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TRANSFER  
AND 

DONATION 

Presenter
Presentation Notes
Chart is a introduction to Transfer and Donation.
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• THIS POWERPOINT PRESENTATION IS TAILORED 
TO THE TRANSFER AND DONATION CUSTOMERS 
 BUSINESS RULES 
 SCREENING CYCLES 
 REGISTRATION REQUIREMENTS 
 CUSTOMER RESTRICTIONS 
 HOW TO SCREEN FOR EXCESS OR SURPLUS 
 HOW TO SUBMIT AN ORDER 
 HOW TO PICK UP PROPERTY 
 MILITARY COMMANDS FOR DISPLAY ITEMS 

USING THE RTD WEB SITE  

Presenter
Presentation Notes
Chart provides an overview of Transfer and Donation customers.
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• Customers often contact the Battle Creek RTD office 
requesting access to screen as a Federal or Donation 
customer. 

• Although the DLA Disposition Services advertises 
excess  and surplus items, it does not decide who the 
customers are. 

• Screeners wishing to participate in the Transfer and 
Donation programs should contact GSA for excess or 
State Agencies for Surplus Property. 

• For customers wishing to acquire historical display 
items, contact the appropriate US Military Command 

BECOMING A CUSTOMER 

Presenter
Presentation Notes
Chart contains notes about becoming a customer.
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• RTD customers fall into the following categories: 
 
        The first two fall under Reutilization 
1. Hard ‘R’ = DOD: US Air Force, US Army, US Marine Corps, US    

Navy, US Coast Guard, US Guard/Reserves, DLA, other DOD 
activities such as Defense Mapping, DCIS, etc. 

2. Soft ‘R’ = DOD Special Programs: Civil Air Patrol, Computers for 
Learning, DoD Contractors, DOD Firefighters, Law Enforcement 
Support Office, MARS, HAP, MWRA, Senior ROTC, VA Industries, 
DOD Museums, and Foreign Military Sales 

3. Transfer = Federal Civil Agencies (fall under GSA’s control) 
4. Donation = State Agencies for Surplus Property (fall under GSA’s 

control) 
 

STANDARD BUSINESS RULES 

Presenter
Presentation Notes
Chart provides brief description of each RTD customer category.
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SCREENING CYCLES 
When requesting a property search or viewing the search results you will see the following codes which reflect screening 
time periods and the flow of property through the DLA Disposition Services inventory: 

CONUS Sites 

DOD Items are placed in a one week Accumulation (Receipt at DLA Disposition Services sites)  

DOD Items roll to DoD Customer Screening - 14 Days  
GSA Items roll to General Service Administration (FEDS) - 21 days for Federal Civil Agencies and 

Donees.  DLA Disposition Services sites will honor DoD Not Mission Capable Supply Request, 
Priority 02 - 03 requests; for all other requests the DoD customer must contact GSA and order 
the items through GSA's FEDS.  

GSA Donation Allocation 5 Days  

RTD 2 2 days any customer may submit requisitions 
DOD EXP 5 to 7 days from day one for DOD and DOD Special Programs 
FCA/DON EXP 12 days following DOD Expedited Screening.  This period is for Hard ‘R’, Federal Civil Agencies, 

and Donation Customers 

OCONUS Sites 

FEPP/FEPD Applies to overseas DLA Disposition Services sites not under the Xcess Xpress Rules.  

  Accumulation - One- Four weeks  
 FEPP DoD and Federal Screening simultaneously - 21 Days 
 FEPD Donation Screening - 21 Days  
  Final removal for Donees - 7 Days  
 RTD2 Blue Light Period - 3 days (open to all R/T/D customers)  
DOD EXP 5 to 7 days from day one for DOD and DOD Special Programs 
FCA/DON EXP 12 days following DOD Expedited Screening.  This period is for Hard ‘R’, Federal Civil Agencies, 

and Donation Customers 

Presenter
Presentation Notes
Chart provides an explanation of the screening cycles and identifies when the Transfer and Donation customer can screen.
Transfer customer cycles are identified by green arrows
Donation customer cycles are identified by yellow arrows
Both T&D customer cycles are identified by red arrows 
Note:  although T&D customers both screen for items during the GSA and FEPP/FEPD screening cycles, Donation customers must wait until the GSA Donation Allocation and FEPD cycles to screen.
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Accessing RTD Web Application 
Step 1: Create an account in the DLA Account Management and 
Provisioning System (AMPS).  

