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Glossary
	A
	

	Adjudication
	A Dispute Resolution process where a mutually appointed adjudicator resolves a dispute by making a judgement on the basis of decisions on technical matters.

	After-Sales Service
	The service provided by the supplier, or their agent, after supply of goods or equipment. This service is sometimes paid for as part of the purchase price or is a pre-condition of order placement or contract award.

	Agreed Customs Value
	A worldwide system of valuation devised by the World Trade Organisation that sets agreed values for goods to avoid under- invoicing of goods. Where a customs officer does not agree with the declared value of the goods for the purpose of duty calculation they will uplift this in accordance with the ACV.

	Air Waybill (AWB)
	Used for air shipments and is evidence of a contract between the shipper and the carrier and serves as a) a receipt for the goods being shipped b) despatch note listing any special instructions c) invoice evidencing freight charges d) insurance certificate (if airline insures the consignment) e) document for export, import and transit requirements f) delivery receipt. Sometimes called a Master Air Waybill. See also House Air Waybill.

	Annual Contract Review
	The sub-process which review contracts that have been let for more than a 12-month period. The review will cover such things as past and future usage and demand, performance, pricing, renewal, re-tendering, etc. 

	Annual Purchasing Plan
	This is produced by business units at the beginning of the financial year, and plans for the purchases of capital and routine equipment that are envisaged in their agreed budget. 

	Anti-Competitive
	Deliberate actions that are taken by the seller or buyer to limit or restrict competition. Some anti-competitive actions are illegal and create a liability for substantial penalties and fines.

	Appraisal Committee
	A committee convened to establish the reserve price for the disposal of goods through public auction

	Arbitration
	A form of Dispute Resolution whereby an independent impartial arbitrator acceptable to both parties will make and enforce a decision to settle a dispute.

	Assets
	Things of value, owned by Oxfam GB, their partners or donors, which could be used to realise cash if sold.

	Award Letter
	A letter written to a supplier advising them of the award of a contract on the basis of the offer that they made. The letter might comprise the contract, in which case it will make reference to all the component information that would go into an order More normally the award letter covers, and makes reference to, the full order or contract documentation. 

	AWB
	See Air Waybill

	B
	

	Bank Guarantee
	A guarantee from a bank that serves as a security for making a payment in advance of contract performance in which the bank agrees to refund the sum advanced in the event of non-performance y the supplier.

	Bank Mandate / Resolution
	The document outlining terms and conditions of operation of Oxfam GB’s bank accounts.

	Benchmarking
	A technique that compares achievements, processes and practices against a set standard reference point of excellence (the benchmark). Can be used to improve purchasing and supply or logistics activities, or to compare prices paid by similar organisations for the same product or service.

	Bid
	A offer to sell, or buy, goods, service or works with specified attributes at a stated price often in response to request for quotation or an invitation to tender. 

	Bid Assessment/Evaluation
	The process of deciding the most appropriate and advantageous bid or tender against pre-set technical, financial and commercial criteria. This activity often involves evaluation by a team of experts and end-users.

	Bill of Lading
	An acknowledgement for the receipt of goods for shipment by sea, that also contains terms and conditions of carriage. See also Clean Bill of Lading, Combined Bill of Lading and House Bill of Lading

	Bin Card
	A document that is kept for each item in storage that records the amount of stock available in the storage bin, by recording all movements of the item in and out of the storage bin.

	BL or BoL
	See Bill of Lading

	Bonds
	Deeds by which one person is bound to pay another in the event of certain circumstances happening or not happening. See Bid/Tender Bonds, Performance Bonds, Prior Release Bonds, Temporary Importation Bonds, Transit Bonds, Warehouse Bonds.

	British Standards Institute (BSI)
	The British body concerned with standard and quality management services

	Budget Holder
	The person responsible for monitoring expenditure against budget, who will normally authorise all expenditure for a cost centre. 

	C
	

	C3 Customs Form
	The document used to import Personal Effects into the United Kingdom.

	Call-Off/Call-Down
	Orders placed against a forward supply contract that is put in place at fixed prices and agreed terms and conditions for either a specific quantity, or a specific time period.

	Capital Asset Register
	A record of all capital assets costing the equivalent of £1,000 or more at the time of purchase.

	Capital Assets
	Equipment or buildings owned by Oxfam GB which will have a life longer than one year, for example, computers, vehicles, etc.

	Capital Equipment/Items
	Equipment and Items that are purchased and help as capital assets

	Certificate of Origin
	A statement indicating the country of origin of goods and materials, sometimes required to issued/endorsed by chambers of commerce and/or embassies or high commissions.

	Certified Invoice
	One issued by a firm and certified (sometimes by an external body) as a true copy of the original.

	CFR
	Incoterm (2000) for Cost and Freight where the supplier arranges and pays for shipment by Sea only to a named port of destination. Refer to section L3 for more information on Incoterms

	Champion
	The nominated person in a RMC who has responsibility for championing logistics and supply activity and development in the region.

	CHR
	Corporate Human Resources Department in Oxford.

	CIF
	Incoterm (2000) Cost, Insurance and freight where supplier arranges and pays for shipment by Sea only and insurance to a named port of destination. Refer to section L3 for more information on Incoterms.

	CIP
	Incoterm (2000) Carriage and Insurance Paid where supplier arranges and pays for carriage by Air, Sea, Rail or Road, and insurance, to a named place of destination. Refer to section L3 for more information on Incoterms.

	Clean Bill of Lading
	A Bill of Lading that bears no declaration from the carrier that the goods or packaging is defective, in which case it is termed a ‘dirty’ or ‘foul’ Bill.

	Clearance
	See Inward Shipment Clearance

	Clearing Agent
	An agent appointed to act on Oxfam GB’s behalf to arrange for the documentation and processes required to clear imported goods and materials through customs and entry procedures, and to make the imports available to Oxfam GB or its partners.

	Client
	A customer buying and using a service.

	CMT
	See Corporate Management Team

	Combined Bill of Lading
	Where several consignments are covered on a single Bill of Lading.

	Commercial Evaluation
	The process of deciding the most appropriate and advantageous bid or tender against pre-set commercial criteria.

	Commitments
	A contractual (or financial) obligation that restricts freedom of action (e.g. an order or contract commits Oxfam GB to pay if the supplier fulfils their commitment to supply, so once a contract has been entered into the money to pay for that contract is ‘committed’.

	Commodity
	Goods or materials that can be bought or sold, usually standard products as opposed to tailor made products or services.

