
OnlineOnline ServiceService RequestRequest FormForm (SRF)(SRF) UserUser InstructionsInstructions

The Service Request Form (SRF) is a standardized document that must be completed by any

organization requesting transport and / or storage services from the Logistics Cluster. Accurate

information on the request is critical for successful tracking , documentation, and

accountability of the services to be provided. The user should carefully review the document

before submitting the form to the cluster. An SRF only needs to be submitted once - users

. should not submit a second SRF for the same cargo items

OnceOnce thethe SRFSRF isis consideredconsidered accurateaccurate andand completecomplete, thenthen thethe LogisticsLogistics ClusterCluster willwill issueissue aa

.SRFSRF TrackingTracking NumberNumber toto thethe useruser andand putsputs thethe datadata intointo aa SRFSRF trackingtracking databasedatabase

SelectionSelection ofof LanguageLanguage

Service requestors can select the preferred language to submit their request from the top right

corner. The available languages at the moment are: English, French, Spanish, Portuguese,

. Arabic and Russian

((SelectionSelection ofof ServiceService (s(s

The drop-down list provides list of services that logistics cluster / sector is providing which

includes: Storage, Transport and Storage with pick up. The service types will be limited by the

.types of services available in that country mission



Once the service type selection made, please enter the location and dates required for the

.service

((ServiceService DetailsDetails (s(s

Depending on the type of service, users will be asked to provide additional relevant

.information for each service type

:ForFor storagestorage onlyonly

Requestors will need to define the desired storage location. Only locations that are active will

be available to select. Requestors will also need to define the anticipated start dates and the

last date of storage. If the exact duration isn’t known, service requestors should use their best

estimations to help with planning purposes.  A separate storage SRF must be submitted for

.each location or storage facility

:ForFor storagestorage withwith pickpick upup

If requestors require pick up services for stored cargo, they will need to include the name of

the town, facility location, street address, and if possible, the GPS coordinates. Please be as

accurate as possible. If requestors wish to later have cargo delivered to their location, this can

be done at the time of requesting release of cargo. The local focal point can also arrange

. delivery



:ForFor transporttransport onlyonly

Requestors requiring transport services only, please accurately and correctly indicate the date

cargo is ready to load, and the information on the pick-up and delivery location, including the

town, the physical address, the name of the building or facility, and if possible, the GPS

coordinates. Requestors should indicate any special instructions, including hours of operation,

specifical arrival information, contact information, or any other information that will be useful

. when picking cargo up

PointsPoints ofof ContactContact



Service users should fill the point of contacts for both the sending and receiving end. If same

service user’s point of contact is sending and receiving the cargo, then the toggle at receiving

.contact detail can be left as it is

The request form will default to the sender and receiver

having the same information. If the receiver

organization is different from the sender organization,

”. please select “no

ClearingClearing OrganizationOrganization DetailDetail

By default the toggle for clearing organization details is “no”. If a clearing agent is needed,

.select “yes” and enter clearing agent information

.KeyKey NoteNote: UsersUsers mustmust ensureensure allall contactcontact detailsdetails providedprovided inin thethe SRFSRF areare accurateaccurate andand validvalid

CARGOCARGO INFORMATIONINFORMATION

Service requestors must add at least one line item. Line items can be added by selecting the

.“add line item” button



. Once selected, a new window will pop up with item level information

Requestor should fill in as much data as required to ensure proper management of cargo

items. Some data fields are mandatory. Once completed, select “add line item.” The line item

: will now be displayed on the form

Requestors may add as many line items as required. They may also remove, duplicate and edit

.line items

ProperProper CargoCargo DetailsDetails - Requestors must fill in the appropriate cargo information can be found

.here

ConsignmentConsignment AttachmentAttachment

Service Requestors can upload supporting documents, such as waybills, packing lists, and

Goods Received Notes (GRNs) - in PDF or image format as part of the consignment record.

