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Acronyms and Definitions
�

AD	� autodisable 

AIDAR	� USAID Acquisition Regulation 

AIDS	� acquired immune deficiency syndrome 

CBJ	� Congressional Budget Justification 

CCP	� Central Contraceptive Procurement (USAID/CSL) project 

CF	� Commodity Fund 

cGMP	� current Good Manufacturing Practice 

COP	� Country Operational Plan 

CPIR	� Commodity Procurement Information Request (form) 

CRTU	� Contraceptive and Reproductive Health Technology Research and Utilization 

CSL	� Commodities Security and Logistics Division (USAID) 

ETA	� estimated time of arrival 

FAR	� Federal Acquisition Regulations 

FHI	� FHI (formerly Family Health International) 

GH/PRH/CSL	� Global Health/Population and Reproductive Health/Commodities Security and Logistics Division 

HIV	� human immunodeficiency virus 

IQC	� Indefinite Quantity Contract 

IUD	� intrauterine device 

JSI	� John Snow, Inc. 

MCH	� maternal and child health 

OAA	� Office of Acquisition and Assistance (USAID) 

OP	� Operational Plan 

OYB	� Operating Year Budget 

PEPFAR	� President’s Emergency Plan for AIDS Relief 

POP	� population 

PipeLine	� Supply planning and pipeline monitoring software developed by the USAID | DELIVER PROJECT 
(called Pipeline Monitoring and Procurement Planning System) 

PPMR	� Procurement Planning and Monitoring Report 

RFP	� Request for Proposal 

RFQ	� Request for Quote 

RO	� requisition order 

SRA	� Stringent Regulatory Authority 

special order item	� An item that is not held in inventory 

stock item	� An item that is held in inventory in a central location 
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USAID U.S. Agency for International Development 

USAID | DELIVER An IQC that supports the USAID Global Health Bureau with procurement and technical assistance
  PROJECT 

USFDA U.S. Food and Drug Administration 

USG U.S. Government 

WHO World Health Organization (Geneva, Switzerland) 
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Introduction
�

This document, Ordering Essential Public Health Supplies: Guidelines for USAID Missions and Country Programs, is 
a resource for Missions and the programs they support that plan to order contraceptives, condoms, and other public 
health commodities, medical equipment and supplies through the Central Contraceptive Procurement (CCP) 
project, within the Commodities Security and Logistics (CSL) Division at USAID. 

These guidelines include topics that will lead to a successful ordering process and the receipt of shipments that 
meet the Six Rights of Logistics: 

The Right Product 

in the Right Quantities 

Delivered to the Right Place 

at the Right Time 

in the Right Condition 

for the Right Cost. 

Specific subjects include the following: 

•	 The roles of the CSL country backstop, FHI, and the USAID | DELIVER PROJECT in supporting the preparation 
of the supply plan, order submission process, product quality, order fulfillment, and shipment tracking. 

•	 Background on quantification activities that need to be completed before orders can be submitted, including 
information about PipeLine software. 

•	 Funding options available to Missions and the importance of understanding the funding cycle to ensure that 
orders are not delayed by lack of funding at the time of shipment. 

•	 Procedures for preparing and submitting an order for stock and special order contraceptives and condoms, 
including information about ordering other public health commodities. 

•	 The importance of, and procedure for, acknowledging receipt of each shipment. 

•	 Tracking shipments and monitoring Mission accounts. 

•	 Resources in each section that can answer questions and provide additional information. 

•	 Frequently Asked Questions. 
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ROLES
�

Role of the CSL Country Backstop
�

Members of the Commodities Security and Logistics Division (CSL) are each assigned a portfolio of countries; 
they serve as the country backstop for those countries. One role for the CSL country backstop is to be a liaison for 
commodity orders and funding. Missions should include the CSL country backstop in discussions of all relevant 
country program orders and activities, and should copy the backstop on all related emails. Responsibilities for the 
role of the CSL country backstop include— 

Provide Guidance on Ordering Procedures 
•	 Provide the Mission with information on ordering procedures, funding needs calculation methodology, and 

catalog items. 
•	 Review annual Operational Plans (OP) and Country Operational Plans (COP), as they relate to commodity orders. 
•	 Explain the Commodity Fund (CF) and the policy for accessing it. 
•	 Provide guidance if commodity orders exceed funding availability. 
•	 Review country program supply plans with the USAID | DELIVER PROJECT senior program manager. 

Review Orders 
•	 Provide first-line review of incoming orders; check that orders are complete. 

− Have quantification excercises been completed to back up the order? 

− Has the order form been completed fully and correctly? 

− For new recipients, are the recipient, consignee, and shipping details provided? 

− If the order is for a recipient we have shipped to before, are any changes to the recipient profile necessary, 
such as a new contact person or updated shipping information? 

− If this order is requesting a new item, is verification of registration needed? 

− Is this a duplicate order? 

− Are the quantities divisible by case size? 

− Are the desired receipt dates realistic? 

− Is the mode of transport requested appropriate for the quantities ordered? 

− Does the Mission have adequate funding for this order? 

− Is this an emergency order? If so, is the quantity sufficient to meet the immediate need? If it is greater than 
what is urgently required, can the order be split and the balance scheduled for shipment at a later date? 

− Is this order for a country that has no funding, but the country needs supplies for a start-up program, or to 
fill a gap? 

•	 Forward Mission orders to the USAID | DELIVER PROJECT for processing. 
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Monitor Order Issues 
•	 Proactively monitor Mission account balances as they relate to new and existing orders; work with Missions 

to ensure adequate funding levels to support orders. 

•	 Work with the Mission, FHI, and the USAID | DELIVER PROJECT to determine the level of product 
registration required, and facilitate the registration process. 

•	 Respond to questions about shipments. 

•	 Contact the Mission if a loan is required to pay for shipments and to determine a repayment plan. 

•	 Alert Missions to issues that may affect shipments, such as product availability or contract awards. 

•	 Review the monthly Procurement Planning and Monitoring Report (PPMR) to stay aware of specific country 
or commodity issues. This monthly report describes the stock status of contraceptives in a number of 
developing countries. The PPMR is a catalyst for action, providing the critical information needed to prevent 
or mitigate stock imbalances: stockouts, shortages, and overstocks. 

Support At-Risk Countries 
USAID uses an internal assessment process to determine at-risk countries. 
•	 Work with the Mission to identify performance gaps that have an impact on central procurement and on-time delivery. 
•	 Develop a support plan to address performance gaps. 
•	 Monitor the implementation of the support plan, in collaboration with the Mission. 
•	 Monitor country performance and revise the support plan, as needed. 
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ROLES 

Role of FHI 

FHI provides overall quality control and testing of the commodities procured by the USAID | DELIVER PROJECT 
for the Central Contraceptive Procurement (CCP) project, as part of an agreement with USAID’s 
Contraceptive and Reproductive Health Technology Research and Utilization (CRTU).  

