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EQUIPMENT INVENTORY SHIPPING PROCEDURES

BOXES / CRATES

ALL BOXES MUST BE CLEARLY MARKED ON 3 SIDES (TOP AND TWO SIDES) WITH THE ASSIGNED BOX NUMBER.

TO ASSIGN A BOX NUMBER, BEGIN WITH THE NUMBER 500, THEN 501, 502, ETC.  COMPLETE THE "BOX INVENTORY FORM R-105".  PLACE A COPY OF THE BOX INVENTORY INSIDE OF THE BOX ON TOP OF THE CONTENTS AND ANOTHER COPY ON THE OUTSIDE.  MARK AN 'X' ON THE OUTSIDE OF THE BOX TO INDICATE PROPER ORIENTATION.  RECORD ANY PRE-EXISTING DAMAGE TO THE COMPONENTS.

RECORD THE ASSIGNED BOX NUMBERS ON THE "CONTAINER INVENTORY LIST" UPON LOADING INTO THE RESPECTIVE CONTAINER.

BE CERTAIN THAT THE CONTENTS HAVE BEEN PROPERLY PACKED AND RUST PROOFED.

FILE A COPY OF THE "BOX INVENTORY FORM" IN NUMERICAL ORDER IN THE PROJECT FILE.

SKIDS
ALL PRESS EQUIPMENT THAT IS BEING SKIDDED MUST BE CLEARLY MARKED ON THREE SIDES WITH THE ASSIGNED NUMBER.

TO ASSIGN A SKID / MODULE NUMBER BEGIN WITH 300, THEN 301, 302, ETC. COMPLETE THE "SKID INVENTORY FORM R-106" INDICATING THE APPROXIMATE SIZE (L,W,H), ESTIMATED WEIGHT (POUNDS) AND CONTENTS.  SPECIFY PRESS EQUIPMENT S/N AS APPLICABLE.  MARK "PICK POINT" ON THE EQUIPMENT TO FACILITATE FUTURE LIFTING ACTIVITY.  RECORD ANY PRE-EXISTING DAMAGE TO THE EQUIPMENT.

RECORD THE ASSIGNED SKID NUMBER ON THE "CONTAINER INVENTORY LIST" UPON LOADING THE RESPECTIVE CONTAINER / SKID.

BE SURE THE EQUIPMENT HAS BEEN PROPERLY BLOCKED, SECURED AND RUST PROOFED.  MAKE SURE ANY OIL PASSAGES ARE DRAINED OR SEALED FOR SHIPMENT.  MAKE CERTAIN ALL WATER IS DRAINED AND REPLACED WITH ANTI-FREEZE AGENT.

FILE A COPY OF THE "SKID INVENTORY FORM" IN NUMERICAL ORDER IN THE PROJECT FILE.
CONTAINERS
ALL CONTAINERS MUST BE ASSIGNED A PROJECT CONTAINER NUMBER.  TO ASSIGN A CONTAINER NUMBER COMPLETE THE "MASTER CONTAINER LIST FORM R-103".  BEGIN WITH THE NUMBER SERIES STARTING AT 100, THE 101, 102, 103, ETC.  BE SURE TO NOTE THE SHIP LINE THE CONTAINER NUMBER ON THIS MASTER LIST.

LOAD THE CONTAINER WITH THE EQUIPMENT.  SECURE THE EQUIPMENT AS REQUIRED.  COMPLETE THE "CONTAINER INVENTORY FORM" #R-104 AS THE CONTAINER IS BEING LOADED.  BLOCK AND BRACE AS REQUIRED.

UPON COMPLETION OF THE CONTAINER LOADING, PLACE A COPY OF THE "CONTAINER INVENTORY FORM R-104" INSIDE A PLASTIC BAG AND TAPE TO THE INSIDE OF THE CONTAINER DOOR AT EYE LEVEL.

PHOTOGRAPH THE INSIDE OF THE CONTAINER SHOWING EQUIPMENT AND BLOCKING USED.

NOTE:  SOME SHIPMENTS MAY REQUIRED SOURCE INSPECTION BY AN OUTISDE INSPECTION AGENCY.  IF THIS IS REQUIRED, THE INSPECTION MUST TAKE PLACE PRIOR TO CLOSING THE CONTAINER.

CLOSE THE CONTAINER, SECURE THE DOOR AND PLACE A SEAL ON THE DOOR.

COMPLETE "BILL OF LADING FORMS"

FILE ALL PAPERWORK REGARDING THE CONTAINER INSPECTIONS, "BILL OF LADING", INVENTORY FORM", ETC. IN NUMERICAL ORDER IN THE PROJETC FILE.

