Annex B

ORDERING PROCEDURES

1.
The authorised representatives of each Participant may request logistic support, supplies and services directly from the other Participant or any other organisation or agency authorised by the other Participant. POCs for ordering authorities are detailed in Annex A to the MOU.

2.
The requesting Participant will initially contact the supplying Service/Organisation by telephone or message to determine availability, price and desired method of repayment for required materiel or services prior to placing an Order or drawing up a Technical/Implementing Arrangement. The supplying Participant will inform the requesting Participant of the availability of the requested materiel or services, price, desired method of payment and other appropriate data by message or fax. 
3.
Depending upon the nature of the type of logistic support, supplies or services requested, Orders may be placed or accepted by using the most appropriate of the following two methods:

(a)
Using the Order form at Appendix 1 to this Annex. This should be the preferred option where the provision of the logistic support, supplies and services is straightforward and does not require any additional procedures than already contained in the MOU. The requesting Participant will complete the Order form (based on Annex A to STANAG 2034) in three copies, retaining two copies for internal control and forwarding one copy to the supplying Participant. The Participants will develop their own internal procedures for the use of the Order form. Instructions for completing the Order form are at Appendix 2 to this Annex.

(b)
Through the conclusion of a TA or IA, where the range or complexity of the logistic support, supplies and services, or activities require detailed provisions and specific procedures over and above those already contained in the MOU. The list of authorities authorised to negotiate TAs or IAs on behalf of the Participants is contained at Annex A to the MOU.

(c)
In order to facilitate timely provision of LSSS, Participants may approve that orders are placed and accepted by fax. In such case the fax document will be considered as legally binding by both Participants.
4.
The requesting Participant is responsible for:

(a)
Arranging collection and onward transportation of supplies acquired under this MOU. This does not preclude the supplying Participant from assisting with loading supplies acquired under the MOU onto the transportation conveyance. The supplying Participant will notify the requesting Participant when and where supplies are available to be collected.

(b)
Obtaining the applicable custom clearance and arranging other official actions needs in relation to national custom regulations.

5.
The individual or unit collecting the supplies or receiving the services on behalf of the requesting Participant will normally sign the Order form as evidence of receipt. If the Order form is not available at the supplying Participant's point of issue, the individual/unit collecting the supplies will sign issue, shipment or receipt documents provided by the supplying Participant's issue point as a substitute.  The supplying Participant's issue point will forward the signed receipt documents to the organisation authorised to accept orders under the MOU in order that the signed receipt documents may be attached to the Order form received from the requesting Participant. Where a TA/IA is used, both the supplying Participant's issue point and the individual/unit collecting the supplies must ensure that the TA/IA reference details appear on the face of any receipt document as proof of transfer.

APPENDICES:

1.
Order form

2.
Instructions for Completing Order form

Appendix 1 to Annex B
NATO STANDARD FORM FOR REQUEST, RECEIPT AND RETURN OR INVOICE ANNEX A TO STANAG 2034/

FORMULAIRE STANDARD OTAN DE DEMANDE, DE RÉCEPTION, DE RESTITUTION OU DE FACTURATION










       
	Distribution ............
	A. □ REQUEST / DEMANDE □ RETURN / RESTITUTION
	C. □ INVOICE / FACTURE

	1. Requisition number / No de la demande
	4. From / De  (Demanding party / Demandeur)
	5. Nation
	22. Invoicing authority / Service de facturation

	2. Support agreement / Accord de règlement

	6. To / A  (Providing party / Fournisseur)
	7. Nation(s)
	23. Invoicing authority / Service de facturation
	24. Transaction code (US-use only)

	
	8. Time and place of delivery requested /   Lieu et date de livraison demandé
	
	
	

	3. Means of transport /Aircraft/ Vehicle /Ship / Moyen de transport /Aéronef /Véhicule/Navire
	9. Receiving party / Destinataire
	25. Transportation document No / No du bordereau d'envoi
	26. Account No (US-use only)

	
	10. Name / Nom, Rank / Grade, Signature
	Date
	
	

	No.
	NATO Stock No/N° de Stock de l`OTAN vouchers
	Description
	Measure unit / Unité de mesure
	Quantity requested/ Quantité demandé
	Quantity delivered/Quantité fournie
	Unit price / Prix unitaire
	Total
	Attachment / Pièces justificatives 

	11.


	12.
	13.
	14.
	15.
	27.
	28.
	29.
	30.

	16. Other  costs / Autres frais
	31. Total amount claimed  / Total de la facture
	32. Currency / Monnaie

	17. Method of compensation / Mode de compensation
	□ Cash / Paiement comptant
	□ Deferred reimbursement / Paiement différé
	□ Replacement-in-kind / Remboursement en nature
	33. Payable to /  Payable à
Account No / No de compte

For / En règlement de

	18. Authorization by official of issuing  party / Authorisation du responsable officiel
Name / Nom, Rank / Grade, Signature
	19. Agreed date of return / Date de restitution
	

	B. ACKNOWLEDGEMENT OF RECEIPT / ACCUSÉ DE RÉCEPTION

	34. I certify that the amount invoiced is exclusive of all taxes for which exemption has been granted under provision of existing agreements and that the invoice is correct.
Je certifie l'exactitude de la présente facture; son montant n'inclut aucune des taxes dont l'exemption est accordée en vertu d'accords en vigueur.

	20. Receipt, accepted / Re(u en bonne et due forme
Place and date / Lieu et date
	Name / Nom, Rank / Grade , Signature
	21. Transportation / Transport
□ Free of charge / Gratuit □ With charge / A titre onéreux
	35. Name / Nom, Rank / Grade, Signature









Appendix 2 to Annex B

INSTRUCTIONS FOR COMPLETING THE NATO STANDARD FORM

FOR REQUEST, RECEIPT AND RETURN OR INVOICE

(Numbers in left margin correspond to block numbers on the NATO Standard Form at Appendix 1 to Annex B)

1.
Insert national control or document numbers.

2.
Identify support agreement being cited as authority to initiate request (eg. the MOU Reference UK/LVA 01 -MLS MOU).

3.
Insert type of aircraft / vehicle / ship and registration / hull number and Home station / port.

9.
Fill in only if not identical with requesting party listed in block 4.

16.
Insert additional costs such as transport, packing, fees, customs, etc.

17.
Important note: if Replacement-in-kind (equal value replacement) is not provided within the agreed time period to the Supporting Unit, actual costs are filled in blocks 16, 28, 29 by the Invoicing Unit and a copy is forwarded to the Accounting Unit for cash payment.

20.
The signature in this block certifies the quantity of its items received and does not imply a waiver of the right to warranty claims, if appropriate.

21.
If “with charge” box is checked, fill in the actual costs in block 16.

22.-26.
Completed by the invoicing authority.

24.+26.
Reserved for U.S. Forces only.

32.
Costs are usually displayed in the currency of the Providing Party.

33.-35.
Completed by the Invoicing Unit.

Ministru prezidenta biedrs, 

aizsardzības ministrs
A.Pabriks
Vīza: valsts sekretārs
J.Sārts
21.03.2011.        09:54
1209
A.Ķemme
Anda.Kemme@mod.gov.lv

tel. 67335077; fakss: 67212307
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