.Please note that the maximum file size for each attachment is 10 MB

https://rita-manual.logcluster.org/en/proper-cargo-details


AFFIRMATIONAFFIRMATION, DATEDATE ANDAND SIGNATURESIGNATURE

Requestors are required to include their information before submitting. By default, the

.requestor information will be the same as the cargo sender/owner

If you are submitting a request and you are not the same as the person as the name listed in

the “sender” section, please select “no”. Note: the verification email will be sent to the

requestor only – if the email in the affirmation box is not yours, you will not be able finalize the

.SRF. Please be sure to list only emails you can actively access

: RequestorRequestor detailsdetails

Once the requestor details are fully entered, users should fill out the security CAPCHA and

”. select “Submit Service Request

CONDITIONSCONDITIONS OFOF SERVICESERVICE

CONDITIONS OF SERVICES” refers to the terms and conditions that Service User agrees to“

abide by to use the Common Services provided by Service Provider. In order to finalize the

request, you must submit “I Confirm.” The Logistics Cluster Conditions of Service can be viewed

 online at any time here: https://www.logcluster.org/en/conditions-of-service

https://www.logcluster.org/en/conditions-of-service


Once a request has been fully submitted, users will be asked if they would like to start a new

service request or if they would like to duplicate the current service request. Duplicating a

request will speed up the process of making another similar request – requestors can alter

. some key details but otherwise redo the entire process quickly

ConfirmationConfirmation EmailEmail

The last step of the process: the email listed as the “requestor” will receive a confirmation

email with "[Further Action Required]" in the subject asking the requestor to confirm by

following a link. The confirmation email will remain active for 24 hours. Unless the requestor

confirms this link, the request will never be fully received by the customer service

.representative

GUIDELINESGUIDELINES FORFOR SRFSRF NUMBERNUMBER ISSUANCEISSUANCE

Once a SRF has been cleared and accepted by the Logistics Cluster, the person requesting the

cargo will receive an automatic email containing a Consignment Number and Tracking Number

for the request. Consignment numbers and tracking ID numbers are automatically generated

.for future reference by service requestors



The above image shows an automatic email where the SRF has been assigned the number

“ROM-0011” and a unique tracking ID “364388262”. Requestors of services will be able view and

manage their requests online at the following location:

https://rita.logcluster.org/public/track.htm

TrackingTracking CargoCargo: Service requestors may search for and monitor up the most recent

.status of their consignment

ReleasingReleasing CargoCargo: Service users can request the release of part or all of the cargo

associated with their consignments. Guidelines on how to release cargo using the Release

.Order Form (ROF) can be found here

KeyKey notenote: TheThe useruser needsneeds toto ensureensure thisthis datadata isis accurateaccurate andand thethe totalstotals forfor WeightWeight andand VolumeVolume

.makemake sensesense forfor thethe itemsitems beingbeing describeddescribed

ManualManual ServiceService RequestRequest FormForm (SRF)(SRF) UserUser InstructionInstruction

https://rita.logcluster.org/public/track.htm
https://rita-manual.logcluster.org/en/online-release-order-form-rof-user-instruction


The Service Request Form (SRF) is a standardized document that must be completed by any

organization requesting transport and / or storage services from the Logistics Cluster. Accurate

information on the request is critical for successful tracking , documentation, and

accountability of the services to be provided. The user should carefully review the document

before submitting the form to the cluster. An SRF only needs to be submitted once - users

. should not submit a second SRF for the same cargo items

OnceOnce thethe SRFSRF isis consideredconsidered accurateaccurate andand completecomplete, thenthen thethe LogisticsLogistics ClusterCluster willwill issueissue aa

.SRFSRF TrackingTracking NumberNumber toto thethe useruser andand putsputs thethe datadata intointo aa SRFSRF trackingtracking databasedatabase

ManualManual SRFSRF

The Logistics Cluster in-country team can provide a downloadable Service Request Form (SRF)

version when online functionality is inaccessible. This manual form serves the same purpose as

.the online version and requires the service user to complete the same information set

 

((TransportTransport ServiceService (s(s

 

: "((ReadyReady toto LoadLoad (date(date"

Indicate the date the cargo will be available for pick-up. This is essential for effective

.transport planning

"("(: DispatchDispatch LocationLocation ("FROM("FROM

.Enter the town or city name in the "FROM (Town/City Name)" field

Specify the exact facility (e.g., “LC Warehouse”, “Organization Warehouse”) in the "