Product Quality Assurance 
FHI’s program for overall product quality assurance for the CCP program includes— 

•	 technical review of product specifications 

•	 preshipment product sampling and testing for medical device products 

•	 confirmatory testing for pharmaceutical products that are approved by the U.S. Food and Drug 
Administration (USFDA) or Stringent Regulatory Authority (SRA) 

•	 reviewing manufacturer quality documentation for all contraceptive and condom products 

•	 performing stability studies 

•	 processing audits of manufacturing sites for current Good Manufacturing Practice (cGMP) compliance. 

Technical Assistance 
FHI’s support to the CCP program through technical assistance includes— 

•	 investigating product quality issues 

•	 addressing issues of diversion, theft, counterfeit, and substandard products with USAID and the USAID | 
DELIVER PROJECT 

•	 providing supply chain technical assistance, as it relates to product quality 

•	 providing process quality technical assistance. 

New Product Development 
FHI works closely with USAID on innovations in contraceptive technology and new product development. 

M a y 2 0 1 1 | O r d e r i n g E s s e n t i a l P u b l i c H e a l t h S u p p l i e s : G u i d e l i n e s f o r U S a i d M i s s i o n s a n d C o u n t r y P r o g r a m s | 5 



                    6 | O r d e r i n g E s s e n t i a l P u b l i c H e a l t h S u p p l i e s : G u i d e l i n e s f o r U S a i d M i s s i o n s a n d C o u n t r y P r o g r a m s | M a y 2 0 1 1 



                    

                

          
 
 
 
 
 

 
 
 
 
 
 

 

 

 

 

 

 
 
 

 

ROLES 

Role of the USAID | DELIVER PROJECT 

The USAID | DELIVER PROJECT, an Indefinite Quantity Contract (IQC), was awarded to John Snow, Inc. (JSI), 
to provide technical assistance and procurement services to health programs in USAID’s Bureau of Global 
Health. The project supports the Central Contraceptive Procurement (CCP) project in providing essential 
public health supplies to USAID Missions worldwide. 

Services 
The project provides a number of services to support CCP, including— 
•	 technical review of all supply plans submitted to the project 
•	 procurement services 
•	 processing commodity orders and order fulfillment 
•	 warehousing centrally held inventory 
•	 freight forwarding and related services. 

USAID | DELIVER PROJECT Website 
The various sections of the project website are a resource for Missions and country programs where they can 
find shipment and technical information. 

•	 My Commodities 
− information on specific shipments 
− shipment reports 
− Mission account statements 
− shipping information 

− item list and product catalog
�

•	 Procurement News and RFPs 

•	 Countries 

−	 latest news and publications 

•	 Topics 

−	 technical areas 

Publications 
You can download a wide variety of project publications, presentations, and technical tools from the website. 
Several examples are listed below: 
•	 Contraceptive Forecasting Handbook for Family Planning and HIV/AIDS Prevention Programs 
•	 Quantification of Health Commodities: A Guide to Forecasting and Supply Planning for Procurement 
•	 Contraceptive Procurement Table Guidance 

•	 PipeLine software, PipeLine User’s Guide 4.0, and PipeLine 5: An addendum to the PipeLine 4 User’s Guide 

For additional information, visit deliver.jsi.com, or email askdeliver@jsi.com. 
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BEfORE ORDERIng 

Product Registration 

In countries with product registration requirements, each commodity ordered by a Mission must comply with 
the country’s regulations for product registration. Ideally, product registration should be established before an 
order is submitted. If an order includes a commodity to be shipped to a country for the first time, before the 
order can be shipped, the Commodities Security and Logistics Division (CSL) requires that the country receives 
either confirmation that the product is registered in the country or a statement from the Mission that local laws 
do not require registration. 

Product registration can be complicated and the process varies from country to country. In any given country, 
the government authority may require a separate review process to allow the— 

• product to be marketed in the country (commercial product; goods for sale) 

• donated product into the country (non-commercial product; goods not for sale). 

The documentation required for each category of product importation is different; it may vary according to the 
country’s regulatory authority and the manufacturer’s own internal regulatory requirements. The manufacturer 
of the product is responsible for the registration, but CSL and the USAID | DELIVER PROJECT can help 
facilitate the process. 

USAID, the USAID | DELIVER PROJECT, and FHI have established a team to focus on product access for new 
items that are introduced to the program. To import products as efficiently as possible, this team will work closely 
with the Mission and the CSL country backstop to identify the particular needs and requirements for each country. 

At the global level, we will work with policymakers on strategies for regional registration harmonization, World 
Health Organization (WHO) prequalification, and other initiatives to facilitate access. Ultimately, our goal is to 
allow goods donated by the U.S. Government (USG) to enter a specific country to support country programs 
and the clients they serve. 

For assistance with product registration, please contact your CSL country backstop. 
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BEfORE ORDERIng 

Quantification 

Quantification answers the question—“How much should we procure?”—by estimating the total quantities 
and costs of the commodities required, taking into account the expected demand for commodities, the existing 
stocks, any quantities of stock already on order, lead times, and buffer stocks. Using this information, the total 
commodity requirements and costs are compared with the available financial resources to determine the final 
quantities to procure. 

Forecasting and supply planning are the critical steps in the quantification process that Missions, governments, 
and the programs they support must conduct before they can place orders for contraceptives and condoms. 
Both activities must be completed for all country programs, and for each product, as the basis for determining 
the funding requirements and the order schedule, or supply plan. Below is a general overview of these activities; 
see the Resources section at the end of this document for more information. 

Forecasting 
Forecasting answers the question—“How much do we need?”—to meet the health needs of the population and 
to serve customers. Commodity forecasting is estimating the quantities of products that a program expects to 
dispense to users (product consumption) for a specific period of time in the future. 

For each program and type of commodity, estimate the quantity required of each product to meet customer needs 
for the forecast period, based on past and current demand, service capacity, and other programmatic factors. 

The steps in forecasting consumption are— 

Step 1.	� Collect and organize historical data; use multiple kinds of data (consumption data, services data, and 
demographic data), if they are available. 

Step 2.	� Evaluate data quality—use the most complete and most recent data possible. 

Step 3.	� Build forecasting assumptions based on the quality of the data available and the program plans. 

Step 4.	� Calculate forecasted consumption using as many data sources as possible; account for changes in 
program plans, such as behavior change interventions and introduction of new methods.  

Step 5.	� Reconcile the forecasts from the different data sources to produce a final forecast. 

Supply Planning 
After forecasting is completed, supply planning answers the questions—“When should a program receive 
commodities?”—and—“In what quantity?” Country supply plans provide valuable information for central 
procurement and shipment delivery planning. Shipments that are planned in advance, and are based on 
thoughtful quantification, are more likely to be delivered when requested. 

