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Introduction

FH Vision
God called and we responded until physical and spiritual hungers ended worldwide.

“He has showed you, O man, what is good. And what does the LORD require of you? To act justly and to love mercy and to walk humbly with your God.”  Micah 6:8
FH Mission
To walk with churches, leaders and families in overcoming all forms of human poverty by living in healthy relationship with God and His creation.
Commodity Management Objectives
1. The Commodities Staff accounts for quantity (MT and USD) and quality of the commodities, recorded in documents. 

2. We work closely with Programs and Finance staff to coordinate the flow of commodities and to make sure our records (quantity: MT and USD) agree.
3. We take good care of the commodities so that the beneficiaries receive the highest quantity and quality of commodities.
Commodity Management Manuals
A series of 6 manuals will enable Commodities Staff to:
· Identify and understand U.S. government food aid regulations, and
· Apply those regulations to their specific jobs in practical ways.
It is expected that Commodities Staff will start with the first level and progress through the levels depending on their roles in the field:

· Level 100:  Basic Skills

· Level 200:  Warehouse Management (this manual)
· Level 300:  Freight Management

· Level 400:  Design

· Level 500:  CTS
· Level 600:  Headquarters Activities

This manual is designed for Tally Clerks and Lead Tally Clerks.

This manual presumes that you have learned Level 100 first, and then come to this Level 200.

US government food aid programs and their corresponding regulations are:

· USAID Food for Peace:  22 CFR 211, commonly called “Reg 11”.  This document is very important, and is quoted throughout the manual.

· USDA Food for Progress:  7 CFR 1499.  Generally, Food for Progress programs are monetization-only, so there is usually no warehousing.
· USDA Food for Education:  7 CFR 1599.  FH currently does not have any Food for Education programs.  When it does, the manuals will be updated with specific Food for Education information.
These manuals have been prepared with significant input from the following:

· Resources already developed by other Agencies, such as “Food Resources Manual” published by CARE; “Management of Food Aid” by Food Aid Management; a training manual published by USDA; and portions of training materials developed by World Vision, USAID/Bolivia, and CRS
· Information from the USDA and Food for Peace websites
· Individuals:  Joe Gerstle, Michelle Porphir, Missionary Expediters, FH staff
Where applicable, FH’s CTS (Commodity Tracking System) is mentioned.

To suggest future updates, please contact the FHUS Commodities Manager, Shawnee Ziegler at sziegler@fh.org  OR at 1224 E. Washington St., Phoenix, AZ, 85034 OR at 1-800-2-HUNGERS.
210.  General WarehousE Principles 

Warehouses must be adequate with regard to receiving, storing and dispatching of the commodities.  The warehouse should be clean and inspected before commodities are received and stored. It should also be secure in order to protect stored commodities from outside theft.
Rental Contract
The first step in warehouse management is determining the location of the warehouse.  Will the warehouse be owned by FH or rented?  If it will be a rented warehouse, it is important to have a signed rental contract.

Job Descriptions
It is important to have written job descriptions for each of the warehouse staff.  This will help each person to know what his or her role is.  Also, it is important that no one person controls all the activities – there need to be cross-checks.
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INSECT AND RODENT DAMAGE

Objective:  To enable trainees to identify the potential for damage caused by insects and

rodents and to inspect storage premises in order o find out the level of infestation

‘Session Guids

PP

Insects

Explain the need to control femperature and moisture.
Temperature and moisture affects the breeding rate of insects,
200 insects will multiply to 8 million in 2 months
Most insects are small and are generally more active when it is cool and dork,
They generally bury themselves as deep as they can.
They emerge if they are disturbed in order fo find a more secure hiding place.
Ask frainees haw an inspector can moke use of these cammon insect habits in order
To be able to find insects.
~inspect at night or when it is cool and dark
« bags should be shaken fo bring the insects fo the surface
Number of insects per kilogram shauld be recarded.

« over 15 insects per kilogram = VH very high infestation
+ between 3 and 15 insects per kilogram = H heavy infestation
- between 0.5 and 2.9 insects per kilogram = M moderate infestation

«  between 0.25 and 0.5 insects per kitogram
» less than 0.25 insects per kilogram
What action should be taken to control infestation.

L light infestation
VL very light infestation

Rodents:

Rats, mice and birds are alimost as serious a pest as insects however they can be more
easily controlled,

Wiy is it necessary 1o contrel rodents?

- they consume enormous large quantiiies of food 20 grams a day

- their urine and droppings can cause diseases 2,000 droppings @ menth

Rats have an average of 8 young in each litter and have one fitter a month, and the young
can have litters at one month of age

Tn o warehouse rodents are protected from many diseases and natural encnies

- they are protected from birds and onimal predators

- food supplies are abundant

- warehouse femperature is conductive to ropid breeding




REG 11

211.5.(b) Program supervision. Cooperating sponsors shall provide adequate supervisory personnel for the efficient operation of the program, including personnel to:

(1) Plan, organize, implement, control, and evaluate programs involving distribution of commodities or use of monetized proceeds and program income,

(2) Make warehouse inspections, physical inventories, and end-use checks of food or funds.

Security
There are many proactive steps that warehouse staff can take to ensure that the warehouse is kept secure.  Some of the recommended steps are in the following list from Joe Gerstle:

· Keep warehouse locked during non-business hours

· Assure that watchman is on duty at night (if required)

· Assure that only those with business are allowed to enter the warehouse

· Keep warehouse structure in good condition

The Ideal Warehouse 

The ideal scenario in warehouse management is to have all the commodities accounted for, both in quantity and in USD, and also to maintain the commodities in excellent quality.
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STORAGF. FACILITIES

Warchouse Location
Type of Warchouse
Capecily

Total quantty of conunodities stored in the watehouse at the time of the visit

Is the physical condition of the store satisfactory?

22

Are palets used under o commodity stoks?

Are commoditics stacked against walls or close to the celling?

T fhere sullcient spas bolween stacks for easy mobility?

Does the GEAer ise conimodities on Airst in first out b

Ts there more than one type of commodity in onc stack?

Ts damaged food separaicly stacked from sound commodities?

re Toss reports propared & approved i a timoly manncr?

‘Any evidence of infestation?

Are Tog or spray Inseclcides used I the warehouss?

Row often are insecticides used?
s fumigant used in die warehouse?

‘At there Todent tracks or burrow holes?

Are rodent controf devices uscd?

Are there opénings that peruit enry of birds?

Does the roof of the warehoust Ieak? Iy proper drainage systen maintained
around warchouse?

| Are torn bags given priority of distribution?

s thert
moisturc?

smooth pussage of aic through the Warehouse 10 avoid collection of

“Are commodities stacked at a reasonable height & width?

Are haoks used when moving bags?

‘Ave non-food items kept in the warchouse where food commodities are stored?
What npe?

‘Docs the center disaribitz the reconditioned food before he sound ones?

odities returned to the mmain warehouse?





REG 11

211.7.(c) Storage facilities and transportation in foreign countries. The cooperating sponsors shall provide assurance to USAID or the Diplomatic Post that all necessary arrangements for receiving the commodities have been made, and shall assume full responsibility for storage and maintenance of the commodities from time of delivery at port of entry abroad or, when authorized, at other designated points of entry abroad agreed upon between the cooperating sponsor and A.I.D. Before recommending approval of a program to AID/W, USAID or the Diplomatic Post shall obtain, from the cooperating sponsor, assurance that provision has been made for internal transportation, and for storage and handling which are
adequate by local commercial standards. The cooperating sponsor shall be responsible for the maintenance of the commodities in such manner as to assure distribution of the commodities in good condition to recipient agencies or eligible recipients.
Joe Gerstle states, “frequent inspection of commodities will prevent small problems from becoming large problems.”

The checklist below will help you to know what an ideal warehouse would look like – this is the goal of all warehouse staff.  This Storage Inspection Checklist taken from the Commodity Reference guide from FFP.

STORAGE INSPECTION CHECKLIST 

Date:__________________
Inspected by: __________________
Warehouse: __________________ 

A. Yard Area Surrounding Warehouse 

___ 1. Inspect the yard for signs of rodents (i.e., pellets, tracks, burrows, holes, sings of feeding).
___ 2. Check to see that conditions do not attract insects (i.e., spilled commodities or other edible materials, empty containers, bird nests, weeds, trash, piled or damaged packing materials).
___ 3. Remove trash and unnecessary equipment and supplies regularly.
___ 4. Check the general security of the yard area surrounding the warehouse. 

B. Warehouse 

___ 1. Screen openings with wire netting with mesh not larger than 6.35 mm.
___ 2. Make doors of tightly fitting metal.
___ 3. Check for roof leaks.
___ 4. Check for holes in the walls.
___ 5. Ensure that the floor is sufficiently hard-packed to prevent burrowing by rodents.
___ 6. Check to see that the warehouse is well lit.
___ 7. Clean and service the anticoagulant and rodent bait stations regularly, and keep them filled with fresh bait (exterior use only)
___ 8. Use rodent tracking powders (exterior use only)
___ 9. Use multiple-catch mouse traps, snap traps, and glue boards in the interior of the warehouse and check them weekly.
___ 10. Position commodity stacks at least one meter from walls and other stacks.
___ 11. Keep passageways clean.
___ 12. (For large and very large warehouses) Provide three to four meters wide central gangways.
___ 13. Stack at a reasonable height for ease of handling and to prevent damage to containers by crushing or falling from stacks.
___ 14. Lift bags by the body instead of corners (to prevent tearing or weakening of the bag).
___ 15. Place bags on stacks, do not throw.
___ 16. Make sides of stack flush.
___ 17. Provide air spaces between the individual stacks.
___ 18. Clean empty bags thoroughly before reuse and stack neatly.
___ 19. Use packing materials (e.g. cardboard, wood crates) that is clean.
___ 20. Stack clean unused packing materials neatly.
___ 21. Remove broken packing materials.
___ 22. Cover the top of packing materials to prevent spillage of food from damaged containers to ground or floor below. 

C. Commodities 

___ 1. Stack individual commodities separately.
___ 2. Separate food stacks from non-food stocks.
___ 3. Reconstitute/re-bag commodities from damaged container into good containers, stitch the opening and weigh for correct quantity before stacking.
___ 4. Store any spoiled/infested food commodity away from good commodity.
___ 5. Observe damaged containers carefully, and fumigate them if insects appear.
___ 6. Examine the exterior of stacked food containers to assure that they are clean and free of mold, insects, rodents and birds.
___ 7. Set up a program to remove damaged commodities properly.
___ 8. Use insecticides or fogs.
___ 9. Use fumigants.
___ 10. Keep adequate records for a program of stock rotation (i.e. what is first in, is first out, or FIFO).
___ 11. Check to see that commodities are stacked on pallets to keep off the floor in both small and large warehouses.
The similar checklist below is from Joe Gerstle.
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Here is FH’s internal checklist developed by Dan Rurenza:

Warehouse Inspection Report

Date of Visit:________________________________

Province:__________________ District:_________________________

A. WAREHOUSE
1. Name of Warehouse:_________________________________________

2. Address/Location: ___________________________________________

3. Owner:____________________________________________________

4. Name of Warehouse Manager:________________________

5. How long Has Manager Held Post?

6. How Many Laborers? __________ (____) Daily (_____) Full-Time

7. Size:___________________ Capacity: __________________________

8. Type Construction: __________________________________________

9. Type Floor: (___) Concrete (____) Wood (_____) Mud Floor

10. Is Roof In Good Condition?                  (______) Yes  (____) No

11. Are Doors and Windows Secure?         (______) Yes  (____) No

12. Does It Have Adequate Ventilation?    (______) Yes  (____) No

13. Does It Have Adequate Drainage?       (______) Yes  (____) No

14. Is Yard free of Weeds and Trash?          (______) Yes  (____) No

B. STORAGE
1. Are Commodities Stacked on Pallets? ____________________________

2. Can Commodities be Easily Counted? ____________________________

3. Are commodities Stacked by Shipment? __________________________

4. Are Commodities Stacked Against wall? __________________________

5. What is the Distance Between Piles? _____________________________

6. Distance Between tops of Stacks and Roof? ________________________

7. Are there Leaking/Torn/Stained Containers?     (___)  Yes  (____) No

8. If yes, Were They Being Repacked? (___)  Yes  (____) No

9. Were Repacked Commodities                                                                     Set Aside for Early Distribution?       (___)  Yes  (____) No

10. Were Spoiled Commodities Set Aside                                                       From Sound Commodities?            (___)  Yes  (____) No

11. Were Correct Procedures in Process                                                             for Their disposal?                                  (___)  Yes  (____) No

12. What Loading/ Unloading                      


- 2 -Equipment Does the Warehouse Have? Describe:________________________________________ 

C. VERMIN AND INSECT CONTROL

1. Is the warehouse clean (___)  Yes  (____) No

2. How often is it Swept Out? ___________________________________

3. What Measures Are Used to Keep Down Rats and Mice? _____________

4. What Measures Are Used to Combat Insects?_______________________ _________________________________________________________

5. How often is Warehouse Inspected for infestation?

6. By Whom? ___________________________________________

______________________________________________________

7. When Was Warehouse Last Fumigated? ___________________________

8. By Whom?_________________________________________________

9. What Product Was Used? _____________________________________

____________________________________________________________

D. WAREHOUSE RECORDS

1. What Records are Kept In the Warehouse?_________________________

2. What Furniture is Available for Record Keepers? ____________________

3. Are Commodity Receipts/Dispatches Recorded 

Promptly?                                           (___)  Yes  (____) No

4. Who Authorizes Withdrawals From Stock? ________________________

5. What Withdrawal From Is Used? ________________________________

6. Are Stocks Issued First In, First Out? (___)  Yes  (____) No

7. Are Damaged and Contaminated Commodities Listed Separately in the Registers?                                               (___)  Yes  (____) No

8. How Often Are Reconciliation Made Between the Book Balance and the physical count? ____________________________________________

9.  By Whom? _______________________________________________

10. When Was the Last Reconciliation? ____________________________

11. When Shortages and Overages are Discovered 

Are These Properly Recorded?   (___)  Yes  (____) No

E. COMMENTS:

Report prepared By:__________________________ Date: ________________________

Mitigating Losses

Cleaning and Inspecting
Joe Gerstle states, “frequent inspection of commodities will prevent small problems from becoming large problems.”
  The below guidelines are copied from the Food for Peace Commodity Reference Guide, with some additions from Joe Gerstle’s material.

