[image: ]Loading Procedures
Standard Operating Procedure
Owner/ Department: ZAF – Operations 
                                

Objective

· Securing freight on vehicles to ensure minimal damage occurs during transit
· Ensuring freight is transported safely and preventing damage or loss of items during transit
· Freight securing equipment must always be available when loading freight for deliveries or collections

Securing loads before departure
· Types of Fastening equipment
· Cargo Nets
· Belts and Rachets
· Chains and Satangs
· Tarpaulin
· Corner plates
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Description automatically generated]Proper loading and securing of freight

· Items are properly packed on a pallet or stand.
· Supplier to ensure all items are properly plastic wrapped and packed to prevent movement during transit.
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Description automatically generated with medium confidence]Items clearly marked with Destination and Order Number + Waybill Number

· Customer to ensure all items are clearly marked or labelled with the following information:
· Customer details
· Waybill number
· Consignee details
· Number of parcels
· Drivers must ensure all items are marked as above before loading.
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Description automatically generated]How to properly secure loads 

· Cylinders must be on V-Block or a stand.
· All round objects must be secured in a way to reduce the risk of rolling and falling off the truck.
· Cylinders can be tied down with either belts and ratches or chains and satangs.
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Description automatically generated]Spindles

· Spindles must be secured on a stand.
· Ensure whilst loading that the spindle is not moving.
· Secure with 1 chain and satang as seen on the Pictures.
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Description automatically generated]Alternator, Traction motors and Tracks

· Alternators, Blower motors and Traction motors to be secured on a steel pallet with chains and satangs.
· Tracks to be loaded on pallets or dunnage wood and secured with chains and satangs.
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Description automatically generated]Dump, Hoist and Suspension Cylinders

· Cylinders are secured to an upright stand.
· Ensure that all the bolts are properly fastened before loading.
· Use chains and ratchets to secure the stands to the truck.
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Description automatically generated]Final Drives

· Final drives are bolted to a stand.
· Final drives and stand to be secured with chains and satangs to prevent movement whilst in transit.
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Description automatically generated]Engines and transmissions

· Engines and transmissions are secured to the stand stands.
· No engine or transmission can be loaded or accepted if not secures on a stand. 
· Use chains and Ratchets to sure this to the truck.
· Customer to ensure engines and transmissions are secured on stands before loading.
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Description automatically generated]Huge Items to be secured with chains

· All heavy items to be secured with chains and satangs to prevent movement during transit.
· Drivers are responsible to secure loads before departure.



Should Cargo not be secured as per above: 

· Driver to report immediately to Direct Line Manager
· Driver to take photos of the Cargo (if possible)
· Line Manager / Account Executive to contact the customer.
· Driver to wait for Line Manager instruction.

Securing loads before departure:

1. Secure cargo on vehicles to prevent in transit damage. 
2. Cargo securing equipment must always be used when loading cargo.
a. Cargo securing equipment:
· Types of Fastening equipment
· Cargo Nets
· Belts and Ratchets
· Chains and Satangs
· Tarpaulin
· Corner plates
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How fo

properly
secure loads

+ Cylindersmustbe ona
V-Blockor a stand

« Allround objects must
be secured in a way to
reduce the risk of rolling
and falling off the fruck.

« Cylinderscan be tied
down with either Belts
and ratchets or chains
and ratchets
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Spindles

+ Spindles mustbe
secured on a stand.
Ensure whilstloading
that the spindle is not
moving.

« Secure with 1 Chain
and Ratchet as seen on
Pictures.
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Alternator,
Traction motors
and Tracks

« Alternators, Blower
motors and fraction
motors need to be
secured on a steel pallet
and secure with one
chain and ratchet for
transport

« Tracksneedto beona
pallet orloadedon
wood. Tracks needs to
be strapped or welded
when transporting.
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Dump, Hoist and
Suspension
Cylinders

Cylindersare secured
to an upright stand.

Ensure that all the bolts
are properly fastened
before loading.

Use chains and ratchets
to secure the stands to
the truck
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Final Drives

Final drives are bolted
to a stand.

ltems to be secured
with 8 chains and
ratchets on the truck for
transport

Secure that is properly
secured to preventthe
final drive from falling
off the vehicle
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Engines and
fransmissions

Engines and
fransmissions are
secured to Stands. No
engine or fransmission
can be loaded or
accepted if not secures
on a stand.

Use chains and
Ratchets to sure this to
the truck
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Huge ltems to
be secured
with chains

+ Allheavyitemsneed to
be secured with chains.

« Thiswillensure that
itemsdon’t move
during transit.

« Driversare responsible
for securing the load to
ensure they are happy
that is properly
fastened
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Proper loading
and securing
of freight

« Itemsare properly
packed on a pallet, or
stand.

« Allitemsto be properly
wrapped in plastic o
ensure that the items
don't moveduring
transit. The supplierto
needs fo ensure that
these items are packed

properly
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Deliver to: Mamatwan
Mine order number: 4541483439
Invoice number: POD-068

Waybill number: NLG59435373

« Every item must be
marked in this way.
Box/Pallet. Allitems
must be clearly
marked

Items clearly
marked with
Destination and
Order Number +
Waybill Number

+ In Order for the company
to deliveritems correctly,
Drivers must ensure when
loading items that
everything has been
clearly marked by the
client or supplier before
loading
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