A supply plan should be prepared for every reproductive health and HIV and AIDS program in the country 
that receives donated contraceptives or condoms from the USAID Mission. A supply plan is a schedule of 
expected shipments, usually over a two-year period. 
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The steps in supply planning are— 

Step 1. Collect and organize historical data; use multiple kinds of data (timing of funding availability, 
quantities on order, storage capacity, current stock on hand in the program, minimum and maximum 
inventory levels, distribution schedules), if they are available. 

Step 2. Evaluate data quality—use the most complete and most recent data possible. 

Step 3. Build supply planning assumptions based on funding availability, supplier lead times, and desired 
shipping schedules. 

Step 4. Calculate the total commodity requirements and costs. Be sure to take into account the freight estimate 
and a 5.5 percent surcharge on USAID orders.   

Step 5. Develop the supply plan. 

Step 6. Compare available funding to the cost estimate and adjust the quantity to procure, if needed. 

Step 7. Missions should submit the completed supply plan to the Commodities Security and Logistics 
Division (CSL) country backstop for technical review. 

Step 8. Review your plan after six months in order to update forecasting data and assumptions based on how 
the programs are progressing. During this review, adjustments can be made to the supply plan. 

The quantification process, including routine review and updating of forecasting data and assumptions and 
adjustments to the supply plan, saves time and money, which reduces the need for emergency orders and costly 
shipment changes. To request technical assistance in quantification for forecasting and supply planning, contact 
your CSL country backstop. 

Resources 
The following publications describe the quantification process in detail; they are available on the USAID | 
DELIVER PROJECT website, deliver.jsi.com, or by request. 

• Contraceptive Forecasting Handbook for Family Planning and HIV/AIDS Prevention Programs 

• Quantification of Health Commodities: A Guide to Forecasting and Supply Planning for Procurement 

• Contraceptive Procurement Table Guidance 

Many programs that order commodities from USAID use the Pipeline Monitoring and Procurement Planning 
(PipeLine) software tool to assist with supply planning. PipeLine helps program managers gather critical 
forecasting information to help ensure that products arrive on time, maintain consistent stock levels at the 
program or national level, and prevent stockouts. 

PipeLine software (v. 5.1), PipeLine 4.0 User’s Guide, and PipeLine 5: An addendum to the PipeLine 4 User’s Guide can 
be downloaded from the USAID | DELIVER PROJECT website, deliver.jsi.com, in the Resources section under 
Tools. A CD is also available from project staff or your CSL country backstop. Version 5.1 is available in 
English, French, Portuguese, and Spanish; version 4 is also available in Arabic. 
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BEfORE ORDERIng 

Funding Orders 

Each Mission is responsible for ensuring that the funding levels required to pay for orders are consistent with 
their overall availability of funds. Ideally, funds are made available before the order is placed. 

In addition to the value of commodities ordered, Missions must ensure that their available funding will cover shipping 
costs (freight and related charges), country-specific import or clearance costs, and a surcharge for their orders. 

The surcharge is a percentage of the total value of the commodities. It is evaluated and may be adjusted 
annually, based on actual system costs. 

It covers the costs of— 
•	 transportation to one of the Central Contraceptive Procurement (CCP) project global warehouses and the 

warehousing charges for commodities not shipped directly to recipient programs 
•	 quality assurance monitoring and independent quality surveillance of commodity manufacturers 
•	 a portion of the operating costs for centralized procurement and order fulfillment 
•	 management and maintenance of the CCP management information system. 

The current surcharge is 5.5 percent of the commodity value. 

Calculating Funding Requirements 
When developing annual budgets for commodities, Missions need to do the following: 

Confirm funding levels required for future orders 

Review supply plans for contraceptives and condoms and any other public health commodity that will be 
ordered through CCP; calculate the level of funding required by the funding type (e.g., population [POP], 
maternal and child health [MCH], President’s Emergency Plan for AIDS Relief [PEPFAR]). 

Funding estimates must include the costs for— 

•	 commodities 
•	 surcharge 
•	 freight and related services (such as insurance or customs clearance) 
•	 any unique, country-specific requirements for importing USAID-provided commodities. 

Calculate the total funds to be obligated 

•	 Review the Mission’s current account balance with CCP, by funding type (i.e., POP, MCH, PEPFAR). 
•	 Adjust the budget for commodities accordingly. Increase the total to make up for any existing funding 

shortfall, by funding type; decrease the total if there is a positive account balance for the fund type. 
•	 Ensure that all future existing orders are considered in the calculation. 
•	 Determine the final amount to be obligated, by fund type. 
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Make funds available for commodity procurement 

Complete the steps required to make funds available for CCP (Project #936-3057), either through the field 
support funding mechanism or a subobligation. 

Special Funding Considerations 

Commodity Fund 

Condom availability and use in most countries is inadequate; funding is often unavailable for the procurement 
of condoms in PEPFAR non-focus countries. The Commodity Fund (CF) provides the funds to fill this 
important gap. The CF is used to increase condom availability for HIV and AIDS prevention free of charge to 
non-focus countries. 

Non-focus countries can request condoms free of charge from the CF; they are expected to add these condoms 
to country programs to expand HIV and AIDS activities. To ensure that availability and use remain unchanged, 
Missions cannot swap condom provision responsibilities with other donors. Female condoms are also available 
from the CF, at no charge, to Missions in non-focus countries.  

PEPFAR-focus countries need to budget and pay for the male and female condoms they need; they are not 
eligible to receive condoms free of charge from the CF. They must include condoms for HIV and AIDS 
programs as a budget line item in their Country Operational Plans (COP). 

Loans 

Occasionally, a Mission will not have sufficient funding in its account to support the current contraceptive 
or condom orders. When this happens, CSL may agree, on a short-term basis, to forward-fund one or 
more shipments. At that time, the CSL country backstop will review the loan requirements with the 
Mission and, before the order is shipped, determine a repayment plan. 

Resources 
Register on the USAID | DELIVER PROJECT website, deliver.jsi.com, to view shipment and account 
information online. Go to the My Commodities section. You will be able to view existing orders and current 
account balances, by funding type, which will assist in your calculation of funding requirements. 

Missions should address funding questions to their CSL country backstop. 

For current item pricing of contraceptives and condoms, refer to the USAID Contraceptive and Condom Catalog 2011 
in the My Commodities section of the USAID | DELIVER PROJECT website. 
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ThE ORDER 

Ordering Contraceptives and Condoms 

The ultimate goal of the Commodities Security and Logistics Division (CSL) is to ensure that orders are delivered 
on time. CSL works toward that end through the USAID | DELIVER PROJECT, which holds USAID’s inventory 
of stock items, works closely with suppliers to ensure ongoing supply, and manages freight forwarding for the 
reliable delivery of shipments. By understanding their role in the ordering process, Missions can contribute to successful 
on-time deliveries for the programs they support. 

