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Loading Instructions  

(for Self-Pickup Shipments) 

I. General Information  
 
Preamble 
WEIG-LOGISTIKZENTRUM GmbH & Co. KG 
(hereinafter WEIG-LOGISTIKZENTRUM) is 
part of the WEIG-Karton corporate group, a 
renowned company in Europe's carton board 
industry. It is responsible for storage and, in 
particular, the worldwide shipment of finished 
products. 
The high quality standards of the WEIG 
corporate group are the yardstick of our 
activities. For it is not only the quality of the 
carton board products, but also the quality of 
our transportation services, their reliability and 
punctuality that largely determine assessment 
of the services as a whole. We therefore 
strive to bring about constant optimizations 
of loading and transport quality to meet our 
customers' constantly increasing demands. 
With an ultra-modern and fully automatic reel 
warehouse and our pallet warehouse at the 
same location, we have a central LOGISTICS 
CENTRE, in which the entire production of both 
product lines is stored and from where all 
shipping is carried out. 

 

In WEIG-LOGISTIKZENTRUM, between 140 
and 160 units are loaded and dispatched every 
day, for trucks as well as containers, including 
reel and palletized goods. 
This is carried out in two day shifts, using the 
required number of employees / loaders and 
the necessary equipment: clamp, coil lift and 
forklift trucks. 

The loadings are scheduled and planned by 
employees in the shipping office, where, with IT 
support, we avail ourselves of the TICAP and 
TIFLOW allocation systems and the TISLOT 
time slot system of TRANSPOREON GmbH & 
CO. KG, Ulm. It is not unusual for the loads to 
be assigned and allocated weeks before the 
loading date, with this process being constantly 
updated and optimized up to the loading date 
itself. 
The loads are organized in day-to-day business 
by four loadmasters/ systems managers, 
likewise in a rotating shift, who, in particular, 
coordinate the allocation, on the previous day, 
of loading personnel with planned loading 
volumes and check and monitor loading 
operations. 

 
A throughput that runs smoothly for all 
participants can only be guaranteed if the 
proven rules and requirements that we have 
drawn up are strictly observed by all. 

 
We have prepared our "General Terms and 
Conditions for Transportation and Logistics" for 
the forwarding agents and service providers 
that we engage. These terms and conditions 
provide the sole basis and legal foundation for 
collaboration with us. They are constantly 
updated and brought into line with the latest 
legal regulations and provisions. 

 
We have prepared the following "Loading 
Instructions" for those of our customers who 
operate as so-called self-collectors (hereinafter 
referred to as Self-Pickup Customers) and 
independently engage forwarding agencies to 
collect their goods. 
We make these "Loading Instructions" a 
compulsory requirement for our Self-Pickup 
Customers and ask them urgently to forward 
them as binding instructions to all forwarding 
agencies engaged by them. Only strict 
compliance with them guarantees a smooth, 
correct loading process and is hence in all 
parties' own best interests, particularly those of 
the Self-Pickup Customers themselves. 

 
 

1. Scope 

These "Loading Instructions" shall apply to the 
relationship between WEIG LOGISTIK-
ZENTRUM and all Self-Pickup Customers who, 
by engaging forwarding agencies selected by 
them, independently arrange for the collection 
of the finished goods ordered and produced - 
technical carton board and folding carton 
board, reel and palletized goods. 
Self-Pickup Customers' own instructions or 
terms and conditions of business that diverge 
from these "Loading Instructions" shall not 
apply, even in respect of sections or subareas. 
It shall be the Self-Pickup Customer's sole 
responsibility to forward these "Loading 
Instructions" to the forwarding agents / service 
providers collaborating with it or engaged by it 
and to urge these engaged companies strongly 
and to induce them to comply strictly with these 
rules and regulations. 
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This shall be carried out, in respect of each 
engagement and each loading order, in such a 
timely manner prior to the collection date that the 
forwarding agent has ample time to fulfil its 
obligations described in the Clauses below. 
It shall not be WEIG-LOGISTIKZENTRUM's 
concern to familiarize these third-party forwarding 
agents with the "Loading Instructions", to make 
them accessible to them or to explain them. This 
shall be the sole duty of the Client and hence the 
Self-Pickup Customer. 

