Contact Ellen Whittington at Ellen.Whittington@health.mo.gov when you have extra formula so she can add it to the extra formula database list.

The state nutritionist should contact the person listed on the extra formula supply list and request that the extra formula be sent to the LWP that is requesting the formula.
The sending agency would complete the UPS Next Day Air Saver Shipping Document, which includes all of the following sections:  

1. SHIPMENT FROM

· Shipper’s UPS Account Number – A339F3
· Shipment from Address:
· Reference Number – 0143/4411/1218/WP1E
· Name - record your name 

· Company – Missouri Dept. of Health and Senior SRVS

· Street Address - 930 Wildwood Drive

· City and State - Jefferson City, MO 

· Zip Code - 65109-5796

2. EXTREMELY URGENT DELIVERY TO

· Record the receiving agency contact name and telephone number
· Record the receiving agency ship to address

3. WEIGHT

· Weigh and record in the “Weight Box”

4. Leave blank
5. 6. and 7.  Leave blank

8. METHOD OF PAYMENT

· Mark “Bill Shipper's Account Number”

9. Leave Blank

10. Sign and date the shipping document.  

Apply to package.  Once all information is complete, tear out the middle copy of the form and send it to the State WIC Office, Attn: Ellen Whittington.  This can be sent via inter-agency mail or postal service. 

Next, you will call UPS @ 1-800-742-5877 to arrange for a pick-up. 

NOTE: When shipment has been sent the receiving agency should notify Ellen Whittington to remove the extra supply of formula from the extra formula database.
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