Missions can order contraceptives, condoms, and personal lubricant, as well as a full range of public health 
and related supplies. While USAID maintains an inventory for a number of stock items of contraceptives and 
condoms, they can also supply special order items. The ordering process for contraceptives, condoms, and 
personal lubricant is described below. For other products refer to Ordering Other Essential Public Health Supplies, 
Commodities, and Medical Equipment. 

Ordering for On-Time Delivery 
Orders for contraceptives, male and female condoms, and personal lubricant are made through the Central 
Contraceptive Procurement (CCP) project of CSL. After you have completed your forecasting and quantification 
exercises, you are ready to place your orders. Please pay special attention to the following considerations: 

Plan adequate funding 

After the Mission has determined the level and types of funding required to support orders through the quantification 
process, including forecasting and supply planning, adequate funding must be allocated through the Operating 

Year Budget (OYB) and Congressional 
Budget Justification (CBJ) notices; and must 
be included on Operational Plans (OP) for 
population funds and Country Operational 
Plans (COP) for the President’s Emergency 
Plan for AIDS Relief (PEPFAR) funds, as 
part of the annual budget process. 

For a Mission-funded order, fulfillment may 
be delayed if the account has insufficient 
funds to pay for the order at the scheduled 
time of shipment. When developing or 
reviewing supply plans, check your account 
balance to ensure that sufficient funding of 
each type of funds (PEPFAR, population 
[POP], maternal and child health [MCH], 
etc.) is made available to make up for any 
shortfall and to cover new orders. 

The value of an order must include a 
calculation for the surcharge (5.5 percent of 
commodity cost), freight charges (see table 
1), and other applicable delivery charges 
(e.g., country-specific import or warehouse 
handling requirements). 

Table 1. Estimated freight Calculation Table* 

Product 
& Origin 

Destination Shipping Mode 
Ocean (%) Air (%) 

Europe: 
IUDs, 
implants, 
injectables, 
oral 
contraceptive 
pills 

East Africa 7 8 

West Africa 4 11 

Southern Africa 7 5 

Asia 2 3 

Europe & Eurasia n/a 55 

Latin America 6 15 

Middle East 5 19 

Asia: 
male 
condoms, 
female 
condoms, 
CycleBeads, 
lubricant 

East Africa 19 50 

West Africa 21 44 

Southern Africa 15 38 

Asia 10 63 

Europe & Eurasia 5 70 

Latin America 19 36 

Middle East 11 55 
*Please note that these percentages are estimates based on past 
shipments and can vary significantly based on the current shipping climate. 



                    

                
          

                    

                        

 

 

  

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

 
 
 
 
 
 
 
 
 

 

Total cost of an order = Commodity cost + surcharge (commodity cost × .055 or 5.5%) + 
estimated freight cost (see table 1) + other country specific charges 

Use table 1 to calculate estimated freight cost. Actual costs will be charged to Mission accounts at the time of shipment. 

Estimated freight cost example: 
What is the estimated freight cost of an order of 2,000 IUDs shipping by air to Uganda, if the cost of an IUD is $0.50? 

1. Calculate the total commodity value (order quantity multiplied by unit price): 2,000 × $0.50 = $1,000. 

2. Determine the freight percentage for IUDs to East Africa shipping by Air using the “Calculating Estimated 
Freight Cost” table: 8%. 

3. Calculate the estimated freight cost (total commodity value multiplied by the freight percentage): 
$1,000 × .08 = $80. 

Order one year ahead 

Ordering with adequate lead time will help ensure timely commodity support to country programs. Through 
the supply planning process, schedule orders for the current and next year. Orders further out can be entered 
into the system with enough lead time to meet desired receipt dates; they will be incorporated into central 
forecasts to ensure that sufficient quantities are procured centrally to meet all orders. Missions can adjust order 
quantities in the future if new information on program needs becomes available, or if the funding changes. 

Understanding Order Lead Time 
Many factors can affect the time it takes from receipt of an order until it is delivered, or the order lead time. 

Stock items and special order items 

Whether you are ordering a stock item or a special order item, you should understand the amount of order lead 
time you will need. While stock items are ordered routinely and are held in inventory, special order items have 
a longer lead time, as suppliers must produce the item after the order has been placed. 

Stock Items 
USAID maintains inventory of several brands of male condoms and contraceptives to meet ongoing orders. 
These stock items include— 
• 53mm no-logo condom 
• 53mm Blue/Gold condom 
• 53mm Protector Plus condom 
• FC2 female condom 
• Depo-Provera injectable contraceptive 
• Jadelle contraceptive implant 
• TCu380A IUD 
• Combination 3 combined oral contraceptive pills 
• Microgynon combined oral contraceptive pills 

• Microlut progestin only oral contraceptive pills 
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Order lead time for stock items (standard lead time) 
When reasonable quantities are ordered, the standard lead time for these orders is— 

one month for order processing 

+ shipping lead time based on country requirements and agreed-to delivery terms, 
usually either to the port or door-to-door. 

Special Order Items 
USAID supplies a number of special order condom brands, personal lubricant, and CycleBeads, in addition to 
other essential public health supplies. These items are not held in inventory. 

Special order male condoms 
•	 Missions must secure approval from CSL for new condom brands and new artwork before an order can be processed. 

•	 We provide a variety of scents for male condoms; please consult the catalog for options. 
− Individual condom packaging artwork must indicate the condom scent. 
− Scented condoms have a four-year shelf life. 

•	 We provide a variety of colors for male condoms; please consult the catalog for options. The inner box and case 
labeling will state the condom color. 
− If no color is requested, condoms will be natural latex color.
�
− Colored condoms have a four-year shelf life.
�

•	 Missions may order 53mm or 49mm male condoms. 
− All 49mm condoms are special order. 

•	 Special order condoms can be ordered for social marketing or public sector programs. 
•	 The minimum order quantity for a special order brand of male condoms is 1.2 million pieces, which is the 

minimum reasonable quantity for shipment in a 20-foot ocean container. 
•	 Special order condoms will be shipped only by ocean freight. 

Other special order items 
Other special order items include— 
•	 CycleBeads 
•	 Implanon contraceptive implant 
•	 Personal lubricant 
•	 Non-contraceptive public health commodities 

Order lead time for special order items 
The lead time for special order items depends on the item. Programs that request special brands should confirm 
the lead time before planning any related country activities. Lead times for condom and personal lubricant 
orders include production and quality testing. 

•	 For special order male condoms the order lead time is— 
−	 six months for processing, production, and testing + shipping lead time, based on agreed-to delivery 

terms, usually to the port or door-to-door. 