CLEANING AND INSPECTING
If sound storage procedures for commodities, as addressed in the following chapter, are followed, insect and rodent problems will be minimal. The problems can be further controlled with a program of cleaning and inspecting. 

The program should include (1) closing or removing open food containers, (2) repairing damaged packages, (3) removing and disposing food unfit for human consumption, and (4) inspecting and cleaning the storage area regularly according to a planned, scheduled program.
[image: image3.png]Outside the warehouse |Cleanliness. Refuse or other conditions serving as an attraction of breeding area for insect, rodents, birds.

Condition of roof, walls and windows. No leaks or openings where water could enter. Screens over all windows and openings
where birds or rodents could enter.

Proper drainage to prevent water collection.

Security--fences, guards, locked doors and windows

Observe general location of the warehouse - whether it is built in a congested area, airy site, people live in the area.

Roads accessible in all weather.

Inside the warehouse  |Condition and cleanliness of ceilings, floors and walls

Adequate ventilation (smooth passage of air, so that no moisture collects in the warehouse).

No water seepage through the foundation or the floor.

Placement of rodent baits / traps

Presence of hazardous substances such as chemicals and pesticides. Petrol or kerosene should not be kept inside warehouse.

No smoking allowed in the warehouse.

Presence of fire extinguishing equipment, dates not expired

Food storage area Orderly and countable stacking of commodities.

Distance between stacks. and between stacks and walls. Pillars are separated from the stacks.
Interlaced or bonded stacks

Use of pallets free of exposed nails or wooden splinters which may tear bags

Segregation of damaged food

Food items stacked separate from non-food items.

Only one commodity type per stack

Insect infestations -visual and sounds

Rodent infestations: look for tracks, burrows, holes, signs of feeding, bags/boxes that appear to have been chewed, rodent hair on
rafters or along wall, excrement (rat dirt or droppings). openings where rodents could enter

Bird infestations: look for droppings, feathers, openings that permit entry of birds through the windows, ventilators and open eaves.
Are openings screened.

Stale food which has been stored too long

Leaking, stained or discolored containers, bulging or rusting cans and caking of food within bags
Germination of grain in sacks

Short-weight containers, slack or damaged bags

Warehouse office area |Cleanliness

Adequate shelving

Adequate lighting

Condition of office equipment

Communication system (telephone, email, other)





Identifying Losses

In the event that losses are detected the following table from Food for Peace Commodity Reference Guide can be used to identify the type of loss, as well as the action steps necessary to help mitigate each loss.

Table 1. Identifying and Mitigating Losses

	PRIVATE
Type of damage
	Evidence of damage
	Methods of control
	Action necessary

	Short-weight containers 
	· Bags appear slack. 

· Containers are not as heavy as normal when lifted. 

· Weighing a random sample of bags and containers indicates short-weight. 
	· If bulk shipments, increase vigilance of bagging operation at port. 

· Increase security in storage areas and during transport. 
	· Repackage or assign a new weight to the containers. 

· Prepare Loss and Adjustment Reports and enter transactions on stack cards and in warehouse inventory ledgers. 

	Leaking, broken or torn bags or containers 
	· Spilled food in transport vehicle. 

· Food spills from containers during unloading. 

· Bags are torn and containers are dented or crumpled. 
	· Handle properly--do not throw, stack too high or use hooks 

· Contact donor if packaging material/container appears inadequate. 
	· Repackage food fit for human consumption. Inspect sweepings and either reconstitute or dispose of sweepings declared unfit for human consumption. 

· Prepare Loss and Adjustment Reports and enter transactions on stack cards and in warehouse inventory ledgers. 

	Wet, stained or moldy bags or containers 
	· Containers are wet to the touch or dripping. 

· Containers are discolored 

· Unusual smell (moldy or chemical) 

· Caking of food. 
	· Ship in waterproof holds or in adequately sealed cargo containers. 

· Keep under cover when stored outside. 

· Transport using tarpaulins. 

· Insure adequate air circulation. 


	· Inspect and reconstitute food fit for human consumption; dispose of food declared unfit for human consumption. Food dampened by rain may be dried and reconstituted. 

· Prepare Loss and Adjustment Reports and enter transactions on stack cards and in warehouse inventory ledgers. 

	Bulging or rusted tins 
	· Rust on outside of container, especially near seams and lids. 

· Shape of container is bulging and distorted. 
	· Do not store in direct sunlight 


	· Inspect and reconstitute food fit for human consumption; dispose of food declared unfit for human consumption.
· Prepare Loss and Adjustment Reports and enter transactions on stack cards and in warehouse inventory ledgers. 

	Rodent or bird infestation 
	· Rodents or birds in the warehouse 

· Excrement on the floor or stacks 

· Gnawed bags or containers 

· Footprints in dust 

· Nests 
	· Cleanliness and maintenance are critical to preventing infestations. Keep both the outside and the inside of the storage facility clean and free of debris. Close holes or openings in walls, floors and ceilings. If possible place screens over windows and ventilation openings. 

· Cats are effective in controlling rodents. 

· Traps can be set along the interior walls of the warehouse, at each side of every outside door, and in rafters. Insure that no poisons or traps are accessible to the cats. 
	· Inspect and reconstitute food fit for human consumption; dispose of food declared unfit for human consumption. 

· Prepare Loss and Adjustment Reports and enter transactions on stack cards and in warehouse inventory ledgers. 

	Insect or moth infestation 
	· Flying insects 

· Live or dead insects or larvae on the floor 

· Traces of insects or larva in dust 

· Grain bags have small holes and excessive dust 

· Noise heard inside the bag 

· Irregular holes in the grain or beans 

· Strong odor 
	· Cleanliness is critical to prevent insect infestations. Keep both the outside and the inside of the storage facility clean and free of dust and debris. 
	· Inspect and fumigate; dispose of food declared unfit for human consumption. 

· Prepare Loss and Adjustment Reports and enter transactions on stack cards and in warehouse inventory ledgers. 

	Seepings 
	· Loose food from slack or torn bags on warehouse floors 

· Loose food on warehouse floors after reconstitution
	· Keep bags of food from being handled roughly or moved too many times. 

· Instruct laborers to avoid as much spillage as possible during the reconstitution of food.
	· Frequently sweep floors to keep them clean. 

· Reconstitute all food that may be fit for human consumption. 

· Determine if sweepings are unfit. 

· Prepare Loss and Adjustment Reports and enter transactions on stack cards and in warehouse inventory ledgers. 


Controlling Pests
Degree of infestation according to Joe Gerstle
:

· Light:  occasionally see an insect.  Distribute as soon as possible.

· Medium:  the infestation is evident and the insects often group together; the insects can be seen moving in and out of the bag/box.  Fumigate.

· High:  there are more insects than food;  whole grains are turned to powder.  Remove from the warehouse and dispose of as per regulations.

To inspect for signs of insects and/or rodents:

· Inspect seals for signs of insects (gently run blunt edge of knife along crack in bag)

· Inspect between bags for signs

· Inspect under pallets for signs

· After sweeping examine the sweepings for insects before burning

Below is the information from Joe Gerstle’s Pest Control session:
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Objective:  Enable trainees to identify various ways of preventing o reducing insect and
radent infestation.

Session guide:

1. Ask srainees fo suggest ways of contralling damage to commodities from insects or
rodents

LINES OF DEFENCE
KEEP PESTS OUT

- dangers of using chemicals
- prevention is better than cure
- how do rodents enter warchouse? roof, floor, doors, walls, windows, efc.
wake it difficult for insects or rodents to enter warchouse.
what repairs can be made that will reduce or eliminate rodent entry?

KEEP PEST OUT OF BAGS

- spray insecticide on the inside walls of warchouse (long lasting, sticks o wals, repels
pests, kills on contact, and will not damage commodities

- for flying insects insecticide must hang in air and be non-toxic o humans

- placing barriers of insecticide around bags

- removeall rubbish, old sacks or other places where pests can ide

STOP PEST FROM EATING COMMODITIES
- fumigation
METHODS OF KILLING PEST:

- kills on contact
- ingested which kills when eaten
- atmospheric which kills when inhaled

METHODS OF APPLICATION:

- dry fom
- powder mixed with water
- tablets

- gas
SAFETY:

- well trained staff

- all staff must know emergency procedures

- stock of insecticides must be carefully controlled
- call a professional





Below is information from USDA:
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The below guidelines are copied from the Food for Peace Commodity Reference Guide.

Fumigation
In all cases, READ THE MANUFACTURER'S LABEL BEFORE USING FUMIGANTS. Due to the extreme toxicity of fumigants, the utmost caution must be taken during their handling and administration. 

Fumigation is the use of a gas to kill insects and rodents. The purpose of fumigation is to destroy all stages of insects present in the material to be treated. An atmosphere that is toxic to insects will also kill rodents or other forms of animal life. Fumigation, will not eliminate mold or bacteria. Because there is no residual kill, insects or rodents may recontaminate the commodity immediately after fumigation. In order to protect stored foods a great emphasis must be placed on cleaning when sprays and fogs are used to eliminate insects. 

To conduct an effective and safe fumigation, certain conditions must be met, including, but not limited to the following: 

· appropriate temperature 

· proper use of tarpaulins and sealing technique 

· proper dosage and time exposure 

· monitoring for presence of fumigants 

· safety precautions 

· inspection and follow-up 
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Insecticides (Other than Fumigants)
Again, READ THE MANUFACTURER'S LABEL BEFORE USING INSECTICIDES. Insecticides are useful tools when used with stack rotation and thorough cleaning. Nothing takes the place of cleanliness.

Sprays:  Insecticide sprays are applied to surfaces and will leave a residue that continues to kill insects that contact it. Be careful not to spray on product. Effective life of the residue depends on many things, including type of insecticide, surface to which it is applied, temperature, and humidity. 

Fogs and Mists:  Insecticide fogs and mists move through the air to reach insects that may not be reached by contact sprays. They are especially effective against flying insects and insects that cannot be reached with contact sprays (for example, on surfaces of bags containing food). Close all doors and openings in the warehouse to prevent escape of the fog or mist. Read and follow manufacturer’s label instructions.

Rodent Control

Joe Gerstle says, “besides eating commodities and damaging bags, rodents contaminate food by urine, excrement, fleas and hairs.”

The primary method of rodent control is cleaning to eliminate harborage and food in the warehouse and around the storage area. Remove debris, weeds, trash, and food outside. Keep the inside of the warehouse clean of all food, especially containers of food unfit for human consumption and awaiting disposal. Remove or repair torn and broken packages. Openings into storage buildings should be protected against rodents with screen having openings not larger than 6.35 mm. Doors must fit tightly and they must be kept closed when not in use.
Bait Stations:  To help control rodents, exterior bait stations containing fresh anti-coagulant poison should be maintained around the periphery of the grounds, 100 feet apart and around the exterior of the building, 50 feet apart. Bait stations must be checked frequently, (at least twice monthly) so that the bait does not become wet, moldy, or infested with insects. 

Tracking Powder:  Tracking powder can be used in limited areas (not where it could contaminate food) where a mouse problem is suspected. 

Snap Traps:  Snap Traps can be used; however, they must be given daily attention to be effective. 

