
Online Service Request Form (SRF) User InstructionsOnline Service Request Form (SRF) User Instructions

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. 

Once the SRF is considered accurate and complete, then the Logistics Cluster will issue aOnce the SRF is considered accurate and complete, then the Logistics Cluster will issue a
SRF Tracking Number to the user and puts the data into a SRF tracking database.SRF Tracking Number to the user and puts the data into a SRF tracking database.

Selection of LanguageSelection of Language

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. 

Selection of Service (s)Selection of Service (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.

Service Details (s)Service Details (s)

Depending on the type of service, users will be asked to provide additional relevant
information for each service type.



For storage only:For storage only:

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.

For storage with pick up:For storage with pick up:

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. 

For transport only:For transport only:

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. 



Points of ContactPoints of Contact

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”.

Clearing Organization DetailClearing Organization Detail

By default the toggle for clearing organization details is “no”. If a clearing agent is needed,
select “yes” and enter clearing agent information.



Key Note: Users must ensure all contact details provided in the SRF are accurate and valid.Key Note: Users must ensure all contact details provided in the SRF are accurate and valid.

CARGO INFORMATIONCARGO INFORMATION

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.



Proper Cargo Details - Proper Cargo Details - Requestors must fill in the appropriate cargo information can be found
here.

Consignment AttachmentConsignment Attachment

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.

AFFIRMATION, DATE AND SIGNATUREAFFIRMATION, DATE AND SIGNATURE

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.

Requestor details: Requestor details: 

Once the requestor details are fully entered, users should fill out the security CAPCHA and
select “Submit Service Request”.

CONDITIONS OF SERVICECONDITIONS OF SERVICE

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

Confirmation EmailConfirmation Email

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.

GUIDELINES FOR SRF NUMBER ISSUANCEGUIDELINES FOR SRF NUMBER ISSUANCE

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

Tracking Cargo:Tracking Cargo: Service requestors may search for and monitor up the most recent
status of their consignment.
Releasing Cargo: Releasing Cargo: 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.

Key note: The user needs to ensure this data is accurate and the totals for Weight and VolumeKey note: The user needs to ensure this data is accurate and the totals for Weight and Volume
make sense for the items being described.make sense for the items being described.

Manual Service Request Form (SRF) User InstructionManual Service Request Form (SRF) 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. 

Once the SRF is considered accurate and complete, then the Logistics Cluster will issue aOnce the SRF is considered accurate and complete, then the Logistics Cluster will issue a

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


SRF Tracking Number to the user and puts the data into a SRF tracking database.SRF Tracking Number to the user and puts the data into a SRF tracking database.

Manual SRFManual SRF

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.

 

Transport Service (s)Transport Service (s)

 

"Ready to Load (date)Ready to Load (date)": : 

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

Dispatch Location ("FROM"):Dispatch Location ("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.

Receipt Location ("TO"):Receipt Location ("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.

Note: Note: 

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.

Storage Service (s)Storage Service (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.

SENDER, RECEIVER AND CLEARING AGENT DATASENDER, RECEIVER AND CLEARING AGENT DATA

 

Sending Organization Sending Organization - 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.

Receiving OrganizationReceiving Organization -  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.

Clearing AgentClearing Agent - 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.

CARGO INFORMATIONCARGO INFORMATION

 

Proper Cargo Details - Proper Cargo Details - Requestors must fill in the appropriate cargo information can be found
here.

CONDITIONS OF SERVICECONDITIONS OF SERVICE

"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.

 

AFFIRMATION, DATE AND SIGNATUREAFFIRMATION, DATE AND SIGNATURE

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.

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

GUIDELINES FOR SRF NUMBER ISSUANCEGUIDELINES FOR SRF NUMBER ISSUANCE

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

Tracking Cargo:Tracking Cargo: Service requestors may search for and monitor up the most recent
status of their consignment.
Releasing Cargo: Releasing Cargo: 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.

Key note: The user needs to ensure this data is accurate and the totals for Weight and VolumeKey note: The user needs to ensure this data is accurate and the totals for Weight and Volume
make sense for the items being described.make sense for the items being described.

