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1.0 Purpose

1.1
To define a procedure that will provide employees with the necessary knowledge to properly           package articles for shipping.

2.0 Scope

2.1
This procedure covers packaging guidelines and step-by-step instructions taken from (UPS) United Parcel Service.

3.0 Requirements

3.1     Use a rigid box with flaps intact.

3.2     Remove old address labels and delivery markings from the box.

3.3     Wrap items separately.

3.4     Use adequate cushioning material.

3.5     Use strong tape designed for shipping.

3.6 Do not use string or paper over-wrap.

3.7     Use a single address label that has a clear, complete delivery and return address.

3.8     Place a duplicate label or packing slip inside the box.

4.0 Definitions

4.1 Packaging/Cushioning Material: is material used for adequate insulation of a delivery package. This may include but is not limited to bubble wrap, Styrofoam, Expanded Polystyrene, (popcorn/peanuts), paper, foam, and air-encapsulated packets.  

4.2 Fragile Objects: are Items or materials that can easily be broken or damaged.  

Note: Fragile objects, such as electronics, glass, ceramics, and artwork, require special packaging for safe shipment. These packages may require added cushioning or a double box.

5.0 Responsibilities
5.1 It is the responsibility of each person involved in the packaging function to ensure that all     materials, and components necessary to properly package any and all items are used as needed.

5.2 The Quality Assurance Coordinator reserves the right to inspect any and all packages to ensure proper packaging and handling.

5.3 With packages weighing more than 70 pounds, it is the responsibility of the shipping/receiving clerk to obtain packaging approval from the Quality Assurance Coordinator prior to shipment.  A heavy package sticker is required with all shipments weighing more than 70 pounds.

6.0 Method

6.1   Select a box: 

6.1.1
Use a Corrugated box: Use a new or near new box. If reusing a box, it must be rigid and in excellent condition.  Punctures, tears, rips, or corner damage is not permissible.  Ensure that all flaps are intact.  

6.1.2
Box size: The box should be large enough to allow at least TWO INCHES spacing between each item in the box as well as between those items and the box wall.

6.1.3
Box Strength: Choose a box strength that is suitable for it's contents. Never exceed the maximum gross weight for the box, which is usually printed on the Box Makers Certificate on the bottom flap. 

6.1.4
Remove labels and other shipment markings, which may be left on the box from previous shipments.  

6.2   Provide internal protection:

6.2.1
Wrap each item separately; Provide for a minimum of one inch cushioning material all the way around the item being packaged. This will provide for a two-inch separation between items when more than one item is to be placed in the same box.

6.2.2
Insulating the contents from the exterior of the box. One inch of additional cushioning material must be used to provide for a total of two inches separation between the box walls/corners and the contents. 

6.2.3
Use enough cushioning material to ensure that the contents in the package cannot move when the box is shaken.

6.2.4
The following materials can be used for cushioning and protection.

· Air-encapsulated plastic (Bubble Pack) 

· Designed to protect and cushion lightweight items only.

· Use multiple wraps/layers to ensure product is completely protected, especially corners and edges.

· Inflatable packaging (Air bags)

· Not acceptable for packages weighing more than 50 pounds or for products with sharp edges.

· Expanded polystyrene (Peanuts)

· Not acceptable for packages weighing more than 50 pounds.

· Overfill the box with peanuts, and then gently close the flaps and seal.

· Do not use with flat or narrow products that may migrate to the edge or bottom of the carton in transit.

· Engineered foam enclosures

· Materials may include expanded polystyrene, polyethylene, polypropylene, or copolymers.

· These enclosures should be pre-engineered for specific products.

· Foam-in-Place (a foam, sprayed into a box or mixed in packets that expands and forms a protective mold around the contents)

· Must be properly used, with even foam distribution around the contents.

· Corrugated liners and inserts

· These may be added to the package to increase strength and improve package performance.

· Crumpled Kraft paper

· Not acceptable for packages weighing more than 50 pounds.

· Paper must be tightly crumpled.

· At least four inches of paper between contents and the outer box.

6.2.5
Improper cushioning material includes clothing, blankets, and pillows.

6.2.6
By following these steps you will prevent product-against-product damage and protect the contents from shock and vibration, which can pass from the outside of the box to the contents.

6.2.7
Before closing the box, place the packing slip inside.

6.3   Close it securely:

6.3.1
Use a strong tape - two inches or more in width such as the types described below

· Pressure sensitive plastic or nylon reinforced tape.

· Generally the easiest, most convenient tape to use. It is versatile because it will adhere without water and can stick to a variety of surfaces and shapes.

· Apply three strips to both the top and the bottom of the box.

· Water activated reinforced tape.

· Use 60-pound grade tape three inches wide.

· Due to the reinforcing fibers, only two center-seam strips of tape are required for both the top and bottom of the box.

· Do not use masking tape, cellophane tape, string or paper over-wrap.

6.4
Use proper Labeling:

6.4.1
Always include the receivers ZIP Code with complete street address.  For international shipments, include a contact name, telephone number and postal code.

6.4.2
Every effort must be made to obtain a street address. If a shipper should use a P.O. Box address, the recipient's telephone number must be included on the label. See the UPS guidebook for additional requirements. When using a P.O. Box address.

6.4.3
Include the apartment or unit number when applicable.

6.4.4
Place the shipping label on top of the box. To avoid confusion, place only one address label on the box 

6.4.5
Do not place the label over a seam or closure or on top of sealing tape.

6.4.6
Always Include your complete return address, including full street address and ZIP Code. For international shipments, include a contact name, telephone number, and postal code.
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