Glue Boards:  These are useful against mice. They can be distributed among the stacks of food where mice become entangled with the glue and cannot escape. Glue boards must be inspected frequently, to be certain that they are fresh and effective. To increase effectiveness, place under a box with openings at each end (to create a tunnel), to protect from dust and to offer shelter to rodents. 

Multiple-Catch Traps:  These traps are for interior use and can hold up to 30 mice. Some require winding; all require weekly inspection. 

The following idea is from Nick Dexter in Zimbabwe:

An effective rat trap
I farm ostriches in Zimbabwe. Recently I have had such a plague of rats, which even began attacking adult ostriches. Poison proved very expensive and I also lost some young ostriches that may have eaten the poison. In desperation I tried to make a rat trap which I had heard about in Mozambique. In 21 days with 9 traps I have caught 934 rats!!

To make the trap you need a 20 litre bucket or large clay pot which holds water. Bury this in the ground near known rat holes or feeding sites. Take a dry corn cob and cut off the ends. Push through a thick wire 1 metre long. Make sure the cob can spin freely. Fasten the cob in position in the centre of the wire with some small pieces of wire wrapped around. Bend the wire as shown and push firmly into the ground either side of the bucket. Put a depth of about 15cm of water in the bucket. Each evening, coat the corn cob with peanut butter, posho, mealie meal or some other kind of food which will stick to the cob. Remove drowned rats each morning. The trap works best during a new moon. 
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Damaged and Unfit Commodities
Joe Gerstle says,

· Rain or fresh-water damaged bags can be dried, repacked (when necessary) and distributed as soon as possible.

· Bags contaminated with oil, petroleum or chemicals should be disposed of as per regulations

· Clean, dry and use a sieve to remove insects for slightly infested bags.  For heavy infestation fumigation will be required.  Distribute as soon as possible.

If FH suspects that commodities are not fit for their planned use, FH should arrange for a public health official to test the commodities.  If the test shows that they are unfit, and they are valued at $500 or greater, FH should request permission from USAID Local Mission to dispose of the unfit portion.  If they don’t respond within 15 days, FH can proceed, and inform the Local Mission of the actions taken.  The priorities for disposal are:

#1 Sell it for the most appropriate use (animal feed, fertilizer, industrial use, etc.) at the highest price (after obliterating, removing or crossing out USAID and other markings)

#2 Transfer to another Food for Peace program to use as animal feed

#3 Donate to a governmental or charitable organization for use as animal feed or other nonfood use

#4 Destroy so that it cannot be used for anything (if it is valued at $500 or greater, if possible, a USAID representative should be present to observe).  FH needs to let USAID know commodity type, quantity, manner of destruction, local authority(ies) who will be present to observe, destruction date (coordinated with USAID).  If USAID representative does not show up on that date, FH can proceed with the destruction. 

FH pays for the cost of disposing of unfit commodities, unless it can prove that it could not have prevented the damage.

FH must provide USAID Local Mission a written report certified by a public health official.  The report should state the quantity of unfit commodity destroyed and the manner.

“Actual expenses may be deducted from the sales price of unfit food sold… and the balance turned over to AID/M.”
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211.8.(b)After delivery to cooperating sponsor.
(1) If after arrival in a foreign country it appears that all or part of the commodities, may be unfit for the use authorized in the Operational Plan or TA, the cooperating sponsor shall immediately arrange for inspection of the commodity by a public health official or other competent authority approved by USAID or the Diplomatic Post. If no competent local authority is available, USAID or the Diplomatic Post may determine whether the commodities are unfit, and if so, may direct disposal in accordance with paragraphs (b) (1) through (4) of this section. The cooperating sponsor shall arrange for the recovery for authorized use of that part designated during the inspection as suitable for program use. If, after inspection, the commodity (or any part thereof) is determined to be unfit for authorized use the cooperating sponsor shall notify USAID or the Diplomatic Post of the circumstances pertaining to the loss or damage as prescribed in §211.9(f).

(2) A cooperating sponsor shall dispose of commodities determined to be unfit for authorized use in the order of priority described in paragraphs (b)(2) (i) through (iv) of this section. The concurrence of USAID or the Diplomatic Post should be requested for disposition of commodities valued at $500 or more. If the USAID or Diplomatic Post does not respond to the cooperating sponsor's request for concurrence within 15 days, the cooperating sponsor may dispose of the commodities in the manner described in its request and inform the USAID or Diplomatic Post of its action taken in accordance with this section.
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(i) Sale for the most appropriate use, i.e. , animal feed, fertilizer, or industrial use, at the highest obtainable price. When the commodity is sold, all U.S. Government markings shall be obliterated, removed or crossed out.

(ii) Transfer to an approved Food for Peace program for use as livestock feed. AID/W shall be advised promptly of any such transfer so that shipments from the United States to the livestock feeding program can be reduced by an equivalent amount.

(iii) Donation to a governmental or charitable organization for use as animal feed or for other nonfood use.

(iv) If the commodity is unfit for any use or if disposal in accordance with paragraphs (b)(2) (i), (ii) or (iii) of this section is not possible, the commodity shall be destroyed in such manner as to prevent its use for any purpose. Commodities valued at $500 or more shall be destroyed under the observation of a representative of the USAID or Diplomatic Post if practicable. When the cooperating sponsor informs the USAID or Diplomatic Post of its intention to destroy commodities, the cooperating sponsor shall indicate the kind and amount of commodities that will be destroyed, the manner of destruction, the representative(s) of local authorities who will witness the destruction, and the date when the commodities will be destroyed. The date shall be established on the basis of programmatic need, but an effort should be made to provide a reasonable opportunity for a representative of the USAID or Diplomatic Post to attend. The commodities may be destroyed on the date indicated even if there is no representative of the USAID or Diplomatic Post to observe this action.

(3) Expenses incidental to the handling and disposition of the damaged commodity shall be paid by the cooperating sponsor unless it is determined by USAID or the Diplomatic Post that the damage could not have been prevented by the proper exercise of the cooperating sponsor's responsibility under the terms of the Operational Plan or TA. Actual expenses incurred, including third party costs, in selling the commodities may be deducted from the sales proceeds and, except for monetization programs, the net proceeds shall be deposited with the U.S. Disbursing Officer, American Embassy, with instructions to credit the deposit to CCC Account No. 20FT401. In monetization programs, net proceeds shall be deposited in the special account used for the approved program.

(4) The cooperating sponsor shall furnish USAID or the Diplomatic Post a written report in accordance with §211.9(f), and the report shall enclose a certification by a public health official or other competent authority of

(i) The exact quantity of the damaged commodity disposed of because it was determined to be unfit for any use and

(ii) The manner in which the commodities were destroyed.

Equipment and Supplies

The equipment requirement will vary from one warehouse to another, depending on their sizes and the volume of commodity that is being stored and/or dispatched.  However, the following is a basic list of those that are most essential: 

· Cleaning supplies and equipment

· First aid equipment

· Pest and rodent control supplies

· Empty containers for re-bagging/ repackaging

· Fire extinguishing equipment

· Pallets to stack Commodities

· Scales for weighing 

· Equipment for the store keepers (gloves, aprons, masks, etc)

· Office equipment (desk, files, calculator, etc.)

· Locks 

· Pre-printed documents for commodity record-keeping (See chapter 12 Inventory and Reporting)

Inspection and Audit
At any time, the donor can come to examine the commodities, the activities and the records.
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211.10.(c) Inspection and audit. Cooperating sponsors and recipient agencies shall cooperate with and assist U.S. Government representatives to enable them at any reasonable time to:

(1) Examine activities and records of the cooperating sponsor, recipient agencies, processors, or others, pertaining to the receipt, storage, distribution, processing, repackaging, sale and use of commodities by recipients;

(2) Inspect commodities in storage, or the facilities used in the handling or storage of commodities;

(3) Examine and audit books and records, including financial books and records and reports pertaining to storage, transportation, processing, repackaging, distribution, sale and use of commodities and pertaining to the deposit and use of any monetized proceeds and program income;

(4) Review the overall effectiveness of the program as it relates to the objectives set forth in the Operational Plan or TA; and

(5) Examine or audit the procedure and methods used in carrying out the requirements of this Regulation.

Inspections and audits of title II emergency programs will take into account the circumstances under which such programs are carried out.
Record Retention
For USAID programs, records must be kept for 3 years (see 22 CFR 226 and Reg 11 quoted below for details).

Records are auditable as long as FH has them, so good to destroy the records when the time comes (but always get written consent from the FH Country Director and FH HQ Commodities Manager before destroying any records).
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22 CFR 226
226.53 Retention and access requirements for records.
(b) Financial records, supporting documents, statistical records, and all other records pertinent to an award shall be retained for a period of three years from the date of submission of the final expenditure report or, for awards that are renewed quarterly or annually, from the date of the submission of the quarterly or annual financial report, as authorized by USAID. The only exceptions are the following:
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(1) If any litigation, claim, or audit is started before the expiration of the 3-year period, the records shall be retained until all litigation, claims or audit findings involving the records have been resolved and final action taken.

(2) Records for real property and equipment acquired with Federal funds shall be retained for 3 years after final disposition.

(3) When records are transferred to or maintained by USAID, the 3-year retention requirements is not applicable to the recipient.

(4) Indirect cost rate proposals, cost allocations plans, etc. as specified in paragraph 226.53(g).

(c) Copies of original records may be substituted for the original records if authorized by USAID.

(d) USAID shall request transfer of certain records to its custody from recipients when it determines that the records possess long term retention value. However, in order to avoid duplicate recordkeeping, USAID may make arrangements for recipients to retain any records that are continuously needed for joint use.

(e) USAID, the Inspector General, Comptroller General of the United States, or any of their duly authorized representatives, have the right of timely and unrestricted access to any books, documents, papers, or other records of recipients that are pertinent to the awards, in order to make audits, examinations, excerpts, transcripts and copies of such documents. This right also includes timely and reasonable access to a recipient's personnel for the purpose of interview and discussion related to such documents. The rights of access in this paragraph are not limited to the required retention period, but shall last as long as records are retained.

[image: image37.png]



REG 11

211.10.(a) Records. Cooperating sponsors and recipient agencies shall maintain records and documents in a manner which accurately reflects the operation of the program and all transactions pertaining to the receipt, storage, distribution, sale, inspection and use of commodities and to receipt and disbursement of any monetized proceeds and program income. Such records shall be retained for a period of 3 years from the close of the U.S. fiscal year to which they pertain, or longer, upon request by A.I.D. for cause, such as in the case of litigation of a claim or an audit concerning such records. The cooperating sponsor shall transfer to A.I.D. any records, or copies thereof, requested by A.I.D.

Filing System
The paper documents are the “history” of how the commodities were used.  The warehouse staff needs to keep the warehouse files in excellent order at all times, in order to have a record of the commodities.  No commodities can enter or leave the warehouse without the proper documents.  The filing system should be by month, not by type of document.  Each distribution should have the documents that go with food accountability and systems controls.  
Below is a Filing System checklist, and the various documents are discussed later in this manual. FH warehouse files should include the following documents: 

A. Monthly commodities receipt records

1. Monthly commodity receipt summary form, which shows the date, the truck number, the waybill number and the quantity received daily per commodity

2. Copies of signed waybills or LT (for DRC) filed chronologically according to the receipt summary form and the ledger book

3. Tally sheets or "fiches de pointage" (for DRC)
4. Copies of return waybills

5. Monthly physical inventory sheets per commodity type signed by both a non-warehouse staff and a warehouse staff

B. Monthly commodities dispatch records

1. Monthly distribution plan

2. Commodities request form

3. Commodities release notes

4. Monthly commodity dispatch summary form, which shows the date, the truck number, the waybill number and the quantity dispatched daily per commodity

5. Copies of signed waybills filed chronologically according to the dispatch summary form and the ledger book

C. Other warehouse records

1. Ledger books (not in the file box but in a lockable drawer)

2. Copies of stack cards

3. Monthly warehouse inspection report

4. Correspondence file

5. List of casual workers

D. Individual shipment files for DD commodities

1. Surveyor delivery summary report at destination

2. Shipment receipt summary

3. Any other correspondence regarding that particular shipments

E. Monthly distribution records

1. Monthly distribution report by whoever was responsible for food distribution in the same format as the monthly distribution plan. That is where we find RSR information.

2. Monthly Commodities Status Report (CSR)

3. Monthly Recipients Status Report (RSR)

4. Monthly Loss Status Report (LSR)

5. DMCR form (word format)

6. Copies of monthly physical inventory for that month

7. Beneficiaries list

F. Other files

1. USAID general correspondence

2. WFP and other food agency

3. Copies of in-country transportation contract per fiscal year

4. Loans taking and repayment contracts with donor’s approval

5. Shipments register

6. Loss & claim register

7. Quarterly reports (CSRs, LSRs & RSRs), DMCRs and related correspondence

Processing, Repackaging, and Labeling Commodities
Sometimes commodities need to be taken from their original packaging (or in bulk form) and processed into other packages and labeled.  FH can hire someone to do this commercially or FH can do it itself (usually in the warehouse).

