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01.02 GENERAL
01.02.01 Specific Duties and Responsibilities
01.02.01.01 Weight and Balance Certified Personnel (WBCP)
WBCP are responsible for the accuracy of the weight and balance calculations, cargo weights, 
and aircraft loading. His signature/electronic signature on the load manifest indicates that the 
aircraft load is planned within UPS weight and balance limitations. In addition, WBCP are 
responsible for ensuring that the aircraft load is planned within MEL limitations when operating 
with inoperative and/or missing cargo restraints.

WBCP will:

• Ensure that all cargo and ULDs are weighed on a scale controlled and audited by UPS.
• Ensure that ULD data is input into the Weight and Balance system prior to the ramp load crews 

loading and restraining a planned ULD on the aircraft.
• Ensure with the Special Cargo Designee that the weight of Special Cargo is less than, or equal 

to, the weight shown in the SCAF Report.
• Review the FCMEL. The FCMEL information must be downloaded and verified prior to printing 

the final load manifest to ensure that no position or aircraft limitations are exceeded. The 
FCMEL must be signed by the Weight and Balance Certified person responsible for the load 
manifest at the time the final load manifest is generated. The signed copy of the FCMEL must 
be filed in the Flight Packet file.

• In cases where the FCMEL report is not available due to system outages, contact AMC to 
determine which, if any, open MEL items have position or aircraft limitations and ensure these 
limitations are not exceeded prior to printing the load manifest. This discussion shall be noted 
and then signed and filed in the Flight Packet file.

• Ensure the total payload on the load manifest does not exceed the flight planned payload. 
Flight Control must approve all increases to the flight planned payload.

• Ensure adherence to all hazardous material limitations for UPS aircraft. The hazardous material 
limitations are located in the UPSCO DGPM, Chapter 03, Specific Aircraft Features and 
Requirements.

• Ensure adherence to dry ice limitations for UPS aircraft. Regulated dry ice limitations are 
referenced in the UPSCO DGPM.

• Track the total amount of dry ice planned for each flight.

- If total dry ice accumulation on the main deck reaches 1,000 lbs and is planned to be ≥ 1,400 
lbs:

▢ Notify Flight Control, Load Supervisor and flight crew or ACMX.
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▢ Ensure or complete the Dry Ice/Perishables/Live Animals Load Notification (FORM: 
21-48-001), which is presented to the flight crew when total of dry ice is ≥ 1,400 lbs.

- If any dry ice is loaded in lower hold:

▢ Ensure no live cargo requiring oxygen for survival are loaded in the lower hold.

• WARNING:
LIVE ANIMALS REQUIRING AMBIENT AIR OXYGEN SUPPLY MUST NOT BE 
TRANSPORTED IN THE MAIN DECK CARGO COMPARTMENT WHEN DRY ICE LOADS 
ARE ≥ 1,400 POUNDS. LIVE ANIMALS REQUIRING AN AMBIENT AIR OXYGEN SUPPLY 
MUST NOT BE TRANSPORTED IN A LOWER DECK CARGO COMPARTMENT WHEN ANY 
AMOUNT OF DRY ICE IS LOADED IN THAT COMPARTMENT.

WBCP are required to complete biennial recurrent training in order to retain certification and 
access to the Distributive Weight and Balance System. Training record will be maintained in the 
Distributed Weight and Balance Support Database.

• Will notify any intermediate gateway by telephone when a load plan that is finalized in the Load 
Handling System must be re-opened for corrections. Notification must be followed by faxing or 
emailing the revised PLM, if used, to the intermediate gateway’s Load Planning office. The ELM 
Viewer can be used by an intermediate gateway to reference the origin ELM, if used. The 
intermediate gateway is responsible for conducting a side-by-side comparison of their final 
PLM, if used,with the original load manifest received from the origin.

• All gateways that have flights with one or more intermediate stops (more than one flight leg) 
must fax or email a copy of the original signed PLM, if used, to the intermediate gateway’s Load 
Planning office.

01.02.01.02 Load Supervisor
The Load Supervisor is responsible for ensuring that the aircraft is loaded in compliance with the 
final load manifest.