AMPS is a web-based account management system that provides 
system users with an automated tool for requesting user accounts 
and passwords for DLA systems.. Once your AMPS account has 
been successfully created, you will be notified via email.  

  
Step 2: Submit a role request via AMPS.  

After creating your AMPS account, you will need to submit a role 
request which specifies RTD application. You will be notified via 
email once your role request has been completed.  

  
Step 3: Complete RTD registration.  

Once your role request is completed, you will be able to log into the 
EBS Portal. Upon first accessing RTD within the Portal, you will be 
prompted to complete a required RTD Customer registration form to 
complete the access request process. 

Presenter
Presentation Notes
Chart provides steps to registration via AMPS and the RTD web
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Accessing the External Portal 

DoD User & DoD  Contractor Public/Non-DoD DLA Employee 

Use CAC Card Create User ID & password Use CAC Card 

Requires supervisor name & 
security officer  & IA 
completion date 

Requires less data for the 
AMPS registration process 

Requires the entire DLA 
AMPS registration process 

https://business.dla.mil  https://business.dla.mil  https://pep1.bsm.dla.mil/irj  

Only request the RTD and ETID 
Roles 

Only request the RTD and 
ETID Roles 

Request BOTH the Internal 
Portal RTD role (JD-854) 
and/or ETID role (JD-856) 
PLUS the required RTD & 
ETID roles 

RTD Customer Role (DDS-413) 
and/or ETID Customer Role 
(DDS-514) 

RTD Customer Role (DDS-
413) and/or ETID Customer 
Role (DDS 514) 

RTD  Customer Screener 
(DDS 369), RTD Customer 
ASO (DDS 370), ETID 
Customer (DDS-520) 

Internal Portal External Portal 

Presenter
Presentation Notes
This Chart provides a breakout of web links for RTD customer groups:  
1. DOD Users and Contractors with a Common Access Card (CAC), 
2. Public/Non DOD without CAC, 
3. DLA Employees

https://business.dla.mil/
https://business.dla.mil/
https://pep1.bsm.dla.mil/irj
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Sources of Information 

 DLA Customer Interaction Center: 
1-877-DLA-CALL (1-877-352-2255) or send an email to                     
DLAContactCenter@dla.mil Accessible 24 hours a day, 7 days a week. 

 
 AMPS Help Desk: 

DSN 695-4357 or 1-866-335-4357 or send an email to        
support.services@dla.mil  Accessible 24 hours a day, 7 days a week. 

 
 DLA Enterprise External Business Portal: 

https://business.dla.mil will have a link to a job aid. 
  
 DLA Disposition Services Web Page: 

http://www.dispositionservices.dla.mil will have a link on the home 
page called “Change” that will include job aids and additional 
customer information. 

 RBIQuestions@dla.mil You can ask any question at any time about 
anything related to RBI. 

Presenter
Presentation Notes
This Chart provides a list of web sites needed for customers to access AMPS and DLA web sites.

mailto:DLAContactCenter@dla.mil
mailto:support.services@dla.mil
https://business.dla.mil/
http://www.dispositionservices.dla.mil/
mailto:RBIQuestions@dla.mil


9 

AMPS Registration 

Click the 
Public/Non-
DOD button 

Click the New 
Account 
Button 

Non-Common 
Access Card (CAC)-
Enabled Users:  
a. AMPS is a web-
based application. 
Launch AMPS by 
typing the following 
URL into the web 
browser: 
https://amps.dla.mil   

Click Here 

Presenter
Presentation Notes
Chart is a screen print of the of the AMPS Registration process. 
Step 1 – is for non-common access card enabled users.  Users are directed to URL site:  https://amps.dla.mil
Step 2 – the user is instructed to click on the Public/Non DOD Button
Step 3 – the User is instructed to click on the Account button
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AMPS Registration (Cont) 

Select RTD 
Role 

Presenter
Presentation Notes
Chart shows screen print of the continuation of the AMPS registration process.
Step 4 – the User is instructed to click on the customer option  “Military, Civilian, or Contractor”
Step 5 – the User enters AMPS Password and enter
Step 6 – the User enters the desired role which is DDS RTD Customer DDS-413
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When a customer clicks on the Disposition Services RTD link from the DLA 
Web Portal, they will be prompted to enter their DoDAAC or register.  
https://business.dla.mil  
  
 Registration Requirements: 
  

 Internal   
 

• DoD Customers with Common Access Card (CAC) on a .mil 
server - AMPS registration Plus RTD Web registration.  