	Competitive Bidding
	Where suppliers (or buyers in the case of disposals) know that their offers are going to be compared with others and that the decision to accept the offer will be on the basis of competition. 

	Completing the Works
	Where the contract for the provision of works (building and civil structures) have been completed to the agreement and satisfaction of both parties.

	Concession
	An agreement by the buyer to accept a change to a specification or terms of reference proposed by a supplier.

	Conciliation
	A Dispute Resolution process where a mutually appointed person resolves a dispute by listening to the position of both sides, and proposing a solution to the dispute based on their assessment of the facts presented. The outcome is non-binding.

	Confirmation Order
	An order, clearly marked ‘for confirmation only’, that is issued to confirm verbal instructions to proceed with actions or to supply given to a supplier

	Conflict of Interest
	A clash of interests where being party to a decision would give pecuniary advantage to the decision-maker in their private capacity.

	Consignee
	Person or organisation to whom goods are sent.

	Consignment
	The goods or materials issued or received in one delivery and covered by one set of documents. A consignment might consist of one or more lots or batches.

	Consignor
	The person or organisation that sends goods to another person or organisation.

	Consolidation (freight)
	An arrangement whereby a transporter consolidates Oxfam GB goods (some times with those of their other customers) to make a cargo of a size that gets preferential rates from regulated carriers. 

	Containerisation
	The putting of goods or materials in standard unit containers that are cheaper and safer to handle, ship or transit than individual packages.

	Contingency Stocks
	Stock held in anticipation of demand where there is a strong possibility of urgent (usually humanitarian) need arising.

	Contract Briefing
	Advising the person or persons who have responsibility for managing or who will benefit from a contract, what they are required to do and what they can expect the supplier to do to fulfil and complete the contract.

	Contract Changes
	Changes that are made to the contract as a consequence of buyer variations or supplier claims.

	Contract Completion
	The point at which both parties have fulfilled their obligations under the terms of the contract, usually the final payment but could be at the completion of a warranty or guarantee period.

	Contract Documents
	All the documents that are associated with the contract, from the initial requisition or supplies request to the final payment. 

	Contract Performance
	The performance of contractual obligations in accordance with the explicit and implicit expectations of both parties. Ideally measured against quantifiable criteria.

	Contract Termination
	The cancellation of a contract before it is finally completed, often due to non-performance by one party or because the requirement no longer exists.

	Contractor
	A party who agrees to provide supplies or services in accordance with a valid and legal contract. The term is often applied to suppliers of building and installation works.

	Contracts
	Legal agreements, freely entered into, by which one party delivers goods, provides services or carries out works for another on mutually agreed terms usually in return for payment. 

	Contractual Arrangements
	Arrangements between buyers and sellers that are explicitly governed by the terms of a contract.

	Contractual Commitments
	Commitments, enforceable in law, that are made as a consequence of entering into a contract.

	Contractual Obligations
	Obligations on buyers and sellers that are defined or expected as a consequence of entering into a contract.

	Contractual Remedies
	Actions that can be taken to enforce a party to fulfil its obligations, or to reinstate parties to the position in which they would have been had they not contracted, or to compensate for damages caused by non-performance of contractual obligations. 

	Control Of Substances Hazardous to Health (COSHH)
	Regulations requiring that wherever there is potential for exposure to hazardous substances during the carryout of work, an assessment of risk is carried out and the necessary precautions taken before work is carried out or the substances stored.

	Conventions
	A formal agreement between countries, usually governing an agreed common or customary practice.

	Corporate Management Team
	The heads of the five divisions of Oxfam GB, together with Oxfam GB’s Director. 

	Cost Effectiveness
	The relationship between cost measured in monetary units and the effectiveness measured in terms of actual performance. Cost effective supply is where the effectiveness is equal to or exceeds the break-even point of related costs.

	CPT
	Incoterm (2000) Carriage Paid To where supplier arranges and pays for carriage by Air, Sea, Rail or Road to a named place of destination. Refer to section L3 for more information on Incoterms.

	D
	

	DAF
	Incoterm (2000) Delivered at Frontier, where supplier arranges and pays for carriage by Road or Rail to a named place of destination. Refer to section L3 for more information on Incoterms.

	Data Protection Legislation
	This legislation gives individuals the right to see and have corrected if necessary data of a personal nature held about them

	DDP
	Incoterm (2000) Delivered Duty Paid, where supplier arranges and pays for carriage by Air, Sea, Rail or Road, and pays the necessary duties, to a named place of destination. Refer to section L3 for more information on Incoterms.

	DDU
	Incoterm (2000) Delivered Duty Unpaid, where supplier arranges and pays for carriage by Air, Sea, Rail or Road to a named place of destination. Refer to section L3 for more information on Incoterms.

	Debriefing suppliers 
	Advising suppliers why they have been unsuccessful in being awarded contracts for which they had quoted or tendered.

	DEQ
	Incoterm (2000) Delivered Ex-Quay, where supplier arranges and pays for carriage by Sea only, to the quay of a named port of destination. Refer to section L3 for more information on Incoterms

	DES
	Incoterm (2000) Delivered Ex-Ship, where supplier arranges and pays for carriage by Sea only, to a named port of destination where the goods are available for collection on board the ship. Refer to section L3 for more information on Incoterms.

	Design Rights
	The ownership of designs by a supplier/manufacturer and the right prevent, or to charge for, use by another party.

	Disposal
	The discarding and removal of equipment and materials that is no longer useable of required for any reason.

	Disposal Costs
	The total costs of disposal of an item at the end of its useful life to Oxfam GB. The ‘net disposal cost’ for goods that are sold will be the money received less the costs involved in disposal.

	Distribution
	The process of movement of goods and materials between locations by any method of transport, usually to ultimate point of use or consumption.

	Duties
	Charges levied on goods by government customs authorities at point of import and sometimes export or by government excise authorities for revenue purposes.

	E
	

	End of Deployment Report
	A report produced by logisticians at the end of each deployment that formally closes out the logistics aspects of the deployment and/or is the means of handover of logistics responsibilities and shares experiences and learning.

	End-User Certificate
	A certificate certifying the end-use of items that are being provided that are subject to export restriction and licensing.

	Environmental impacts
	Impact of goods or materials by their nature or in use, and works practice, on the physical environment. Environmental impacts cover such things as waste, pollution, noise, effluent, ambience, etc.

