professional books, papers, and equipment (PBP&E) are included as part of the shipment, the weight of such articles shall be annotated separately on the PPGBL, the weight may be obtained using bathroom or platform type scales. In the event scales are not readily available a constructive weight of 40 pounds per cubic foot may be used for PBP & E. When a constructive weight is used for PBP & E the symbol (C) shall be inserted by the carrier /agent after the weight to indicate a constructive weight was used. 
