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Introduction

FH Vision
God called and we responded until physical and spiritual hungers ended worldwide.

“He has showed you, O man, what is good. And what does the LORD require of you? To act justly and to love mercy and to walk humbly with your God.”  Micah 6:8
FH Mission
To walk with churches, leaders and families in overcoming all forms of human poverty by living in healthy relationship with God and His creation.
Commodity Management Objectives
1. The Commodities Staff accounts for quantity (MT and USD) and quality of the commodities, recorded in documents. 

2. We work closely with Programs and Finance staff to coordinate the flow of commodities and to make sure our records (quantity: MT and USD) agree.
3. We take good care of the commodities so that the beneficiaries receive the highest quantity and quality of commodities.
Commodity Management Manuals
A series of 6 manuals will enable Commodities Staff to:
· Identify and understand U.S. government food aid regulations, and
· Apply those regulations to their specific jobs in practical ways.
It is expected that Commodities Staff will start with the first level and progress through the levels depending on their roles in the field:

· Level 100:  Basic Skills (this manual)
· Level 200:  Warehouse Management 
· Level 300:  Freight Management

· Level 400:  Design

· Level 500:  CTS
· Level 600:  Headquarters Activities

This manual focuses on the basic practical aspects of commodities work.  It is important for all Commodities Staff to have certain basic skills that will help their work to be easier, more effective and more efficient.  These include:

· Vision and Mission as applied to Commodities
· An understanding of a general overview of the commodities management
· Typing

· Computer skills

· Basic use of Computer (starting with on/off, etc.)

· Word

· Excel

· Email

· Internet

· Skype

· Mathematics skills

· Addition, Subtraction, Multiplication, Division

· Weights and Measures
· Percentages

· Estimating

· Tips and tools for reviewing a document

· Spelling and Grammar

· Estimate amounts

· Double-check amounts and facts

· Track Changes

· Format

· English for Commodities

To suggest future updates, please contact the FHUS Commodities Manager, Shawnee Ziegler at sziegler@fh.org  OR at 1224 E. Washington St., Phoenix, AZ, 85034 OR at 1-800-2-HUNGERS.
110.  Vision, Mission, Values – as Applied to Commodities 

It would be very helpful for all Commodities Staff to have gone through the VMV (Vision, Mission, Values) training.  Please ask your country’s Human Resources department about this.  Here is the on-line training:  https://portal.fh.org/node/4553
120.  Overview of Commodities Management 

Commodity Management Cycle

The flow of commodities in the commodity management cycle is shown below in 2 charts.
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Overview of USG Food Aid

FH currently works with 2 US government agencies that are food aid donors: USAID and USDA.  USAID is the US Agency for International Development, and USDA is the US Department of Agriculture.  USDA does the procurement of commodities for both USAID and USDA programs.
Regulations

Regulations that govern USG commodities management are:

· USAID

· PL 480 Title II (FFP)

· 22 CFR 211 “Reg 11” (Title II) (FFP)

· Monet Field Manual (rev. 98)

· 22 CFR 226 (Admin. of awards)

· USDA

· 7 CFR 1499 (FFPr)

· 7 CFR 1599  FFE)

· OMB

· A-122 (cost principles)

· A-133 (audit)

· Local law

· FH internal manual

· https://portal.fh.org/
· Ministry Services / GRP / Tools / Commodities Management Manual

· What you will see:

· CMM and its annexes – 9 chapters in CM cycle order

· Other docs, such as Regs.

Title II

· Types of funding

· Emergency

· Non-Emergency

· Period

· SYAP

· MYAP

· Types of Resources

· 202(e):  should be no more than 10% of annual total

· ITSH

· DD Commodities: should be at least 10% of total commodities

· Monet Commodities:  cannot do only monet, must do DD 

· Types of funding

· Emergency

· Non-Emergency

· Period

· SYAP

· MYAP

· Types of Resources

· 202(e):  should be no more than 10% of annual total

· ITSH

· DD Commodities: should be at least 10% of total commodities

· Monet Commodities:  cannot do only monet, must do DD 
Direct Distribution Vs. Monetization
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130.  Typing 