 
 External   

 
•  DOD non-CAC Customers 

 
• Transfer and Donation Customers  

 

RTD  Registration 

User ID + Password  
    from RTD Web 

Presenter
Presentation Notes
Chart provides information on the RTD registration once RTD Web is deployed.
Transfer or Donation customers will have a USER ID and Password.
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DLA Enterprise External Business Portal 

Welcome to the DLA Disposition Services Information Page 
This information page allows the military services, federal government and state/local governments to 
use web-based applications to search our inventory for reuse and transfer of items, or the general public 
to participate in our sales program or bid on contracts to provided services. Military service members 
can also use these applications to turn in useable or scrap property or obtain environmental/hazardous 
disposal guidance.  

CREATE AN ACCOUNT TO ACCESS THE FOLLOWING: 
You must create an account to access the applications listed below. Please read and follow these step-
by-step instructions  and then create an account by clicking here. Account approval time varies. 
 
 Electronic Turn-In Document (ETID): Submit, update, and review documents required for turning in 

property and scrap from the military services 
 Reutilization, Transfer, Donation (RTD): Access our inventory of property available to military, federal, 

state and local agencies, and qualified organizations 
 Reports: Access DLA Disposition Services Customer Reports. 

CLICK THE LINKS BELOW FOR INFORMATION ON THE FOLLOWING:  
Sales: to access property available for sale to the general public 
Hazardous Waste Contracts: for information about disposing of hazardous property or bidding on 
contracts for hazardous waste removal 
Scheduler: request an appointment to bring scrap or usable property to a nearby DLA Disposition 
Services Field Office 
 
Not familiar with our services? Please visit our  website for more information about our disposal solutions and 
property available.  

 

 

DLA DISPOSITION SERVICES 

https://business.dla.mil 
This is a screenshot of the DLA Enterprise External Business Portal, that provides 
external customers with a single point of access to DLA business applications 

Presenter
Presentation Notes
This Chart provides a screen print of the DLA Portal.  Customers are encouraged to click on the “Instructions” and “Register” links which are provided on this web site.

https://business.dla.mil/
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Transfer/Donation REGISTRATION 
Transfer and Donation customers CONUS select (FS) and OCONUS FEPD 

1. Transfer and Donation option: 
Federal/State Screener 

2. FEPD is for Donation OCONUS  
FEPD Screener 

The Battle Creek RTD office will 
review all registration forms 

Presenter
Presentation Notes
Chart is a screen print of the registration form that Transfer and Donation customers will use to register.
The user will select from either the Federal and Donation or the FEPD drop down arrow under Application
The user will choose a Role from the drop down arrow options:
Transfer and Donation Screener for federal agencies and CONUS donation screening
FEPD is for the OCONUS NASASP (state screener) screening at overseas locations
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REGISTRATION FORM FOR T&D 

Fill in the Registration 
Form with your 

information. 
Select “Submit” 

Presenter
Presentation Notes
Chart is a screen print of the customer registration form.
Customers must: Include Title, First Name, Last Name, Organization Name, Full Work Address, Work Phone and valid Work Email. Please indicate if you have a common Access Card and a Security Certificate. 
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Customer 
DoDAACs 
are 
Listed here 

REGISTRATION REVIEW 
    Customer requests will be reviewed by Battle Creek RTD Office personnel 

Customer 
DoDAACs 
are 
Listed here 

DoDAAC 

After the Battle Creek staff reviews 
the requests  - they are approved or 
denied.  Denied request will provide 
reason to the customer.  Approved 

request will be loaded in the DoDAAC 
Validation Table (see next chart) 

The Battle Creek RTD office will 
review all registration forms 

15 

This example is of DOD 
requests; however, T&D 

requests will look the same.  