	ETA
	Estimated Time of Arrival

	ETD
	Estimated Time of Departure

	ETS
	Estimated Time of Shipment

	Ethical Labour
	Minimum work and work management standards that protect against infringement of workers rights, that are safe and do not discriminate on the grounds of race, colour or gender.

	Ethical Purchasing

	Refers to ethical issues and requirements related to labour, social and environmental standards and practices.

	Expediting
	A pro-active approach to ensuring that suppliers meet their delivery obligations and take remedial actions when they do not that alleviates the impact to Oxfam GB.

	Export Clearance
	The process of obtaining approvals, licences and certificates from authorities who are responsible for the control and monitoring of exports.

	Export License
	The document that approves the export from a country for goods or materials that are regulated or controlled by the authorities.

	Export Standard Packing
	The standards of packing that will best ensure that the goods and materials are received intact and in prime condition at their final destination and, where possible and appropriate, that the packaging has secondary use after being discarded. 

	Export Tax
	Tax charged for certain items that are exported. 

	Extension of Validity of Bids
	When the buyer requires a longer time to make the purchasing decision, and requests potential suppliers to extend the time for acceptance of the bid (without change) beyond that originally made.

	EXW
	Incoterm (2000) Ex Works, where supplier makes the goods available at the named place of their works for subsequent shipment by Air, Sea, Rail or Road which is arranged by Oxfam GB. Refer to section L3 for more information on Incoterms.

	F
	

	Fair Trade
	Trade that takes place on the basis that there are no artificial or prejudicial conditions that are anti-competitive or would lead to a distortion of the trade in favour of one part or the other.

	FAS
	Incoterm (2000) Free Alongside Ship, where supplier makes the goods available alongside a ship at a named port of shipment for subsequent shipment by Sea only which is arranged by Oxfam GB. Refer to section L3 for more information on Incoterms.

	FCA
	Incoterm (2000) Free Carrier, where supplier makes the goods available at a named place to a carrier for subsequent shipment by Air, Sea, Rail or Road which is arranged by Oxfam GB. Refer to section L3 for more information on Incoterms.

	Field Logistics Coordinator (FLC)
	The member of staff in the Oxford Logistics Team who acts as the first point of contact for Oxfam GB programme and project offices.

	Fit for Purpose
	That something must not only be of satisfactory quality but must be suitable for the purpose for which they are intended.

	Fixed Asset
	A tangible item of capital equipment that will be retained for a period exceeding one year. For example, buildings, vehicles, computers.

	FOB
	Incoterm (2000) Free On Board, where supplier makes the goods available for loading onto the ship at a named port of shipment for subsequent shipment by Sea only which is arranged by Oxfam GB. Refer to section L3 for more information on Incoterms.

	Forecasting
	The prediction of future events or requirements in the light of circumstances expected to occur.

	Forwarding
	Making arrangements (with the accompanying documentation) for goods and materials to be collected, or made available to a carrier or shipper.

	Framework Agreements
	An agreement, not necessarily a contract, whereby a supplier undertakes to supply goods or perform services, usually for an agreed price and/or over an agreed period of time on the basis of agreed terms and conditions, which become operative when and with respect to individual orders raised.

	Freight Forwarder
	An agent responsible for arranging the forwarding of freight for shipment.

	Functional Specifications
	A way of specifying requirements that defines what the goods, services or works are expected to do, not how it will be done.

	G
	

	Gift Certificate
	A certificate issued by Oxfam GB that states that goods or materials supplied are a gift and not supplied for commercial profit or gain. Usually used to obtain exemption from customs duty and taxes.

	Goods Received Note (GRN)
	An internal document that must be completed by an Oxfam member of staff when goods are received.

	Guarantee
	A commitment by a supplier that the goods or services being provided will meet the specifications of performance and/or the description agreed in the contract.

	H
	

	Hand Deliver
	The means by which urgent and important documents and goods are moved between Oxfam locations carried by visitors to and from the location.

	Handling Charge
	Charges made for handling transactions and documents, or physically handling goods or materials, in the supply cycle.

	Harmonised Standard Code
	International coding system that defines goods and materials and which is used for duty valuations on exports and imports.

	Head of Logistics
	The professional head of the logistics function and is responsible and accountable to CMT for all logistics activities in Oxfam GB. Currently located in the Humanitarian Department.

	Head of Strategic Supply
	The professional head of the purchasing and supply function and is responsible and accountable to CMT for all supply activities in Oxfam GB and for devising supply strategies. Located in the Corporate Human Resources Division.

	House Air waybill
	Air waybill used to identify Oxfam GB’s goods in a consolidated air shipment.

	House Bill of Lading
	Certificate issued to the exporter of a small shipment which has been consolidated into a larger load (e.g. a container) which has its own Bill of Lading for the whole consignment

	Humanitarian Support Person (HSP)
	Someone who works for Oxfam GB in emergency situations, for example, as a logistician, water engineer, or accountant.

	I    
	

	IATA
	See International Air Transport Association

	IDF
	See Import Declaration Form

	IEC
	See International Electrotechnical Commission

	Import Clearance
	The process of obtaining approvals, licences and certificates from authorities who are responsible for the control and monitoring of imports

	Import Declaration Form
	A form completed for customs authorities to enable the import goods or materials (and personal effects) against which duties are calculated or exempted and import approvals (if applicable) given.

	Import License
	The document that approves the import into a country for goods or materials that are regulated or controlled by the authorities.

	Import Tax
	Tax charged for certain items that are imported. This is usually separate and additional to customs duties.

	Imprest
	An offices monthly accounts.

	Incoterms 2000
	International rules, periodically published by the International Chamber of Commerce (2000 being the latest edition) for the interpretation of terms used in foreign trade contracts that are recognised by buyers and sellers. The terms clearly set out the duties of the seller, carrier and the buyer with respect to carriage of the goods, export and import clearance, the division of cost and risks and the transfer of title and liability. Refer to section L3 for more information on Incoterms.

	Indicative Prices
	Prices that are provided by suppliers that are not firm or binding offers but provided as estimated to allow estimates, costings and budgets to be put together.

	Inducements
	Something offered by one party as an attraction or incentive to another party to lead them to do something to the favour or benefit of the first party.

	Innovation
	New products, methods or ideas that can evolutionary (developing from those existing) or revolutionary (developed as an alternatives).

	Inspection
	The verification of correctness or compliance against or to an established standard or specification.

	Insurance
	A measure taken to obtain compensation where there is a risk of probability of an occurrence of loss or damage.