If this is done commercially, a contract needs to be made that is very clear, according to Reg 11 (see below).

In either case, the labeling needs to include the following:

· USAID emblem (or USDA emblem, if it is a USDA program)

· Name of commodity

· “Provided through the friendship of the American people as food for peace”
· “Not to be sold or exchanged” (unless it is for monetization)

· FH emblem or name (if desired)
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211.6.(a) Commercial processing and repackaging. Cooperating sponsors or their designees may arrange for processing commodities into different end products and for packaging or repackaging commodities prior to distribution. Commodities may be bartered, or monetized proceeds or program income may be used, to offset such costs if provided for in the Operational Plan or TA or approved by USAID or the Diplomatic Post. When commercial facilities are used for processing, packaging or repackaging, cooperating sponsors or their designees shall enter into written agreements for such services and copies of the agreements must be provided to USAID or the Diplomatic Post. Except as AID/W otherwise agrees, the executed agreements shall provide as a minimum that the party providing such services shall:

(1) Fully account to the cooperating sponsor for all commodities delivered to the processor's possession and shall maintain adequate records and submit periodic reports pertaining to the performance of the agreement;

(2) Be liable for the value of all commodities not accounted for as provided in §211.9(e);

(3) Return or dispose of the containers in which the commodity is received from the cooperating sponsor according to instructions from the cooperating sponsor; and

(4) Plainly label carton, sacks, or other containers containing the end product in accordance with paragraph (c) of this section.

(b) Use of cooperating sponsor facilities. When cooperating sponsors utilize their own facilities to process, package, or repackage commodities into different end products, and when such products are distributed for consumption off the premises of the cooperating sponsor, the cooperating sponsor shall plainly label the containers as provided in paragraph (c) of this section, and banners, posters, or similar media which shall contain information similar to that prescribed in paragraph (c) of this section, shall be displayed at the distribution center. Recipients' individual identification cards shall to the maximum extent practicable be imprinted to contain such information.

(c) Labeling. If, prior to distribution, the cooperating sponsor arranges for packaging or repackaging donated commodities, the cartons, sacks, or other containers in which the commodities are packed shall be plainly labeled with the A.I.D. emblem, and insofar as practicable, with the following information in the language of the country in which the commodities are to be distributed:

(1) Name of commodity;

(2) Provided through the friendship of the American people as food for peace; and

(3) Not to be sold or exchanged (where applicable).

Emblems or other identification of nongovernmental cooperating sponsors also may be added.

(d) Where commodity containers are not used. When the usual practice in a country is not to enclose the end product in a container, wrapper, sack, etc., the cooperating sponsor shall, to the extent practicable, display banners, posters, or other media, and imprint on individual recipient identification cards information similar to that prescribed in paragraph (c) of this section.

If the repackaging will cost up to $500 per loss situation, FH can proceed with the repackaging and the CCC (Commodity Credit Corporation of the USDA) will reimburse the costs.  If costs will be greater than $500 per loss situation, FH must ask the USAID Local Mission for prior approval to repackage and incur the cost that will be requested for reimbursement.  It is suggested that at the beginning of each fiscal year, you request the Local Mission to give you a waiver for this clause in order to not make the losses worse.
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211.7.(e) Authorization for reimbursement of costs. If, because of packaging damage, a cooperating sponsor determines that commodities must be repackaged to ensure that the commodities arrive at the distribution point in a wholesome condition, the cooperating sponsor may incur expenses for such repackaging up to $500 and such costs will be reimbursed by CCC. If costs will exceed $500, the authority to repackage and incur the costs must be approved by USAID or the Diplomatic Post in advance of repackaging unless such prior approval is specifically waived, in writing, by USAID or the Diplomatic Post. For losses in transit, the $500 limitation shall apply to all commodities which are shipped on the same voyage of the same vessel to the same port of destination, irrespective of the kinds of commodities shipped or the number of different bills of lading issued by the carrier. For other losses, the $500 limitation shall apply to each loss situation, e.g., if 700 bags are damaged in a warehouse due to an earthquake, the $500 limitation applies to the total cost of repackaging the 700 bags. Shipments may not be artificially divided in order to avoid the limitation of $500 or for obtaining prior approval to incur repackaging costs.

Disposal of Containers
The packaging that the commodities arrive in (bags, tins, etc.) can be sold, bartered or given freely to food aid beneficiaries for their personal use.  Or they can be sold, bartered or given to commercial entities.  If they are to be used commercially, the US government markings must be taken off before then.  According to Joe Gerstle, “If sold… their records must be checked on a regular basis. (All funds collected are considered program income.)”
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211.5.(i)(2) Disposal of containers. Cooperating sponsors may dispose of containers, other than containers provided by carriers, in which commodities are received in countries having approved title II programs, by sale or exchange, or may distribute the containers free of charge to eligible food or fiber recipients for their personal use. If the containers are to be used commercially, the cooperating sponsor must arrange for the removal, obliteration, or cross out of the U.S. Government markings from the containers prior to such use.

Borrowed or Exchanged Commodities
If commodities have not arrived, and there is another nearby program that can loan commodities to FH (or vice versa), that is OK.  Usually, these commodities have to be returned when the awaited commodities arrive.
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211.5.(n) Commodities borrowed or exchanged for programs. After the date of the program approval by AID/W, but before arrival at the distribution point of the commodities authorized, the cooperating sponsor may, with prior approval of USAID or the Diplomatic Post, borrow the same or similar commodities from available sources to meet program requirements.

Borrowed commodities that are packaged, should have (or be given) the same markings that the awaited commodities will have.
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211.5.(n)(2) Packaged commodities which are borrowed shall be appropriately identified insofar as practicable in the language of the country of distribution as having been provided through the friendship of the American people as food for peace.
Disposal of Excessive Stock of Commodities
If a program is properly planned, monitored, and implemented, there should not be any excessive stock of commodities.  But if the program has “left-over” commodities, you should copy FHUS Commodities Staff on the following correspondence (or let them know the status):  FH field needs to let the USAID Local Mission know, and propose alternate use of them.  USAID Local Mission (with USAID Washington concurrence) will let FH field know what to do with them.  FH field should cover the costs of this alternate use, unless its an emergency and USAID Washington authorizes the use of emergency funds to cover it.
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211.5(p) Disposal of excessive stock of commodities. If commodities are on hand which cannot be utilized in accordance with the approved Operational Plan or the TA, the cooperating sponsor shall promptly advise USAID or the Diplomatic Post of the quantities, location and condition of such commodities, and where possible, shall propose an alternate use of the excess stocks; USAID or the Diplomatic Post shall determine the most appropriate use of the excess stocks, and with prior AID/W concurrence, shall issue instructions for disposition. Transportation costs and other charges attributable to transferring commodities from one program to another within the country shall be the responsibility of the cooperating sponsor, except that in case of disaster or emergency, AID/W may authorize the use of disaster or emergency funds to pay for the costs of such transfers. (For discussion of unfit commodity disposal, see §211.8.)

No Military Handling
Unless USAID Local Mission has agreed in writing, the military cannot assist in handling the commodities.
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211.5.(e) No military distribution. Except as A.I.D. may otherwise agree in writing, agricultural commodities donated by A.I.D. shall not be distributed, handled or allocated by any military forces.

220.  Receiving Commodities
General Principles

Space Utilization
The guidelines below will help you to know how to plan the use of floor space in your warehouse.  The below Storage Specification guidelines are copied from the Food for Peace Commodity Reference Guide.

STORAGE SPECIFICATIONS

Storage space requirements should be given careful attention. The amount of space necessary in a warehouse depends upon the total volume of food to be stored and on the number of different commodities. Each commodity should be stacked separately. Separate stacks require more usable volume than one large stack (i.e., a warehouse large enough to hold 50 MT of wheat will hold less than 50 MT of wheat and sorghum stacked separately). 

The difference between gross dimensions of a warehouse and usable volume for storage must be taken into consideration. The following illustrations show gross dimensions of warehouses and usable volume when stacks of food are stored. 

Space Utilization - Usable Stacking Volume in Cubic Meters
	Figure 1: Warehouse with one 
stack of grain. 
	Figure 2: Warehouse with two 
stack of grain.
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(Source: CARE Food Resource Manual, November 1995) 

In estimating how much usable space is needed per commodity, the following rules of thumb may help. (These are estimated figures) 

· One MT of a bagged commodity (50 lb. bags) requires approximately 2 cubic meters of usable storage space. 

· One MT of edible VegOil in tins requires approximately 1.4 cubic meters of usable storage space. 

· In using the stacking suggestions below, do not stack fiberboard cases of oil tins higher than 8 layers. Do not stack flour and meals higher than 20 layers. Do not stack grits or whole grains higher than 30-40 layers. 

Stacking Commodities

Pallets should be used to keep food off the floor.  The commodities should also be at least one meter away from the walls and eaves of the warehouse for good air circulation.  When stacking commodities, take the following into consideration:

· Easy access to commodities, so that the commodities that have been stored the longest are dispatched first.  Make sure there is enough space to walk between stacks for counting, food removal, inspection, etc.
· Store different shipments in different stacks, even if the commodity is the same.

· Have separate stacks of commodities for original packages, damages, repackaged, unfit and sweepings

· Limit stack heights (For bags of grain and processed food not higher than 25 layers, for oil not higher than 10 layers)

· Place the same number of bags or containers on each level to make counting easy.
· Bags/boxed should not hang over the edge of the pallets

· When stacking, each layer of bags should be placed in the opposite direction from the layer below.

See following figures on correct stacking sequence, pallets, and stacking food to eaves.

Figure 1. Correct Stacking Sequence – bottom layer as seen from above

Figure 2. Correct Stacking Sequence – Top layer as seen from above 
Figure 3. Bonded or interlaced stack 

Figure 4. On pallets

Figure 5. Stacking food to eaves


Figure 6. Staircase Stack

Shelf Life of Agricultural Commodities 

Below is a discussion of “Shelf Life” taken from the Commodity Reference guide from FFP.
  
A GENERAL REVIEW
Shelf life refers to the average amount of time a product may be stored without nutritional or organoleptic (sensory) deterioration. A food product can deteriorate for several reasons: aging, microbiological decay, chemical and physical degradation, texture changes, etc. These modes of deterioration are affected by many factors, both intrinsic (of or within the product) and extrinsic (environmental or outside the product). Controlling processing, packaging, handling and storing of the product can slow deterioration of food products. Depending on the product, this date may be a food safety date; however, it primarily refers to the length of time the product can be expected to last without significant deterioration. 
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BEST IF USED BY DATE
Shelf life is different from the "Best if Used by Date", which is intended to tell you how long the product will retain best flavor or quality. This is not a food safety date and "Best if Used by Dates" are intended as useful guidelines. Some food may deteriorate more quickly and other foods may last longer than the times suggested. A number of factors can shorten the useful life of a food product, such as improper handling and inadequate storage temperatures. As the expiration date is not always noted on the container/bag, the inventory control methods of "first-in, first-out" (FIFO) should be practiced by those responsible for managing commodity inventories and distribution at all levels. Products kept past the "Best if Used by Date" are not necessarily "out of condition". Food products may be eaten after the "Best if Used by Date" if the product has been properly stored, handled, and the primary container is in good condition. 

In either case, the dates assigned to products are based on intrinsic and extrinsic factors, and determined by systematic study or empirical data. Systematic studies are designed to simulate actual or potential storage and handling practices of a given product and estimate shelf life through the course of chemical and analytical testing at specific intervals throughout the expected shelf life. Systematic studies may also rely on accelerated testing when dealing with products with expected long shelf lives. In some cases, shelf life evaluations can be made based on existing information, or empirical data. By gathering information from actual field use, an estimated shelf life can be determined; however, this should be confirmed through systematic studies where the mode of deterioration is a food safety hazard. 

Often there is a conflict between quality and the logistic requirements of manufacturing and shipping. Compromises which have to be made should never sacrifice quality (or safety) and statutory quality standards and regulations of the product. 

(Source: All Shelf Life material provided by Contract Management Branch, USDA) 

TEMPERATURE AND HUMIDITY
Universal guidelines for controlling temperature and humidity conditions are impossible because these conditions and the operating environment vary from place to place. The basic instructions for field staff are: 

· Keep all food commodities in dry condition. 

· Do not keep wet food with dry food. 

· De-bag wet commodities and dry them under the sun. Re-bag them and weigh them. 

· Cross-ventilate the warehouse if possible. 

· A sunroof in the warehouse is preferable. 

· Covering food commodities with tarpaulin during transportation is mandatory. 

Procedures for Receiving Commodities

The proper receipt of Commodities when they arrive to FH warehouses is crucial and careful attention should be given to it.  This is the step where losses and damaged commodities are identified and where the jobs of the warehouse manager and storekeepers begin.