Presenter
Presentation Notes
Web slide of the customer registration screener view by Battle Creek RTD personnel.  The screens show a listing of Pending User for review: DoDAAC, Application, User Role, Last User to Approve, Last Action Date, Action Approved or Denied, and comments can be added or viewed.
The RTD POC will approve or deny the request.  If denied, comments will be entered in the Comments Block.
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AFTER THE CUSTOMER SUBMITS THE REGISTRATION FORM, THE BATTLE CREEK RTD OFFICE 
PLACES THE CUSTOMER IN A CATEGORY.  CONTROLS INCLUDE DEMIL CODE, HM/HW, AND FSC 
RESTRICTIONS.  USERS/CUSTOMERS ARE ASSOCIATED WITH A SINGLE DODAAC OR SEVERAL 

DODAACS. 

“CUSTOMERS  
DON’T SEE THIS” 

Example: Donation 
customers will screen 

DEMIL A & Q safe 

Presenter
Presentation Notes
Chart is a screen print of the DoDAAC Validation Table.  The table is a behind the screens view that the Battle Creek RTD Office will use. Customers will not see this on their end. After the customer submits the registration form, the Battle Creek RTD office places the customer in a category. Controls including Demil Code, HM/HW, and FSC restriction(s). User/customers are associated with a single DoDAAC or several DoDAAC’ s. T&D customers will screen DEMIL A and DEMIL Q with Integrity Code ‘6’ property. 
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User IDs & Names 
appear here.  Individuals 

can be blocked from 
using a DoDAAC 

The Battle Creek RTD 
Office will Enter USER 

INFORMATION 

BC RTD office will 
select FSCs 

“CUSTOMERS DON’T SEE THIS” 

Presenter
Presentation Notes
Chart is a screen print of the continued DoDAAC Validation Table options. The Battle Creek RTD office uses the table to add a new user on RTD Web and identify the Federal Supply Classed (FSCs) they will be able to access. This screen is also used by the Battle Creek RTD office to block and unblock individuals from using a DoDAAC.
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BC RTD Office can block or 
restrict a DoDAAC per the 

General Services 
Administration 

Presenter
Presentation Notes
Chart is a screen print of the DoDAAC  Validation customer category ability to select the category and block or unblock DoDAAC’ s.  Battle Creek RTD personnel will input the DoDAAC,  pick the category they what to block or unblock and the will then save the changes made. 
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Announcements can be added by the Battle Creek RTD 
staff on behalf of the RTD/DSR field staff. 

History of Orders and previously view items is visible 

MAIN SCREEN: THIS IS WHAT THE CUSTOMER WILL SEE AFTER LOGGING ON. 
 
MESSAGES, ROTATING PHOTOS, REQUISITION STATUS, PREVIOUSLY VIEWED ITEMS 

Customers will see their orders 

You will see 
your category 
only.  You will 

not see the 
other 

customer 
groups 

Presenter
Presentation Notes
Chart is a screen print of the RTD web site’s home page for customers. 
Any important messages from DLA will be located in the “Announcements Section”. The requisition status of items ordered is under the “Requisition Status” section. There you will find all the information pertaining to your orders such as, Requisition Number, Date, Item Name, Quantity and Current Action. Customer may also cancel and item from this page.
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MESSAGES ARE INPUT BY BATTLE CREEK RTD STAFF 

Messages can be tailored to the 
customer group in some cases. 

Presenter
Presentation Notes
Chart is a screen print showing how the Battle Creek RTD Office will input messages in RTD Web. The RTD staff can select the start and end date that the message will appear and who will see it as well as manage past messages that were inputted into the site. Expired announcements can also be selected for viewing or deleted from here.
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AFTER THE CUSTOMER REGISTERS (ROLES DETERMINED) – SCREENING MAY BEGIN.   
ONLY FEPD (OVERSEAS) CAN ORDER FROM THIS WEB SITE.  OTHERS GO TO GSA 
EXCESS 

The Search page is in the same format 
we use today.   