	Insurance Certificate
	Certificate issued to show that insurance has been obtained and a premium paid and giving details of the extent or limitations of the cover provided.

	Insurance Premium
	The sum paid to the insurer, which is either a percentage of the cost of the item insured, or a fixed sum that varies according to level of risk of probability.

	Intellectual Property 
	Property that relates to knowledge and expertise that might be vested in individuals, in products or in services (e.g. design rights, patents, copyright, know how), and whose ownership is protected in law.

	International Air Transport Association (IATA)
	The international body of air transport operators that governs and regulates air transport activities.

	International Division Logistics Strategy
	The strategy that is compiled for, and agreed by, International Division SMT by the Head of Logistics that determines how the International Division will address issues and opportunities related to logistics and supply in Oxford and the field.

	International Electro-technical Commission (IEC)
	The international body which sets standards for electronic and electrical engineering products.

	International Organisation for Standardisation (ISO)
	The international agency for standardisation that includes technical standards with the exception of electronic and electrical engineering (see IEC). 

	International Road Transport
	Regulations that govern the movement of road transport across national boundaries, including the movement of goods in transit with the cargo sealed by the customs authorities.

	Inventory
	Listing of goods held in stock, or of the items in a particular location (e.g. house inventory).

	Invitation to Tender/Bid
	The formal process for getting bids and offers to supply.

	Invoice
	A document that is a priced list of goods supplied, services performed or works completed showing the sums that the buyer is legally liable to pay in accordance with the terms of the contract.

	Inward Shipment Clearance
	The processes that are carried out to clear goods that are shipped into a country.

	ISO
	See International Standards Organisation

	ITT



	See Invitation to Tender

	L
	

	Lead-time
	The time it will take to obtain the goods, works or services from the time that the requirement is identified or the time a supplier will take to supply from the time they receive an order.

	Leasing
	The asset, instead of being acquired by its user, is purchased by an investment company that then leases (rents) the asset to its ultimate user. 

	Letter of Agreement
	A letter written to a supplier confirming an agreement. This can a) be a contract in the form of a letter that confirms acceptance of an offer, specifies the requirement, refers to the terms and conditions of contract and any other relevant contract detail, or b) a covering letter that summarises, and has attached to it a contract and associated documents, c) an interim document that is sent prior to finalisation of the full and detailed contract or d) a summary of agreed actions or positions that arise during the performance of the contract that becomes part of the contract.

	Letter of Commitment
	A letter that makes explicitly makes a contractual commitment, or states an intention to be bound by a subsequent contract.

	Letter of Credit
	A facility arranged by an importer (the buyer) for their bank, by means of a ‘letter of credit’ to an advising bank in the country of the exporter (the seller), to provide credit to pay the exporter on completion of the contract, and submission of the documents as prescribed in the ‘letter’. 

	Letter of Intent
	A written communication to a supplier stating the intent to place a contract and usually instructing them to take some action e.g. ordering production materials, reserving production capacity, carrying out preliminary work, etc. The letter is usually subject to a firm order being placed by a certain date or cancellation at that date if work is not to proceed further.

If there has been no definite decision to place an order, but there is a strong likelihood that one will be placed, any letter of intent written to a supplier to this effect must make it very clear that any action that the supplier takes as a result of such a letter is solely at their own risk. 

	Liability
	An obligation (contractual, legal or financial) that must be fulfilled.

	License
	A permit from an authority to own or use or do something or carry on an activity.

	Life-Cycle Costs
	The total cost of an item during the whole the time that it is used (its ‘Life-Cycle’), including Acquisition, Operating and support, Maintenance and Disposal costs

	Liquidated Damages
	Monetary amounts, agreed upon at the outset of a contract, which are calculated as recompense if the contract or parts of the contract are not fulfilled. The monetary amount should not be a ‘penalty’ on the other party but a genuine pre-estimate of the loss likely to be incurred.

	Litigation
	A means of dispute resolution involving a law suit that is argued in open court in front of a ‘judge’ or other public law officer. The decision is made on the basis of evidence presented an interpretation of the law, the judgement will find in favour of one party or the other and is binding. Cost may be awarded to the successful party.

	Local
	Normally refers to the location in immediate proximity to the Oxfam activity, but may also refer to the country or region (e.g. local culture, customs, etc.).

	Local Value
	Valuation of the goods for duty shown on the invoice and accepted by a local customs officer, based on local practice and regulation.

	Logistician
	A person with competence and experience to carry out logistics activities (and usually supply activities), either directly, or in support of the field activities of Oxfam GB or its partners.

	Logistics
	The establishment and support of operational capability in programmes, and the gathering together, transportation and distribution of goods to the right place at the right time with minimum risk and maximum value to the end-user.

	Logistics and Supply Champion
	See Champion

	Logistics Plan
	A programme or project specific plan which addresses all the logistics issues to be considered and actions to be taken in the assessment, start up, implementation and closure of projects

	M
	

	Make v. Buy
	The decision whether to carry out an activity using existing in-house Oxfam GB resource, or the buy in the capability from outside suppliers. Where a decision is made to permanently lose the capability to carry out the activity in house this is Outsourcing.

	Market Testing
	Use of cost analysis to determine whether an internally provided service might be more economically provided by an external organisation.

	Master Air waybill
	Air waybill used as a certificate of shipment of a single consignment of goods.

	Mediation
	A form of Dispute Resolution, sometimes called ‘facilitated negotiation’ where a mediator facilitates discussions between the parties in the dispute aimed at resolving their differences. The mediator, unlike the conciliator, does not offer any opinion on the rights or wrongs of the dispute, merely helps the parties to come to a mutual agreement

	Monopoly Supply
	A supply market situation where there is only one possible source of supply, sometimes called a Sole Source. This does not refer to a situation where Oxfam GB has decided to use only one supplier out of many possible suppliers (See Single Source).

	O
	

	Objectives
	Things, aimed for or sought after, ideally where achievement can be measured.

	Obsolete Equipment
	Equipment that is no longer required because it is outdated, superseded, unsupportable with spares or services or incompatible with newer equipment.

	OEM
	See Original Equipment Manufacturer

	Offer
	An intention by a seller to enter into contract with the buyer to supply goods, works or services against a particular specification and under certain conditions.

	OLT
	Oxford Logistics Team (see pages 23–25)

	Open Market Selling Price
	The price that is set in a market that is open to everybody in which the marketplace decides the selling price based on the balance of supply and demand.