Preparation for Arrival

The Central Office needs to send a written communication to the regional offices regarding how many commodities are going to be sent to each point or warehouse.  This has to be done prior to the arrival of commodities to the region or warehouse, so that appropriate preparations can be made.  The Central Office will assign the commodities to a Cost Center or Region prior to arrival of Commodities.
Before food arrives (and before and after each movement of food), warehouse should be cleaned.


CTS
The Field Office will send you the files for the Sub Office.  To prepare for the arrival of the commodities, you will need to define the following in the CTS:  User, Profile, Region 1, Region 2, Communities, Projects, Rations.

Please refer to the CTS Manual for detailed explanation.

Arrival of the Carrier

The carrier will arrive with the expected commodities and documents.  Upon arrival the transporter needs to present the waybill and any other documents given at port.
The Independent Surveyor will also be present to observe, so that he/she can prepare the Delivery Survey. (See “Level 300 – Freight Manual” for more details.)
Offloading
Commodities are normally offloaded from trucks to floors of warehouses and then placed in stacks as this will allow for an easier re-count if there is a difference in the amount. 
Temporary day laborers are hired to unload food from the truck into a warehouse.  

The warehouse manager or storekeeper must be present to count the number of bags and containers being unloaded and to carefully observe their condition.  He/she also needs to assign the placement of commodities that are in good condition, as well as those that are damaged or torn.  All damaged packages must be segregated, repackaged and inspected to determine if the food is fit for human consumption.  When commodities are being unloaded the storekeeper should also make sure they are stacked properly to avoid the necessity of re-stacking at some later point.
“Inspect for faulty sealing and repair if necessary.”

Counting

The storekeeper needs to count all bags or containers of commodities received according to their type.  This count needs to agree with the information on the waybill and with the count taken by the transporter.

Weight Control

100% of all damages or torn commodities need to be weighed. 

Damaged Packages

This section is taken from CARE’s Commodity Resources Manual.

Damaged packages are evidenced by:

· Leaking, broken or torn bags or containers

· Wet, stained or moldy bags or containers

· Rusted or bulging containers

· Feces from rodents in bags or containers

· Insect-infested bags or containers.

Segregate damaged commodities and either:

· Repackage

· Fumigate infested commodities
· Dispose of commodities declared to be unfit for human consumption
Documenting the Receipt:  Waybill
The Waybill is a document for the receipt and dispatch of food into and out of all warehouses.
The Receiving Waybill needs to be completed as follows: 

· Commodity type

· Shipment number (B/L)

· Type of container

· Unit weight

· Units Received:

· Good

· Slack/ torn 

· Wet/ stained

· Other

· Units Short

· Total received

· Remarks

· Name and signature of the Transporter

· Name and signature of the Storekeeper

· Name and signature of the Warehouse manager

· Date

Before signing, the Warehouse manager, the Store keeper and the Transporter need to agree that all information on the waybill is correct.  If any of the parties are in disagreement then the details should be written under remarks.
There can be several reasons that a commodity would be received into the warehouse:

· Shipment

· Local purchase

· Initial inventory entry (only used once when the CTS is being started)

· Loans received by FH

· Repayment of loans issued by FH

· Commodity transferred in from another FH warehouse

· Commodity transferred in from another agency

· Commodities returned from projects

· Other receipts (for example adjustments for excess in inventory, etc.)


CTS
You will register the receipt according to the waybill.
Please refer to the CTS Manual for detailed explanation.

CTS

You can use the CTS to print out the following report (please refer to the CTS Manual for detailed explanation):

· Shipment Receipt per Commodity: by Bill of Lading, the quantity and condition of commodities as dispatched from port and upon arrival into FH warehouse, and also shows Inland Transport Losses
Fill in the Stack Card
The Stack cards show the receipt and dispatch of food on and off each stack. This is an excellent tool for the warehouse manager or storekeeper in order to assess balances on each stack whenever is needed without having to physically count each time a balance is requested.  It also helps to reconcile with the physical count at the end of the month.
Stack Cards must be up-to-date daily.  Do not erase mis-entries; instead cross them out.  This allows for transparency and a good tracking.
Fill in the Receipts Summary
The below Receipts Summary form helps to keep track of the movement of commodities into a warehouse.

[image: image17.png]Receipts Summary

Warehouse Location:

Date

Senders
Way Bill
No

Rec from
Vessell Truck/
Wagon No

To Stack
No

Commodity
Type

aty

FHI GRN
No

Oty Rec

Gty
Loss/
Excess

Posted to
Ledger
By Initial

Remarks





Shipment Receipt Summary
It is very important to print a “Shipment Receipt Summary” so that you can see the losses for each Bill of Lading.  This way you can charge the Ocean Carrier and the Inland Transporter for the losses that happened while the commodity was in their possession.


CTS
You can use the CTS to print out the following reports (please refer to the CTS Manual for detailed explanation):

· Warehouse Movement: a summary of all the movement of commodities in a specified period

· Shipment Receipt per Commodity: by Bill of Lading, the quantity and condition of commodities as dispatched from port and upon arrival into FH warehouse, and also shows Inland Transport Losses (and Marine/Port Transport Losses)
· Shipment Receipt Summary:  shows for a specific Bill of Lading, information regarding ocean and inland transport and condition of arrival at FH warehouse, including quantity dispatched from port, quantity received in warehouse, detail of marine, port and inland transport losses

· Receipts Summary: “Special Entry” of commodities into the warehouse by Type of Movement

· Loans Received and Loans Issued:  Status of loans received by FH from other agencies and loans issued by FH to other agencies

· Commodities Returned:  commodities returned from projects and other types of receipts
· Community Contributions: contributions that “Region 2” provides for the rations of commodities distributed
230.  Dispatching Commodities  

General Principles
Commodities can be dispatched to the following purposes/destinations:

· Monetization

· Distribution to beneficiaries

· As a loan, transfer or repayment of a loan

· If unfit for human consumption, for sale, donation or destruction

FIFO

FIFO (First In First Out) is the method used by FH to dispatch commodities from a warehouse.  Commodities that are received first need to be dispatched first.  However, there is an exception in the case of reconstituted and damaged products, where storekeepers and/or warehouse manager need to decide on how to dispatch the goods on a case by case basis.
Dispatch Procedures
The following are the basic procedures for dispatching commodities:
Distribution Plan

Warehouse staff should ask Programs Staff for a yearly, quarterly, monthly or weekly Distribution Plan, depending on the volume and timing of expected distributions.  This way the warehouse staff can plan for the future distributions.

Distributions can take place directly from the warehouse or they might take place far away at a distant project location.  The same general principles and control system (forms, signatures, etc.) apply.

Commodity Request and Commodity Release Note
When a specific distribution is going to take place, the warehouse receives a Commodity Request Form (sometimes called “Dispatch Authorization Memo”) from Programs Staff.  This form should be accompanied by a Beneficiary List, listed by Technical Sector and Beneficiary Category (these designations will be in the Program Proposal).  Also, the Commodity Request Form should be signed by the proper authorizing signatures (for example, Site Coordinator, etc.).
There can be several reasons that a commodity would be dispatched from the warehouse:

· Distribution to beneficiaries (or to distribution site)

· Loans issued by FH

· Repayment of Loans received by FH

· Transfers out to another FH warehouse

· Transfers out to another agency

· Internal losses

· Other dispatches/adjustments (special outlays, for example commodities to analyze during a training workshop, etc.)

After receiving the Commodity Request, warehouse staff reviews the request to determine that there are enough commodities in stock, if temporary labor is going to be needed and any other logistical requirements with regard to transport the commodity.  Also, trucking contracts must be arranged and signed, if they are not already in place.
Then warehouse staff prepare the Commodity Release Note.  This document shows the commodities that actually are dispatched from the warehouse.  Recovered commodities should be dispatched first (commodities that had been damaged, but were recovered – for example, wet commodities that were then dried and put into good condition). 

CTS
You will register the Commodity Request into the CTS.  After you enter that, you will prepare the Commodity Release Note using the CTS as well.

Please refer to the CTS Manual for detailed explanation.


CTS

You can use the CTS to print out the following report (please refer to the CTS Manual for detailed explanation):

· Commodity Release Notes Issued: a consecutive listing of all the Commodity Release Notes generated by a warehouse
Dispatch - Loading

Commodities should be placed into piles on the warehouse floor and then loaded onto the trucks.
Before food is dispatched (and before and after each movement of food), warehouse should be cleaned.

A waybill should be prepared for each truck or vehicle that will carry commodities.

Make sure to have a signed contract before loading any truck or wagon.  Trucks or wagons should be inspected before loading to ensure they are clean, waterproof, insect free and not transporting hazardous materials (such as gas/petrol, cement, chemicals, etc.) at the same time, in order to avoid food loss or damage by leakage, infestation or contamination. See Truck Inspection Report below. 
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  FOOD FOR THE HUNGRY   TRUCK INSPECTION REPORT     Shipment No: _______________       Province: ______________     Transporter: ________________       District: _______________     Warehouse: ________________               The following trucks carryin g  Food for the Hungry   commodities were observed during  loading/unloading at the warehouse:    

Truck/Trlr.#  Commodity  Number   Units  C/N No   W/B No  Donor  Arr. from/   Destined for  No.Units   Verified  

       

       

       

       

       

       

    1.   Were the trucks   properly covered with the tarps?   (   ) Yes   (  ) No     2.   Were the tarps in good condition?       (   ) Yes   (  ) No     3.   Were the consignments documents in order?     (   ) Yes   (  ) No     4.   Were the bags/drums/cartons stowed properly?     (   ) Yes   (  ) No     5.   Were any bags/drums/c artons torn/leaking     (   ) Yes   (  ) No       6.   Were losses/damages correctly noted on WB/CN   (   ) Yes   (  ) No     7.   Were there any other commodities besides.     (   ) Yes   (  ) No     If  NO , specify. _____________________________________     Comments:  ________________________ ________________________________________________ ________________________________________________________________________ ________________________________________________________________________  


Dispatch - Counting
The warehouse manager and/or storekeeper need to maintain a count of units of food by type as they are being loaded onto the truck. 

Dispatch - Damaged Food
Make sure all commodities being dispatched are in good condition.  Set aside commodities that are damaged when loading.
Complete the Dispatch Waybill
The dispatch waybill should contain at least the following information and staff should ensure that all the information is correct before signing the waybill and dispatching the commodity.

· Region/Program
· Date
· Type (commodity)
· Quantity
· Delivery Location
· Name and signature of the person taking the commodity from the warehouse.
· Name and signature of the person giving the commodity.
The Dispatch Waybills need to be stored in a secure place as they are like blank checks for commodities.  Field office must control access to their pre-printed, pre-numbered waybill forms.  Dispatch Waybills normally contain the following information:

· Pre-printed numbers in serial order

· Shipment number

· Origin and destination of the dispatch

· The transporter

· Standard weight of unit of commodities

· Type and amounts of commodities being sent

· Packages of commodities received damaged  

· Routing of waybills for record keeping purposes

· Any additional information that the field office may deem necessary such as Cost Center and Program Codes.
The Commodity Manager of the regional warehouse needs to do the following:

· Ensure that the information on the waybill is complete.

· Ensure that the type and quantity of food loaded on the truck matches both the information on the waybill and the information in the distribution plan for the project.

· Ensure that the delivery location on the waybill matches the delivery location on the distribution plan or the disposition memo for unfit food.

· Obtain the signature of the person taking the food from the warehouse, usually the transporter.
Complete the Stack Card
The Stack cards show the receipt and dispatch of food on and off each stack. This is an excellent tool for the warehouse manager or storekeeper in order to assess balances on each stack whenever is needed without having to physically count each time a balance is requested.  It also helps to reconcile with the physical count at the end of the month.
Stack Cards must be up-to-date daily.  Do not erase mis-entries; instead cross them out.  This allows for transparency and a good tracking.

Fill in the Dispatches Summary

CTS

You can use the CTS to print out the following reports (please refer to the CTS Manual for detailed explanation):

· Warehouse Movement: a summary of all the movement of commodities in a specified period
· Commodities Distributed: commodities that were dispatched from the warehouse for distribution

· Commodities Distributed by Region 2:  commodities that were dispatched from the warehouse for distribution, grouped by “Region 2”

· Commodities Distributed by Project Type:  commodities that were dispatched from the warehouse for distribution, grouped by “Region 2” and “Project Type”

· Dispatch Summary: This report shows the “Special Disbursements” of commodities by Type of Movement

· Loans Received and Loans Issued:  Status of loans received by FH from other agencies and loans issued by FH to other agencies

The below Dispatches Summary form helps to keep track of the movement of commodities out of a warehouse.
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Visit Distribution Site
It is wise for Commodities Staff to visit the Distribution Site to see that the commodities are being properly taken care of during the distribution.

