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	SHELL MATERIAL SHIPMENT REQUEST FORM
	Order                  No. 
	
	
	

	Initiate 72 hours prior to earliest field service date.  One form per vendor location per shipment. 
	FIELD-MMDDYY-D/P/CNO
	 
	 

	Check All That Apply

	 FORMCHECKBOX 

	Offshore Delivery                (from A1)
	  FORMCHECKBOX 
 
	Vendor to Vendor Delivery                (A1 to A2)
	Urgent  (Rig/Pdn Down)
	 FORMCHECKBOX 

	Earliest Available:
	     
	 

	
	
	
	
	
	
	Latest Delivery:
	     
	

	  FORMCHECKBOX 
 
	Offshore Backhaul            (to A1)
	  FORMCHECKBOX 
 
	Rental Return
	  FORMCHECKBOX 

	Credit Return
	  FORMCHECKBOX 

	Repair Return
	  FORMCHECKBOX 

	Dispose / Recycle
	

	
	
	
	  FORMCHECKBOX 

	High Dollar
	
	
	
	
	
	
	

	  FORMCHECKBOX 

	In-field Transfer                                (Rig to Rig)
	SEND TO:                                                                                         Location and Contact                                            (In-field & Disposal)
	     

	

	
	
	
	
	

	 
	Notes:
	     
	

	
	
	
	

	 

	Field Information
	 

	 
	     
	     
	
	     
	     
	
	     
	
	
	 

	 
	Rig/Platform
	Block #
	OCSG & Well #
	 Truck Charge Code  Container Charge Code 


	
	Requestor Name
	Requestor Phone    Requesting Group  

                               (Drilling, Production,  

                                  or Construction)
	 

	A1: Vendor Information

	 
	     
	     
	 

	 
	Name
	Address
	 

	 
	     
	     
	     
	     
	 

	 
	City, State
	Zip Code
	Phone
	Contact Name
	 

	A2: Vendor Information

	 
	     
	     
	 

	 
	Name
	Address
	 

	 
	     
	     
	     
	     
	 

	 
	City, State
	Zip Code
	Phone
	Contact Name
	 

	Material Information – LEAVE CONTAINER ID # BLANK FOR LOOSE ITEMS

	 
	Qty
	Units
	Description (If Hazmat, include DGM #)                                                                                 ex. Basket with 2 pumps and hoses
	I.D. #
	NORM (Radioactive Material)
	HAZMAT 
	Weight
	Dim.         (LxWxH) 
	 

	 
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	 
	     
	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	 
	     
	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	 
	     
	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	 
	     
	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	 
	     
	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	 
	     
	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	 
	     
	
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Attachments (Insert / Object / Create from File / Check "Display as Icon" and Browse for File / Select File / Click Insert)
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	VENDOR Requests > Transportation.Coordinator@C-Logistics.com           OFFSHORE Requests > SupplyCoordinator@Shell.com          BACKHAULS > Inbound.Dock@C-Logistics.com                                                           *Copy Receiving Location whenever possible*

	Logistics Use

	 
	     
	     
	     
	     
	     
	 

	
	Date/Time Needed at Dock
	Triton Order #
	Voyage #
	Vessel Name
	Voy. Date
	 

	 
	     
	     
	     
	     
	     
	 

	
	Shipment #
	Entry Date/Time/Initials
	Load #
	Tender Date/Time/Initials
	Carrier
	 

	A copy of this form must accompany material at all times. 


_1388321122.doc
Shell Material Shipment Request Form (Instruction Guide) 

To schedule material movement:


Material Shipment Request Form must be fully completed and e-mailed to the supply coordinator (supplycoordinator@shell.com) for offshore deliveries and backhauls.  For vendor to vendor moves, the form should be sent to the transportation coordinator (transportation.coordinator@c-logistics.com).


Contact number: 1-866-30-SHELL (option 1)

Important notes:


1. Sending in this form at least 24 hrs prior to pick up allows the Road Transportation team to optimally plan your delivery.