	Order
	An contractual instruction, usually but not always written, to a supplier to provide items of goods, services or works, normally specifying the quality of item, the quantity, place and time of delivery payment terms, etc. and the terms and conditions of the contract.

	Order Letter
	A contractual instruction that is an Order in the form of a letter.

	Order Form
	A contractual instruction that is an Order, using a document where information is entered in a pre-determined standard format.

	Order Number
	A discrete number that specifically identifies the Order, is used in all contract correspondence with the supplier and is the means of matching the order commitment to evidence of receipt and the invoice.

	Original Equipment Manufacturer (OEM)
	The supplier who originally manufactured an item, and who has warranty and guarantee obligations. OEMs often own drawings and design rights, without which replacement parts, spares and consumable materials cannot be ordered from another more competitive source. 

	Outsourcing
	The decision to cease to carry out activities traditionally and currently performed in-house.


	P
	

	Packaging
	The design of, and the materials involved in, the packing of goods and materials for carriage, storage and distribution.

	Packing
	The operations of packaging whereby goods or materials are wrapped or enclosed in containers or otherwise secured. See also Export Standard Packing.

	Packing List/Note
	A document, included in, or attached to the individual packages of a consignment that lists the actual goods in the package.

	Patent Rights
	Rights granted by a patent authority to protect an invention or a process from being copied. Patent rights are usually limited by location and time.

	Payee
	The person or organisation to whom a cheque is paid (or ‘made payable’).

	Performance Bonds
	A bond obtained from a supplier, so that, in the event of failure to contractually perform, the buyer can obtain financial recompense from the party providing the bond. The onus is on the buyer to prove that the supplier has defaulted.

	Performance Contract
	A contract where all, or part of, the reward (payment) is determined by how successfully a product or service achieves the performance objectives it was purchased for. 

	Performance Indicators
	Quantifiable or qualitative events that clearly indicate that an activity has been performed as planned.

	Performance Specifications
	Define what is to be achieved, not how it is to be achieved. The focus is on outputs, not inputs.

	Periodic Logistics Report
	Monthly and quarterly reports related to programmes and projects, produced by logisticians or those with logistics responsibilities, that reviews and addresses past, current and planned logistics activities, performance, successes, problems and recommendations. 

	Personal Effects
	The personal property of Oxfam staff that is moved to, from and between locations.

	Petty Cash
	A float used to pay for small items of office expenditure. 

	Physical Inspection Report
	A report issued by a pre-shipment inspection agency confirming that the goods or materials are satisfactory, can be shipped and will be cleared at the point of import.

	Post-assessment phase
	The phase in an Oxfam GB programme or project after initial assessment and a decision has been made to proceed with the project. Relates to actions in the Logistics Plan.

	Post-Bid/Tender Negotiation
	Negotiation that takes place with potential suppliers once they have submitted their offers, quotations, bids or tenders

	Post-Bid/Tender Presentations
	Presentations made by suppliers as part of the bid evaluation process. Often related to creative services. Sometimes called ‘Beauty Parades’.

	Potential Suppliers/ Contractors/ Vendors
	Suppliers, contractors and vendors who has the capacity and capability to fulfil a specific requirement, but to whom an order or contract for the requirement has not yet been awarded.

	Pre-agreed Price
	A price that has been agreed for future business, often for a fixed period of time and/or for a pre-determined maximum or minimum quantity, against which Call-off or Call-down orders are made. 

	Preferred Supplier
	A supplier who Oxfam GB has assessed, normally through a competitive process, as being the one that provides the most commercially and technically advantageous goods, services or works, and with whom business is automatically placed on the basis of their preferred status. This status is not permanent and is regularly tested to ensure that it remains competitive.

	Pre-offer Clarification
	This is clarification that is provided to suppliers, normally at their request, between the time that quotations or bids are requested and the time that they are submitted.

	Pre-offer Discussions
	These are discussions that take place with suppliers before they submit quotations or bids, often to ascertain their interest, capability or capacity to supply or to clarify Oxfam GB’s requirements.

	Pre-Qualification
	The process whereby suppliers are formally assessed on the basis of submissions that they make their capacity and capability to supply, prior to being selected to participate in a formal quotation or tendering process.

	Present Value
	The value at the present time of a stream of future cash flows. 

	Pre-Shipment Inspection (PSI)
	Inspection related to quality or conformance that is carried out before, and is a pre-condition for, shipment of goods. The inspection requirement might be at the instigation of Oxfam GB, the donor or to comply with import regulations of the recipient government.

	Price
	The amount to be paid or given (as contractual consideration) for goods, works or services required, offered or purchased.

	Price Adjustment
	An adjustment to an agreed price either a) because of some pre-agreed formulae which reflects all or a component part of the price (e.g. change in raw material costs, labour rates, etc) or b) where there is a change to the requirement that affects the cost and thereby the price.

	Price Agreement
	An agreement of prices for goods, works or services, often fixed for certain periods of time, or for anticipated volumes.

	Price Reviews
	A periodic review of prices with suppliers, prompted by time (e.g. annual price reviews with preferred suppliers), or change to component parts of the price against agreed price adjustment formulae (e.g. change in raw material costs, labour rates, etc), or variations and fluctuations in the anticipated volumes against which original prices were determined (e.g. volume discounts or premiums).

	Price Verification
	A process used usually in conjunction with pre-shipment inspection whereby an agency will verify that the price being charged for goods and materials (and sometimes services) is fair and in line with market rates.

	Procurement
	The process of acquiring and obtaining the goods, works or services that Oxfam GB requires to carry out its business by various means including purchase, hire, loan, transfer, etc.

	Product Champion
	A nominated person in Oxfam GB who has responsibility and authority to take the lead, and be the ‘champion’ for, a certain product category (e.g. stationary, print, vehicles, water tanks, travel, etc) at a global or regional level.

	Pro-forma invoice
	a) An invoice prepared by the seller to show the sum that will be due from the buyer in the event that a transaction is entered into, or b) an invoice sent in advance of the delivery of goods or the provision of services.

	Prior Release Bonds
	A bond used a) to clear goods prior to duty free authority being issued or b) for perishable goods prior to payment of duty to avoid spoilage. If evidence of duty free authority is not provided or payment of duty is not made then the bond is forfeited.

	Proprietary Item or Service
	Goods or services manufactured, produced or otherwise provided under a trade name, brand, trade mark, etc.