Joe Gerstle recommends:  “Observe the adequacy and accuracy of distribution procedures and also its orderliness and timeliness. See how recipients acknowledge receipt of food (signature, etc.). Visit and inspect local markets for evidence of commodities being illegally offered for sale.”

Once the distribution has taken place, a copy of the signed beneficiary list should be filed with the Commodity Request Form.

See “Distribution Center Visit Report” below. 
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FOOD FOR THE HUNGRY   DISTRIBUTION CENTER VISIT REPORT   Province: ___________________     Date of Visit: ________________________   District: ____________________     Type of Center: ______________________   Distribution center: ___________ _     Date Center Opened:___________________   BENEFICIARY DETAILS:   Are beneficiaries properly registered?     (  ) Yes       (  ) No   Number of  beneficiaries:  Male: __ ____   Female: ______   Total : ___________   COMMODITY INFORMATION   Are commodity distribution records in o rder?   (  ) Yes       (  ) No  

Commodity  Wheat  CSB  Oil   

Book Balance      

Physical count      

Difference      

Are commodities stored correctly?       (      ) Yes     (      ) No   DISTRIBUTION INFORMATION   1. Did you observe distribution?       (      ) Yes     (      ) No   2.  Distribution commenced at ____________, ended at ________________   3. Commodities distributed: ______________________________________   4. Are measuring devices available?       (      ) Yes     (      ) No   5. Is any medical outreach in the area?     (      ) Yes     (        ) No   6. Were any children referred to health        authorities for treatment of malnutrition?     (      ) Yes     (      ) No   7. Any reported epidemic of measles/diarrhea?   (      ) Yes     (      ) No   Date of previous distribution: ___________________   General com ments:  ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________     Name: ____________________ Titl e: _________________ Signature: _____________    


Undistributed Commodities

The commodities that were dispatched from the warehouse but not distributed, need to be returned to the warehouse.  This is a “return” of commodities.
Here is the procedure that FH/Ethiopia uses when a beneficiary is not present for the distribution:

FH/Ethiopia’s practice when the beneficiary is not present on the distribution day

17 March 2008

First, FHE makes sure that the distribution day is clearly communicated to all beneficiaries at least one week a head of distribution. The experience shows that it is rare to find people absent during the distribution time.  Second, the government unit has also been attending the distribution situation and assured that the commodity has distributed to the intended beneficiaries. However, if the beneficiary absented during the distribution day, the commodity will be delivered to a delegated person of the beneficiary by the assurance of the District Food Security Task Force (DFSTF) and the PA administration approval. Hence, we have no food that needs to return to the warehouse from the distribution sites. 
Here is the procedure that FH/Bolivia used:

FH/Bolivia Process: Return of unused rations to warehouse

	Process
	Procedure
	Responsible
	Location

	1. Balance of distribution.
	1.1. Figure the balance of the distribution, with the number of beneficiaries that did not collect their rations, and the return of these to the warehouse.
	Warehouse Assistant


	Field site

	2. Verification of distribution goal.
	2.1. Control and register the number of rations distributed and returned. 

2.2. Consolidate and carry out managerial reports.
	Area Administrator

Area Administrator
	Field site

Field site



	3. Review Distribution Goal Report
	3.1. Review managerial reports and make decisions regarding future distributions.
	Area Coordinator
	Field site 

	4. Registry of Returns.
	4.1. Transport un-collected rations to the warehouse by the end of each month.

4.2. Registry of the return will be made with a photocopy of the Rations Distribution Form (ADC-004), which identifies the names of the beneficiaries who did not collect their ration.

4.3 Returned rations may be collected up until December 30.
	Warehouse Assistant or Programs Assistant

Warehouse Manager

Warehouse Manager
	Field site / Central site

Central site

Central site

	5. Reporting and report generation.
	5.1. At the end of the month, he prepares a monthly report on the use of Commodities and sends this to the Area Administrator and Area Coordinator
	Warehouse Manager
	Central site / Field site





CTS
You will register the returned commodities into the CTS under “Other Receipts” and “Commodities Returned from Projects & Others”.
Please refer to the CTS Manual for detailed explanation.
240.  Inventory

General Principles

The physical inventory should be conducted monthly by an employee not involved with handling of the commodity accounting system and not employed in the warehouse or under its supervisory authority.  The person handling the physical inventory should not have the number of units as per the book balance.  The physical inventory should be taken by stacks, by commodity and by warehouse and compared with the stack card and the book balance.  Any differences should be investigated.

Physical counts are essential to be able to reconcile with inventory ledgers and stack cards, as the actual balance from physical counts is considered the Real Balance.

A physical count should be done according to the warehouse movement.  In some cases it will be daily as in another it will be at least monthly.  A physical count should be done at least monthly in order to reconcile with the warehouse inventory ledgers and to have accurate data for the preparation of monthly Commodity Status Report.

The Stack Cards and the Physical Inventory Form provide good support documentation for information entered in the warehouse inventory ledgers.

Stack Cards

Each stack of commodities needs to have its own stack card.  These cards record the receipt and dispatches of commodities and helps the warehouse coordinator or storekeeper to assess balances quickly without having to count each stack every time a balance is needed. 

Stack Cards must be up-to-date daily.  Do not erase mis-entries; instead cross them out.  This allows for transparency and a good tracking.


CTS
You will register the Stack Card balances in the CTS under “Update Batch/BL Balances”.
Please refer to the CTS Manual for detailed explanation.

CTS

You can use the CTS to print out the following reports (please refer to the CTS Manual for detailed explanation):

· Warehouse Stack List: detailed chronological movement of commodities into and out of a warehouse

· Stack Kardex: the Kardex of a stack – the chronological movement of commodities into and out of a specified stack
Each stack card contains at least the following information:

· Vessel Name

· B/L number

· Commodity Type

· Stack card No

· Arrival Date

· Number of Units Received

· Number of Units and Date Dispatched

· Balance

[image: image21.png]@ fh

FH STACK CARD

Stack No:
fo0d for the hungry
Commodities Management
Location: Commodity Opening Date:
Warehouse Number: Opened By
Shipment BL No Origin
Expiration Date; Project: MYAP CCC No Signature:
Donor: Unit Net/Weight:
Date Waybill No. From/ To Receipt Dispatches Balance Signature Truck /Wagon
Units Kg's Units Kg's Units Kg's Number





Physical Inventory 

Physical Inventory must be done at the end of every month to be able to properly account for the commodities.  This also demonstrates a good system of accountability to the donor.  If Physical Inventory is not taken, we cannot know if commodities have been lost, damaged or stolen.  The physical inventory must be performed by individuals other than the warehouse staff to avoid conflict of interest, since this balance should confirm the amounts shown on the commodities reports.  The person handling the physical inventory should not know ahead of time, the number of units as per the book balance.

The physical inventory form should contain the following:

· Warehouse Location

· Month/Year

· Shipment No.

· Type of Commodity  

· Number of Units       


CTS
You will register the physical inventory in the CTS under “Inventory Book Balance”.
Please refer to the CTS Manual for detailed explanation.
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  PHYSICAL INVENTORY   WORKSHEET/TALLY SHEET   (Attach to Monthly Inventory)     For month of:____________________     Date of Inventory:_______________     Province:______________________       Warehouse:____________________     Commodity:_______________ ____       Shipment:_____________________     Stack Details :    

STACK  STACK CARD  QUANTITY  PHYSICAL COUNT  PHYSICAL CONDITION  

STACK # 1       

STACK # 2       

STACK # 3       

STACK # 4       

STACK # 5       

STACK # 6       

STACK # 7       

STACK # 8       

STACK # 9       

TOTA L     

      Balance per  Stack card:_______________________________________             Physical Count:_______________________________________________             Difference:__________________________________________________     Name:_________________________________________    Date:____________________       Signature:________ ____________   Approved by (Name & Signature) ______________       * A Loss Report must be completed for the difference between the stack balance and the   physical count.  


Warehouse Inventory Ledger Book
This report is very important in determining the status of a particular commodity and, in particular the current availability of the commodity in good condition versus what is pending approval to dispose or to recondition.  This report should be prepared monthly and any balance forward should be brought to the next month as beginning balance.  This chart provides the basic information needed to keep a good control of commodities.  Supporting documentation to be included for the preparation of the Warehouse Inventory Ledger Book are:

· Delivery Survey Report (or Waybill if there is no Delivery Survey Report)
· Loss and Adjustment Report
· Receipt or dispatch date

· Waybill number

· Vehicle license plate number.

Do not erase mis-entries; instead cross them out.  This allows for transparency and a good tracking.
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WAREHOUSE NAME /No:________________________

COMMODITY NAME:_______CSB__
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11/5/2008 TZ413Q 6971 215- - - - -

12/5/2008 TZ414R 6972 215- - - - -
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250.  Internal Losses and Claims

Integrity and Transparency are two organizational values that we are to strive toward, as expressed in FH’s Corporate Identity Statement.  With this in mind, we want to be accountable and trustworthy with regard to the handling of commodities donated by USAID or USDA or other Donors.

To be consistent with this statement, we should try to prevent any damage to any commodities stored in our warehouses, and always strive to give the best product to our beneficiaries.

Each field should have systems to protect commodities against any loss, dishonest act, theft, misappropriation or impropriety in the handling of transactions.

There are 2 broad categories of losses:

a) marine and inland losses (any loss while the commodity is in the hands of the ocean carrier or the inland transporter)

b) internal losses (any loss while the commodity is in FH’s hands)
Proper documentation for losses is necessary to prove accountability to our donors.  It also helps us to determine who is responsible for such losses and what steps to take in each case.

As the commodities enter the warehouse, their quantity and quality are recorded.  The document that records this is the Delivery Survey prepared by the Independent Surveyor.  If there is no survey, then the Waybill is used.  This is the Waybill that is signed by the Transporter and Warehouse Staff sign agreeing on how much commodity is delivered and what its condition is.

NOTE:  Marine and Inland Losses and Claims are discussed in the Level 300 Commodities Manual on Freight.
Documenting and Reporting Internal Losses

USAID - Food for Peace

Every loss must be reported, irrespective of the dollar value.  Each loss valued at less than $500 is reported only on the quarterly Loss Status Report, which field will prepare, Regional Commodities Manager will check, and then field will submit to USAID Local Mission (and to FHUS, who will submit to USAID Washington) within 30 days of the close of the quarter.
Each loss valued at $500 or greater is reported quarterly on DMCR (“Damage or Misuse of Commodities Report”) which field will prepare, Regional Commodities Manager will check, and then field will submit to USAID local mission (and to FHUS, who will submit to USAID Washington) within 30 days of the close of the quarter.  These losses are also reported on the quarterly Loss Status Report.

Each “large” loss (a good figure is $5000 or greater) should be reported immediately to Regional Commodities Manager and FHUS Commodities Staff, and then immediately to the USAID local mission by field (and to USAID Washington by FHUS) on a DMCR.  These losses are also reported on the quarterly Loss Status Report.

The DMCR includes the following information (if any of the below information is not available FH shall explain why it is not available).
· Who had possession of the commodities, monetized proceeds or program income

· Who might be responsible for the loss, damage or misuse

· Kind and quantity of commodities

· Size and type of containers

· Time and place of loss, damage or misuse

· Current location of damaged commodities

· Program and CCC contract number

· Other identifying numbers printed on the commodity containers

· Action taken by FH to recover or dispose of lost or damaged commodities

· Estimated value of the loss, damage or misuse.

The Field Office needs to request approval from the Local Mission for disposal of the commodities if these were damaged or to let them know what actions were taken to recondition a loss or misuse of commodities.

USAID should be advised in all cases where FH has reason to believe there is a pattern or trend in the loss, damage or misuse of commodities. 

If FH suspects criminal activity in any commodity losses or misuse of monetized proceeds or program income the USAID Inspector General’s office should be notified through USAID Local Mission or USAID in Washington.  The local authority should also be notified.  The local authority would include the local government ministry through which PL 480 programs are implemented and the police.  A police report should be obtained whenever possible.
“Any proposed settlement for less than the full amount of the claim must be approved by AID/M.  CS’s must request AID’s approval to terminate a claim if it is determined that the claim is uncollectable.”


REG 11

211.9.(f) Reporting losses to USAID or the Diplomatic Post.
(1) The cooperating sponsor shall provide the USAID or Diplomatic Post a quarterly report regarding any loss, damage or misuse of commodities, monetized proceeds or program income. The report must be provided within 30 days after the close of the calendar quarter and shall 
contain the following information except for commodity losses less than $500: who had possession of the commodities, monetized proceeds or program income; who, if anyone, might be responsible for the loss, damage or misuse; the kind and quantity of commodities; the size and type of containers; the time and place of loss, damage or misuse; the current location of the commodities; the program number; CCC contract number, if known, and if not known, other identifying numbers printed on the commodity containers; the action taken by the cooperating sponsor with respect to recovery or disposal; and the estimated value of the loss, damage or misuse. If any of this information is not available, the cooperating sponsor shall explain why it is not. The report simply may identify separately commodity losses valued at less than $500 and indicate the estimated value of the commodities lost damaged or misused and the action taken by the cooperating sponsor with respect to recovery or disposal, except that the cooperating sponsor shall inform the USAID or Diplomatic Post if it has reason to believe there is a pattern or trend in the loss, damage or misuse of such commodities and provide the information described above for losses of $500 or more together with such other information available to it. USAID or the Diplomatic Post may require additional information about any commodities lost, damaged or misused. Information in the quarterly report may be provided in tabular form to the extent possible, and the report shall enclose a copy of any claim made by the cooperating sponsor during the reporting period.