It would be very helpful for all Commodities Staff to have the skill of typing.  Here are some on-line courses:

http://www.goodtyping.com/ (in several languages)

http://www.sense-lang.org/typing/ (in several languages)
http://www.typeonline.co.uk/
http://www.powertyping.com/qwerty/lessonsq.html (for US-style keyboard)

http://www.davis.k12.ut.us/cjh/appliedtech/Business/Keyboarding/ (practicing)

140.  Computer Skills
It would be very helpful for all Commodities Staff to have computer skills.

Basic Computer Skills
What the parts of a computer are:  keyboard, mouse, screen, CPU, various plugs and wires.

How to turn the computer on and off.

How to use the internet.

Etc.

Word
Here are some free online tutorials:
http://www.baycongroup.com/wlesson0.htm
http://office.microsoft.com/en-us/training/HA102705621033.aspx?pid=CL100788241033#12
Excel
Here are some free online tutorials:
http://www.baycongroup.com/el0.htm
http://office.microsoft.com/en-us/training/HA102705621033.aspx?pid=CL100788241033#2
Skype
Here is a free online tutorial:  http://www.skype.com/help/guides/
Outlook
Here is a free online tutorial:

http://office.microsoft.com/en-us/training/HA102705621033.aspx?pid=CL100788241033#6
Power Point
Here are some free online tutorials:

http://www.baycongroup.com/powerpoint2007/index.htm
http://office.microsoft.com/en-us/training/HA102705621033.aspx?pid=CL100788241033#7
150.  Mathematics Skills
It would be very helpful for all Commodities Staff to have excellent basic mathematics skills.

Addition, Subtraction, Multiplication, Division
Certainly everyone has studied these in school.  It is helpful to practice the basics, so that we can be quick and fast at calculating and estimating.

· Addition
· Subtraction

· Multiplication

· Division

Weights and Measures
Metric ton

Kilogram
Liter

Bag – 25 Kg., 50 Kg.

Tin – 3.7 Lt.

Meter

Cubic Meter

Pound

Percentages
x is to y, as a is to 100.

 x    = ​   a  
 y       100
x / y * 100 = a     (a is the percentage)

y is the “whole” unit, and x is the “part” of y that you want to know the percentage for.
When you divide x by y, and multiply by 100, it will give you the percentage.

Estimating
A) How many digits does it have?
If you add something that has 3 digits (like 237) to something else that also has 3 digits (like 341), the answer should also have 3 digits (unless the numbers you were adding were high numbers, in which case it will have 4 digits).

B) How much to the first 2 numbers add up to?

If you add something like 14,780,932 and 22,547,933, you can see how much 14 + 22 is.  It is 36, so the answer should be around 36,000,000 or more.

If you were adding closer to 14,000,001 and 22,000,001, you would still use 14 + 22, and still get 36.  If you were adding closer to 14,999,999 and 22,999,999, you would use 15 and 23 (because 14,999,999 is close to 15,000,000).  So you would get 15 + 23 = 38 (or 38,000,000) as your estimate.

So, for estimating, you would know that if you were adding 14,780,932 and 22,547,932, you would estimate 14 + 22 = 36 and 15 + 23 = 38, and you would know that the answer should be somewhere between 36,000,000 and 38,000,000.
C) How much do the last digits add up to?

If you are adding 14,780,932 and 22,547,933, you can see that the last 2 numbers are 2 and 3.  2 + 3 = 5, so you can know that the answer should end in 5.

D) Multiplying by 10 or 100 or 1000, etc.

If you are multiplying by 10 or 100 or 1000 or a similar number, the answer should always end in 0.

E) Multiplying by 5

If you are multiplying by 5, the answer should always end in 5 or 0.

160.  Reviewing a Document
It would be very helpful for all Commodities Staff to have excellent basic skills for reviewing the documents they produce.

Spelling and Grammar
When you open a Word or Excel document, click at the top on "Tools", then on "Spelling and Grammar".
Estimate Amounts
First, it is good to look at the numbers and estimate the amounts to see if they “look” right.

Double-Check Amounts and Facts
Look at all the numbers and recalculate to make sure they are correct.

