
Instructions for the 

MCHS “Configuration/Shipping Address” Form

The Configuration/Shipping Address form found on the MCHS Website has three Parts: (1) Shipping Information, (2) Equipment Configuration (“Schedule of Supplies/Services”) Base system, and (3) Equipment Configuration Options.

1. The Shipping block found at the top of the form will contain the information required to deploy the equipment to the correct location and identify any special shipping requirements.  Please fill in the shipping information as requested

a. ITEM NO.- Same as Line item number

b. QTY – Total quantity of systems ordered.

c. SHIP TO ADDRESS – Equipment shipping address, also include the following;

(THIS MUST BE THE DODAAC TAC2 SHIPPING ADDRESS)

Addresses may be searched by DoDAAC or Zip Code at the following site.
https://day2k1.daas.dla.mil/daasinq/
                   (REQUIRED)
1. TMO, Supply Officer, or Command Base.  (Required)
2. Building number and street address. (Required)
3. City, State, and zip code  (Required)
4. No P. O. Box Numbers, FPO, or APO’s  (If the address has any of these it will be sent back to to be corrected which will hold the request up until I receive it back.
5. POC: COMPLETE NAME, RANK, COMMERCIAL PHONE NUMBER, AND E-MAIL ADDRESS (REQUIRED)
d. EMAIL ADDRESS – POC email address (required)
e. SYSTEM TAMCN – For system that the procured equipment will be installed in, if any.
f. SPECIAL HANDLING – Identifies any special type of handling requirements.
g. COMMAND – The purchasing command for the equipment.
h. MARK FOR T/E NO. – Input destination Table of Equipment number: (SAMPLES are 5104, 4920, 7720, etc. Annotate quantities in parenthesis after each T/E number; no roll-up T/E numbers).  (required)
2. The equipment configuration (“Schedule of Supplies/Services”) is divided into two parts.

a. Basic System – This is the starting point providing the basic minimum system configuration.

1. ITEM NO. – Leave as is

2. SYSTEM DESCRIPTION – provides the minimum basic features of the equipment

3. QTY – Quantity required of the Basic System  

4. UNIT – Measurement unit used for the quantity, usually “Each” (Ea).

5. UNIT PRICE – Will be provided by the MCHS team after the filled out Configuration/Shipping Address form is received.

6. EXTENDED PRICE – Will be provided by the MCHS team after the filled out Configuration/Shipping Address form is received.
b. Options – This is where special system requirements can be listed.  The first section lists known options for the system.  The second section has several blank lines where other special options can be listed.

1. ITEM NO. – Leave as is

2. DESCRIPTION – Provides the minimum basic features of the equipment

3. QTY – Quantity required of the selected option

4. UNIT – Measurement unit used for the quantity, usually “Each” (Ea).

5. UNIT PRICE – Will be provided by the MCHS team after the filled out Configuration/Shipping Address form is received.

6. EXTENDED PRICE - Will be provided by the MCHS team after the filled out Configuration/Shipping Address form is received.
7. Blank Lines – Used to list options not listed.

8. Total - Will be provided by the MCHS team after the filled out Configuration/Shipping Address form is downloaded from the HQMC C4 IT Procurement Request Review/Approval website.

3.  Save the completed form as a word document to your local drive, it is part of the required documentation for MCHS procurement requests.  Requests can only be initiated by “approved submitters” via the HQMC C4 IT Procurement Request Review/Approval website at http://www.tecom.usmc.mil/itprocurement.  A System User’s Guide is available at HQUSMC.HQMC.USMC.MIL/C4 via the web applications link.

If you have any questions please contact the MCHS Team by email at MCHS Team 
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