•	 For CycleBead orders the order lead time is— 
−	 four months for processing and production + shipping lead time, based on agreed-to delivery terms, 

usually to the port or door-to-door. 
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•	 For Implanon the order lead time is— 
−	 four months for processing, production + shipping lead time, based on agreed-to delivery terms, usually 

to the port or door-to-door. 

•	 For personal lubricant the order lead time is— 
−	 four months for processing, production, and testing + shipping lead time, based on agreed-to delivery 

terms, usually to the port or door-to-door. 
•	 For non-contraceptive public health commodities, the lead time depends on the commodities ordered. 
−	 A procurement specialist from the USAID | DELIVER PROJECT will develop a timeline and will work 

closely with the Mission and CSL country backstop throughout the procurement and shipping process. 

Shipping lead time 

When orders are ready to ship, whether from a supplier or a warehouse, there will be a shipping lead time until 
the order arrives at its destination. A number of countries require that specific procedures be followed before the 
order can ship; this may add to the lead time. A shipment may require a host country waiver, preshipment inspection, 
or import approval. For door-to-door shipments, you must allow time for customs clearance. You can find the 
current Average USAID Shipping Lead Time in Months Report in the My Commodities section of the website. 

Lead time for canceling orders 

Orders are prepared for shipment with the desired receipt date in mind. If you need to cancel an order, you 
need to understand the shipment preparation process. 

Processing an order begins at least one month before it is scheduled to ship. This allows time to transmit shipping 
instructions to the freight forwarder, pick and pack the order, prepare shipping documentation, book the 
shipment, and deliver it to the origin port. Additional time is allowed if preclearance or preapproval is required. 

Canceling orders at the last minute can be difficult. After an order has shipped, it cannot be canceled. Missions 
should support ongoing monitoring of program needs and supply plans to avoid last-minute cancellations. 

Stock Items 
As a rule, stock item orders should be canceled two months prior to the scheduled ship date. 

Special Order Items 
Special order items, such as specialty brand condoms, CycleBeads, personal lubricant, medical equipment, 
and other essential public health supplies, cannot be canceled once the order is put into production. After a 
Mission commits to ordering these products, it must accept and pay for the order in full. 
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Ordering for Public Sector and Social Marketing Programs 
As a general rule, standard brands and unbranded items are intended for use by public sector programs; most 
branded items are intended for social marketing programs. Use the product list below when ordering. 

Public sector items 

• 49mm no-logo condom 

• 53mm no-logo condom 

• Implanon contraceptive implant 

• Microgynon combined oral contraceptive pills 

• Microlut oral contraceptive pills 

Social marketing items 

• 49mm condom, all brands except no-logo 

• 53mm condom, all brands except no-logo 

• Combination 3 combined oral contraceptive pills 

Items used by both public sector and social marketing programs 
• CycleBeads 
• Depo-Provera injectable contraceptive 
• FC2 female condom 
• Jadelle contraceptive implant 
• TCu380A IUD 

Emergency Orders 
Occasionally, you may need to place an order because the stock on hand in the country program will reach 
or go below the minimum stock levels before the planned orders arrive. To avoid stockouts, you can place an 
emergency order for contraceptives and condoms. The CSL country backstop will work with the Mission to 
determine the amount of stock needed in the short term until a replenishment order can be placed, taking into 
consideration proper lead times; the emergency order should not exceed this amount. 

Completing the Order Form for Contraceptives and Condoms 
You must complete an order form for each recipient program. A single form may have more than one item and 
more than one desired receipt date; it may also include new, changed, and canceled orders for a recipient. 

You will find a blank Order Form for Contraceptives and Condoms on the My Commodities section of the 
USAID | DELIVER PROJECT website, or request a copy from your CSL country backstop. 
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Ensure that recipient and consignee information is complete in the country profile 

Incomplete recipient and consignee address information and shipping notes can delay finalizing an order in the 
system and could delay processing an order for shipment. To avoid delays, verify the addresses, including email 
addresses and shipping notes information before you submit an order. 

You will find the shipping notes for Missions and recipients on the My Commodities section of the USAID | 
DELIVER PROJECT website, under the Shipping Information menu item. 

Include the desired receipt date for each order 

When you place an order for public health commodities with CSL, state the desired receipt date(s) for the 
items ordered. Please try to avoid ASAP orders. We will do our best to ensure that shipments arrive on time. 
Remember that the lead time for stock items may include time for any waivers, preshipment inspection, import 
approval, transit, and customs. The lead time for special order items will also include a production lead time. 
When the order is confirmed, we will advise you of the expected date of arrival in-country. 

note: An order is considered on time if it is delivered within 30 days of the desired receipt date. 

Ordering other public health commodities and supplies 

Through the USAID | DELIVER PROJECT, you can procure a wide range of public health and related commodities 
and supplies, in addition to contraceptives and condoms: for example, hospital equipment, laboratory supplies, 
nutritional supplements, vaccines, and medicines. As with contraceptives, orders for these items can be 
funded through CCP (Project #936-3057). Please refer to “Ordering Other Essential Public Health Supplies, 
Commodities and Medical Equipment” for more information. 

Resources 
Two key websites provide information on specific orders and shipment histories. You can register on the 
websites and receive a login; using the login, you can view shipment details. 

•	 Reproductive Health Interchange (RHI): www.rhsupplies.org 

Use Locate your Supply Shipment to access the RHI database and view shipments for contraceptive products 
from multiple donors, including USAID. You can also access the RHI from the My Commodities section of the 
USAID | DELIVER PROJECT website. 

• USAID | DELIVER PROJECT website: deliver.jsi.com 

The My Commodities section allows you to research specific information on existing USAID shipments. 

•	 You will find additional documents on the My Commodities section of the USAID | DELIVER PROJECT 
website to assist you in order entry: 

− Order Form for Contraceptives and Condoms 


− USAID Contraceptive and Condom Catalog 2011
�

− Average USAID Shipping Lead Time in Months Report
�
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ThE ORDER 

Ordering Other Essential Public Health 
Supplies,Commodities,and Medical Equipment 

Through the USAID | DELIVER PROJECT, you can procure a wide range of public health and related commodities 
and supplies, in addition to contraceptives and condoms: for example, hospital equipment, laboratory supplies, 
nutritional supplements, vaccines, and medicines. As with contraceptives, orders for these items can be funded 
through the Central Contraceptive Procurement (CCP) project (Project #936-3057). Please contact your 
Commodities Security and Logistics Division (CSL) country backstop with inquiries, or to initiate these orders. 

Placing the Order 
When you are ready to order, you will be assigned a procurement specialist on the USAID | DELIVER PROJECT; 
they will send you a Commodity Procurement Information Request (CPIR) order form and help you develop 
product specifications. The procurement specialist will work closely with the Mission and the CSL country 
backstop throughout the process. 