(2) If any commodity, monetized proceeds or program income is lost or misused under circumstances which give a cooperating sponsor reason to believe that the loss or misuse has occurred as a result of criminal activity, the cooperating sponsor shall promptly report these circumstances to the A.I.D. Inspector General through AID/W, USAID or the Diplomatic Post, and subsequently to the appropriate authorities of the cooperating country unless instructed not to do so by A.I.D. The cooperating sponsor also shall cooperate fully with any subsequent investigation by the Inspector General and/or authorities of the cooperating country.

DMCR
Below is a sample DMCR:


[image: image25.emf]DAMAGE, OR MISUSE OF COMMODITIES REPORT (DMCR)   COMMODITIES DONATED UNDER TITLE II OF PL - 480     PART A:  –   To be completed by cooperating sponsor.     1.   Name of cooperating sponsor:      2.   Country:      3.   Project Title and  TA # :   

    Commodity  Quantity     Units                              Weight (MT)                                          Estimated     Value US$      B/L    No.  

     

  4.   Time and Place of Occurrence:  

Time:  

Place:   

  5.   Current Location / Disposition of Commodities:  

 

  6.   Person or a gency   having possession of the commodities at th e time of occurrence:  

 

  7.   Nature of Loss, Damage, or Misuse:  

 

  8.   Detailed description of circumstances of loss, damage or misuse:  

 

 

 

  9.   Action taken to affect recovery, disposal, or restitution including details or amounts and  disposition of cash:  

 

 

 

  10.   De tails of claims established or to be established against responsible parties:  

 

 

 

    Signature:   _________________________     Date Submitted: __________________       Title:     _________________________  



[image: image26.emf]PART B  –   To be completed by mission or diplomatic post.     1.   Review comments by Food for Peace officer:  

 

 

 

  Claim against (check one):     (  ) Cooperating sponsor   (  ) Third part of cooperating sponsor     Name of third party:____________________________________ __________________     Signature:   ________________________________     Title:     ________________________________         2.   Review comments by mission controller:  

 

 

 

  Signature:   ________________________________     Date Submitted:_____________     Title:     __________________ ______________         3. *Bill of Collection No.___________   Date:_________________  Amount:________________    

   

First determination of value   Re - determination of value   Compromised   Suspended   Terminated   Collect (v. no.                      )   Accountability trans ferred to___________________    

  Remarks:    

 

 

  * To be completed by the office having accountability.     Instructions      Complete in triplicate and send to donor. File copy in Donor Report File   


USAID – IFRP

IFRP is one of the Food for Peace programs.

Each loss due to criminal activity is reported immediately.  Also, report to HQ Commodities Staff immediately.
Each loss valued at greater than $500 is reported quarterly.

Although not required, it is good to use the FFP DMCR as the Loss Report, for standardization.

USDA – Food for Progress and Food for Education

Each loss valued at $5000 or less is reported quarterly.

Each loss valued at greater than $5000 is reported immediately.  Also, report to HQ Commodities Staff immediately.
Although not required, it is good to use the FFP DMCR as the Loss Report, for standardization.

Claims
If the loss is the responsibility of FH, FH must pay USAID for the lost commodities or replace the commodities.


REG 11

211.5.(d) Fault of cooperating sponsor in country of distribution. If a commodity, monetized proceeds or program income is used for a purpose not permitted under the Operational Plan or TA or this Regulation, or if a cooperating sponsor causes loss or damage to a commodity, monetized proceeds or program income through any act or omission or failure to provide proper storage, care and handling, the cooperating sponsor shall pay to the United States the value of the commodities, monetized proceeds or program income, lost, damaged, or misused, unless A.I.D. determines that such improper distribution or use, or such loss or damage, could not have been prevented by proper exercise of the cooperating sponsor's responsibility under the Operational Plan or TA and this Regulation. In determining whether there was a proper exercise of the cooperating sponsor's responsibility, A.I.D. shall consider normal commercial practices in the country of distribution and the problems associated with carrying out programs in developing countries. Payment by the cooperating sponsor shall be made in accordance with paragraph (g) of this section, except that the USAID or Diplomatic Post may agree to permit a cooperating sponsor to replace commodities lost, damaged, or misused with similar commodities of equal value.
If a claim is been filed against another person or organization for the loss, a copy of the claim should be provided to USAID along with the pertinent LSR and DMCR.

1. Claims must be filed by field office for the loss or misuse of commodities against FH employees, transporters, warehouse landlord (for food damage or loss due to negligence on repairs), or other.
2. The shipping company is responsible to cover repackaging costs in all cases where damages of bags or infestation were caused during ocean transport.  If the field office incurred any of these costs, then a Certificate of Marine Reconstitution Costs should be prepared.  This document should be sent to FH along with the Survey Report to seek reimbursement.  For reconstitution less than $500 no prior authorization is necessary.  For reconstitution costing $500 or greater, a written authorization from the Local Mission is required in order to be reimbursed by USDA-CCC. It is suggested that at the beginning of each fiscal year, you request the Local Mission to give you a waiver for this clause in order to not make the losses worse.

3. A separate file should be kept for each claim case at the field level.

4. Field offices should have procedures to handle Internal Losses and ensure that all the necessary steps are being followed to pursue and close out claims.  At the minimum the field office should:

a. Send a claim letter to the person or organization responsible for the loss.

b. Sent written follow up of the original claim letter, at least three progressively stronger demands with 30 day intervals.

c. If there are no results, notify USAID Local Mission and request instructions on how to proceed with the claim.  FH can request that the claim be assigned to USAID Local Mission. If field offices suspect or discover losses due to criminal activity, they must notify immediately in writing to USAID Local Mission, FH Regional Director with copy to FH HQ Commodities Staff. 
5. A claim is based on each shipment and, as per Reg. 11, they cannot be artificially broken down.  For example, if you make a contract with a trucker to transport 3 truckloads, the claim will be based upon losses/damages on all 3 trucks, not on an individual truck.
6. FH may elect not to file a claim if the loss is less than $500 and such action is not detrimental to the program and such loss has not been a pattern.

7. For Food for Peace programs, FH retains $150 of any amount collected on an individual claim.
8. Monitor the status of the claim and a report for it should be prepared as well (see sample from CARE’s 1998 below).
9. Field should send a copy of the status of the claim to FH HQ and to the USAID Local Mission.

REG 11

211.5.(e) Fault of others in country of distribution and in intermediate country.
(1) In addition to survey and/or outturn reports to determine ocean carrier loss and damage, the cooperating sponsor shall, in the case of landlocked countries, arrange for an independent survey at the point of entry into the recipient country and to make a report as set forth in paragraph (c)(1) of this section. CCC will reimburse the cooperating sponsor for the costs of a survey as set forth in paragraph (c)(1)(iv).

(2) If a cooperating sponsor acquires any right against a person or governmental or nongovernmental organization based on an event for which the person or organization is responsible that resulted in the damage, loss or misuse of any commodity, monetized proceeds or program income, the cooperating sponsor shall file a claim against the liable party or parties for the value of the commodities, monetized proceeds or program income lost damaged or misused and shall make every reasonable effort to collect the claim. A copy of the claim and related documents shall be provided to USAID or the Diplomatic Post. Cooperating sponsors who fail to file or pursue such claims shall be liable to A.I.D. for the value of the commodities or monetized proceeds or program income lost, damaged, or misused: Provided, however, that the cooperating sponsor may elect not to file a claim if the loss is less than $500 and such action is not detrimental to the program. Cooperating sponsors may retain $150 of any amount collected on an individual claim. In addition, cooperating sponsors may, with the written approval of USAID or the Diplomatic Post, retain either special costs such as reasonable legal fees that they have incurred in the collection of a claim, or pay such legal fees with monetized proceeds or program income. Any proposed settlement for less than the full amount of the claim must be approved by USAID or the Diplomatic Post prior to acceptance. When the cooperating sponsor has exhausted all reasonable attempts to collect a claim, it shall request USAID or the Diplomatic Post to provide further instructions in accordance with paragraph (e)(4).

(3) Calculation of the amount of a claim against others. A claim is the right a cooperating sponsor has against a third party as a result of an event for which the third party is responsible that caused the loss, damage or misuse of commodities, monetized proceeds or program income. The amount of the claim is based on the value of the commodities, monetized proceeds or program income lost, damaged or misused as a result of the event. An individual claim may not be broken down artificially to enlarge the amount the cooperating sponsor may retain as an administrative allowance on collection of the claim. For example, if a cooperating sponsor has a contract with a carrier to transport commodities, and losses occur during a single shipment of commodities from points A to B, the cooperating sponsor has one claim against the carrier, and the amount of the claim will be based on the total value of the commodities lost during the shipment from A to B even though some of the loss might have occurred on each of several trucks or by subcontractors used by the carrier to satisfy its contract responsibility to transport the commodities.

(4) Reasonable attempts to collect the claim shall not be less than the follow-up of initial billings with three progressively stronger demands at not more than 30-day intervals. If these efforts fail to elicit a satisfactory response, legal action in the judicial system of the cooperating country should be pursued unless:

(i) Liability of the third party is not provable,

(ii) The cost of pursuing the claim would exceed the amount of the claim,

(iii) The third party would not have enough assets to satisfy the claim after a judicial decision favorable to the cooperating sponsor,

(iv) Maintaining legal action in the country's judicial system would seriously impair the cooperating sponsor's ability to conduct an effective program in the country, or

(v) It is inappropriate for reasons relating to the judiciary or judicial system of the country.

A cooperating sponsor's decision not to take legal action, and reasons therefore, must be submitted in writing to USAID or the Diplomatic Post for review and approval, and USAID or the Diplomatic Post may require the cooperating sponsor to obtain and submit the opinion of competent legal counsel to support its decision. A cooperating sponsor also may request approval to terminate legal action after it has commenced if it is apparent that any of the exceptions described above becomes applicable or if it is otherwise appropriate to terminate legal action prior to judgment. In each instance, USAID or the Diplomatic Post must provide the cooperating sponsor a written explanation of its decision within 45 days from the date the request is received or inform the cooperating sponsor in writing regarding the reason(s) the USAID or Diplomatic Post needs more time to make a decision. If USAID or the Diplomatic Post approves a cooperating sponsor's decision not to take further action on the claim for reasons described in paragraphs (e)(4)(iv) or (v) of this section, the cooperating sponsor shall assign the claim to A.I.D. and shall provide to A.I.D. all documentation relating to the claim. When USAID or the Diplomatic Post takes an assignment of a claim or claims from a cooperating sponsor, the USAID or Diplomatic Post shall consult AID/W regarding the appropriate action to take on the assigned claim(s), unless standing guidance is in effect.

(5) As an alternative to legal action in the judicial system of the country with regard to claims against a public entity of the government of the cooperating country, the cooperating sponsor and the cooperating country may agree to settle disputed claims by an appropriate administrative procedure and/or arbitration. This alternative may be established in the Host Country Food for Peace Program Agreement required under §211.3(b), or by a separate formal understanding, and must be submitted to USAID or the Diplomatic Post for review and approval. Resolution of disputed claims by any administrative procedure or arbitration agreed to by the cooperating sponsor and the cooperating country should be final and binding on the parties.

Monitoring a Claim

Sample to monitor the Status of a claim 

Field:_________________
FY:___________________



	Loss adjustment report #


	
	
	
	
	

	Date of loss adjustment report


	
	
	
	
	

	Shipment #


	
	
	
	
	

	Type of Commodity


	
	
	
	
	

	Organization / Person Responsible
	
	
	
	
	

	1st claim letter:

      Date

      Ref. No.
	
	
	
	
	

	2nd claim letter:

     Date

     Ref. No.
	
	
	
	
	

	3rd claim letter:

     Date

     Ref. No.
	
	
	
	
	

	4th claim letter:

     Date

     Ref. No.
	
