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Shipping Instructions

Summary from Cargo Regulations Series 50-7

1.
DEFINITIONS

WHAT IS COMAT

COMAT is defined as Company material shipped on a non-revenue basis on UA aircraft. Material shipped on a non-revenue basis must be owned or leased by UA, Inc. By legal interpretation, the following materials are also eligible for non-revenue transportation:

· Tools or parts borrowed by UA from another airline.

· Property owned by UA Mainliner Clubs.

· Personal effects, tools, pets and automobiles of transferring UA employees.

· Property owned by UA Employees' Credit Union.

· Human remains of deceased UA employees and retirees; human remains of UA employees’ eligible immediate family members.

· Aircraft films and related equipment leased by UA.

WHAT IS NOT COMAT

Material specifically not eligible for non-revenue transportation includes:

· Property of UAL, Inc., Westin International Hotels, and the Hertz Corporation.

· Shipments of raw or semi-finished materials between vendors when title is not vested in UA at the time of shipment.

· Equipment, parts, supplies owned by another air carrier (excluding material borrowed by UA).

· Personal property of employees or other persons not otherwise authorized for transport in connection with a bona fide transfer.

Note: The President of the company may authorize free positive-space carriage of property for Directors Emeritus, Directors, Retired Officers, and Officers and their spouses (See Regulations Series 5-9).

COMAT AIRBILLS

COMAT Airbill Form UAC 2147B or UAC 2147D (or Air Waybill UAC 2150 if movement is international) must be prepared to document authorized non-revenue COMAT shipments. The COMAT Airbill must be used for all categories of COMAT. It must be complete as to origin, destination, movement priority, confirmed flights, consignee and shipper's names and addresses, instructions for special handling, authority to ship, pieces, weight and description of packing pieces and contents.  All COMAT must be booked through to destination prior to delivery to a United Air Freight facility.
2.
DISTRIBUTION MANAGEMENT SYSTEM (DMS)

DEFINED

The Distribution Management System (DMS) is an ordering and management information system for repetitive use, non-maintenance materials, supplies and equipment controlled by ORDJJ, WHQDT, and WHQHL. All DMS items are listed in the Materials Distribution Center Catalog, which is available from ORDJJ.

USING DMS

Ordering:

· Prepare DMS Material Request (973-8168-UFJ 4030) and forward to local message sending location; or access Unimatic fill-in display "RQST" and complete order information.

· Place telephone expedite orders with ORDJJ at Unitel 601-2672.

Follow Up:

· Contact the Materials Distribution Center - ORDJJ Hotline at Unitel 601-2672 for open order status. Request traces/expedites if shipment is lost/delayed on route or track using the cargo web site and the AWB.

Process For Vendor Supplied Items:

· ORDJJ will forward a copy of the Vendor Release to the receiving function via COMAIL for use as a receiving report.

· When all material has been received, complete receiving report and forward to WHQAP.

· Charges will appear on the monthly "Detail Expense Transaction Report" No. 180.

For ORDJJ Supply Items:

· Follow normal receiving practices for shipments from Central Supply Points.  Charges (expense transfers) will appear on the monthly “Stores Stock Transfer to Stations” Report.

3.
POLICIES AND RESPONSIBILITIES

PRIORITY

Company material is transported system-wide on UA flights on a non-revenue basis. Material is shipped according to these priorities:

· First priority - Aircraft on Ground (AOG – yellow label UST 874)

· Second priority - Priority COMAT (PCO – yellow/black sticker UP 2948 and label UP 2949)

· Third priority - COMAT (CMT – white label UP 2949).

DANGEROUS GOODS

The only Dangerous Goods that may be tendered to Air Freight and transported on UA aircraft as company material are:

· Aircraft parts and supplies in classes 020-799 as shown in Maintenance Supply Procedures (MSP).

· Dry ice.

All Dangerous Goods tendered for transportation as COMAT must be packed in prescribed quantities and documented, certified and described in accordance with IATA Dangerous Goods Regulations, or, for certain consumer commodity groups, in accordance with Circular 6-D.