2. Trucks will not be dispatched without a properly completed form.


3. Partially completed forms will be returned without transportation initiated.


4. A copy of this completed form must accompany the material at all times.


A.Overview: The facility places the order with the vendor and records all necessary Material Information (see below). Supply Coordinator will continue to place orders for empty containers and below deck materials only. The Logistics Group uses the completed material requests to plan truck and boat activity. The earlier a request is submitted the better. These forms facilitate load consolidation and route optimization, which lower HSSE exposure as well as logistics costs.  After order placement and form submittal, Logistics will handle all transportation from vendor to the offshore facility.

B. Order Number 


“RMC807-122908-D01” for a Material Request 


“BMC807-122908-D01” for a Backhaul Request


“RMC807-122908-D01” the Field Name


“RMC807-122908-D01” the current date


“RMC807-122908-D01” “D” is for D&C, “P” is for Production, and “C” is for Construction


“RMC807-122908-D01” the sequential number of documents prepared on this date


C. Deliveries

Type:


1. Offshore Delivery: From Vendor to Offshore

2. Vendor to Vendor Delivery: From Vendor Yard to Vendor Yard


3. Offshore Backhaul: From Offshore back to Vendor Yard


a. Return Rental Equipment: Check if high dollar (costs > $2,000/day) and requires expedited handling, if not it will be returned as a regular – consolidated backload.


b. Credit Return: To be credited for equipment charges


c. Repair and Return: to offshore


d. Dispose or Recycle waste, Vendor name required for all items except regular garbage & trash. (Safety Kleen, BFI, Southern Scrap, Omega, Newpark, etc.).


4. In-field Transfer: Intra-field shipments (offshore to offshore) Location and Contact Required


Timing:

1. Urgent (Rig/Pdn down): Operations shut down, needed ASAP

2. Earliest Available \ Latest Delivery:  


Earliest date shipment will be ready for release from vendor.


Latest date shipment is needed at the location.


D. Field Information


Rig/Platform: H&P201/Mars, H&P406/Auger, etc.


Block No.: MC807 


OCSG and Well Number: 7963 – A1  (When Applicable)


Truck Charge Code: Typically the WBS or Network Number for the trucking movement

Container Charge Code: WBS or Network Number for the rental charges associated with the container  

Requestor Name: Person ordering or qualified to answer questions about shipment


Requestor Phone Number: Contact number for the person listed above


Requesting Group: The Shell Work Stream requesting the material (Drilling, Production, or Construction)

E. Vendor Information 


Accurate information here saves time and effort when planning loads.  


1. A1:  This is the “from” location for offshore deliveries and vendor to vendor moves.  It is the “to” location for offshore backhauls

2. A2:   This is the “to” location for vendor to vendor moves.  


Name / Address / City / State / Zip Code

Phone: at the facility originating the shipment

Contact: at the vendor facility that would be called for assistance


F. Material Information


This information is required to determine size and qualification of the truck. 


1. Quantity: number of container units or lifts (Not number of items in a given container)


2. Units: define the unit (boxes, baskets, pallets, etc.)


3. Description: enough information to identify the material  (basket of subs, tote of glycol, 25 bbl MPT of spike, pallets of LCM, grocery box, tools box, etc)


4. ID #: identifying number of the container (where applicable) 


5. NORM: Click on box if this is material has Naturally Occurring Radioactive Material


6. Hazmat (Y/N): Click on box if this is a DOT regulated shipment. Include Dangerous Cargo Manifest number in the description and attach when possible.


7. Weight: total weight of the material and the shipping container. 


8. Dimensions (LxWxH): Length, width & height in feet  


Please note if special consideration or permits are required.


Permits for large or heavy loads cannot be obtained over the weekend so planning time is very important.


G. Attachments/ Notes: This box is provided for attachment of any supporting documents or special instructions. A copy of these instructions should already be attached. 


To insert an attachment: Position cursor in box, at the top tool bar click insert\object\create from file\check display as icon & browse for file\select file and click insert.