NEW: can screen up to 20 DTIDs 

Presenter
Presentation Notes
Chart is a screen print of the Search option and becomes available after the customer completes the registration process and is approved by the Battle Creek RTD Office.
This search page is in the same format as we use today but with the added feature of being able to add up to 20 Disposal Turn-in Documents (DTID’s) in the search. 
Step 1. Select the DoDAAC
Step 2. (Optional) Select sort by type
Step 3. (Optional) Chose sort by direction , Ascending or descending
Step 4. Enter NIIN’s, NSN’s or FSC’s
Cont. Next Slide
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Customers should only see what they are 
authorized to order. 

Regulatory Controlled Property Rules and DoDAAC 
Validation Rules are applied. Some items, 

especially LSNs, will not be systemically blocked 
from unauthorized customers.  Prior to release of 

property, field employees must verified 
characteristics about the property prevent it from 

being released to an unauthorized customer.  

Presenter
Presentation Notes
Chart shows screen print of the bottom half of the search page.
Step 6. (Optional) Enter Item Name and any sub search criteria
Step 7. Input the DTID’s  (up to 20)
Step 8. Select RTD Screening Cycle: DOD, EXP DOD, FEPP or RTD2 Cycles
Step 9. Enter Date Entered Inventory (click on calendar icon)
Step 10. Select the Condition Code your looking for, you may select more than one.
Step 11. Pick the Locations to search for your items (Hold down the CTRL or Shift key to select multiple items from list)
Step 12. (Optional) Enter the miles from DoDAAC  location you want to search and zip code.
Step 13. Hit Search or Clear Search Criteria buttons

Note: Customers will only be able to see what they are authorized to order. Regulatory Controlled Property Rules and DoDAAC Validation Rules are applied. Some items, especially LSNs, will not be systemically blocked from unauthorized customers. Prior to release of property, field employees must verified characteristics about the property prevent it from being released to an unauthorized customer.
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CONUS Transfer and Donation customers do not 
place items in a shopping cart.  They must go to 
the GSA EXCESS web site to place orders. 

 Photos and all data underlined are clickable and 
provide additional information.   

Note: Condition codes are single character.   

      Sort capability is new! 

Presenter
Presentation Notes
Step 14. Pick the item that you want from the list that was generated by your search by clicking on the shopping cart icon.
Note: You can sort items by name in ascending or descending order. You may have more than one page to look at.
Customers now have many sort options to view the property and can download the inventory in Excel 2003 or 2008 format. Customers may place items in a shopping cart, view similar items, or ask a question. Photos and all data underlined are clickable and provide additional information.  Condition codes are now single character (i.e., new is A old is A4).  
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QUESTIONS GO TO AN ADDITIONAL PROPERTY DATA TABLE.  THE FIELD SITE 
USERS WILL GET AN EMAIL STATING A QUESTION IS POSTED AND AWAITING 

THEIR RESPONSE. WHEN THE SITE ANSWERS THE QUESTION, THEN YOU, THE 
CUSTOMER, WILL GET AN EMAIL.   

 YOU, THE CUSTOMER, WILL LOGON TO THE RTD WEB SITE TO SEE THE 
ANSWER. 

Presenter
Presentation Notes
Slide describes what happens when a customer submits a question within RTD Web. Questions go to a additional Property Data Table. The field site users will get an email stating a question is posted and awaiting their response. When the site answers the question, then the customer will get an email.
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Non-Overseas Screeners for DONATION (NASASP) will submit their orders through 
GSA XCESS at web site: http://gsaxcess.gov/ 

Users are required to submit orders through 
GSAXcess Login.    

GSA provides the registration guidance 

Presenter
Presentation Notes
Chart shows the General Services Administration Services web site.  Transfer and Donation customer screening at DLA Disposition Services CONUS sites are required to place orders through GSA’s XCESS web site.  Orders submitted through GSAXCESS where the customer is allocated the items, will result in a Material Release order appearing in DLA Disposition Services systems to include at the field site in the Distribution Standard System. 