REPONSIBILITIES OF WHQDT REPRESENTATIVE

· Book CMT – COMAT as requested and per guidelines provided on use of space available. 

· Coordinate transportation requirements with available manpower, facilities, equipment and lift; provide direction to shippers on alternative transportation modes.

· Assess COMAT bottlenecks, backlogs and irregularities, arranging for rerouting outside the system or upgrading to priority status as appropriate.

· Monitor compliance with established policies and procedures. Take corrective action when necessary.

· Establish and coordinate necessary COMAT restrictions and embargoes with OPBOP.

RESPONSIBILITIES OF THE SHIPPER

· Book CMT – COMAT as requested and per guidelines provided on use of space available. 

· Ensure that COMAT movements are booked, planned and coordinated with WHQDT, Air Freight, or Station Operations Management in accordance with procedures.

· Avoid congestion and interference with revenue freight with respect to ground handling and available space on aircraft.

· Prepare and arrange delivery of shipment to Air Freight or Ramp Services, including proper packaging, labeling, addressing, and documentation.

·  Ensure that a completed COMAT Airbill is provided at time of tender. Obtain signature from Air Freight on shipper's copy of COMAT Airbill at the time of COMAT tender to Air Freight Representative. 

CHECKLIST FOR COMAT SHIPPERS

· Obtain appropriate authority to ship via COMAT.

· Pack all articles in durable containers and affix completed COMAT label(s) to each piece in the shipment.

· Prepare COMAT Air bill. 

· Book all comat on a specific flight according to air freight direction.

· Deliver shipment to nearest UA Air Freight office.  Arrange for off-field pickup service through the Domestic LINK program 866-973-1111 or ual@aeroscm.com 

· Obtain signed copy (original) of COMAT Airbill from Air Freight (or ACI pickup driver).

RESPONSIBILITIES OF AIR FREIGHT (STATION OPERATIONS MANAGEMENT)

· Accept, process and move COMAT in accordance with policies and procedures.

Note: It is the responsibility of the Station Operations Manager to establish and coordinate the COMAT delivery plan at a station.

· Coordinate and arrange for transfer of shipments to other airlines and surface carriers through the Domestic LINK Program or International LINK Program.  Prepare documentation for surface shipments.

· Sort and place inbound COMAT shipments for convenient and efficient pickup by consignee or consignee's agent. Assist in arrangements for local cartage through the Domestic LINK Program or International LINK Program.

· Input complete and accurate data regarding shipment for acceptance, movement, and availability at destination into the Air Freight Information System (AFIS).

· Report COMAT backlogs per Cargo Operations Outlook (COO) reporting procedure published in Series 50-17, Cargo Movement/Space Control. 

· Provide adequate weather and security protection for COMAT in their custody.

RESPONSIBILITIES OF CONSIGNEE

· Ensure arrangements are made for prompt pickup of inbound COMAT at Air Freight Facility.  The individual accepting COMAT must request and sign the delivery receipt copy of the COMAT Air bill in the presence of the Air Freight Representative. Note any exceptions to good order and condition. 

Note: At certain high volume stations, local control procedures may be approved by WHQDT. 

· Secure evidence of loss and damage and file claim with WHQDT in accordance with established procedures.


CPY AOG UST 874


CPY COMAT WHITE 2949


CPY PRIORITY COMAT 2949

4.
REGULAR COMAT SHIPPING PROCEDURES

COMAT (CMT) will be booked prior to tender at the Air Freight Facility. The COMAT Airbill must be built into AFIS, and all information on the shipment’s movement and availability   must be entered into the system.  COMAT has  a lower priority than revenue freight, but it must have full visibility in the system and must be  re-booked and re-accommodated on the next available flight  when not boarded as booked.   

AUTHORITY TO SHIP

Authority to designate material to be shipped as COMAT is limited to the following personnel for the designated functions:

· Management employees with UA 879 General Requisitioning Authority.

· Purchasing Functions: Managers, Senior Staff Buyers, Senior Buyers, Buyers, Purchasing Coordinators, Distribution Coordinators, Distribution Agents.