Funding the Order 
Funding sources for all supplies, commodities, and equipment purchased through CCP should be directly related 
to the use of the product. For example, nutritional supplements can be purchased using nutrition funds and 
Oxytocin can be purchased with maternal and child health (MCH) funds, but neither can be purchased using 
population (POP) funds. To ensure the Mission has allocated the proper type and amount of funding to cover 
orders, contact your CSL country backstop. 

Order Lead Time 
Many factors can affect the time it takes from receipt of an order until it is delivered (order lead time). The lead 
time for delivery depends on the item or items ordered. Lead time may include USAID Office of Acquisition 
and Assistance (OAA) approval for purchase, production time, product testing (when applicable); and import 
approval, shipping lead times, and customs clearance, if sourced outside the ordering country. 

Public health commodities and supplies, except contraceptives, condoms, and personal lubricant, are special order 
items that require specialized procurement action. Once the order is finalized and funding is made available, 
a USAID | DELIVER PROJECT procurement specialist will develop a procurement timeline to share with the 
Mission. Concurrently, the Mission should arrange to transfer funds to CCP. Unless the funds transfer is complete, 
procurement cannot proceed beyond the planning stage. The procurement specialist will source the item or items and 
prepare a Request for Proposal (RFP) or Request for Quote (RFQ) from potential suppliers, place the purchase 
order, and track the shipment. They will inform the Mission of progress against the timeline. 

All procurement through the USAID | DELIVER PROJECT is completed following U.S. Government (USG) regulations, 
in particular, Federal Acquisition Regulations (FAR) and USAID Acquisition Regulations (AIDAR). 

note: Programs that request special order items should confirm the lead time before planning any 

related country activities.
�
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Shipping Lead Time 
After an order is ready to ship, there will be a shipping lead time until the order arrives at its destination. 
Shipping lead times for these orders vary from the lead times established for contraceptives, condoms, and 
personal lubricant. A number of countries require that, before the order can ship, specific procedures be 
followed. These may include a host country waiver, preshipment inspection, or import approval. 

Canceling an Order for a Special Order Item 
After an order for a special item is confirmed and the CPIR is signed, canceling is very difficult. After the 
purchase order has been issued to a supplier, the order cannot be canceled, and the Mission will be charged. 
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ThE ORDER 

Tracking Shipments and Mission Accounts
�

With access to the USAID | DELIVER PROJECT website, Missions can view shipment and account information 
and reports online in the My Commodities section. This section provides registered users with real-time information 
about shipments of health supplies procured by the project for USAID’s Central Contraceptive Procurement 
(CCP) project. Missions can click on the REGISTER link on the website, deliver.jsi.com, to apply for access. 

The Job Aids & Training Tools menu in the My Commodities section of the site provides helpful guidance to 
assist in accessing and understanding the reports. Many reports can be exported to Excel or as .pdf files for 
printing. The data that you can view depends on the registration permission granted. 

Using the site, you can select report parameters, such as subcategory, item, and start and end dates. The site 
has a wealth of additional resources and publications on topics related to public health and supply chain 
management, which are available without a login. 

note: Shipments are included in reports based on their scheduled ship date, if they have not yet shipped, 
or the actual ship date if they have shipped, not the date of receipt. 

Report Options 

View Shipments 

View shipment history reports, or details of specific orders, including shipping, cost, and batch information. 

Shipment Summary Reports 

View global quantities, global values, status, and funding sources for single items, as well as for subcategories of 
products. Six different summary reports are available. The information presented in each summary is listed by 
region and country. 

Account Information 

USAID and USAID | DELIVER PROJECT staff can view past, current, and future financial information 
required for managing commodity activity and funds. To view this information, you must first select a task 
order and a client. 

•	 The Current Account Status displays the Account Fund with information on the Current Balance, the Balance 
After Outstanding S&H Invoices, and a Projected Balance Inclusive of Future Shipments. 

•	 The Account Transaction History Report shows users the balance available at the start of a specific period, all 
transactions against the account during the period, and the balance remaining (Ending Balance) at the end of 
the period. 

Shipping Information 

•	 View client and recipient shipping instructions (country profile information), shipment and document 
needs, and document distribution lists, with program-specific information. 

•	 View a list of items that have shipped to a country; they may be registered, there may be a waiver to ship 
items to the country, or registration may not be required. 
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ThE ORDER 

Acknowledging Receipt of Shipments 

The Receiving Report is sent after an order has shipped and has arrived, or will soon arrive at its destination, 
based on the estimated time of arrival (ETA) provided by the freight forwarder. On behalf of USAID, the 
USAID | DELIVER PROJECT emails a Receiving Report to both the Mission that placed the order and the 
recipient to request confirmation that the shipment was received. A completed Receiving Report from the Mission is 
the final step in the audit trail for goods shipped against USAID funds. 

Return the Receiving Report as soon as possible after you receive the goods. It is important to complete the 
following steps: 

Step 1.	� Enter the date the goods were received, either at the port for door-to-port shipments, or at the 
recipient’s location for door-to-door shipments. 

Step 2.	� Complete each section of the report, as appropriate: 

• Check the box labeled Goods received-in-full at the end of the report. 

• For each item in the shipment, enter the quantity received in the Quantity Received column of the report. 

• Enter comments in the box labeled, If goods missing or damaged please explain below. 

Step 3. Sign the report.
�

Step 4. Enter the title of the signatory.
�

Step 5. Scan and email the completed report to receivingreport@jsi.com, or you can send an email citing the order 

by Requisition Order (RO) number and all the necessary receipt information, to the same address. 

If the recipient returns a Receiving Report, a copy will be forwarded to the Mission to confirm receipt of the 
goods it ordered. 

If neither the Mission nor the recipient reply within 30 days, we will assume that the shipment arrived with no 
problems; it will be marked received-in-full using as the receipt date the date the freight forwarder delivered 
the goods, based on proof-of-delivery documentation. After this time, the Mission cannot make a claim for lost, 
damaged, or undelivered product. Please remember that the Receiving Report completes the audit trail, and it 
helps track shipments and calculate estimated shipping lead times. 

See figure 1, Sample Receiving Report. 

M a y 2 0 1 1 | O r d e r i n g E s s e n t i a l P u b l i c H e a l t h S u p p l i e s : G u i d e l i n e s f o r U S a i d M i s s i o n s a n d C o u n t r y P r o g r a m s | 2 5 

mailto:receivingreport@jsi.com


                    

figure 1. Sample Receiving Report 

Page 1
�

Page 2
�
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Quick Ordering Guide
�

Listed below are the steps to successful ordering for on-time delivery:
�

Step 1. Conduct annual quantification exercises and update the quantification, including forecasting and 

supply plans, at least semi-annually. 

