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User Guide: Packaging, Labeling and Shipping

· Place all documents (calibration certs, C of C, etc.) in a plastic bag then place inside box of order being processed.  
· Select the appropriate size corrugated carton.

· Use only cartons in good, rigid condition with flaps intact.

· Do not use cartons with punctures, tears, rips, or corner damage.

· Carton must be large enough to allow room for cushioning material (bubble pack, rand pak, or loose fill) on all sides of item.

· Begin by un-flattening the carton and tape the bottom center seam closed, leaving a two-inch overlap on each end.  Top and bottom should have at least 3 strips of tape across the flaps of the box.  
· Use heavy-duty tape designed for shipping, at least two inches in width.  Pressure sensitive plastic tape reinforced with fiberglass is also acceptable.

· Set carton upright and layer cushioning material in the bottom of the box.

· Place the item in the center of the carton, surround and cover with cushioning material, keeping item (s) well away from sides and corners of carton.

· Use enough cushioning to prevent contents from moving if carton is shaken or jarred.

· All electronics, that will not be packaged in a kit case, will be packaged using the ESD, PE foam, to ensure product will not be damaged during transport.
· When specific models have specific foam for product, this special packaging will be used for that model number.
· Place plastic bag containing product documents on top layer of cushioning. Close and seal the container by taping the center seam, leaving a two-inch overlap.  Top and bottom should have at least 3 strips of tape across the flaps of the box.  
· When using carrier computer or website, scan or enter Delivery Order # (DO) verify the ship to address by comparing it to the ship to address on the Delivery Order.  
· Update the address in the carrier computer/website as required. Updates should also be made upon notification of change or correction by Sales/Marketing.
· Complete document package by generating Invoice, Packing List, SED, (where applicable) and Certificates (where applicable).
· NOTE:  The Packing List is to be affixed to the outside of the container in a clear 
envelope.
· Certificate generate in Logistics include, but not limited to, NAFTA, Certificate of Origin, Wood Packing Certificate, Certificate of Conformance, Calibration Certificate (List of Equipment) and Shippers Letter of Instructions.
· The address label is a critical packaging element: to ensure proper delivery, use shipping labels with clear TO / FROM format.
· The complete return address should appear in the top half of the label, the ship to name and address should appear in the lower section.
· Always include the Zip code, complete street address, and department if applicable for return and ship to locations.

· Complete carrier transaction by generating a waybill or package identification number and shipping label.
· Verify that the address label matches the customer name and address on the Packing List.
· Affix the label to the top of the container. Waybill or package ID number must be legible.
· Use only one waybill or package ID number per container.
Consolidations:

· Address labels are to be color coded by customer, using one color per day.

· When orders are pulled to be consolidated in addition to checking customer and shipping address verifies that all orders in the master pack are the same color.

· Ship according to contract or method requested by instruction

· Record tracking number in BSD of DHL and 3rd party carriers that aren’t integrated with our system.
· File Export in AES Direct minimum 2-hours prior to departure when applicable.

· Ensure copies of all documents per Export, are filed with order and / or Consolidation Shipment.

· Send to sales for Retention Record.

· Non-Orders paperwork retained in Logistics is filed for a period of time.

Marketing Material:

· Show equipment, literature / documentation being shipped from our Marketing department must provide Logistics the following information:
· Name of Marketing Person shipping material out (contact person and phone ext.)

· Name of Trade Show
· Name of Person receiving material / Booth # at show
· Complete Address, including Zip Code where to send material
· Telephone number for International location receiving material
· Method of Shipment (Ground, Air, Next Morning, Saturday, etc.)
· Carrier Fed Ex / UPS / Other carrier
· Once material is processed, Logistics needs to record Number of pieces shipped, Carrier used, and Tracking number on the Marketing form.
· Once form completed it is filed in Logistics area for 2 months for quick reference in the event there is a question on delivery of package.
Unusual Conditions:

· If an order is unshipped, immediately remove / cancel information from carriers system and remove label from the package.
· If processing an order with a customer supplied (pelican) case, package the case using a corrugated container when possible.

· Case must closed (locked, latches closed); use appropriate cushioning inside the container.

· If the supplied case does not fit inside a corrugated carton, place shipping/product documents inside the case, seal the case with shipping tape, label and ship as in above procedure.

· In the event the customer supplied (pelican) case appears not suitable to return customer-supplied product back to the customer, sales will be notified, of the problem, and determine how the customer would like the product returned.

· If customer supplied product case is not functional, or needs new foam, replacement of foam, and/or plastic case will be provided, and noted in note field of the RMA.

· In the event a new plastic case is used to ship product, customer supplied case that was sent in, will be sent back to the customer.

· In the event we ship a quantity of large plastic boxes for a customer order; these boxes cannot be double stacked in a plastic bag to ship.  (Double stacked Bottom to Bottom of Blue box is acceptable).
· If a shipment occurs during off shift hours, Form LG007 must be completed by shipped.

Drop Shipments: 

· When Sales has a Drop Ship order they go into the Customer order lines where there is a Drop Ship Tab. Here Sales enters the applicable Customer # and enters the applicable Ship To #.  The Ship Tab of the same menu is only used if Sales is Dropping Shipping a Specific line and the shipping is different from that entered on the Order Header.   When Logistics has an order that has a Drop Ship address, this will show on our Pick Order that a Specific line of the order is being dropped shipped to a different address that is called out on the order. 
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