.(Office/Facility Name)" field

.Include any additional location details in the "(Street Address)" and/or "(Lat./Long.)" fields

"("(: ReceiptReceipt LocationLocation ("TO("TO

.Enter the receiving town or airstrip in the "TO (Town/City Name)" field

Specify the exact facility (e.g., “LC Warehouse”, “Organization Warehouse”) in the "

.(Office/Facility Name)" field



.Include any additional location details in the "(Street Address)" and/or "(Lat./Long.)" fields

: NoteNote

.The mode of transport will depend on available services, accessibility, and cargo priority

.A Service Request Form (SRF) must be submitted for each separate location

((StorageStorage ServiceService (s(s

 

Specify the storage location in the "Location" field using the format: Town/City Name –

Facility Name

.Beginning" date: When the cargo is expected to arrive at the storage site

.Until" date: Estimated end date of the storage period"

NoteNote - Storage requests should be for temporary use only. Please contact your Logistics Cluster

.focal point to confirm storage availability and maximum duration

SENDERSENDER, RECEIVERRECEIVER ANDAND CLEARINGCLEARING AGENTAGENT DATADATA

 

SendingSending OrganizationOrganization - Provide the organization name and designated contact person

responsible for dispatching the items. This organization holds ownership and/or custody of the

.goods prior to handover for service provision

ReceivingReceiving OrganizationOrganization - Provide the organization name and designated contact person that

will take possession of the items after the service is completed, assuming ownership and/or

.custody of the goods at that point

ClearingClearing AgentAgent - For international shipments, provide valid contact information for a

designated clearing agent located in the clearance country. Note: This is not required for

.domestic transport

CARGOCARGO INFORMATIONINFORMATION

 



ProperProper CargoCargo DetailsDetails - Requestors must fill in the appropriate cargo information can be found

.here

CONDITIONSCONDITIONS OFOF SERVICESERVICE

Conditions of Services" refers to the terms and conditions that the Service User must accept"

and adhere to in order to access and use the Common Services provided by the Service

.Provider

 

AFFIRMATIONAFFIRMATION, DATEDATE ANDAND SIGNATURESIGNATURE

By completing the “Name,” “Position,” and “Date” fields, the Service User confirms agreement

.with the statements in both the “Affirmation” and “Conditions of Services” sections

The Logistics Cluster only accepts SRFs submitted in Excel format and sent from a recognized

.agency email address

An email from a known Service User is considered a valid electronic signature. While not

.required, users may optionally scan and paste a signature into the designated box if preferred

.NoteNote: A physical signature is not mandatory for SRF submission

GUIDELINESGUIDELINES FORFOR SRFSRF NUMBERNUMBER ISSUANCEISSUANCE

Once a SRF has been cleared and accepted by the Logistics Cluster, the person requesting the

cargo will receive an automatic email containing a Consignment Number and Tracking Number

for the request. Consignment numbers and tracking ID numbers are automatically generated

.for future reference by service requestors

https://rita-manual.logcluster.org/en/proper-cargo-details


The above image shows an automatic email where the SRF has been assigned the number

“ROM-0011” and a unique tracking ID “364388262”. Requestors of services will be able view and

manage their requests online at the following location:

https://rita.logcluster.org/public/track.htm

TrackingTracking CargoCargo: Service requestors may search for and monitor up the most recent

.status of their consignment

ReleasingReleasing CargoCargo: Service users can request the release of part or all of the cargo

associated with their consignments. Guidelines on how to release cargo using the Release

.Order Form (ROF) can be found here

KeyKey notenote: TheThe useruser needsneeds toto ensureensure thisthis datadata isis accurateaccurate andand thethe totalstotals forfor WeightWeight andand VolumeVolume

.makemake sensesense forfor thethe itemsitems beingbeing describeddescribed

رصنعلا ةئف 

https://rita.logcluster.org/public/track.htm
https://rita-manual.logcluster.org/en/online-release-order-form-rof-user-instruction