Step 2. Develop a supply plan; adjust existing orders, as needed. 

Step 3. Calculate the funding needed for orders. 

•	 Calculate the value of new orders (see below). You will find contraceptive and condom item prices in the 
product catalog on the My Commodities section of the USAID | DELIVER PROJECT website. 

− Calculate the commodity value of each order. 

− Add 5.5 percent surcharge to the total commodity cost. 

−	 Add freight charges and other applicable delivery charges (e.g., country-specific import or warehouse 
handling requirements). Use the estimated freight cost as a percentage of commodity value (see table 1). 

•	 Verify your account balance in the My Commodities section of the website. 

•	 Plan obligations to cover any existing funding shortfall and to pay for new orders. 

Table 1. Estimated freight Calculation Table* 

Product 
& Origin 

Destination Shipping Mode 
Ocean (%) Air (%) 

Europe: 
IUDs, 
implants, 
injectables, 
oral 
contraceptive 
pills 

East Africa 7 8 

West Africa 4 11 

Southern Africa 7 5 

Asia 2 3 

Europe & Eurasia n/a 55 

Latin America 6 15 

Middle East 5 19 

Asia: 
male 
condoms, 
female 
condoms, 
CycleBeads, 
lubricant 

East Africa 19 50 

West Africa 21 44 

Southern Africa 15 38 

Asia 10 63 

Europe & Eurasia 5 70 

Latin America 19 36 

Middle East 11 55 

Total cost of an order = Commodity cost + 
surcharge (commodity cost × .055 or 5.5%) + 

estimated freight cost (see table to the left) + 
other country specific charges 

Use table 1 to calculate estimated freight cost. 
Actual costs will be charged to Mission 
accounts at the time of shipment. 

Step 4.	� Make funds available to the Central 
Contraceptive Procurement (CCP) 
(Project #936-3057) project for 
orders through the field support 
funding mechanism, or through a 
subobligation. 

Step 5.	� Place orders one year ahead, 
whenever possible. If programmatic 
needs change, you can request 
changes until the order is prepared 
for shipment. 

*Please note that these percentages are estimates based on past 
shipments and can vary significantly based on current shipping climate. 
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Step 6.	� For contraceptives and condoms, use the Order Form for Contraceptives and Condoms, which is available 
from your Commodity Security and Logistics Division (CSL) country backstop, the My Commodities 
section of the USAID | DELIVER PROJECT website, deliver.jsi.com, or the publications list. 

For non-contraceptive commodities, use the Commodity Procurement Information Request (CPIR) 
form. A procurement specialist from the USAID | DELIVER PROJECT will provide you with the 
form after the CSL country backstop has forwarded the Mission’s procurement request to the project. 

Step 7.	� Include order lead time in your supply plan. 

•• For•stock•items•(held•in•inventory),•order•lead•time•is— 

One month for order processing + shipping lead time 

−	  Stock items include— 
53mm no-logo condom 
53mm Blue/Gold condom 
53mm Protector Plus condom 
FC2 female condom 
Depo-Provera injectable contraceptive 
Jadelle contraceptive implant 
TCu380A IUD 
Combination 3 oral contraceptive pills 
Microlut progestin only oral contraceptive pills 
Microgynon combined oral contraceptive pills 

•• For•special•order•items,•order•lead•time•is— 

For male condom special orders: 6 months for order processing, production, and testing + shipping lead time 

For CycleBeads orders: 4 months for order processing and production + shipping lead time 

For Implanon orders: 4 months for order processing and production + shipping lead time 

For personal lubricant orders: 4 months for order processing, production, and testing + shipping lead time. 

− Special order items include—
�

49mm condom, all brands
�
53mm condom, all brands not held in inventory (special order items)
�
CycleBeads
�
Implanon contraceptive implant
�
Personal lubricant
�

•	 For non-contraceptive orders, lead times will depend on the commodities ordered. A timeline will be developed 
with the USAID | DELIVER PROJECT procurement specialist after the order has been confirmed. 

Step 8.	� For emergency orders of contraceptives and condoms that are needed immediately, order lead time 
applies, although every effort will be made to process orders so they arrive as quickly as possible. 
Emergency orders for immediate shipment will be satisfied to the extent possible. Work with your 
CSL country backstop to plan subsequent shipments. 
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Order Form for Contraceptives and Condoms 
and Order Checklist 

For prompt processing of contraceptive and condom orders, use the checklist below to ensure that your order 
is complete. Enter your order information on the Order Form for Contraceptives and Condoms, which you can 
obtain from your Commodities Security and Logistics Division (CSL) country backstop; the My Commodities 
section of the USAID | DELIVER PROJECT website, deliver.jsi.com; or the publications list. 

FUNDING 

	 Have you allocated sufficient field support funds (e.g., PEPFAR, POP, and MCH) for this order? If you 
have questions or concerns regarding funding, contact your CSL backstop. 

CUSTOMER/COUNTRy/RECIPIENT 

	 Is this order for only one recipient?
�

	 Is it clear who the recipient is?
�

	 Have you completed the customer information on the form? The customer is the entity placing the 

order, usually the Mission or regional office. 

SHIPPING SCHEDULE 

	 Did you include the item and quantity for each shipment? Is the quantity divisible by case size? 


	 Did you enter the desired receipt date for each order?
�

	 Did you note any emergency orders that need to ship right away?
�

	 Did you note any orders with a changed desired receipt date? Please refer to the RO number for the order.
�

	 Did you note any orders that need to be canceled? Please refer to the RO number for the order.
�

	 Is the preferred mode of transportation (ocean/air) given for each order?
�

CUSTOMER/RECIPIENT INFORMATION 

	 If the recipient is new, did you include the recipient and consignee contact and address information? 

	 If this is an existing recipient, did you check the shipping notes to be sure they are current, and did you 
include any changes on the order form? You can access Shipping Information on the My Commodities section 
of the website. 

	 Are the required shipping documents correct in the shipping information? Did you include any changes 
on the order form? 

	 Is the document distribution list correct in the shipping information? Did you include any changes on 
the order form? Note: You can only request distribution for two master bills of lading. 

	 Is the door-to-door or door-to-port instruction in the shipping information correct? 
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Order Form No. 
(for CSL use only) 

ORDER FORM 
for Contraceptives and Condoms 

COUNTRY: DATE:
	

USAID Mission: Mission Point of Contact:
	

RECIPIENT:
	

1. Order the following proposed shipments: 
Item Quantity Quantity per Case Shipping Mode In-Country Receipt 

Date 

2. Change the following previously ordered ROs or shipments: 
RO Number Current 

Quantity 
Revised 
Quantity 

Current 
Receipt Date 

Revised 
Receipt Date Item 

3. CANCEL the following previously ordered ROs or shipments: 
RO Number Quantity Scheduled Receipt 

Date Item 

Please indicate if existing address information should be used: Yes [ ] No [ ] 

If not, please specify address and shipping information below. Fill out one form PER RECIPIENT.
	