Look at other documents that have the same information to make sure that they agree.

Ask other people (Programs Staff or Finance Staff) for confirmation of facts and amounts.
This is also called “cross-checking”.

Track Changes
When you open the Word document, click at the top on "Tools", then on "Track Changes".  If it does not track the changes, click on it again, as it is a toggle-switch, so you click to turn it on then click to turn it off and so on.
When you save the document onto your computer, it will keep the tracked changes.  Then you can attach it to an email.
Format
Do all of the headings look the same?

Is the Font the same all through the document?

Do the edges line up?

Do all the decimals line up?

Do all the numbers have the same format?

170.  English for Commodities
General Information

How to find the information you need on a Bill of Lading.

How to use an on-line translating program to get a basic understanding of a document.

http://www.wordreference.com/
Shipping Terms

Shipping Glossary from MARAD (Maritime Administration of the US Government)
: http://74.125.155.132/search?q=cache:JjfFe0Zx15cJ:www.marad.dot.gov/documents/Glossary_final.pdf+international+shipping+glossary&cd=2&hl=en&ct=clnk&gl=us
Warehouse Terms

It is important to get a good idea of warehouse terminology.

Acronyms and Terms
	AER 
	Annual Estimate of Requirements. A table submitted with a DAP or PAA which is signed by the cooperating sponsor and estimates the quantities of commodities that will be required for the coming year. 

	Agents (Vessel)
	A company or individual who represents the owner of the vessel in the various ports of call for the vessel.

	ATDAA of 1954
	Agricultural Trade and Development Assistance Act of 1954. It is also known as Public Law 480; which includes authorization of several forms of the U.S. international food aid where food shipments are made available for populations in need through Title I and Title II donations. 

	AID
	Agency for International Development. An agency which carries out U.S. programs of technical and economic assistance to less-developed countries. 

	ARR
	Annual Results Report

	BHR/FFP/POD 
	Bureau for Humanitarian Response/Office of Food for Peace/ Program Operations Division at the U.S. Agency for International Development. 

	Bank Guarantee 
	A document issued by a bank by which the bank agrees, on behalf of the buyer, to ensure that all obligations set forth under a contract, including payment in full, will be met by the buyer, provided the seller demonstrates full discharge of his obligations through presentation of specified documents within a predetermined time frame. 

	Bellmon Amendment/ Determination
	An analysis in the proposal submitted to the Mission Director by the Cooperating Sponsor, pursuant to section 403(a) of P.L. 480, showing that a commodity is suitable for monetization (or distribution) in that country, adequate storage is available in the recipient country, and import of the commodity will not result in a substantial disincentive to or interfere with domestic production or commercial marketing of the commodity in that country. The Mission makes the determination on the adequacy of the analysis, subject to final approval of all aspects of the proposal by FFP. 

	B/L
	Bill of Lading. A contract for the carriage of goods by a common carrier that serves three purposes 1) As a receipt for merchandise shipped, 2) As a contract of carriage, and 3) As a negotiable document where merchandise described can be assigned to someone other than the original party of contract. 

	Break Bulk Cargo
	Cargo that is moved as individual packages

	Bunkering
	The act of taking fuel oil aboard a ship.

	C&F 
	Commodity and Freight. A price quotation that includes the cost of merchandise and freight charges to a specific destination. 

	CCC 
	Commodity Credit Corporation. A corporate agency and instrumentality of the United States within the U.S. Department of Agriculture. 

	CS 
	Cooperating Sponsor. An entity, within or without the United States, governmental or not, such as the foreign government, the American Red Cross, the intergovernmental organization, or the private voluntary organization or cooperative, which enters into an agreement with the U.S. Government for the use of agricultural commodities or funds. 

	COGSA
	Carriage of Goods by Sea Act

	Call Forward 
	A request initiated by the field office of a CS for the delivery of a quantity of food commodities to a particular country program for use over a specified period of time. 

	Carrier
	The firm which transports merchandise from one point to another. 

	Charter Party
	A contract between a ship owner and another party for the use of a vessel for one or more voyages or for specific periods of time. 