	PSI
	See Pre-Shipment Inspection

	Purchaser
	A person who has specific authority to make purchasing decisions and contractual commitments on behalf of Oxfam GB in the UK or overseas.

	Purchasing Agreement
	A written document that is a contract between two or more parties wherein one agrees to sell or provide goods, works or services to the other, subject to agreed terms and conditions.

	Purchasing and Supply
	Deciding upon, and organising the acquisition of goods, services, materials, product leases and works needed by Oxfam GB, by the most efficient and effective means that provides maximum value for money.

	Purchasing Regulations (Donors/Partners)
	Prescribed mandatory rules or authoritative directions as to how purchasing can and should be carried out. These are normally laid down by donors and sometimes partners and will usually take precedence over Oxfam GB requirements where there is conflict.


	Q
	

	Qualitative measures
	Measures concerned with and dependent on quality, which often cannot be definitely measured and to a main part rely on perception and opinion.

	Quantitative measures
	Measures concerned with quantity, that are numerically measured or measurable.

	Quotation
	Information giving details of an item available for purchase, its price and its period of delivery, usually valid for acceptance within a fixed period. Quotations are normally the result of an enquiry from the buyer, but sometimes might be provided unsolicited)

	R
	

	Receipt of Goods and Services
	The place and/or process of taking and acknowledging receipt of goods or services, usually involving documentary confirmation.

	Recharge
	Expenditure made by one office which is charged to another office.

	Reconciliation
	In financial terms, this is an exercise carried out by OXFAM GB to ensure that one set of records is consistent with another set, for example, a bank account reconciliation would compare the bank statement with the office’s bank book.

	Redundant Equipment
	Equipment that is superfluous and not needed, the loss or removal of which will not significantly affect business or operational performance. 

	Refurbishment
	Restore to original standard and/or redecorate

	Regional Logistics Strategy
	The strategy put together by the Logistics and Supply Champion, and agreed by the Head of Logistics and Head of Supply Strategy, that identifies how Corporate Logistics and Supply Policies and Strategies will be implemented in the region and incorporating changes and variations necessary to customise them to regional circumstances. 

	Rental Agreement
	The contractual agreement relating to the rent of land, premises, equipment or services.

	Report of Findings
	A certificate from a pre-shipment inspection/price verification agent that confirms that the goods and materials being imported are satisfactory.

	Request for Information (RFI)
	A form that is sent to the supplier by a pre-shipment inspection agency that is completed giving details of the goods and materials that will be inspected (and, if price verification is required, details of the prices charged).

	Request for Quotation (RFQ)
	An enquiry from the buyer to a potential supplier to provide information giving details of an item available for purchase, its price and its period of delivery, usually with a validity for acceptance within a fixed period. 

	Requisitioner
	The person authorised, normally through accounting and budgetary procedures, to raise requisitions.

	Requisition
	Document making a formal request to purchase, issued to a purchaser by the person or department requiring the goods, works or services.

	Residual Value
	Value of equipment at the end of its useful life, or recovered materials that retain some realisable value.

	Re-Use of Capital Assets
	Capital equipment (assets) owned by Oxfam GB that are surplus at the end of a project, and that can be re-used on other projects thus avoiding the need to make a new purchase.

	Reserve Price
	The minimum acceptable price (the reserve) in an Auction.

	Retentions/Retention Monies
	A sum of money, representing an agreed proportion of the price for goods, works or services completed by the supplier, which is held by the buyer for an agreed period of time as security against failure of the supplier to fulfil their obligations under the terms of the contract.

	Reverse Engineering
	The production of new parts, products, tooling or services from the study and analysis of existing items. It is important to ensure that such activities do not infringe the Intellectual Property Rights of the original supplier of the item.

	RFI
	See Request for Information

	RFQ
	See Request for Quotation

	S
	

	Sale of Goods Legislation
	Legislation in place in many countries that includes such things as: definition of the sale of goods, sets out rules governing the formation of a sale of goods contract, establishes rules relating to the transfer of ownership and risk, defines what constitutes the performance of contracts, the rights of the unpaid seller and actions for breach of contract.

	Scheduling
	a) the process of setting start and finishing dates for activities; b) bringing items together to be available precisely when they are required, for shipment or for use.

	Scrap
	Discarded material, having some recovery value, which can be disposed of without further treatment or can be reclaimed or recycled for further use as raw material or components.

	Sealed Bids
	Confidential Bids submitted in closed and sealed packages to a specific address, usually by a specific date and time.

	Security of Supply
	Ensuring that arrangements are in place to ensure the continuing supply of items to meet the business and operational needs of Oxfam GB. This might include use of multiple suppliers for items, holding of inventory, arrangements for loans form other NGOs, etc.

	Service Contract
	a) a contract for the provision and performance of services, or b) contract for provision of maintenance or repair services in support of equipment or buildings purchased or leased. 

	Service Level Agreements
	An agreement between a service provider and a customer quantifying the minimum acceptable levels of performance of the service to the customer. The service level agreement may be an integral part of the specification, or a separate document. Service level agreements can be used internally between departments within Oxfam GB, or as part of an external contract.

	Shelf life
	The length of time that a purchased or stored item of a perishable good remains useable.

	Shipment
	a) the amount of goods and materials shipped in a consignment or b) the act or instances of shipping goods.

	Signatory
	A named member of staff who has been given authority to sign documents on behalf of the organisation.

	Single Source/Supplier
	The restriction of supplies into Oxfam GB to one supplier, chosen out of a number of potential suppliers, usually where economic and service level benefits of having a single source outweigh the risks of loss of supply. 

	SoB
	See Summary of Bids

	Sole Source/Supplier
	The situation where there is only one possible source of supply, possibly because of a choice previously made (e.g. spares, compatibility, continuity, etc) that restricts others entering the market because of cost, patents, design rights, etc. or because there is only one supplier in the market place (See Monopoly Supply).

	Sourcing
	The process of investigation, and selection, of the sources from where the goods, works and services required by Oxfam GB can, and will, be obtained. This includes decisions on a) whether to use internal or external capability and capacity and b) whether to select on a global, regional, national or local basis.

	Specification
	A statement of the attributes of goods, works or services. See Functional Specifications, Performance Specifications and Technical Specifications.

	Split Charter
	A charter arrangement with a non-regulated carrier where Oxfam GB goods are carried with those of other customers

	Stage Payment
	A payment made a planned stages of a contract usually where parts of work are completed and certified and there is an identifiable deliverable.