CONSIGNEE : (Information must be provided in full, in order to fulfill request).
	

CONSIGNEE: 
POINT OF CONTACT: 
ADDRESS: 
PHONE: 
FAX: 
EMAIL: 

SHIP TO ADDRESS: (RECIPIENT/DELIVERY DESTINATION) 

RECIPIENT NAME: 
POINT OF CONTACT: 
ADDRESS: 
PHONE: 
FAX: 
EMAIL: 

Shipment information available at http://deliver.jsi.com/dhome/mycommodities 
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Order Form No. 
(for CSL use only) 

Shipment information available at http://deliver.jsi.com/dhome/mycommodities 

Please indicate delivery requirements: Door-to-Door [ ] Door-to-Port [ ] 
Do you require a donation certificate? Yes [ ] No [ ] 
Do you require a Certificate of Analysis or Conformance? Yes [ ] No [ ] 
Can these shipments be consolidated with other USAID recipients? Yes [ ] No [ ] 
Do you require an import approval before shipping? Yes [ ] No [ ] 
SHIPMENT INSTRUCTIONS: Please indicate any additional shipping documents, special carton markings or 
special handling requirements. 

------------------------------------------------------ For Administrative Use ------------------------------------------------------

Funding Source 
POP Funds PEPFAR Funds Commodity Fund CSL Donation 

For CSL use ONLY 

_______________ ___________________________________________ 
Date CSL Backstop Signature 

For JSI use ONLY 
This order has been entered; see attached Requisition Order Confirmation Report. 

_______________ ___________________________________________ 
Date JSI COMT Signature 

Notes: 

Notes: 
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Contraceptive Commodity 
Disposal Guidelines 

Purpose 
These guidelines will ensure USAID’s accountability for the disposal of contraceptive commodities that are no 
longer suitable for use in USAID-supported programs. For information on disposing of other USAID-funded 
commodities, contact your Commodity Security and Logistics Division (CSL) country backstop. 

Disposal is necessary for good logistics management whenever contraceptive commodities provided by USAID have— 
• passed their expiry date 
• no longer meet the standards defined for USAID-supplied products because of deterioration or damage 
• become excess stock due to USAID phaseout of a product line 
• program demand for the product is terminated. 

Continued use of contraceptives with any of these conditions conflicts with USAID’s purposes for providing 
contraceptive support. 

Initiating Office 
The organization currently holding effective title to USAID-supplied contraceptives should initiate the disposal process. 
In general, consignees of USAID-supported shipments acquire effective title when they accept any shipment. 
Other organizations and/or individuals that are aware of the deterioration of contraceptive supplies should encourage 
the responsible organization to initiate disposal action and inform Global Health/Population and Reproductive 
Health/Commodities Security and Logistics Division (GH/PRH/CSL) about the need for action. 

Disposal Actions Required 
1.	� The initiating office should ensure the evidence that prompted the disposal action is clearly documented 

(e.g., test results, etc.), and the specific lots requiring disposal are clearly identified. If the need for disposal 
action is unclear, the initiating office can secure testing services from GH/PRH/CSL to clarify the status of 
the commodities in question. 

2.	� When the value of the commodities identified for disposal action exceeds $100,000, or if there is any 
question about the need for disposal, refer to GH/PRH/CSL for concurrence or decision. 

3.	� Disposal should be carried out according to the laws or ordinances of the place where the disposal occurs. 
The mode of disposal should ensure that the commodities cannot be recovered for use, resale, etc. 

4.	� A USAID witness, or a person designated to witness for USAID, should observe the disposal action. 

5.	� After disposal has been completed, send a record of the action to GH/PRH/CSL; indicate the— 
− stock site 
− organization holding effective title to the contraceptives 
− product 
− quantity 
− mode of destruction used to ensure that the product will not be recoverable 
− place and date of destruction 
− reason the destruction was necessary (for example, inadequate storage conditions, shipping delays/

damage, the expiry of shelf life, etc.), and remedial actions proposed to prevent a recurrence. 
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Frequently Asked Questions
�

1. Is there an order form for my contraceptive or condom order? 

Yes. You will find the Order Form for Contraceptives and Condoms in the My Commodities section of the 
USAID | DELIVER PROJECT website, in the publications list, or from the Commodity Security and Logistics 
Division (CSL) country backstop. For other public health commodities, contact your country backstop. 

2. What is the Commodity Fund (CF)? 

The Commodity Fund is a centrally-funded mechanism to increase availability and use of condoms for 
HIV and AIDS programs by expanding access. CF-funded condoms are available to PEPFAR non-focus 
countries, freeing other HIV and AIDS funding for expansion of the HIV and AIDS programmatic 
activities. PEPFAR-focus countries need to budget and pay for the condoms they order; they are not 
eligible to receive CF-funded condoms.  

3. How can I find out the name of my country backstop in the CSL Division? 

Email askdeliver@jsi.com. 

4. Can I source contraceptives and condoms other than through USAID? 

No. At this time, contraceptives and condoms funded by USAID can be procured only through USAID’s 
Central Contraceptive Procurement (CCP) project (#936-3057). 

5. Can I order other public health commodities besides contraceptives, condoms, and personal lubricant? 

Yes. The USAID | DELIVER PROJECT can procure a wide range of public health commodities. Please 
send inquiries to your CSL country backstop. 

6. How far ahead do I need to place an order? 

To ensure on-time receipt of contraceptive, condom, and personal lubricant orders, submit orders one year 
in advance. 

7. How can I obtain PipeLine software? 

PipeLine software (v. 5.1), PipeLine 4.0 User’s Guide, and PipeLine 5: An addendum to the PipeLine 4 User’s Guide 
are available for downloading from the USAID | DELIVER PROJECT website (deliver.jsi.com) in the 
Resources section under Tools. They are also available in a CD from project staff or your CSL country backstop. 

8. How can I obtain technical assistance for quantification and procurement planning? 

Contact your CSL country backstop. 

9. Where can I view shipment and account details? 

Register on the USAID | DELIVER PROJECT website, deliver.jsi.com, to view shipment and account 
information online in the My Commodities section. The site has additional resources and publications on 
topics related to public health and supply chain management that are available without a login. 

10. How can I determine my account balance? 

Go to the My Commodities section of the USAID | DELIVER PROJECT website, select <Account 
Information> from the menu on the left. Export the <Current Account Status and Expected Future 
Activity> report. 
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�

1616 Fort Myer Drive, 11th Floor
�
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�
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�
Fax: 703-528-7480
�

Email: askdeliver@jsi.com
�
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