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COLLECTION DAY GUIDELINES
This template is to be used by activities within the National Capital Region (NCR) needing their donations collected.  Pick up dates are (26-27 June; 24-25 Jul and 28-29 Aug).  The template should be provided to the DoD Logistics POC @ DoDFedsFeedFamilies@cpms.osd.mil as soon as possible to schedule a pickup at your location, but NLT than the 2nd Friday of each month prior to pickup dates.  

The DoD Logistics POC will provide your actual pickup date and approximate time a truck will arrive for pickup.  Additionally, the day before your scheduled pick up please provide any appropriate updates (i.e., number of boxes, estimated weight, etc) of what will be collected.  
Activity Name:

Estimated Number of Boxes & Weight:

Physical Loading Dock Address:

Point of Contact Information Office phone/cell and email:

Security Requirements:

Limitations for collection:  (e.g. only pick ups, low dock, etc)

Potential Challenges:  (no truck parking on south side, one way street, time periods that give restriction, etc)

Specific Driving Instructions:

POC for pick up day (name/cell phone):

Some Additional Tips for Success:

Make sure the agency contact that was provided is available and reachable at the pick-up time scheduled for your agency. 

Label your boxes with your agency name! Use the Box Label as the template. Boxes that are not labeled with your agency name will not count toward your agency total. 

Be ready when the driver arrives! Begin preparing your boxes for collection before the collection dates. Drivers only have 10 minute windows at each pick-up location. 

Do not overflow boxes. 
DRIVERS ONLY DRIVE, they are not allowed to load the boxes onto the trucks. You must have a team ready to load the boxes onto the truck. 

If your agency plans on dropping off the donations directly to the Capital Food Bank be sure to coordinate with them. 
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