	Clean Bill of Lading
	A Bill of Lading on which the carrier has not made any indication of any problems with the conditions of the cargo at the time of acceptance of carriage.

	Commodity(ies) 
	Food or feed transferred or available for transfer to cooperating sponsors.

	Commodity Specifications 
	The required attributes of the commodity being requested. 

	Consignee
	The company or person ultimately receiving the cargo at the end of the trip.

	Container
	Metal, steel, aluminum, or fiberglass reinforced plywood boxes in which merchandise is shipped. 

	Container Seal
	A metal, steel, aluminum or plastic devise affixed to the locking mechanism of a container door to deter unauthorized opening. 

	Cost Recovery 
	The concept that the expenses incurred by the U.S. Government in procuring and transporting a P.L. 480 Title II commodity are offset by the revenue realized when the commodity is monetized. 

	DAP/PAA Guidelines
	A document, updated periodically by BHR/FFP, that provides guidance to Cooperating Sponsors on the preparation of Development Activity Proposals and Previously Approved Activity reports, two new designations for "Operational Plan" as defined in Regulation 11. 

	DCHA
	Bureau of Democracy, Conflict and Humanitarian Assistance

	Demurrage
	1) The penalty assessed against the voyage charterer for holding the ship in port beyond the period specified for working cargo. 2) The charge against the liner cargo left in the transit shed after free time has expired. 

	Detention
	Nonproductive time spent waiting to work cargo due to any cause beyond the stevedoring contractor’s control. 

	Discharge Survey 
	A report that is prepared at the time a commodity is discharged from the vessel of transport at the destination port and documents the condition of the cargo. 

	Dispatch
	A premium payment made for reducing the time a ship must send in port loading or discharging cargo.

	Dunnage
	The lumber used in stowing cargo aboard ship.

	Exceptions
	Notations on a delivery point, made by the person receiving the merchandise, stating that the container or shipping package or merchandise was received in a damaged condition or that the total quality was not received. 

	FAS 
	Free Alongside Ship. Includes all costs of transportation and delivery of the goods to the dock. 

	FEWS 
	Famine Early Warning System, funded by USAID. Tracks vulnerability to famine in food insecure countries. 

	FFE
	Food for Education

	FFP
	Food for Peace 

	FFP/W
	Food for Peace – Washington, DC Office

	FGIS
	Federal Grain Inspection Service. An agency within USDA responsible for monitoring the inspection of grain and certain processed products made from grain. 

	Food for Peace 
	The general term applied to the food donation program authorized by the Agricultural Trade Development and Assistance Act of 1954 (P.L. 480), as amended. 

	Free Time
	The number of days after the ship completes discharge during which the consignee may take delivery of his or her goods. 

	Freight Forwarder
	A firm specializing in arranging transport of merchandise and completing documentation required for the orderly transport of merchandise. 

	FY
	Fiscal Year (for USG, this is generally 1 October – 31 September)

	General Average
	A voluntary sacrifice of extraordinary expense incurred during transit to protect all interests from an impending peril. 

	GIEWS 
	Global Information and Early Warning System, created under the Food and Agricultural Organization in Rome. Estimates food production and food needs in famine-prone countries. 

	Hard Currency 
	A currency widely used as a means of exchange in international transactions. 

	Indicators 
	Measurements used in determining the degree of progress that has been made toward achieving an objective. 

	ITSH
	Internal Transportation, Storage, and Handling

	Lay Days
	1) The period of days during which the owner may tender (or deliver) the vessel and make it available to the charterer. 2) The number of days allowed to load and discharge the cargo as stated in the voyage charter. 

	Letter of Credit

	A commercial instrument issued by the importer's bank to the exporter that establishes a documentary basis for the exporter getting paid, provided the exporter complies with the exact terms of the credit.



	LIFDC
	Low Income, Food-Deficit Countries include all food-deficit (ie. net importing basic foodstuffs) countries with per capita GNP not exceeding the level used by the World Bank to determine eligibility for International Development Association (IDA) (soft loan) assistance.

	LOA
	Life of Agreement (this is the period from the program’s start date to end date)

	Local Mission 
	The representative office of USAID in a country outside the United States

	MT

	Metric Ton



	Monetization
	The selling of agricultural commodities to obtain foreign currency for use in U.S. assistance programs.

