NAVAL SUPPLY Weapons System Support (NAVSUP WSS Transportation) 
Shipment Request Procedures

I. INTRODUCTION 

For this FOB Origin procurement, the Government will arrange for transportation and pay all associated transportation costs through the NAVSUP WSS Shipment Processing (SP) office (aka NAVSUP GLS, NAVSUP LOC or NOLSC).  NAVSUP WSS will process shipments of materials from within the United States to CONUS (Continental United States)/OCONUS (Outside Continental United States) consignees with delivery terms Free On-Board (FOB) Origin.  

Contractors/vendors shall complete the Naval Supply Systems Command automated Ready-to-Ship (RTS) web form by accessing the link provided below in Section II.  By completing the form on line, the NAVSUP WSS at Norfolk, VA will receive an email of the shipment request immediately and will act on it as soon as possible during their normal working hours of 7:30 AM to 6:00 PM Eastern Time Monday through Friday.  In response, NAVSUP WSS will provide MANDATORY USE shipping labels to the contractor/vendor.  The contractor/vendor will arrange for shipment with the NAVSUP WSS designated carrier IMMEDIATELY upon receipt of the shipping labels.  If the NAVSUP WSS provided shipping labels are not used, the contractor/vendor will experience delays and additional work to reconcile the transportation payment under the NAVSUP WSS tracking number and possible additional costs not covered under the contract or NAVSUP WSS Transportation.  If the contractor/vendor turns an ordered vehicle away and a vehicle furnished not used charge is incurred the contractor/vendor is responsible for payment.  International small parcel shipment documents are invalid after five business days.  NAVSUP WSS does not accept hazardous shipments.

CONTRACTORS/VENDORS ARE NOT AUTHORIZED TO ARRANGE FOR TRANSPORTATION OR PAY TRANSPORTATION COSTS FOR SHIPMENT OF FOB ORIGIN PROCUREMENT.  

II. PROCEDURES FOR CONTRACTORS TO REQUEST READY-TO-SHIP (RTS) NOTICES

Click on the link at https://www.navsup.navy.mil/site/rts/ to open the NAVSUP WSS RTS Web Form.  The contractor/vendor is required to fill in all data fields marked with a red asterisk under the headings “Vendor Information” and “Package Information.”  The fields not marked with a red asterisk and the heading “Additional Notes” are optional fields to be filled in at the contractor’s/vendor’s discretion.  Click on the blue question mark at the right of each data field to access “On-line Data Element Help” which explains the data required in that field.  If shipping labels are being requested for multiple packages, enter the data for the first package under “Package Information” then click the “Store Pkg Info” button.  Repeat this procedure for each package.  When all data has been entered on the electronic form, click the “Submit” button. 

If you have any questions regarding the web form, contact NAVSUP WSS Transportation directly at (757) 443-5449.
NOTE: Incomplete or missing information will significantly delay the process of arranging transportation. 

III. CONTRACTING OFFICER SHALL PROVIDE THE FOLLOWING INFORMATION: 
1.	Contract Number: _________________________________ 
2.	Transportation Control Number (TCN): ________________ 
3.	Transportation Priority (TP): _________________________ 
4.	Required Delivery Date (RDD): ______________________ 
5.	Transportation Account Code (TAC): __________________
[bookmark: _GoBack]6.	Destination DODAAC: ______________________________
7.    Special Destination Information (optional; however if this category is selected, ALL of its fields are mandatory): 
a.	Destination Activity Name: ______________________ 
b.	Destination Street Address: ______________________ 
c.	Destination City: ______________________________ 
d.	Destination State: ______________________________ 
e.	Destination Zip: _______________________________ 
f.	Destination Country: ___________________________ 
g.	Destination POC: ______________________________ 
h.	Destination POC Phone: _________________________ 
i.	Destination POC Email: __________________________ 
j.	Destination Authorizer Name: _____________________ 
k.	Destination Authorizer Phone: _____________________
 
IV. NAVSUP LOC POINTS OF CONTACT 

NOTE: The preferred method of contact is through email. Phone numbers are provided only for emergencies. 

Email: navsup_wss_facts_sp@navy.milmailto:NAVSUP_LOC_STS@navy.mil	Business Hours: Monday - Friday 7:30 AM to 6:00 PM Eastern Time
Phone: 	757-443-5449			
FAX:	757-443-5517 			For CASREPs ONLY