 In addition, the customers will provide a copy of a Standard Form 122 for Federal and SF123 for Donee to the DLA Disposition Services Field site prior to pickup.
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Overseas Screeners for DONATION (NASASP) will submit their orders on line 

OCONUS (overseas) Donation 
Screeners (FEPD) will order by 

adding items to a shopping cart 

NEW 

Presenter
Presentation Notes
Chart is a screen print of the Foreign Excess Property Donation (FEPD) order where the overseas donation customers submit an order. In addition overseas donation screening will provide the DLA Disposition Services field site a copy of a Standard Form 123.
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OCONUS (overseas) Donation 
Screeners (FEPD) will begin the 

order process.  Verify QTY,  
provide justification, save to cart 

Presenter
Presentation Notes
Chart is a screen print of the first step to adding items to a shopping cart as a OCONUS Donation Customer.
The customer verifies the Quantity and must provide a justification then select “Save to Cart”.
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OCONUS (overseas) Donation 
Screeners (FEPD) may check out of 

the shopping cart or search for 
additional items. 

Presenter
Presentation Notes
This chart shows a screen print of the items pending in the shopping cart; customer can checkout or may continue to search for additional items.
This example shows that the customer is instructed to check out of the shopping cart.



29 

1. The FEPD customer has 
another chance to verify and 
has an option to select Walk-

in.  Walk-in means the 
customer is on site and will 

remove the item the same day. 

2. After submitting the 
request, the FEPD 

customer will see the 
status of the request on 

the RTD main page 

Presenter
Presentation Notes
Chart shows two screen prints.
The first one shows the FEPD customer has another chance to verify and has the option to select Walk-in.  Walk-in means the customer is on site and will remove the item(s) the same day.
The second shows the RTD main web site where the customer sees the status of the order which was submitted.
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Presenter
Presentation Notes
Chart provides a statement to customers, that report will be available.  The web site is to be determined.



31 

The DLA Distribution Services Field Site employees should contact you 
(the customer) to make arrangements to pick up.  If no one calls you 
within 48 Hours of your order going through, please contact the site. 
 
The field site employees may email or fax you a list of items in which 
your DODAAC has been approved to receive. 
 
DLA Field Site employees will schedule your pick up in their Distribution 
Standard System (DSS) 
 
It is important that customers cancel their request in a timely manner 
and meet Dates and Times of scheduled pick ups.  Contact the field site 
if necessary. 

Note: DSS is the Distribution Standard System – used at the DLA Disposition 
Services field sites to receive, store, and issue excess/surplus property. 

Presenter
Presentation Notes
Chart provides information on scheduled pick ups.  Field site must enter the pick up in DSS.
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Letter of Authorization 
to REMOVE is required 

Presenter
Presentation Notes
Chart provides a screen print of an example of the Letter of Authorization to Remove Property.
Since the Transfer and Donation customers pickup they are required to complete the Letter to Remove notice which is also knows as the C5.
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Customers in need of historical items for display should contact the US Military 
Commands: 

Presenter
Presentation Notes
Chart provides a listing of Military Commands for agencies wishing to acquire historical items for display.
This chart provides the US Army Command POCs for:
1. Army aircraft
2. Army Field Artillery pieces, rifles, blank ammunition, mortars and similar equipment
3. Army tanks and other combat vehicles
4. And Army equipment not specifically listed
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Presenter
Presentation Notes
Chart is a continuation of the US Military Commands for historical display items
The chart contains Navy POCs for:
1. Navy and Marine Corps aircraft, air launched missiles, aircraft engines, and aviation related property
2. Obsolete or condemned Navy vessels, major caliber guns and ordinance; and shipyard material
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Presenter
Presentation Notes
Chart is a continuation of the US Military Commands for historical display items
The chart contains Air Force POCs for:
Aircraft to recipients other than a museum
Aircraft, missiles or any other items authorized for display to a museum
Any other item authorized for donation for display purposes to recipients other than a museum
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Presenter
Presentation Notes
Chart is a continuation of the US Military Commands for historical display items
The chart contains Marine Corps POCs for:
1. Assault amphibian vehicles to recipients other than a museum
2. Marine Corps historical property (all other inquiries)




DEFENSE LOGISTICS AGENCY 
AMERICA’S COMBAT LOGISTICS SUPPORT AGENCY 

WARFIGHTER SUPPORT ENHANCEMENT                    STEWARDSHIP EXCELLENCE                       WORKFORCE DEVELOPMENT 

Presenter
Presentation Notes
Chart is end of presentation. 
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