	MYAP
	Multi-Year Assistance Program

	NICRA
	Negotiated Indirect Cost Rate Agreement

	Oligopoly 
	A market dominated by only a few parties. 

	On Board Bill of Lading
	A Bill of Lading issued by the steamship company, confirming the receipt of merchandise and the fact it was loaded on board the ocean vessel. 

	Outports
	Smaller ports on the fixed route. 

	PAA 
	Previously Approved Activity. The report submitted annually by a CS that requests a fiscal year allocation of commodities and dollars for an ongoing Title II activity. 

	P.L. 480 Title II 
	An "Emergency and Private Assistance" program to provide agricultural commodities to foreign countries on behalf of the people of the United States to: address famine or other urgent or extraordinary relief requirements; combat malnutrition, especially in children and mothers; carry out activities that attempt to alleviate the causes of hunger, mortality or morbidity; promote economic and community development; promote sound environmental practices; and carry out feeding programs. 

	Parastatal 
	A business with some degree of autonomy that is otherwise owned and controlled by a government. 

	Pipeline

	Commodities or funds unused during a financial year or reporting period that are transferred to the budget or planning levels for the following financial or reporting year. Also sometimes referred to as "carryover." A "pipeline analysis" is a report of the "carried forward" commodities or funds.



	PREP
	Pipeline and Resource Estimate Proposal

	Processed Commodities
	Raw commodities that are processed in such a manner that it significantly alters the commodity. Typically this refers to ready to eat products. 

	PVO
	Private Voluntary Organization

	Seal Number
	A metal, steel, aluminum or plastic devise affixed to the locking mechanism of the door to a truck, railcar, airline igloo or container. 

	Shortage
	A term used to indicate non-receipt of a part of the total quantity shipped.  

	Stripping
	The act of unloading goods from a container. 

	Stuffing
	The act of loading cargo into a container.

	Surcharge
	An additional charge added to the freight rate. 

	Surveyor
	An individual well versed in shipping practices, packaging techniques and properties of merchandise shipped in international trade and attendant to damage which may happen to it. 

	SYAP
	Single-Year Assistance Program

	TA
	Transfer Agreement

	Third-Country Monetization 
	A monetization where commodities are sold in one country and the foreign currency generated is used in that country and/or another country in the same region. 

	Title III (P.L. 480) 
	A "Food for Development" program under which agricultural commodities are donated typically on a government to government basis to least developed countries. 

	UMR

	Usual Marketing Requirements. Analysis required under P.L. 480 to ensure that P.L. 480 sales programs do not disrupt world commodity prices or normal commercial trade patterns betwen the importing country and other friendly countries.



	U.S. Flag Carriers
	A merchant ship under U.S. registry.

	USAID
	United States Agency for International Development

	USAID/W
	United States Agency for International Development in Washington, D.C.

	USDA 
	United States Department of Agriculture 

	USG
	United States Government

	Umbrella Monetization 
	Two or more Cooperating Sponsors operating in a specified country or region monetize their commodities jointly for purposes of: containing costs related to marketing and market analysis; avoiding duplication of effort; increasing the volume of commodities to be monetized which enhances competitiveness; and achieving greater supply impacts. 

	WFP 
	WFP means the World Food Program, which enters into an agreement with the U.S. Government for the use of agricultural commodities and which is directly responsible under the agreement for administration and implementation of programs involving the use of commodities made available to meet the requirements of eligible recipients. 


� Glossary of Shipping Terms, Maritime Administration.  May 2008.  Pages 15-112.  � HYPERLINK "http://74.125.155.132/search?q=cache:JjfFe0Zx15cJ:www.marad.dot.gov/documents/Glossary_final.pdf+international+shipping+glossary&cd=2&hl=en&ct=clnk&gl=us" ��http://74.125.155.132/search?q=cache:JjfFe0Zx15cJ:www.marad.dot.gov/documents/Glossary_final.pdf+international+shipping+glossary&cd=2&hl=en&ct=clnk&gl=us�
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