 

2. Use of Transporeon/ Activation 

The Self-Pickup Customer's participation in cargo 
allocation via TRANSPOREON shall be a 
mandatory prerequisite for the shipment handling 
process described below. Only by using the 
Transporeon platform can handling that is efficient 
and properly documented for both Parties (WEIG/ 
Self-Pickup Customer) be ensured. 
To activate a Self-Pickup Customer working on a 
self-pickup basis, WEIG-LOGISTKZENTRUM 
shall register the latter with TRANSPOREON 
GmbH & CO. KG, with an instruction in respect of 
activation. TRANSPOREON shall then enter into 
a carrier usage agreement with the Self-Pickup 
Customer. Conclusion of the carrier usage 
agreement shall trigger activation on 
TRANSPOREON; this shall enable the Self-
Pickup Customer to call and process all cargoes 
intended for it. 
By using TRANSPOREON, the Self-Pickup 
Customer shall incur costs, which must be settled 
directly between it and TRANSPOREON      
GmbH & CO. KG. 

 
 
 
 

II. Shipment Handling Process  

1. Contact / Release Orders 

The Self-Pickup Customer shall maintain contact 
solely with Weig Sales Department and shall 
submit its release orders solely to the official 
responsible there - never directly to WEIG-
LOGISTIKZENTRUM. 
The Sales Department shall enter these cargoes 
into the EDP system, from which WEIG-
LOGISTIKZENTRUM will retrieve the necessary 
information and process the release orders 
further. 

    2. Cargo Number 
WEIG-LOGISTIKZENTRUM shall allocate a cargo 
number to each release order. 
This cargo number is unique and unmistakable and 
shall be the basis of the entire loading organization 
-  from cargo allocation to arrival of the truck at 
WEIG-LOGISTIKZENTRUM through to its 
departure. The Contractor must check this cargo 
number against this background and ensure that 
any mistake is ruled out. 
 
3. Transfer of the Cargo to Self-Pickup 
Customers 

The cargoes generated under item 2 shall be 
transferred to TRANSPOREON.  Cargoes for Self-
Pickup Customers shall be allocated directly to the 
relevant Self-Pickup Customer via TIFLOW. In other 
words, once the cargo has been allocated by WEIG-
LOGISTIKZENTRUM to the Self-Pickup Customer, 
the latter shall be solely responsible for the further 
allocation of this cargo to a carrier of its choice. The 
information required for further invitation to tender 
for the cargo shall always be automatically supplied 
with the allocation. This information shall include, in 
particular: 

• Cargo number, 

• loading date, 

• loading point, 

• loading weight and 

• unloading date. 
 

4. Engagement of the Forwarding Agency by 
Self-Pickup Customers 

The Self-Pickup Customer shall engage a 
forwarding agent to collect the cargo in accordance 
with the loading data specified under item 3. When 
engaging the forwarding agency, the latter must be 
informed of the requirements in respect of vehicle 
condition, carriage of appropriate cargo-securing 
devices (edge protectors, clamping straps in 
accordance with DIN standards) and the driver's 
safety equipment (high-visibility vest, safety 
footwear) and said requirements imposed as a 
condition. 
During each loading operation, employees of WEIG-
LOGISTIKZENTRUM shall check that these 
requirements are being complied with. Owing to the 
great importance that these requirements have in 
terms of the safety of all involved, loading shall be 
refused by WEIG-LOGISTIKZENTRUM if they are 
not met or are only partially met. In this case, no 
claims may be asserted against WEIG-
LOGISTIKZENTRUM. 
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    5. Rejection of the Forwarding Agency   
    Engaged by the Self-Pickup Customer 

WEIG-LOGISTIKZENTRUM shall reserve the 
right to reject the forwarding agency engaged 
by the Self-Pickup Customer/ its truck if the 
condition of the truck does not satisfy the 
requirements on the transportation of carton 
board as reel or palletized goods or if it fails to 
meet road safety requirements. 
WEIG-LOGISTIKZENTRUM shall also refuse 
to load the truck if the driver ignores codes of 
conduct or, despite admonishment, fails to 
follow requests and/or instructions by 
employees of WEIG-LOGISTIKZENTRUM. 
 