Categoria do artigoCategoria do artigo

CATEGORIASCATEGORIAS DESCRIÇÃODESCRIÇÃO
COMUMCOMUM

EXEMPLOSEXEMPLOS

Coordenação eCoordenação e
gestão de camposgestão de campos

Artigos para a instalação e apoio das infra-estruturas dos
campos de refugiados ou de deslocados

Cimento, madeira,
contentores

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


RecuperaçãoRecuperação
rápidarápida

Materiais de apoio para programas envolvidos no
restabelecimento de serviços públicos ou programas de
subsistência

Carrinhos de mão, pás, materiais de
construção

EducaçãoEducação Equipamentoescolar e de apoio aos estudantes Livros de texto, artigos de papelaria,
secretárias

SegurançaSegurança
alimentaralimentar

Produtos alimentares para apoio ao beneficiário Arroz, óleo vegetal, milho, leite

Operações geraisOperações gerais Artigos não direcionados para o beneficiário e não abrangidos
por outras categorias.

Material de escritório, artigos de
papelaria, secretárias

Programa geralPrograma geral Qualquer artigo necessário para apoiar programas sectoriais Vales, cartões de distribuição

SaúdeSaúde Todo o material necessário para o apoio médico aos
beneficiários

Ligaduras, blocos 
portáteis , medicamentos

LogísticaLogística
Materiais necessários para o apoio logístico direto dos
programas

Combustível, óleo para motores,
veículos, geradores, armazéns
portáteis

AlimentaçãoAlimentação Alimentos considerados em relação às necessidades dietéticas
do organismo

Plumpy' Sup, Plumpy'Nut, bolachas de
alto valor energético (HEB)

ProteçãoProteção
Qualquer artigo utilizado para apoiar diretamente programas
destinados a assegurar a proteção de todas as pessoas em
conformidade com os seus direitos humanos

Material de sensibilização,
equipamento de ação/remoção de
minas, artigos de remoção de
escombros

AbrigoAbrigo
Materiais utilizados para proteger os beneficiários das
intempéries

Encerados, tendas, contraplacado,
pregos, colchões, cobertores,
coberturas de plástico

TelecomunicaçõesTelecomunicações Equipamento necessário para apoiar diretamente as
comunicações de rádio e informação no terreno

Rádios, telefones por satélite, torres
de rádio

LAVAGEMLAVAGEM Água, saneamento e produtos de higiene para os beneficiários Kits de higiene, cloro, kits sanitários

CATEGORIASCATEGORIAS DESCRIÇÃODESCRIÇÃO
COMUMCOMUM

EXEMPLOSEXEMPLOS

Encontrar as dimensões da cargaEncontrar as dimensões da carga

Medição da carga para transporte e armazenamentoMedição da carga para transporte e armazenamento

A medição da carga para armazenamento e transporte exige que os planeadores imaginem
como é que esses itens de carga ocuparão realisticamente o espaço. Embora um determinado
volume de líquido possa estar contido num cilindro, o próprio cilindro físico continuará a
necessitar de espaço volumétrico "real" adicional. O espaço volumétrico real utilizado pode
sempre ser considerado como uma medida de:

Comprimento (l)Comprimento (l) x  x Largura (w)Largura (w) x  x Altura (h)Altura (h)

Devido à natureza das instalações de armazenamento e de transporte, é útil imaginar uma
caixa à volta de qualquer objeto não cúbico, com arestas nos pontos mais compridos e mais
altos. O comprimento dessas arestas imaginárias será utilizado para planear o volume para
armazenamento e transporte.



Tipo deTipo de
unidadeunidade Volumes "reais" para armazenamento e transporteVolumes "reais" para armazenamento e transporte

CaixasCaixas
Para encontrar o volume de caixas regulares, multiplique a largura, o comprimento e a altura da
caixa ao longo das arestas exteriores.

CilindrosCilindros Embora exista uma fórmula para determinar o volume de líquido num cilindro, o volume para
armazenamento e transporte é medido pelo comprimento máximo dos seus bordos.

CargaCarga
empilhadaempilhada
ouou
aninhadaaninhada

Se a carga for expedida ou armazenada empilhada ou "aninhada", meça o volume de todos os
itens de carga previstos, tal como serão expedidos ou armazenados, encaixados uns nos outros
ou empilhados uns sobre os outros. Não ter em conta o tamanho de cada unidade individual.

FormasFormas
irregularesirregulares

As necessidades de volume das formas irregulares variam. A menos que os artigos de carga
irregular sejam empilhados, o planeador poderá ter de visualizar o volume total utilizado para
armazenar ou transportar corretamente um artigo de forma irregular.

Cargo Dimension CalculatorCargo Dimension Calculator

Cargo Dimension CalculatorCargo Dimension Calculator

Unit Converter ToolUnit Converter Tool

Use the below to switch between different units of measure.

Ferramenta de pesquisa de mercadorias perigosasFerramenta de pesquisa de mercadorias perigosas
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