	Standards
	(a) An object or quality or measure that serves as the basis or example or principle to which others conform or by which the accuracy or quality of others is judged, or (b) a document specifying nationally or internationally agreed properties of goods, services and works (e.g. British Standards) or (c) a formal practice or principles adopted and accepted as the norm.

	Statutory Accounts
	Accounts which have to be prepared by Oxfam GB in order to comply with UK law. 

	Stock
	Tangible goods and materials held by Oxfam GB (or by suppliers on behalf of, or in anticipation of a demand from, Oxfam GB) that are not specifically allocated for use, but held against planned demands and activities or unplanned but anticipated contingencies and emergencies. 

	Stock Levels
	The maximum and minimum amounts of stock that need to be held to meet anticipated need and/or take advantage of economies of scale, as well as the amount of stock which triggers action for replenishment and re-order action.

	Stock Reconciliation
	The process of reconciling the physical stock held against the records of receipts and issues, to identify and adjust any discrepancies. 

	Stock Reports
	Reports of the quantity of stock held, including a history of receipts and issues and information of the procedures and protocols for controlling the usage and replenishment of stock.

	Stock Requests
	A document requesting the issue of goods or materials held in stock from a store or warehouse.

	Stock Rotation
	He process of ensuring that stock held for the longest period of time is issued first.

	Sub-Contracts
	Arrangements whereby a main contractor or supplier contracts with another contractor to undertake all or part of the order that the main contractor has secured. 

	Summary of Bids (SoB)
	A document that summarises bids that have been received against an enquiry, as a record of receipt and a summary comparison.

	Supplier
	A party who agrees to provide supplies or services or carries out works in accordance with a valid and legal contract.

	Supplier Appraisal/ Evaluation
	The process of deciding whether a supplier has the capacity and capability to meet supply requirements, and subsequently whether they are the most appropriate to supply, against pre-set criteria.

	Supplier Development
	The provision of advice, finance, technology or other forms of assistance by the buyer to the supplier, to enable the supplier to offer goods, works and services to better meet the buyer’s current and future needs.

	Supplier Performance
	The achievement of the supplier in meeting their contractual requirements and obligations.

	Supplier Rationalisation/ Reduction
	A pro-active process whereby an optimum number of suppliers and potential suppliers are identified and used for each item or category of items, based on the nature of the supply market and the appropriateness and need to use competition.

	Supplier Relationships
	The appropriate ‘fit for purpose’ relationships that need to be established, already exist, or need to be developed and improved between the buyer and the supplier to achieve contractual objectives most efficiently and effectively.

	Supplier Selection
	The process to select suppliers and potential suppliers against specific pre-set criteria.

	Supplies Request
	A term formerly used within Oxfam GB for a requisition.

	Supply
	The process of obtaining for Oxfam GB goods, services, materials, and products leases from, and works undertaken by, external parties.

	Supply Base
	The body of active and capable suppliers in all the relevant industrial sectors and global locations, who provide the basis of Oxfam GB being able to meet its business and operational objectives.

	Supply Chain
	A product or service going through a sequence of activities, tasks and events, often involving sale and purchase by different organisations (the external supply chain and movements and transfers between internal units (the internal supply chain), which take it from its original state to its point of ultimate use or consumption.

	Supply Chain Management
	The management of the Supply Chain either in its totality or those parts that impact directly on the business i.e. first tier suppliers and customers

	Supply Market
	The market environment in which a) suppliers operate and compete with each other to supply Oxfam GB and others with their products, and b) in which Oxfam GB and their competitors compete to obtain the best supply.

	Supply Strategy
	Specific strategies that are put in place by the Head of Strategic Supply, and approved by the CMT, to address the particular supply requirements of Oxfam GB on a commodity, category, industry sector or Oxfam GB business unit basis, and which provide the framework for the operation of other supply processes

	T
	

	Technical Evaluation
	The process of a) deciding the most appropriate and advantageous bid or tender against pre-set technical criteria, or b) assessing the technical performance capabilities of products and services prior to specification.

	Technical Specifications
	These define the requirement in detail, particularly the physical dimensions and materials to be used (both in the product, or when performing the service e.g. acceptable fluids used in cleaning). In some cases the processes to be used in manufacturing are specified.

	Temporary Importation Bonds
	A bond that is provided to cover the duty payable on goods imported for a limited period that will eventually be exported. The bond is forfeited if evidence of export is not provided within the period of validity of the bond. This could relate to technical equipment needed for a job or personal effects.

	Tender
	An invitation to potential suppliers to submit bids to provide the specified requirements. Tenders can be ‘open’ free to anyone who knows of the requirement and wishes to bid or ‘closed’ or ‘restricted’ where Oxfam GB pre-determines the potential suppliers from whom they wish to receive bids. (Pre-qualification is a way of pre-determining potential tenders)

	Tender Waiver
	The waiver of the standard need in Oxfam GB to obtain competitive tenders. Waivers are granted where this process would be inappropriate for the circumstances e.g. where there is a monopoly or preferred supplier, in the case of a genuine emergency where there is no time to tender, etc.

	Terms and Conditions of Contract
	Terms are the substantive components of a contract that create contractual obligations, the breach of which may lead to action by either party. Conditions are those essential terms that go to heart of the contract, the breach of which entitles the injured party to treat the contract as at an end. Conditions are normally specifically referred to as a ‘condition of the contract’ to emphasise their criticality.

	Terms of Payment
	A contractual obligation, which defines the means, time and any conditions of payment for goods, services or works supplied.

	Terms of Reference
	The clear definition of a piece of work required to be carried out, usually a consultancy or project assignment, including its objectives and purpose, scope, programme and timeframe.

	Terms of Trade
	See Incoterms 2000

	TIR
	See International Road Transport

	Title
	a) The legal entitlement to goods or property of any kind by their possessor. b) Document evidencing right of ownership.

	TORs
	See Terms of Reference

	Total Cost of Acquisition
	The total of all costs in acquiring goods, services and works by purchase or other means (e.g. hire, loan, etc.) from the identification for the need to their satisfactory delivery for use and payment. The costs include all administrative costs, including peoples’ time spent in specification, decision-making, meetings, supplier management, inspections, etc; as well as direct costs of the goods, services and works bought.

	Total Costs
	Total cost of obtaining an item for use or exchange. See Total Cost of Acquisition and Life-Cycle Costs

	Trade Mark
	See Brand Name

	Transactions
	Business processes involved in buying and selling, which include requisitions, requests for quotations, purchase orders, letters of intent, tenders, contracts, letters of commitment, letters of agreement, service level agreements oral instructions to external parties. 

