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The Temporary Change Request  (TCR) Form is to be used to process    urgent       or        minor       changes    for PPPL
Policies, Organization/Mission Statements and Procedures.  The TCR should be used when changes are:

1) urgent, and can not wait the 2-4 week period for Department Head review/comment,   or
2) minor, and do not warrant Department Head review.

Person Requesting Change:                        Chris Gillars                                     

Department Name: Materiel Control                                 Phone Ext:                            

Document Number:  MC-005 Revision No.:              1

Document Title:  Shipment of Equipment/Material to Off-Site Location

Reason for change:  Editorial Changes and extension update due to three year review.
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Department/Division Head Approval Date
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Head, ES&H and Infrastructure Support/designee Date

Release/Effective date of this TCR: 7/30/02
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Subject:
Shipment of Equipment/Material to

Effective Date:

December 17, 1997

Initiated by:

Materiel Control Division Head
Off-Site Location Supersedes:

MC-005  Rev 0

Approved:

Director

Applicability

This procedure is applicable to all Laboratory personnel, subcontractors and visitors.

Introduction

All off-site shipments, including those being hand carried, must be documented by an approved
shipping order.  Premium Service shipments may only be utilized when the shipment is critical to a
Laboratory project or requirement and the time in transit to destination precludes the use of the most
economical carriage.  The Head of Materiel Control Division may authorize shipments in priority
situations.  Cost Center Managers will review standard and premium service shipments semi-
annually.

All shipments to international destinations, including those being hand carried, must comply with
United States Export Administration Regulations.  Violations of theses regulations are subject to
civil, criminal, and/or administrative sanctions as described in Part 764.3 of the Export
Administration Regulations.  The Shipping Office (x3572) must be contacted before an item can be
shipped or hand carried to international destinations.  

Reference Documents

DOE Order 460.2 Materials Transportation and Traffic Management

Definitions

Approver PPPL employees may approve shipments with freight costs under
$100. For shipments with freight costs of $100 or more – an individual
with cost center signature authority must approve the shipping order.
Procurement, Accounting, and Property Management personnel, and
the Calibration Lab supervisor are authorized by separate procedure to
approve certain shipping orders for their respective functions.

Premium Service Shipment The carriage of any commodity between two points by any method
other than the most economical.  Shipments are not considered
premium when there are specific transportation requirements for
security, or compliance with regulations, or time in transit precludes a
lower cost method of carriage.

Requester The person who initiates a shipping order.

Shipper Shipping Packaging and Transportation Office (Shipping Office)
representative

Tracing The tracking of a shipment to verify receipt or to locate while in
transit.
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Procedure

Responsibility Action

Requester 1. Contacts the Shipping Office (X-3572) to request shipping
services, including shipment planning and priority shipments.
Provides advance notification to the Shipping Office and/or the
Head of Materiel Control x2853 if the equipment is to support a
PPPL collaboration.

2. Prepares shipping order (Attachment 1) which is available from the
Shipping Office, or from the Materiel Control website, filling in all
required information.

3. Forwards shipping order to Approver.

Approver 4. Reviews and approves shipping order ensuring shipment is for
Laboratory business and that premium service shipments, if
requested, are justifiable.

5. Forwards shipping order to Shipping Office.

Shipper 6. Arranges for pick up and packaging of material to be shipped.

7. Determines mode of shipment and schedules shipment with a
carrier.

8. Prepares commercial bill of lading and other required documents as
necessary.  Coordinates collaboration shipments with the Head of
Materiel Control.

9. Contacts carrier for pick up if required.

10. Tenders shipment to carrier.

11. Completes information on shipping order and distributes copies as
applicable to each of the following:

1) Consignee
2) Procurement Division
3) Accounting
4) Requester
5) Health Physics Office, Loan Agreement Coordinator, Property

Management Office (as appropriate)
6) Files

12. Maintains computerized Shipping Log of all outgoing shipments.

Requester 13. Contacts the Shipping Office with any questions or requests for
tracing if needed.

Shipper 14. Produces and distributes Semi-Annual Summary Report of
Shipping Costs to Cost Center Managers or cost center P&C
Officers as appropriate for review and oversight.

Attachments
1. Shipping Order Form
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