The Load Supervisor will:

• Ensure the LMAC is completed.
• In the event a new load manifest must be created due to payload being unloaded and/or loaded 

(e.g. an intermediate stop), a Supervisor is only responsible for performing the verification for 
positions that were accessed or changed.

NOTE:
Any positions or individual cargo components that are not accessed at the intermediate stop do 
not require verification by a Supervisor.
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• CAUTION:
LOAD MOVEMENT DETAIL WEIGHTS MUST NEVER BE USED TO DEVELOP A LOAD 
MANIFEST.

Their name/electronic signature on the final load manifest will verify that the aircraft is loaded in 
accordance with the load manifest, that the cargo restraint system on the aircraft is serviceable, 
that all loaded ULDs on the aircraft are serviceable, and that the lower bulk cargo 
compartments are loaded in compliance with current procedures and/or restrictions.

• In the event a new load manifest is created and no payload was loaded or unloaded (e.g. a fuel 
stop), the Load Supervisor may sign the manifest per the previous Load Supervisor 
authorization.

• Notify the WBCP and Aircraft Maintenance (or Flight Crew if no maintenance personnel are 
available) when missing and/or inoperative cargo restraints are found during loading or 
unloading.

• Complete the NOTOC when hazardous materials are planned for a flight. The NOTOC 
information must be filled out completely, and must have the NOTOC section signed by the 
Load Supervisor.

• If an ELM is unable to be used, request the WBCP to print a PLM.
• Notify the WBCP if a PLM is used.
• Perform a “partial load calculation” if an unload of part of the cargo (freight or small package) 

from a bulk compartment is required at the intermediate gateway, by following the listed 
procedure below in order to ascertain the weight remaining in that compartment:

- Reweigh any cargo unloaded from the bulk compartment on a UPS-controlled scale.
- Subtract the scale weight from the total weight in the bulk compartment as shown on the 

original load manifest generated by the origin gateway.

NOTE:
The Load Supervisor job functions must be completed / performed by a supervisor (or 
administrative person for international locations). This requirement applies to all Load 
Supervisor job functions unless a job function is specifically allowed in a UPS Airline manual 
to be performed by a “Designee.”

01.02.01.03 On Ground Designee (OGD)
The OGD will:

• Ensure that the proper loading procedures are being used. These procedures were developed 
to ensure safe loading and to prevent aircraft tail tipping.

• Follow the eLMAC/LMAC procedure as described in the GOM.
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• A copy of the completed SCAF Report will be filed in the Flight Packet File and retained per the 
current retention requirements in GOM, Chapter 11.

01.03.01.06.06 Intermediate Gateways
If the Special Cargo shipment is disturbed, the Special Cargo load must be revalidated against the 
original SCAF Report by a SCD. A copy of the SCAF report shall be resigned by the validating 
SCD and provided to the flight crew.

In cases where the Special Cargo is not disturbed, it is not necessary to revalidate it against the 
associated SCAF Report. A copy of the original SCAF report shall be provided to the flight crew.

If the Special Cargo is accessible, a load supervisor or member of gateway management shall 
check that cargo is secure and no straps are loose/damaged. In the event loose/damaged straps 
are found, shipment progress is to be halted.

01.03.01.07 Determining Weight
01.03.01.07.01 Crew Member Weights
OpSpec A011, A096
Flight crew member, their flight kit weight, and baggage weight are included in the BOW of the 
aircraft as defined in the definition section of UPS WBM.

Crew member weights are derived from the most current CAMI Aerospace Medical Certifications 
Statistical Handbook. To conservatively account for crew member weights, the average first class 
medical weight for males has been selected (190.6 lbs). Crew members’ uniforms are estimated 
to weigh 10 lbs.

Total crew member weight (person + uniform) = 201 lbs.

The crew member weight is reviewed every 36 months prior to the issuance of OpSpec A096. The 
BOW will be revised if the review indicates a total BOW change greater than +/- 10 lbs.

01.03.01.07.02 Additional Crew Member Weights
OpSpec A011, A096
The ACM weight is the sum of the ACM weight and their baggage. The ACM weight is derived 
from the Anthropometric Reference Data for Children and Adults: United States, 2015-2018 which 
is published by the Center for Disease Control and Prevention. To conservatively account for ACM 
weights, the average male weight for individuals 20 and above has been selected as 199.8 lbs. 
The ACM clothing weight was estimated to weigh 10 lbs.