 
6. Booking Time Slots via TISLOT 
With regard to each cargo that WEIG- 
LOGISTIKZENTRUM transfers to the Self-
Pickup Customer via TIFLOW, the latter 
shall be obliged to book a time slot for the 
designated loading date. The booking of a time 
slot shall be a prerequisite for a smooth and 
efficient loading procedure and indispensable 
to sensible resource planning on the part of 
both loader and collector. 

 
Activation on TRANSPOREON shall give the 
Self-Pickup Customer access to the TISLOT 
time slot system. WEIG-LOGISTIKZENTRUM 
shall offer sufficient time slots for each loading 
point and each loading date here. Owing to 
different staffing over the day, however, varying 
numbers of time slots an hour shall be offered, 
depending on the actual time. In the event of 
late booking of time slots, only a restricted 
choice of time slots is therefore likely to be 

available. The obligation to book a time slot 
shall also apply in the event that the desired 
time slot is no longer available. 
It shall be possible to book a time slot until 
oater than  no later than one working day prior to the loading  
date; no booking shall be possible on the loading 
 
  
date itself. 

    

7. Procedure on the Day of Loading 

A process description available in several 
national languages shall be used to explain the 
precise loading procedure at WEIG- 
LOGISTIKZENTRUM in detail to each truck 
driver when he signs in. 
A copy of this process description shall be 
enclosed with these "Loading Instructions" 
as Appendix 1. 
 
 

8. Safety Measures at WEIG-LOGISTIKZENTRUM 
The Self-Pickup Customer shall forward the 
following instructions to the forwarding agency 
engaged by it and shall see to it that the 
corresponding carrier strictly complies with and 
observes these instructions: 

 
• The traffic signs, traffic rules and speed 

restrictions (20 km/h!) must be respected 
and complied with in the parking area and 
on the loading site. The loading personnel's 
instructions must be followed 

 
• After leaving his truck, every driver must   
      wear reflective clothing, a robust helmet   
      and safety footwear at all times.  

             The marked pedestrian walkways must be   
             used. Persons other than the driver and   
             also animals (dogs) must remain in the   
             driver's cabin. 
         
 

 During loading and unloading, the vehicle   
      engine must be switched off and the   
      handbrake engaged.  At dusk or at night,  
      sidelights must be left on. 
 
• During the loading, unloading process, the      

driver must either stay in the marked area 
or his driver's cabin. He must not approach 
the loading or unloading area before the 
loading personnel has requested him to do 
so. Only then shall the driver be permitted 
to check that the cargo is correct.

The responsibility for booking time slots in 
TISLOT shall rest solely with the Self-Pickup 
customer 

  

Customer.   

Claims cannot be filed against WEIG- 
 
 
 
 
 
 
 

  
LOGISTIKZENTRUM for any consequences   
resulting from a failure to adhere to the booked   
time slot or from a failure to book a time slot,   
such as delayed delivery to the Self-Pickup 
Customer, waiting times or demurrage claims. 
 

 
• To secure the cargo, the driver shall, 

immediately after verification, drive to a 
designated parking space in the area of the 
logistics centre. Under no circumstances 
shall the cargo be secured in the loading 
area. 
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• Smoking shall be strictly forbidden on the 

entire site. This shall apply to both the 
parking area and to the loading site. 
Smoking shall be permitted only in the 
truck driver's cabin and in the designated 
spaces and areas of WEIG-
LOGISTIKZENTRUM. 

 
 
  9. Cargo Securing 

The safe transportation of products and their 
arrival intact at the Self-Pickup Customer's is 
an objective of the WEIG corporate group. All 
parties involved must subordinate themselves 
to this objective. 
This shall be achieved by transporting the 
products in such a way, using suitable cargo-
securing measures and by dint of driving 
behaviour, that they arrive safely at their 
destination even under extreme road 
conditions, thereby not endangering other road 
users and/or possible residents in the traffic 
area.  