· Inventory Planning and Control Functions: Managers, Senior Planners, Planners, Analysts.

· Traffic Functions: Managers, Traffic Management Representatives, Senior Staff Representatives (WHQHL).

· Line and Base Stores Functions: Managers, Supervisors, and Storekeepers when shipping against Stores Orders, properly approved shipping memos or when shipping unserviceable returns to SFOJJ.

· Materials Distribution Center: Manager, Supervisors, and Storekeepers when shipping against Stores Orders and properly approved shipping memos.

· Kitchen Equipment Stewards when shipping upon request of WHQHL.

· Personnel Managers (authority applies to COMAT movement of employee personal effects only).

· Flight and Communication/Technical Services: Field Representatives and Technicians.

AUTHORIZATION CONTROL

All pieces in the shipment must have a completed COMAT label. Authorization to ship is controlled by the booking process. If the shipment is booked before tender by WHQDT, WHQWS or via the UA Cargo website, authorization to ship can be assumed.

5.
RECURRING SPACE COMAT PROCEDURES

RESERVING SPACE

The need to reserve space on particular flights over various segments during specific time periods normally arises from the need for planned, predictable movements in support of an economically justified total distribution plan. The shipper contacts the appropriate traffic function to arrange for space:

· Contact SFOJJ for COMAT shipment of SFOPP purchased and SFOJJ controlled parts, equipment and supplies.

· Contact WHQDT for COMAT shipment of WHQDT and WHQHL purchased, ORDJJ controlled, and other non-maintenance, non-aircraft parts, equipment and supplies.

AUTHORITY TO SHIP 

Reserved space is allocated by WHQFF. Approval authority to utilize the space is limited to the following personnel for the designated functions:

· Line and Base Stores functions: Managers, Supervisors, delegated Storekeepers.

· Materials Distribution Center: Supervisor, delegated Storekeepers.

· Manager of function that has been allocated space.

AUTHORIZATION CONTROL 

COMAT shipments must have a COMAT label  (UP 2949) applied to each piece in a shipment. Authorization to ship is controlled by the booking process. If the shipment is booked before tender by WHQDT, WHQWS or via the UA Cargo website, authorization to ship can be assumed.

6.
PRIORITY COMAT (PCO) SHIPPING PROCEDURES

DEFINITION

Priority COMAT (PCO) may displace revenue freight and therefore is specifically and strictly limited to shipments urgently needed to support the operation of the airline.  Examples of COMAT movements which may justify priority status:

· A part required to repair ground equipment essential for supporting the operation at a station.

· A deferred maintenance item.

· A physically perishable item backlogged in Air Freight due to unusual operational problem(s). Operations problems may include weather, equipment substitution, or unusual and unexpected volumes of revenue cargo.

· A specific time perishable shipment backlogged in Air Freight when justified by urgency of need to support the operation of the airline.

· Parts required to repair computer equipment crucial to operations.

AUTHORITY TO SHIP

Authority to designate material to be shipped as Priority COMAT is limited to the following personnel for the designated functions:

· Department Heads and above.

· Station Operations Managers and City Managers.

· Traffic Functions: Managers, Senior Staff Buyers, Senior Buyers, Buyers, Distribution Agents, Purchasing Coordinators, Distribution Coordinators, Traffic Management Representatives, Senior Staff Representatives (WHQHL).

· Communication/Technical Services: Managers.

· Supervisors of Stores Control (Maintenance Supply SFOJJ).

· Manager of Avionics Systems and Ground Communications Technicians.

· Manager of Computer and Communications Field Services.

· Delegated authority must be approved by the Traffic Management Representative (WHQDT).