Total ACM weight (person + clothing + baggage) = 255 lbs.

The ACM weight is reviewed every 36 months prior to the issuance of OpSpec A096. All weight 
and balance systems will be revised if the review indicates a total ACM weight change greater 
than +/- 10 lbs.
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01.03.01.07.03 Crew Member and Additional Crew Member Baggage Weights
OpSpec A096
Crew member baggage, crew member flight kits, and ACM baggage weights are determined 
based on survey results conducted by UPS. UPS will attempt to weigh every ACM and crew bag, 
and flight kit at the survey location once the survey starts. The crew members and ACM will scale 
their own baggage and complete the survey form. The data will be reviewed during the survey to 
ensure reasonableness. The data will be analyzed by the Performance Engineering department. 
The survey will conclude when:

1. A total of 1,400 samples are collected for each category of the survey per table 3-3 of AC 
120-27F.

OR
2. If the formula in section 3.3.3 of AC 120-27F indicates a sufficient number of samples has 

been collected using the two percent tolerable error.
The scales used to conduct the survey will comply with the requirements of Portable Scale 
Requirements in this section.

The crew member flight kit weight and baggage weight are surveyed every 36 months prior to the 
issuance of OpSpec A096. The BOW will be revised if the survey indicates a total BOW change of 
greater than +/- 10 lbs.

The ACM baggage weights are surveyed every 36 months prior to the issuance of OpSpec A096. 
All weight and balance systems will be revised if the survey indicates a baggage weight change of 
greater than +/- 10 lbs.

Item Weight (lbs)

Crew Baggage 18

Crew Flight Kit 24

ACM Baggage 45

 

01.03.01.07.04 Cargo Weight
Actual Weights

WARNING:
UPS WILL NOT ACCEPT ANY CUSTOMER, FREIGHT FORWARDER, OR VENDOR WEIGHTS. 
ALL CARGO WEIGHTS WILL BE OBTAINED USING UPS CONTROLLED SCALES.

• All cargo (e.g. freight, small package) must be weighed on scales that meet one of the following 
conditions:

- Scales are controlled and audited by UPS.
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- Vendor scales that meet the calibration, certification, daily scale usage, and test weight 
requirements in ULD Scale Requirements (e.g. Drive-Over, Ball Mat), in this section for ULD/
platform scales or Portable Scale Requirements, in this section, for portable scales.

▢ UPS gateway management must ensure the vendor scale has been properly calibrated in 
the previous 12 months, with proof posted on the scale, and obtain a copy of the invoice/
certificate for retention in the gateway file, or electronically for a period of one year.

▢ UPS gateway management must ensure the daily scale testing procedures prescribed in 
ULD Scale Requirements (e.g. Drive-Over, Ball Mat), in this section, or Portable Scale 
Requirements, in this section are adhered to. The vendor scale must be tested using a 
UPS test weight prior to scale usage on each day of usage.

• Packages loose loaded on the aircraft in the belly compartments or bulk loading areas will be 
collectively scale weighed with either a portable scale or ULD scale. If a ULD scale is used, 
loose packages shall be placed in a ULD or on a pallet and collectively weighed. The tare 
weight of the ULD or pallet is subtracted in order to obtain the total weight of the loose 
packages.

~

Container/Pallet Tare Weight Determination

• Container/pallets must be weighed at the time of manufacture and/or repair to obtain tare 
weights. The resulting tare weight must be stenciled on the container/pallet prior to entering/re-
entering service.

Auditing 

The following audits are performed using the QAP checklists to ensure the accuracy of cargo 
weights. Audit results are maintained in the general gateway file per the UPS Records Retention 
Policy.

• Gateway Self Assessment completed monthly.
• QAP Audit completed at least once per year.
• IEP Audit completed at least once every four years.

