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Packing Guideline
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In order to ensure shipments being safe and delivered on time, to minimize shipment damage and
lost and to standardize packing process, all OPS staff is required to follow the packing guideline when
packing shipments.
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Packing Principle:
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Suitable for transportation: Packing shipments aims at preventing them from damage and lost which
may be caused by stroke or shake during transit, and preventing shipments from being affected by
damp and being stolen as well.
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Easy Load and Unload: Well packed shipments are easy to load and unload, which could improve our
working efficiency. It can also minimize the damage caused by third party’s rough handling.
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Moderate packing: Proper packing and filling material should be used according to shipments’ weight
and dimension, which not only can avoid damage caused by insufficient packing but also waste of
packing materials.
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Shipment Protection: When packing a shipment, we should not only try to keep the shipment in good
condition, but also we should pay attention to making it theft proof, especially for high value
shipments.
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Packing and filling materials fitting the shipment: We should make sure that there is no attrition,
bump or extrusion within contents of a shipment (assume that there are many contents in one
package) or between contents and packing material.
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Direction of shipments: Be sure to lay shipments according to the arrow direction on the package
during transit and storage.
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The gravity center of a shipment should be identical to its geometry center: This is to avoid damage
when vehicle start-up, swerve, or brake during transportation.
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Packing guideline:
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STRING OR ROPE
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No string or rope may b

e used to seal packages. String or rope must be

removed and the packages taped securely using an approved tape before

accepting the shipment.
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One of our biggest problems is the shipper’s choice of binding. Discourage
shipper’s from using cellophane tape, masking tape, or water activated tape.
These tapes will not survive the sort system. Overtape with plastic or plastic
fibre-reinforced tape prior to acceptance.
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Reused cartons, boxes and containers with crushed corners, holes, tear,
torn flaps, oil or water stains should not be accepted. Reused cartons must
have all flaps intact and all old labels, addresses, and other information

marked out or removed.
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INNER PROTECTION
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Due to the weakness of the material, Styrofoam containers are
unacceptable. Styrofoam packages must be overpacked in sturdy, corrugated
cartons. The ONLY exception is Styrofoam packages approved by IATA or
DHL. Customers who use Styrofoam must have a letter saying their
packaging has been approved. Do not use Styrofoam for packaging magnetic
or computer tapes.
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If you can hear the contents rattle, the inner packaging should be



inspected prior to accepting the package. Be sure the inner packing is
sufficient to protect the contents while traveling through the system.
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GLASS ITEMS
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Wine bottles or glass products MUST be individually cush-loned inside the
package. Glass items must be individually wrapped with bubble wrap to
separate each item at the top, sides, and bottom, or each item must be
placed securely in form-fitting Styrofoam material.
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Nut, bolts, nails, screws, fittings, etc. must be packaged
first in burlap bags and then within a sturdy box. If the
box tear or splits open, the contents are contained.
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Cases whose finish might be damaged by adhesive labels should be over-
packed in a protective container for shipment. Do not write routing codes or
other codes on customer’s ‘custom’ shipping cases (e.g. suit cased, trade
show cases, etc.). For Air Waybills and other shipping documents, uses the
Tie-on-Airbill packing-list envelop.