AUTHORIZATION CONTROL 

The letters "PCO" must be shown in the "Priority Approved" box in the upper right-hand corner of the Airbill. Authorization to ship is controlled by the booking process. If the shipment is booked before tender, authorization to ship can be assumed

PCO SERVICE STANDARDS

Minimum time required for tender of shipment prior to scheduled flight departure:

· IAD LAX, ORD, SFO, DEN - 90 minutes

· All other stations - 60 minutes

Minimum PCO transfer time is 30 minutes for all stations except those exceptions shown below:

· Chicago (ORD)

· Mainliner to Mainliner
6 hours

· Mainliner to Shuttle Truck
3 hours

· Washington Dulles

3 hours

· Denver


3 hours

· Los Angeles

3 hours

· San Francisco

3 hours

· Seattle


2 hours

Recovery of Shipments 

Recovery Time is the minimum time required for destination station Air Freight to make shipments available for pickup by the consignee or the consignee's agent. Recovery Times are the same for First Freight shipments except as agreed to between local Air Freight and Line Stores.

Delivery and Recovery at Ramp:

Maintenance Stores (MOC and Line) may deliver and recover shipments at the ramp when approved by the local Stations Operations Manager.

7.
AOG - AIRCRAFT ON GROUND SHIPPING PROCEDURES

DEFINITION

The AOG designation is reserved for the highest priority of ordering and shipping within UA and the airline industry. AOG applies only to critical aircraft maintenance items urgently needed by the local line station Aircraft Maintenance Organization or the Airframe Maintenance Department, SFOOV.  Specifically, AOG is restricted to:

· Critically needed aircraft maintenance parts, aircraft maintenance supplies, and aircraft tooling and test equipment when a lower shipping priority cannot meet the date/time required. The Station Maintenance Plan will be the guideline to determine which parts should be ordered and shipped AOG, subject to the judgment of the requesting maintenance official.  (Authority to ship AOG is strictly limited as detailed below).

· Aircraft maintenance items urgently needed by specific maintenance customers at designated locations in fulfillment of UA contractual obligations.

AUTHORITY TO ORDER AND SHIP 

Orders requesting the AOG shipping priority are verified for authorization in the MOC Parts Ordering System (MOCPOS) against an AOG shipping authority file.  When the order is validated for AOG shipping, the confirming message to the shipper will indicate:

· "AOG"

· The name of the Authorizing Aircraft Maintenance Employee.

· A reference number consisting of four digits or five alpha-numeric characters.

AUTHORIZATION CONTROL

The originating order must show AOG and the reference number, the authorizing aircraft maintenance employee file number, name, and company address code.

· When a COMAT Air bill is used, the reference number must be shown in the "Instructions to Carrier" box on the COMAT Air bill. The employee file number (or reference number in lieu of file number), name and company address must be shown on the Air bill in the space provided under "Authority to Ship." The COMAT Air bill number must then be shown on the AOG label in the space provided.

· When a COMAT Air bill is not used, the reference number must be shown on the AOG label in the box "AOG No." The employee file number, name and company address code must be available on file to support the AOG authorization.

ORDERING, ACQUISITION, COORDINATION, AND FOLLOW-THROUGH

Aircraft Maintenance (XXXMM) or SFOOV will:

· Determine that an AOG condition exists.

· Place an order with Line Stores (XXXJL) or Base Stores (SFOJJ).

· Notify Line Stores or Base Stores if urgency of need changes (to cancel or lower the priority).

· Maintenance Supply (Line Stores - XXXJL, Base Stores - SFOJJ, Stores Control - SFOJJ) will:

· Initiate action to obtain item.

· Develop a "get plan" and notify origin Line stores, Destination Stores, Station(s) Operations, and any other interested parties.

· Keep all parties aware of progress and changes in the "get plan."

· Plan forwarding of shipment from origin to destination on direct flights whenever possible.  If circuitous routings are used for forwarding of shipment, example: DCA/ORD/EWR, a special message must be sent to the transfer station OO and CG addresses (example: ORDOO and ORDCG).  The advice message should be followed with a telephone notification to the transfer stations CG (Ramp Services) to ensure that transfers to connecting flights are made.

· Package and label shipment.

· Deliver shipment to Station Operations.  Retain shipper's receipt copy of COMAT Airbill and follow procedures for Airbill Distribution and AFIS entry.