	
	
	
	

	Date letter send to AID  
	
	
	
	
	

	Amount collected
	
	
	
	
	

	Amount reimbursed to USAID
	
	
	
	
	

	Date Claim closed
	
	
	
	
	

	Remarks


	
	
	
	
	


Loss/Claim Register
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Legal Action
Refer to FH’s policy on legal action.  Legal action should not be taken lightly as it can be costly and take many years.
Claims Proceeds

Although Reg. 11 says how to handle claims proceeds (see below Reg. 11 section 211.9.(g)), that section has been superseded by instructions from USAID, as per the following email from Sylvia Moore on 7 December 2009:

On Mon, Dec 7, 2009 at 3:21 PM, Moore, Sylvia Rebecca(DCHA/FFP/POD) <SyMoore@usaid.gov> wrote:

For Paul, Sarah, and Makeda,
 

Thank you for your continued patience. 
 

While we have achieved inter-agency accord on how the reflow of funds should be reverted back to the USDA Commodity Credit Corporation (CCC) account using the following information recently furnished by USDA, we still have a few more outstanding issues to resolve as of this writing.  We have agreed that the category of funds you are returning should be returned directly to USDA/CCC using Agency Locator Code 00004992.
 

However, as a next step and given the need to merely inform you of the new account and address information replacing the former Account (20FT401) cited in our current version of 22 CFR 211, I am sharing with you the new account information and address as well as seeking guidance from FFP/POD's Division Chief as to the most appropriate way to document this information in a future Food for Peace Information Bulletin.  
 

Agency Locator Code (ALC):
00004992
ABA Number:
021030004

Bank Name:
Treasury, New York City

Business Function Code:
CTR

Beneficiary and Address:
Commodity Credit Corporation


1400 Independence Avenue, S.W.


Stop 0581


Washington, D.C. 20250-0581

Title II References:  
Please list the Title II Agreement Award, Country Program, Awardee


      Name, and FARES Request

REG 11

211.9.(g) Handling claims proceeds. Claims against Ocean Carriers shall be collected in U.S. dollars (or in the currency in which freight is paid, or a pro rata share of each) and shall be remitted (less amounts authorized to be retained) by nongovernmental cooperating sponsors to CCC. With respect to commodities, claims against nongovernmental cooperating sponsors shall be paid to CCC or AID/W in U.S. dollars; amounts paid by other cooperating sponsors and third parties in the country of distribution shall be deposited with the U.S. Disbursing Officer, American Embassy, preferably in U.S. dollars with instructions to credit the deposit to CCC Account No. 12X4336, or in local currency with instructions to credit the deposit to Treasury sales account 20FT401. Any conversion required for these deposits shall be at the highest rate of exchange legally obtainable on the date of deposit unless A.I.D. agrees otherwise in writing. With respect to monetized proceeds and program income, amounts recovered should be deposited into the special interest-bearing account established for the monetized proceeds and may be used for purposes of the approved program.


260.  Reports
Loss Reports

See previous section.

CTS Reports

The CTS generates many reports that are useful in warehouse management.  These reports will help you to easily know the situation of commodities in your warehouse.

Warehouse Movement

This report presents a summary of all the movement of commodities in a specified period.

Shipment Receipt per Commodity (“Condition of Arrival Report”)
This report shows, by Bill of Lading, the quantity and condition of commodities as dispatched from port and upon arrival into FH warehouse, and also shows Inland Transport Losses.

Receipts Summary

This report shows “Special Entry” of commodities into the warehouse by Type of Movement.

Loans Received and Loans Issued

This report shows the status of:

· loans received by FH from other agencies

· loans issued by FH to other agencies

Commodities Returned

This report shows the commodities returned from projects and other types of receipts.

Commodities Distributed

This report shows the commodities that were dispatched from the warehouse for distribution.

Commodities Distributed by Region 2

This report shows the commodities that were dispatched from the warehouse for distribution, grouped by “Region 2”.

Commodities Distributed by Project Type

This report shows the commodities that were dispatched from the warehouse for distribution, grouped by “Region 2” and “Project Type”.

Dispatch Summary

This report shows the “Special Disbursements” of commodities by Type of Movement.
Warehouse Stack List

This report shows the detailed chronological movement of commodities into and out of a warehouse.

Commodity Release Notes Issued

This report gives a consecutive listing of all the Commodity Release Notes generated by a warehouse.

Recipient Status Report

This report shows, for one warehouse, the number of rations distributed by “Subprogram”.

Community Contributions

This report shows the contributions that “Region 2” provides for the rations of commodities distributed.

Stack Kardex

This report shows the Kardex of a stack – the chronological movement of commodities into and out of a specified stack.

Report Generator

The CTS can also be used to generate other reports, using the “Report Generator”.

Quarterly Reports

The Quarterly Reports (QRs) are the Commodity Status Report (CSR), the Recipient Status Report (RSR) and the Loss Status Report (LSR).
If the CTS is being used, each warehouse (SubOffice) sends its updated files to the Central Office (Field Office) for consolidation into the Quarterly Reports.
If the CTS is not being used, each warehouse needs to prepare these reports monthly.  The Central Office needs to review the various reports and then consolidate them into a single one for the whole country.  Later the monthly reports will be consolidated into the Quarterly Reports.

Field prepares QRs, Regional Commodity Manager verifies them and prepares summary, Field submits to USAID local mission, and Commodity Manager submits to USAID Washington.  Commodity Manager prepares summary for Director of Finance.

QWICR

Currently, USAID/W does not mandate that a special form be used for the CSR/RSR as long as it contains the required information.  For the sake of the report’s validity, it is recommended that the CSR, RSR and LSR be signed by the preparer, the reviewer and the approver, and the approver must be the Country Director or his/her designated delegate.
However, soon (tentative start date was FY10 Q1), QWICR (Quarterly Web Interfaced Commodity Reporting) system will be the place to submit the quarterly reports.  QWICR
 is a secure online commodity tracking system through which Title II PVOs will file reports, no more than quarterly and no less than annually, as stipulated in Reg 11 (section 211.10.c) on mandated commodity reports.  It was developed by FFP East Africa in collaboration with Title II PVOs.

What QWICR can do:

· allows users to monitor and analyze commodity flows, document losses, and proactively comply with Regulation 11 monitoring, oversight and accountability requirements. 

· sends email alerts to FFP on submission deadlines, required follow-up actions and claims payments tracking

· provides guidance through a Regulation 11 helpdesk function

· uses an automatic archive function to maintain historical data

Reports generated by QWICR:

· Commodity Status Report (CSR)

· Physical inventory 

· Distribution/Monetization transactions

· Transfers

· Losses

· Recipient Status Report (RSR)

· Commodity amounts

· Numbers of recipients reached

· Commodity amounts provided to recipients

· Loss Summary Reports (LSR)

· Type, reason, amount and $ value of losses

· Damage/Misuse of Commodities Report (DMCR) is automatically generated based on LSR

· Monetized Performance Report (MPR)

· Call forward concurrence information

· Monetization Performance Assessment data (cost recovery)

How QWICR works:

· Web-based

· All commodity reporting will be done through the secure QWICR website and recorded in a centralized data base

· Bottom up 

· PVO staff will prepare, verify and approve reports 

· Sends automatic email notification to FFP field/mission staff 

· FFP field/mission staff will review, verify and approve reports

· Send automatic email notification to FFP/Washington staff

· FFP Washington will review and approve reports

· perform follow up as necessary

How QWICR changes the current paper-based system:

· Replaces paper based system (in countries not already using version 1)

· Submitting reports will:

· Take less staff time- reports are automatically generated and populated based on data entered

· Take less time to reach FFP- system is no longer dependent on delivery of paper reports

· Increases level of reporting detail and accuracy 

· Facilitates consistent, timely submissions and validity of data

· Provides a more comprehensive picture of the supply chain from start to finish

QWICR’s advantages:

· Ensures PVO and mission compliance with Title II regulations

· Automated

· reports will be generated based on information entered and submitted electronically

· Centralized

· information will be available in one place

· Standardized

· users will enter the same types of information

· Facilitates the claims process

· Electronic “paper trail”

QWICR resources:

· QWICR website

· http://www.qwicr.com/qwicr/index.asp
· QWICR users manual

· To be uploaded to FFP website

· Regulation 11 website

· http://www.usaid.gov/our_work/humanitarian_assis

 HYPERLINK "http://www.usaid.gov/our_work/humanitarian_assistance/ffp/reg11p.htm" \t "_parent" tance/ffp/reg11p.htm#211.10
· Administrative management

· golson@usaid.gov
· Technical management/IT support

· madesanu@amexdc.com
CSR (Commodity Status Report)
The CSR lists commodities received and issued but not yet distributed to the recipients.
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LSR (Loss Status Report)

The monthly Loss Status Report is a summary of all losses and adjustments during the month.
Figure 8. FH Monthly Loss Report

FH Monthly Loss Report

Country Office: ___________
Date Entered: _________
Prepared:  _________

Region: __________________
Sheet _____ of ______
Approved: _________
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 Loss Location Codes
1 - Lost in ocean transport (includes transits lost with through 




      Bill of lading)




2 - Lost during in-country transport




3 - Losses in port warehouse




4 - Losses in FH’s warehouse




5 - Losses in other (explain)
RSR (Recipient Status Report)
The RSR lists commodities distributed and the number of recipients who received them.
Includes:
· Technical Sector
· Average number of recipients reached each month (the number of recipients reached for the quarter and divided by 3)
· Number of Recipients as per AER
· Type of Commodity

· Net Kgs. distributed by the CS during the quarter
· Average monthly ration rate (net kgs. distributed and dividing by the average number of recipients reached each month)
· AER Approved Ration rate

A comparison can be made between the actual ration rate against the AER approved rate.  If the actual rate is higher, FH is distributing commodities not approved by USAID/W.  If the actual rate is lower than the approved rate, FH is not following their operational plan.  There can be many reasons for this, such as late arrival of commodities.  In any case FH field office should investigate and explain the difference.

CTS

You can use the CTS to print out the following report (please refer to the CTS Manual for detailed explanation):

· Recipient Status Report: the number of rations dispatched from one warehouse for distribution by “Subprogram”.
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Shipment Register

		FOOD FOR THE HUNGRY

		SHIPMENT REGISTER

		Shipment or BL #		Name of Vessel		Discharge Port		Vessel ETA		Vessel ATA		Commodity		B/L Qty in Units		B/L Qty Net MTs		FAS or FOB Value in US$		Ocean   Transp in US$		Inland Transp in US$		Total C & F Value in US$		Quantity Received at FH warehouse - Net in MTs		Ocean Carrier		Inland Transporter		Surveyor		Comments





Ledger Book

		FOOD FOR THE HUNGRY

		LEDGER BOOK

		LOCATION:_____________________

		WAREHOUSE NAME /No:________________________

		COMMODITY NAME:_______CSB__

		COMMODITY UNIT:_______Bag__

		COMMODITY WEIGHT:_______25 kilo__

		B/L (SHIPMENT) NUMBER: __71199FHI_______

				IN								OUT										Cummulative Total / Balance

		Date		Origin		Truck / Wagon No. or Ship Name		Waybill No.		Number of Units: Bags / Cartons		Authorization No.		Destination		Truck / Wagon No. or Ship Name		Waybill No.		Number of Units: Bags / Cartons

		10/5/08				TZ412P		6970		220		-		-		-		-		-		220

		10/5/08				-		-		-		CRN 1260		Kongolo		SH623C		2525		150		70

		11/5/08				TZ413Q		6971		215		-		-		-		-		-		285

		12/5/08				TZ414R		6972		215		-		-		-		-		-		500

		13/5/08				-		-		-		CRN 1261		Kongolo		SH623C		2525		150		350

		14/5/08				-		-		-		CRN 1262		Kabalo		SH624D		2526		200		150

		15/5/09				-		-		-		CRN 1263		Kabalo		SH625E		2527		150		0





Stack Card

		FOOD FOR THE HUNGRY

		STACK CARD

		LOCATION:_____________________

		WAREHOUSE NAME /No:________________________

		COMMODITY NAME:_______CSB__

		COMMODITY UNIT:_______Bag__

		COMMODITY WEIGHT:_______25 kilo__

		STACK CARD: ______3____

		B/L (SHIPMENT) NUMBER: _____71199FHI__

				IN						OUT						Cummulative Total / Balance		Comments / Remarks

		Date		Truck / Wagon No. or Ship Name		Waybill No.		Number of Units: Bags / Cartons		Truck / Wagon No. or Ship Name		Waybill No.		Number of Units: Bags / Cartons

		10/5/08		TZ412P		6970		2,200		-		-		-		2,200

		11/5/08		TZ413Q		6971		2,150		-		-		-		4,350

		12/5/08		TZ414R		6972		2,150		-		-		-		6,500

		13/5/08		-		-		-		SH623C		2525		1,500		5,000

		14/5/08		-		-		-		SH624D		2526		2,000		3,000

		15/5/09		-		-		-		SH625E		2527		2,000		1,000
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		Shipment Number		Loss & Adjust. Report No.		Commodity Type		CCC Number		Loss Location Code*		Quantity Lost				Potential Loss but Recovered				CIF Value

												Kgs		MTs		Kgs		MTs		USD

		TOTAL