01.03.01.07.05 ULD Scale Requirements (e.g. Drive-Over, Ball Mat)
ULDs must be weighed on a pallet scale (drive-over, ball mat, e.g.) that is:

• Controlled and audited by UPS.
• A vendor’s scale that meets UPS’s calibration and certification requirements in the following 

sections and is tested in accordance with daily scale usage with a validated UPS test weight.
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NOTE:
ASI scales are preferred.

Scale Calibration

• Must be completed annually.

~
• Calibration within the United States must be conducted by a vendor carrying a current ANAB 

certificate in the field of calibration to ISO17025:2017 (or later) and/or ANSI/NCSL Z540-1-1994 
(R2002) (or later) and has the appropriate scale capabilities listed on the accompanying Scope 
of Accreditation document.

• Calibration outside of the United States must be conducted by a vendor certified to ISO17025, 
or equivalent standard, established by the appropriate country, regulation or accreditation 
bodies for the applicable scales being calibrated.

• The calibration standards, methods, and/or equipment used should be clearly delineated on the 
invoice or certificate.

~
• Proof of scale calibration must be posted on, or attached to, the scale.
• The most recent scale calibration invoice, for each scale, must be retained in the general 

gateway file, or electronically, for a period of one year.

NOTE:
The scale calibration invoice may not be immediately available or issued to UPS following 
calibration of a scale. The proof of scale calibration that is posted on, or attached to, the scale 
serves as validation the scale has been certified until the invoice is available. The scale 
calibration certificate/invoice must be available to UPS by the conclusion of the third business 
day after calibration, and within 24 hours when a copy is requested, or the proof of calibration is 
considered invalid until the certificate/invoice is received.

• Each scale calibration vendor’s current ANAB certification and Scope of Accreditation 
document (or equivalent for gateways outside of the United States) must be retained in the 
general gateway file, or electronically, for a period of one year following scale calibration.

Daily Scale Usage 

NOTE:
For ASI scales, the Automated Scale Interface (ASI) Checklists (FORM: 23-59-001) should be 
used to guide the operator through the pre-trip, pre-op and post-op processes.

• Scales must be pre-tripped prior to use.
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• CAUTION:
ANY TIME AN EQUIPMENT-MOUNTED SCALE (STATIC RACK, CONTAINER SORT 
PLATFORM, ETC.) IS MOVED OR RELOCATED, THE SCALE MUST BE TESTED PRIOR TO 
USE. A DAILY SCALE TEST PERFORMED PRIOR TO MOVEMENT OR RELOCATION IS 
INVALID.

A validated test weight must be scaled daily to ensure the scale measures </= 1% of known 
test weight. If the difference between the weight registered and the validated weight exceeds a 
1% difference, the scale must be removed from service and recalibrated prior to use. (Example: 
4,000 pound test weight × 1% = 40 pounds maximum variance or 2,000 kilo test weight × 1% = 
20 kilos maximum variance.)

NOTE:
All scales or scale indicators planned for use must be tested and logged on the Scale Test Log 
prior to use. Scales or scale indicators not used (backup or contingency) on a particular day or 
operation, do not require testing.

• Daily scale testing must be documented on a Scale Test Log and retained in the general 
gateway file for one month plus the current month.

- Scale test log must include:

▢ Scale identification number
▢ Date and time the check was completed
▢ First initial and last name of the person performing the check
▢ Identification number for the test weight used to conduct the check
▢ Validated weight of the test weight used
▢ Weight registered by the scale for the test weight
▢ Difference between the weights registered on the scale for the test weight and the 

validated weight of the test weight

Test Weight Requirements 

• Test weight must be a minimum of 2,000 pounds, not to exceed 5,000 pounds.

CAUTION:
TEST WEIGHTS MUST BE CONSTRUCTED OF NON-POROUS MATERIALS AND MUST BE 
ONE CONTIGUOUS PIECE, THAT CANNOT BE DISMANTLED OR PARTS REMOVED 
(SUCH AS PORTABLE WEIGHTS) (EXPOSED CONCRETE IS CONSIDERED POROUS 
MATERIAL AND IS NOT ACCEPTABLE FOR USE UNLESS IT IS ENCASED IN NON-
POROUS MATERIALS SUCH AS STEEL OR ALUMINUM).

• Test weight must be validated annually.
• Test weight must be marked with an individual identification number (asset number).
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