· Meet flight at destination, obtain item, sign COMAT Airbill Delivery Receipt copy, deliver item to requester (or make sure others are instructed to do so).

· Retain COMAT Airbill Consignee Memo copy.

· Close out the "get plan".

Station Operations will:

· Accept shipment and provide sign off for COMAT Air bill.

· Board Shipment.

· Enter all shipment tracking information into AFIS.  Send Cargo Load Message per Regulations 40-4, showing "AOG," reference number, transfer/connection information, final destination, and pit location.  When specific flight forwarding information is desired, origin line Stores will send separate message to destination Stores.

· Transfer shipment if required and send another Cargo Load Message.

· Notify shipper of any delays to shipment caused by missed connections, weather delays, or cancellations.

· Assist Storekeeper in locating the shipment and obtain signature on COMAT Air bill Delivery Receipt copy.

· Terminate the shipment in AFIS.

· Notify consignee if shipment is not claimed at destination.

8.
ORDER OF ACCOMMODATION

Company Material is handled and boarded after all revenue traffic unless special arrangements have been made and are properly authorized in accordance with policies and procedures detailed in this regulation. Refer any questions regarding this corporate policy to the Traffic Management Representative – WHQDT at Unitel 700-3994.

Note:
Refusal or removal of AOG, passengers or aircraft parts must have prior approval of OPBOP.

9.
COMAT PACKAGING AND LABELING

PACKAGING

COMAT shipments must be prepared or packed to insure safe transportation with ordinary care in handling and to insure complete safety to passengers, cargo, UA personnel and equipment.

Any article susceptible to damage by ordinary handling must be adequately protected by proper packing and must be marked or must bear appropriate labels.

Dangerous Goods must be packaged and marked in accordance with the specifications shown in the IATA Dangerous Goods Regulations, sections 5, 6, and 7. Properly executed Shipper’s Declaration is required and must be submitted at the time of tender.

Any article susceptible to damage as a result of any condition which may be encountered in air transportation such as high or low temperatures, high or low atmospheric pressures or sudden changes in either temperature or pressure must be adequately protected by proper packing.

Articles shipped by air with prior or subsequent transportation by Motor Freight Common Carriers must also meet packaging specifications shown in the National Motor Freight Classification.

LABELING

COMAT shipments must have a COMAT label (UP 2949) applied to each piece in a shipment.

Priority COMAT (PCO) shipments must have the PCO label (UP 2948) affixed at the top end of the regular COMAT label to show the boarding priority and planned routing. This label must be on every piece of Priority COMAT. Only Air Freight agents may apply this label.

Each label must show the ship to and ship from addresses of consignee and shipper. The UA 5-letter city and Department code (example: ORDOZ) is sufficient if consignee and shipper are located on the airport, at the Maintenance Operations Center or the Executive Office Building.  If consignee or shipper is located at any other location, the complete ship to and ship from address must be shown.

Use Dangerous Goods labels, precautionary labels (“Fragile” and “Caution”) and “Perishable” labels when characteristics of the shipment or provisions of the tariff require their use.

All markings, old labels, identification tape and writings on the outside of the shipping box or container which conflict with the COMAT labels and the intent of the shipper must be removed by the shipper prior to tender to Air Freight.


10.
COMAT AIRBILLS

 The shipper is responsible for preparing a COMAT Airbill (Form UAC 2147B or UAC 2147D), or for preparing Air Waybill (UAC 2150) if shipment is moving internationally. A COMAT Air bill is required for all  categories of COMAT shipments.

11.
COMAT ACCEPTANCE 

Generally, rules governing acceptance of COMAT are the same as the rules governing acceptance of revenue Air Freight as detailed in Series 50-4, Cargo Acceptance. Do not accept COMAT without a booked reservation, and do not accept or board COMAT on United Airlines' aircraft if not packaged according to all requirements.

Packaging

COMAT must be packaged to prevent damage from normal handling.

Dangerous Goods

Rules apply as listed in the Dangerous Goods Regulations and United Airlines Regulations 45-11.

