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1 Introduction  

This specification contains information how to complete MAERZ packing lists to have an 
uniform project standard for all suppliers. 

 

2 Packing list 

A complete set of Packing List Includes: 

- Packing list - Cover sheet 

- Packing list - Summary 

- Packing list - Details 

 

 

  

Packing list - 
Cover sheet 

Packing list - 
Summary 

Packing list - 
Details 
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2.1 General procedure 

 

Sequence of packing list development: 

- Step 1: The Packing list template is sent by MAERZ after the purchase order. 

- Step 2: The supplier shall complete the packing list by providing a clear description of the 
merchandise and the required information as defined later on in this document and 
returns it to. 

irene.gyr@maerz.com 

Phone: +41-44-287 27 38 

 

or 

 

sibylle.weishaupt@maerz.com 

Phone: +41-44-287 27 64 

 

Special Remarks for Editing of Packing List: 

- The EXCEL-cell parameters pre-defined in the MAERZ packing list template (quantity, 
width, height) shall not be changed 

- Packing list template arrangement shall not be changed 

- The supplier shall contact MAERZ (contact details above) for any questions regarding the 
packing list instructions or for any shipping arrangements that may be required. 

  

mailto:irene.gyr@maerz.com
mailto:sibylle.weishaupt@maerz.com
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2.2 Packing list – Cover sheet 

The packing cover sheet contains information about the final destination and content of the 
delivery. It also contains the shipping mark which shall be placed on the Outer cases as 

described in chapter 4. 
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Shipping mark 



 

Rev B 7/12 

ST0000.00.773.FCI.000_Packing and labelling 

2.3 Packing list – Summary 

Every delivery has one packing list summary with a listing of all outer packages and detailed 
information to every outer package. 
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2.4 Packing list – Details 

The packing List Details sheet shows detailed Merchandise information of each Case. 

 

 

 

 

 

Please follow following guideline for filling out the Detail sheets 

- The content of each Case (Inner and Outer Case) must be listed on its own Excel sheet. 

- The header of each sheet must indicate the case number 

- The headers for Outer Cases shall be named with “DETAILS CASE 1”, “DETAILS CASE 
2”, etc. 

 

- The headers for Inner Cases shall be named with “DETAILS CASE 1.1”, “DETAILS 
CASE 1.2”, etc. 

 

 

 

 

Filled by SUPPLIER Filled by MAERZ 
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2.5 Various 

2.5.1 Spare Parts 

- Spare parts must be packed ideally in a separate Outer Case in order to allow easy 
handling and storage at the destination. 

- If the size of the spare part Merchandise cannot fill a reasonable size Outer Case, the 
spare part Merchandise shall be packed into a separate Inner Case. 

- Spare part Merchandise must be clearly indicated as Spare Parts on the Packing List 
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3 Packing 

3.1 Maximum dimensions of packages 

It must be ensured that the package dimensions do not exceed the standard dimensions of the 
means of transport, as defined in following table: 

 

 

 

3.2 Conservation 

- Material must be protected with an appropriate conservation method against corrosion 
according requirement in the purchase order. 

- For international Transport wooden box treatment according to IPPC standard has to be 
followed 
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4 Marking 

 

 

 

 

 

 

 

 

 

 

 

 

  

Outer Case: 

• Packaging which is handled by the freight company 
and exposed directly to the environment. 

• This packaging must allow forklift entry. 

• Must contain shipping marks according cover sheet of 

packing list (see chapter 2.2) on two sides as 

indicated below 

• Must contain two complete sets of the Packing list 
o 1x in water-proof envelope attached to outside of 

case 
o 1x in protective envelope inside the case 

Inner Case 

• Packaging which is placed 
into an Outer Case. 

• Must contain two Packing 
list Details 
o 1x attached outside the 

case 
o 1x inside the case 

Merchandise 

• Supplied material 

• Can be packed either 
directly in an Outer Case or 
packed in an Inner Case 
which is packed in an Outer 
Case. Tagging according 
ST0000.00.772.FCI.000 
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4.1 Example - shipping mark 

 

 

 


	1 Introduction
	2 Packing list
	2.1 General procedure
	2.2 Packing list – Cover sheet
	2.3 Packing list – Summary
	2.4 Packing list – Details
	2.5 Various
	2.5.1 Spare Parts


	3 Packing
	3.1 Maximum dimensions of packages
	3.2 Conservation

	4 Marking
	4.1 Example - shipping mark