	Transhipment
	Transfer from one ship to another ship, or other form of transport, in the course of carriage of goods and materials to ultimate their destination.

	Transit Bonds
	Bonds that cover the duties payable on imports which are provided to cover either goods that are in transit through a country, or goods that are released prior to finalisation of duty free clearance. If evidence of the re-export of goods or submission of the correct documentation is not given than the bond is forfeited. 

	Transport (ation)
	General term for the carriage and distribution by any means of goods, materials (and sometimes livestock and people)

	Transport Coordinator
	Member of the Oxford Logistics Team responsible for arranging transport of goods, materials and personal effects to the field, and the import of personal effects into the UK.

	Trucking
	Carrying goods and materials by road transport

	Trustees
	The people who have ultimate responsibility in law for the charity, its assets and activities. 

	V
	

	Validity
	The period for which an offer or bid will be open for acceptance by the buyer.

	Value
	The worth of something to its owner either in its use (e.g. a computer) or in exchange (e.g. stock sold through a shop).

	Value Added Tax
	A multi-stage tax paid by each trader on the value that is added to any goods or services they are involved in. It is used as a way of spreading liability for charging and collecting tax at every stage through which goods and services pass to reach the ultimate consumer or customer.

	Value Analysis
	A systematic inter-disciplinary process of examining design and other factors affecting the cost of a product, service or works in order to derive the same functionality and purpose to the required standard of quality and reliability in the most cost effective and efficient way.

	Value Chain
	The margins that are obtained as a product or service goes through the sequence of activities, tasks and events which take it from its original state to its point of ultimate use or consumption. 

	Value Engineering
	An activity involving the design of value (often reflected into the lowering of costs of production and/or use) into a product, service or a building or civil construction at the design stage.

	Value for Money
	Something that is well worth, in terms of use or transfer, the money paid for it. The ‘worth’ (i.e. the value equivalent) can be arrived at through such tools and techniques as cost: benefit analysis, return on investment, value analysis, etc.

	Variation
	An instruction from the buyer to the supplier to vary the substance of the purchase order or contract e.g. specification, quantity, delivery, etc.

	VAT
	See Value Added Tax

	Vendor
	A person who sells.

	Viability
	An idea, proposal, scheme, plan, etc which is practicable and achievable from an economic standpoint if carried out.

	W
	

	Warehouse Bonds
	A bond given against the value of goods kept in a bonded warehouse until such time as the goods are cleared. Part or all of the value of the bond is paid to the warehouser if the goods are not cleared within a certain period.

	Warehousing
	The storage of goods and materials in a facility that is designed, organised, controlled and managed for that specific purpose.

	Warranty
	The period after delivery of the goods or installation and commissioning of equipment or completion of the building or civil works where the supplier or contractor is responsible for the repair or rectification of any defects in the equipment or works.

	Waste
	Discarded items, materials and substances that are not re-useable and non-reclaimable by Oxfam GB.

	Waste
	Activities adding cost but not adding value.

	Waybill
	A document used by railways, airlines and truckers on which is recorded the list of goods and materials which are being carried on a particular journey fro named point to named point. 

	Work Plan
	A document that describes how work will be carried out – details of the tasks involved, the sequence that the tasks will be performed and the timescales involved.

	Works
	Activities carried out on fixed property assets, usually related to construction, refurbishment and maintenance
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265–66

requisition
175, 183–84

returning goods
256

road transport
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68

documents
70

insurance
70

rental of trucks
68–69

satellite telephones
134

satphones
138–39

sea transport
45–46

clearance
65

containers
45–46

documents
62–63

security
161–67

communications
134

office accommodation
98–99

staff accommodation
99

vehicles
113

seeds, storage
85–86

Service Level Agreement
249

shipping
59–63

documents
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personal effects
153–55

solar power
96

sole supplier
188

specification
177–79

standards
179

staff
see human resources
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93–99
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97–98
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95–97

rental
93–94

security
99

selection
93

support staff
98

water and hygiene
94

start-up, programme/project
37–41

stock
see inventory management

suppliers

conflicts of interest
271

gifts, hospitality, inducements
271

preferred
192

pre-qualifying
193

selecting
191–93

supply strategy
171–72, 259

tenders
see invitation to tender

terms and conditions
212, 220–24, 239

terms of payment
269

trade terms
49–51

transport
43–51

documents
62–63, 70

insurance
61–62, 70

vehicle management
107–18

accidents
113

administration
110–11

drivers
109–10

fuel and oil
117–18

insurance
107

log books
110

maintenance
114–16

purchasing
108–9

rental
109

safety
112

security
113

spare parts stores
116–17

theft
113

vehicle report
111

workshop
116

warehouse management
77–86

assessing requirements
78

inventory/stock
see inventory management

safety
79

selecting facilities
77–78

staff
78–79

warranty
73–74

water equipment, storage
84–85

waybill
70, 71
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Purchasing and Supply

Authority to Transact Form
20

Requisition
185

Quotation/Tender Waiver
190

Notice of Intention to Tender
194–95

Pre-Qualification to Invitation to Tender
196–98

Supplier Questionnaire
204–7

New Supplier Form
208

Request for Quotation
214

Invitation to Tender
215–19

Tender Opening Log
227

Tender/Quotation Assessment Sheet
233–34

Summary of Bids Form
235

Rejection Letter
242

Post-Tender Questionnaire
243–44

Award Letter
247

Purchase Order
248

Vendor Rating Form
251–52

Purchase Order File Checklist
267

In-Country and Inter-Country Distribution

Waybill
71

Warehouse and Inventory Management

Bin Card
87

Goods Received Form
88

Stock Request
89

Stock Report
90

Stock Reconciliation
91

Office and Staff Accommodation

Tenancy Agreement
100–1

Lease Agreement
102–3

Property Rental Agreement
104

Vehicle Management

Record of Authorised Drivers
119

Vehicle & Staff Movement Board
120

Vehicle Log Book
121–23

Vehicle Report
124

Vehicle Accident or Theft Report
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Workshop Job Card
126–27

Fuel Monitoring Record
128

Communications

Radio Log Book
141

Satphone Call Log
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Job Descriptions

Logistician
27–30

Storekeeper/Warehouse Manager
92

Cook/Housekeeper
105

Watchman
106

Driver
129–30

Mechanic
132
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