Marking and Labels

Packages requiring special handling or precautions should be adequately identified with proper labels.  All COMAT must be labeled and, if applicable, identified as AOG – Aircraft on Ground or PCO – Priority COMAT. Any COMAT not  identified as AOG or PCO will be handled as regular company material moving on a non-priority basis.

12.
RESOLVING CONFLICTS AND PROBLEMS

Areas and individuals to contact with problems or questions are listed below:

· Contact WHQDT - Representative at Unitel 700-3994 regarding ORDJJ supply items (cabin service materials, printed forms, ticket stock, advertising items) timetables, OAG tariffs, ground equipment transfers, uniforms, international COMAT, etc. Also contact the WHQDT Representative or the International LINK service provider 866-973-1111 / ual@aeroscm.com for export assistance.

· Contact WHQDT – Materials Transportation Representative at Unitel 700-5220 or Unitel 700-5046 regarding Employee automobile and household transfers, personal effects, office and station furniture and equipment.

· Contact WHQHL – Staff Representative at Unitel 700-2865 regarding Food Services materials and equipment (foods, liquors, in-flight service items).

· Contact SFOJJ – Supervisor, Stores Control at Unitel  634-5722 regarding aircraft parts, aircraft engines, AOG shipments (if origin/ destination unknown), and in bond shipments.

· Contact SFOIP – Traffic Management Representative at Unitel 634-5715 regarding imports, duty drawback, vendor returns, SFOMB transportation routing.

13.
SPECIAL CATEGORIES OF COMAT

This section provides information regarding the handling and movement of specific types of COMAT.

AIRCRAFT ENGINES

Aircraft Engines should be tendered for movement by Stores (SFOJJ-XXXJL) under terms of existing COMAT regulations.

Air Freight stations report all engines on hand by type, serial number, destination and Air bill number in the daily Cargo Operations Outlook (COO) Report.

Boarding station sends Engine Movement Message.

Before a station removes or withholds an aircraft engine from its planned move as COMAT, they should contact WHQFF.  WHQFF will:

· Log information and block protection on the next available flight.

· Advise SFOJJ (Stores Control) of the failure to move the engine and of the planned protection.

AUTOMOTIVE ENGINES

Stations return failed engine COMAT to SFOFF as addressed, the destination station (SFOFF) phones the rebuilder and arranges pickup.

HUMAN REMAINS

Remains of deceased employees, retirees, and employee’s eligible immediate family members may move on a COMAT Authorization. Treat such shipments as regular "revenue" human remains shipments. If charges are to be assessed at some off-line point, they should be prepaid at origin. Otherwise, charges are advanced at the station where they are incurred.

PERISHABLE AND LIQUOR SHIPMENTS

These shipments destined to flight kitchens and caterers should move on a COMAT basis. Vendors should deliver shipment to originating Air Freight office with COMAT labels affixed. Air Freight forwards all shipments on the first available flight whenever possible. The originating Air Freight office transmits a meter to the destination station with the following information:

· COMAT Reference Number

· Number of Pieces

· COMAT Air bill Number

· Commodity and Flight Forwarding.

COMAT SHIPMENT OF PERSONAL EFFECTS

An employee transferred at company request may ship up to 1,000 pounds of personal effects to the new station as company material (COMAT).

Employees who want to use this service should ask their supervisor to initiate an Employee COMAT Shipment Authorization (Form UPE 1967).

The employee is responsible for proper packaging, labeling and delivery of goods to UA origin station Stores or Air Freight Office.

The employee should fill out a UA COMAT Air bill at Stores or Air Freight with the agent’s assistance. 

The shipment is subject to the same packing, size and weight restrictions as all other types of Air Freight.

The employee may purchase shipper’s interest insurance from Air Freight – currently at the rate of .75 per $100.00 of insured value – and submit request for reimbursement as a miscellaneous expense on Transfer & Moving Expense Report (Form UA 2679). Cash collected for insurance on a personal effects COMAT shipment should be supported with a Cash Receipt (UA 101A) and reported as an adjustment on the cash report.
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