 

WEIG-LOGISTIKZENTRUM shall assign Self-
Pickup Customers the complete legal 
responsibility for proper cargo securing in 
accordance with the statutory provisions both in 
the Federal Republic of Germany and transit 
countries as well as in a foreign destination 
country. 
Care shall be taken to ensure that the vehicles 
used are equipped with on-board, regulation-
compliant and authorized cargo-securing 
devices. The lashing devices (straps, ropes, 
nets) must comply with German and 
international standards. 

 
If the Self-Pickup Customer transfers cargo 
securing fully to the forwarding agent engaged 
by it, the vehicle driver shall secure the cargo 
immediately after the loading operation has 
ended. The recommendations set out in VDI 
Guidelines 2700 shall be complied with. The 
vehicle driver shall be responsible for proper 
stowage and securing of the goods on the 
vehicle and hence for the operational safety 
and carriage safety of the cargo up to the final 
unloading point. 

 

Suitable edge protection must be used when 
loading paper reels. The type and nature of the 
edge protection shall be specified by the Self-
Pickup Customer and shall be indicated to the 
forwarding agent engaged. WEIG- 

LOGISTIKZENTRUM shall ensure only that 
edge protection is used, not which sort. 
WEIG-LOGISTIKZENTRUM recommends 
the use of black edge protectors in accordance 
with pat. no. 199 04 843 and clamping straps 
with ratchets in accordance with EN 12195-2. 

 

By transferring the complete legal 
responsibility for cargo securing to the Self-
Pickup Customer, WEIG-LOGISTIKZENTRUM 
shall, in the event of a breach of these 
obligations, be completely indemnified against 
any liability to third parties, particularly 
authorities and courts, but also any injured 
private persons, taking any existing statutory 
and/or contractual limitations of liability into 
account. 

 

The Self-Pickup Customer shall ensure that the 
personnel/ carrier of the forwarding agent 
engaged by it assures itself of the manner and 
correctness of the loading immediately after 
termination of the loading operation, before 
commencing its cargo-securing measures. Any 
defects that occur in the course of loading shall 
be reported to the loader/ loadmaster of WEIG-
LOGISTIKZENTRUM without delay. The goods 
must not be accepted without the loading 
defects being removed. Where the goods are 
accepted unreservedly and this is documented 
by the carrier's signature, the Parties shall 
assume that loading has been carried out 
properly. 

 
 

  10. Purchase of Cargo-Securing Devices  
  In the event that cargo-securing devices such   
  as edge protectors or clamping straps are  
  insufficient or faulty, WEIG-  
  LOGISTIKZENTRUM shall make available a  
  certain quota that can be purchased. The  
  devices shall be issued preferably against  
  cash payment. 

Where such cargo-securing devices are issued 
to the carrier against a delivery note, the Self-
Pickup Customer and not the executing 
forwarding agency shall be invoiced. 
WEIG-LOGISTIKZENTRUM shall make a 
limited number of black edge protectors in 
accordance with pat. no. 199 04 843 and 
clamping straps with ratchets in accordance 
with EN 12195-2 available for sale. 
If WEIG-LOGISTIKZENTRUM no longer has 
any edge protectors or clamping straps 
available, the carrier shall be obliged to    



 

purchase the required cargo-securing devices 
from the specialized trade and to present them 
prior to the commencement of loading. 

 

11. Transfer of Risk and Costs 

The FCA terms of delivery in accordance with 
INCOTERMS 2010 shall apply to the loading of 
Self-Pickup Customers. The agreed place of 
transfer to the carrier shall be Mayen. 
The Self-Pickup Customer shall bear all costs 
and risks as soon as the goods have been 
loaded onto the truck of the carrier designated 
by the Self-Pickup Customer and the carrier 
has confirmed acceptance of the goods as 
intact and complete. 
Complaints on grounds of transportation and 
loading damage shall thereby be excluded and 
cannot be accepted. 
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Appendix 1 
 

 
Procedure on the Day of Loading 

a) On the day of loading, the driver shall park his 
truck on the buffer parking areas, which are located 
directly at the entrance to WEIG- 
LOGISTIKZENTRUM's parking area. 