فصولاتائفلا
كرتشم

ةلثمأ

تاميخملا قيسنت 

تاميخملا ةرادإو 

وأ نيئجلالا  تاميخمل  ةيتحتلا  ةينبلا  معدو  بيكرتب  ةصاخلا  داوملا 

ًايلخاد نيحزانلا 

ةلومحملا تايواحلاو  فراجملاو  باشخلأاو  تنمسلأا 

ةلومحملاو

ركبملا شاعنلإا 
جمارب وأ  ةماعلا  تامدخلا  جمارب  ميمرتب  ةينعملا  جماربلل  ةمعادلا  داوملا 

شيعلا بسك 
ءانبلا داومو  فراجملاو  ديلا  تابرع 

بلاطلاوميلعتلا سرادملا  معد بتاكملاوتادعم  ةيساطرقلاو  ةيسردملا  بتكلا 

يئاذغلا ديفتسملانملأا  معدل  ةيئاذغلا  بيلحلاتاجتنملا  ةرذلا ، يتابنلا ، تيزلا  زرلأا ،

ةماعلا .ىرخلأاتايلمعلا  تائفلا  اهيطغت  لاو  ديفتسملل  ةهجوملا  ريغ  بتاكملاوداوملا  ةيساطرقلاو  ةيبتكملا  مزاوللا 

ماعلا ةيعاطقلاجمانربلا  جماربلا  معدل  بولطم  دنب  عيزوتلايأ  تاقاطبو  مئاسقلا 

نيديفتسمللةحصلا يبطلا  معدلل  ةبولطم  داوم  ةلقنتملايأ  تايلمعلا  فرغو  تادامضلا 

جماربللتايتسجوللا رشابملا  يتسجوللا  معدلل  ةمزلالا  داوملا 
، تادلوملاو تابكرملاو ، تاكرحملا ، تيزو  دوقولا ،

ةلومحملا تاعدوتسملاو 

مسجللةيذغتلا ةيئاذغلا  تاجايتحلااب  قلعتي  اميف  رابتعلاا  نيعب  ذخؤت  يتلا  ( ةيذغلأا  ةقاطلا يلاع  تيوكسب  تون ، يبملاب  بوس ، يبملاب 

ةيامحلا
عيمج ةيامح  نامض  لىإ  فدهت  يتلا  جماربلا  معدل  مدختست  ةعلس  يأ 

مهب ةصاخلا  ناسنلإا  قوقحل  اقًفو  رشابم  لكشب  صاخشلأا 

ةلازإ داوم  ماغللأا ، ةلازإ  تادعم  / ةلازإ تادعم  ةوعدلا ، داوم 

ماطحلا

ةيوجلاىوأملا لماوعلا  نم  نيديفتسملا  ةيامحل  ةمدختسملا  داوملا 
ريماسملاو يقئاقرلا  بشخلاو  مايخلاو  ةعمشملا  ةشمقلأا 

ةيكيتسلابلا ةيطغلأاو  تايناطبلاو  بتارملاو 

ةيكلسلا تلااصتلاا 

ةيكلسلالاو

ةيناديملا ةيتامولعملاو  ةيكلسلالا  تلااصتلاا  معدل  ةمزلالا  تادعملا 

رشابم لكشب 

ةيعانصلا رامقلأاب  لمعت  يتلا  فتاوهلاو  ويدارلا  ةزهجأ 

ويدارلا جاربأو 

فرصلاو هايملا 

ةفاظنلاو يحصلا 
نيديفتسملل ةيحصلا  ةفاظنلا  تاجتنمو  يحصلا  فرصلاو  هايملا 

ةفاظنلا تامزلتسمو  رولكلاو  ةيحصلا  ةفاظنلا  تامزلتسم 

ةيحصلا

ةلومحلا داعبأ  داجيإ 

نيزختلاو لقنلل  عئاضبلا  سايق 

لىع .ةيعقاو  ةحاسم  ةلومحلا  كلت  لغشتس  فيك  نوططخملا  ليختي  نأ  لقنلاو  نيزختلا  ضارغلأ  ةلومحلا  سايق  بلطتي 

ةحاسم بلطتت  لظتس  اهسفن  ةيداملا  ةناوطسلأا  نأ  لاإ  ةناوطسأ ، يف  لئاسلا  نم  نيعم  مجح  ءاوتحا  متي  دق  هنأ  نم  مغرلا 

