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Purpose: Guidelines for shipping products from Metro Plastics Technologies, LLC.
Scope: We define any finished or non-finished process for product shipping.
Shipping Finished / Good Product
1. The warehouse will review all shipments scheduled to ship that day by examining the open IQMS pick tickets. Pick tickets will be printed each day, along with any changes made to them.

2. The Pick Tickets shall have all the information that is needed to ship that product.

3. Product may require “Q” Requirements 80.7303CS for shipping. Warehouse personnel will gather the Q-Requirements from the proper departments. 

4. Warehouse personnel will physically pull the product from the warehouse inventory according to the IQMS Pick Ticket using proper FIFO per 80.7509WH number assignment and labeling. 

5. Product pulled from the IQMS Pick Ticket will be scanned from the barcode label on the Finished Goods container / carton to the IQMS Pick Ticket Barcode label. 

6. If necessary, place product on a skid (see customer requirements for skid type) to be shipped.

7. Finished good cartons or skid must be weighed, and dimensions gathered for shipping information.

8. Wrap skid if necessary.

9. Stage the skid or cartons in area for shipping.

10. 2 Packing Slips will be printed:
a. Accounting will receive a copy
b. The second copy will be attached to the shipment.

11. Quality is to dock audit the shipment using Packing slip for accounting if required.

12. If the Dock Audit fails, the warehouse will make the proper correction if the issue is due to paperwork. If the failure is to do product specifications, product will be placed on hold per 80.7702QA DMR.

13. If the Dock Audit passes, warehouse personnel will then complete creating the BOL, if required.

14. If not shipping per an overnight carrier (example UPS or FedEx), then a Bill of Lading is created in IQMS if needed. 

15. 2 Bill of Lading will be printed:
a. Driver will receive a copy (if applicable)
b. Metro’s Accounting will receive a copy

16. Warehouse personnel will then contact the transportation company (if the arrangements have not been made in advance). Transportation will be arranged per customer request or Warehouse discretion.

17. Truck arrives and product (per packing slip) is loaded onto the truck. Overnight carriers receive packages with their designated shipping label and pick up at a designated time. 
Shipping Non-Finished Good Product
1. Ship according to the manual or IQMS packing slip.

2. Special shipments for equipment and miscellaneous items will be shipped per communication and instructions between the shipping department and the initiator shipping the item. 

3. 2 Packing Slips will be printed:
a. Accounting will receive a copy along with any quotes for shipping 
b. The second copy will be attached to the product container/ carton

4. If not shipping per overnight carrier (example UPS or FedEx), then a Bill of Lading is created in IQMS if needed.

5. 2 Bill of Lading will be printed:
a. Driver will receive a copy (if applicable)
b. Metro’s Accounting will receive a copy

6. Warehouse personnel will then contact the transportation company (if the arrangement has not been made in advance). Transportation will be arranged per customer request or Warehouse discretion.

7. Truck arrives and product (per packing slip) is loaded onto the truck. Overnight carriers receive packages with their designated shipping label and pick up at a designated time. 
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