 

b) To sign in, the driver shall alight from his truck 
and walk to the reception (follow the signs). A self-
service terminal with a touch display shall be located 
in the reception area. The driver himself shall enter 
the sign-in data. The driver shall be taken through 
the individual input masks on the screen in a 
language to be selected at the beginning. The 
following data must be entered: 

• Cargo number 

• The tractor's vehicle number plate 

• Name of the driver 
The data in respect of the cargo shall be displayed 
to the driver and must then be confirmed by him. 
Upon confirmation, a pager shall be automatically 
output at the terminal, which the driver shall take 
with him. 
The barcode affixed to the rear side of the pager 
shall be used for identification at the individual 
operating terminals such as at the barriers and at the 
incoming and outgoing weighbridges. The actual 
pager and its functions shall be used to notify the 
driver when to drive forward to the loading area for 
loading. 

 
c) The driver shall return to his vehicle with the pager 
and drive forward to the entrance barrier. In order to 
open the barrier, the driver shall use the pager to 
identify himself at the barrier terminal. The barrier 
will open. 

 
d) The weighbridge for initial weighing shall be 
located directly behind the entrance barrier. The 
driver shall position his truck on the weighbridge. 
Sensors shall be used to monitor the position. 
The terminal for operating the weighbridge shall 
likewise be designed for self-service and operated 
by the driver from his cabin. For identification 
purposes, the barcode on the pager must again be 
scanned. The weighed weight shall be indicated to 
the driver on a display. The driver shall confirm by 
pressing a button. 
If weighing cannot be carried out owing to failed 
detection, the driver shall be informed thereof in 
plain text. 

 

e) Once weighing has been carried out, the driver 
shall park his truck in one of the available parking 
areas and wait for notification by pager to drive 
forward to the loading area. 

 
f) Notification to drive forward shall be given to the 
driver by means of a pager signal. The pager's plain 
text display shall also inform the driver where he will 
be loaded (gate number in the case of pallet loading 
or entrance to the shipping warehouse in the case of 
reel loading) 

 
g) The loading area and the traffic area in front of it 
can be accessed from the parking area only via the  

ramp. The ramp access shall be secured by means 

of a barrier, which opens through identification at the 
terminal. It shall be possible to open the barrier only 
after notification to drive forward has been given via 
the pager. 

 

h) Making the truck available for loading.  Instructions 
given in this context by employees of WEIG-
LOGISTIKZENTRUM must be followed by the truck 
driver. 

 

Pallet loading 

Prior to reverse docking on the loading gate, the rear 
door must be opened. The cargo-securing devices 
must be placed ready on the loading area for 
inspection by the forklift driver. 

 
Reel loading 
Before driving to the loading warehouse, the truck 
driver shall be obliged to open the truck's side 
tarpaulin and place the cargo-securing devices ready 
on the loading area. The necessary number of non-
slip mats shall be made available by WEIG- 
LOGISTIKZENTRUM and laid out by the truck driver 
in accordance with the specification. 

 

i) The goods shall be loaded by the forklift driver. 
During this period, the truck driver shall undertake to 
stay in his driver's cabin or to position himself behind 
the guardrail (only pallet loading). 

 
j) Once loading has been completed, the driver 
shall secure the cargo using edge protectors and 
clamping straps. 

 
k) With goods secured and tarpaulin closed, the driver 
shall drive to the outgoing weighbridge. Using a 
terminal that can likewise be operated from the 
driver's cabin, the driver shall perform the second 
weighing. To do this, he shall first identify himself 
using the pager barcode. The weighed weight shall 
be checked in terms of the maximum permitted total 
weight and in terms of consistency with the 
calculated loading weight. If differences are 
discovered in one of the checks, a message shall be 
displayed to the driver, asking him to drive down 
from the weighbridge and to report to the 
loadmaster's office. 
If both checks are successful, the delivery note data 
shall first be displayed to the driver. The driver shall 
then be requested to provide his signature on the 
touch display, thereby confirming acceptance and 
the physical integrity of the goods at the time of 
acceptance (transfer of risk). 
All delivery note documents shall be prepared and 
output at the terminal. 

 

l) The driver shall proceed via the ramp back to the 
truck parking area and to the exit. 
At the exit barrier, the pager shall be inserted into a 
take-back slot. Once the driver has identified himself 
and the pager has been collected, the exit barrier 
shall be opened and the loading operation 
concluded. 
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