سايقمك لـ ةمدختسملا  ةيقيقحلا  ةيمجحلا  ةحاسملا  روصت  امًئاد  نكمي  .ةيفاضإ  ةيقيقح "  " ةيمجح



ح))  )) عافترلاا  xx ث))   )) ضرعلا  xx ل))   )) لوطلا

دنع فاوح  دوجو  عم  بعكم ، ريغ  مسج  يأ  لوح  قودنص  ليخت  ديفملا  نم  لقنلا ، قفارمو  نيزختلا  قفارم  ةعيبطل  اًرظن 

.لقنلاو نيزختلا  مجح  طيطختل  ةيليختلا  فاوحلا  كلت  لوط  مادختسا  متيس  .ةطقن  لوطأو  لوطأ 

ةدحولا لقنلاوعون  نيزختلل  ةيقيقحلا ""  "" ماجحلأا

.ةيجراخلاقيدانصلا فاوحلا  لوط  لىع  هعافتراو  هلوطو  قودنصلا  ضرع  برضا  ةمظتنملا ، قيدانصلا  مجح  داجيلإ 

تاناوطسلأا
لوط ىصقأب  ساقي  لقنلاو  نيزختلا  مجح  نأ  لاإ  ةناوطسلأا ، يف  لئاسلا  مجح  ديدحتل  ةلداعم  دوجو  نم  مغرلا  لىع 

.اهفاوحل

عئاضبلا

وأ ةسدكملا 

ةلخادتملا

ةعقوتملا ةلومحلا  رصانع  عيمج  مجح  سايقب  مق  ةلخادتم ،"  " وأ ةسدكم  اهنيزخت  وأ  اهنحش  متيس  ةلومحلا  تناك  اذإ 

.ضعبلا لا اهضعب  قوف  ةسدكم  وأ  ضعبلا  اهضعب  يف  ةلخادتم  فاطملا ، ةياهن  يف  اهنيزخت  وأ  اهنحش  متيس  امك 

.ةدح لىع  ةدحو  لك  مجح  بسحت 

ريغ لاكشلأا 

ةمظتنملا

دق ةموك ، يف  ةسدكم  ةمظتنملا  ريغ  عئاضبلا  رصانع  نكت  مل  ام  .ةمظتنملا  ريغ  لاكشلأل  مجحلا  تاجايتحا  فلتخت 

.حيحص لكشب  لكشلا  مظتنم  ريغ  رصنع  لقن  وأ  نيزختل  مدختسملا  يلامجلإا  مجحلا  ضرع  لىإ  ططخملا  جاتحي 

CargoCargo DimensionDimension CalculatorCalculator



CargoCargo DimensionDimension CalculatorCalculator

CargoCargo DimensionDimension CalculatorCalculator

UnitUnit ConverterConverter ToolTool

.Use the below to switch between different units of measure

ةرطخلا عئاضبلا  نع  ثحبلا  ةادأ 


	Online Service Request Form (SRF) User Instructions
	Selection of Language
	Selection of Service (s)
	Service Details (s)
	Points of Contact
	Clearing Organization Detail
	CARGO INFORMATION
	Consignment Attachment

	AFFIRMATION, DATE AND SIGNATURE
	CONDITIONS OF SERVICE
	Confirmation Email

	GUIDELINES FOR SRF NUMBER ISSUANCE
	Manual Service Request Form (SRF) User Instruction
	Manual SRF
	Transport Service (s)
	Storage Service (s)

	SENDER, RECEIVER AND CLEARING AGENT DATA
	CARGO INFORMATION
	CONDITIONS OF SERVICE
	AFFIRMATION, DATE AND SIGNATURE
	GUIDELINES FOR SRF NUMBER ISSUANCE
	فئة العنصر
	إيجاد أبعاد الحمولة
	قياس البضائع للنقل والتخزين
	الطول (ل) x العرض (ث) x الارتفاع (ح)
	الأحجام "الحقيقية" للتخزين والنقل
	نوع الوحدة

	الصناديق
	الأسطوانات
	البضائع المكدسة أو المتداخلة
	الأشكال غير المنتظمة

	Cargo Dimension Calculator
	Cargo Dimension Calculator
	Unit Converter Tool
	أداة البحث عن البضائع الخطرة


