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SCOPE 

By accepting a Purchase Order from Orange EV LLC (“OEV”) or delivering equipment, products, 
or items (“Goods”) to OEV, you (“Seller”) must adhere to the following shipping and routing 
instructions for all shipments to OEV. The following guide is designed to provide accurate and 
adequate direction regarding the movement of said goods to OEV. The instructions contained 
herein supersede all previous instructions and are to be followed except when indicated otherwise 
on OEV’s purchase orders and/or authorized by an OEV representative.  

 
YOUR ROLE 

To adequately comply with the directives set forth in this following manual which includes: 

 Providing accurate bills of lading (BOLs) and packing slips with shipments  
 Shipping merchandise in adequate packaging  
 Shipping with adequate labeling of cartons  
 Shipping with valid purchase orders (POs)  
 Following and adhering to this routing guide 

 
A. PACKING & LABELING  
 

Parcel Carton Packing & Labeling  
 Carton Packing  

o Pack with adequate fill to protect goods in transit as well as in a way as to 
minimize the cost to OEV when OEV is responsible for shipping costs. 

o Must include an itemized packing slip which clearly states the Seller’s 
company name, OEV’s Purchase Order #, the OEV part numbers and 
description/s (if applicable), and the quantities included in the shipment. 

o The Seller should reuse packaging materials and use recycled packaging 
materials where possible. Additionally, every effort should be made to 
package shipments in such a way that wasteful empty space is minimized. 

 
 Carton Labeling  

o The vendor’s name & address as well as OEV’s address must be displayed 
on a label on each carton (See Appendix D)  

o The ship to name must include the OEV’s warehouse address  
o Purchase Order # must be on the carrier’s ship label.   
o Box number should be noted on either end of the carton (1 of 5, 1 of 10, 

etc.) (See Appendix D) 
 

LTL Carton Packing & Pallet Stacking & Labeling  
 Carton Packing  

o Notate when cartons contain mixed items 
o Pack with adequate fill to protect goods in transit as well as in a way as to 

minimize the cost to OEV when OEV is responsible for shipping costs. 
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o Must include an itemized packing slip which clearly states the Seller’s 
company name, OEV’s Purchase Order number submitted for the parts in 
the respective shipment, the OEV part numbers and description/s (if 
applicable), and the quantities included in the shipment. (can be affixed to 
or included in lead carton on lead skid and marked as “packing slip 
enclosed”)  

o Pallet/piece count MUST be notated on the BOL and match the packing 
list 

o The Seller should reuse packaging materials and use recycled packaging 
materials where possible. Additionally, every effort should be made to 
package shipments in such a way that wasteful empty space is minimized. 

 
 Pallet Stacking & Labeling  

o Each pallet should be labeled with vendor name and address, destination 
name and address, Purchase Order #, and carton count (See Appendix A) 

o Pallets should be numbered 1 of 5, 2 of 5, etc.  
o If pallets cannot be stacked safely, make sure to clearly mark on all sides of 

the pallet, “NON-STACKABLE”. 
 

B. SHIPPING 
 

Parcel Shipments Inside North America – When OEV is responsible for shipping costs and the 
weight of the shipment is less than 150 pounds, the Seller shall ship the Goods to OEV via 
FedEx Ground service using OEV’s FedEx account number, unless otherwise instructed by a 
representative of OEV (e.g., when overnight shipping is requested by OEV or when a different 
carrier is required.). You must use OEV’s FedEx authorized 3rd Party account number to bill 
third party on all parcel shipments. Contact your OEV representative and request our FedEx 
account # if you don’t already have it. 

 
Freight Shipments Inside North America (Less-than-Truckload or “LTL”) – When OEV is 
responsible for shipping costs and the weight of the shipment is 150 pounds or more, the Seller 
shall prepare and ship the goods to OEV via a palletized freight shipment by going to FedEx’s 
website and selecting OEV’s FedEx account #. You must use OEV’s FedEx authorized 3rd 
Party account number to bill third party on all LTL shipments. Contact your OEV 
representative and request our FedEx account # if you don’t already have it. If your shipments 
meet any of the following conditions, you must contact your OEV representative who will make 
arrangements for a dedicated FTL to pick up the order: 

 15,000lbs or more 
 Is not a standard 48X40” pallet and there are multiple pieces shipping at one time 
 8 + standard non-stackable pallets 

Our ship-to address is as follows along with our receiving hours.  Please enter this information 
when booking the shipment: 

 
900 N 69th St 
Kansas City, KS 66102 
8:00am-4:00pm Mon.-Fri.  
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Freight Shipments Inside North America (Full Truckload or “FTL”) – When OEV is responsible 
for shipping costs and the shipment may require a full truckload, contact 
purchasing@orangeev.com, who will arrange the shipment. Provide the Purchase Order #, 
number of pallets and/or pieces of freight, dimensions, & weight. 

 
Deliveries by Suppliers utilizing their own vehicle – If you are a supplier in the Kansas City area 
that intends to deliver material on your own vehicle, you must email purchasing@orangeev.com 
at least 24 hours prior to the day you intend to deliver to request a delivery appointment. In the 
email, please use the subject “Delivery Appointment Request.” Orange EV will assign you a 
window of time in which we expect your delivery vehicle to arrive.  
 
Shipments from Outside North America – When OEV is responsible for shipping costs and the 
shipment originates from outside of North America, please refer to your Standard Operating 
Procedure (“SOP”) that has been provided to you to make shipping arrangements. This includes 
all parcels, less-than-container, full container shipments, and air freight. If you have not been 
provided an SOP, please contact your OEV representative. 
 

C. SHIPPING TIMEFRAMES 
 
The date on the Purchase Order is the date on which OEV expects the shipment to arrive on 
OEV’s dock.  If for any reason the supplier cannot meet that date, you must contact your OEV 
representative immediately.  
 

D. SERVICE LEVEL 

The standard service level for all domestic shipments is ground for parcels and economy for 
LTL. Unless you are otherwise instructed by the OEV representative, use this service level for 
all shipments.  

 
E. FEDEX & HAZARDOUS MATERIALS 

Shipments containing hazardous materials, as defined in Title 49 of the United States Code of 
Federal Regulations (49 CFR), must be shipped in accordance with the Dangerous Goods 
Regulations or 49 CFR in effect at the time of shipment. FedEx also has its own requirements 
for shipping Hazardous Materials. Go to FedEx.com and enter ‘Hazardous Materials’ in the 
search field for a list of Hazardous Materials related topics.  

Shippers are legally & solely responsible for identifying, packaging, marking, labeling & 
documenting each hazardous material shipment. 
 

F. RESTRICTIONS 
 

 No shipment will be accepted without a valid Purchase Order Number. Contact 
your OEV representative if you do not have a valid Purchase Order Number. 

 Expedited shipments must be specifically authorized by an OEV representative. 
Any expedited shipments made without proper authorizations will be debited to 
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the Seller. Expedited shipments include all air shipments and/or LTL/FTL 
shipments utilizing expedited service. 

 DO NOT SHIP COD This means the carrier is to collect the cost of the shipment 
at the time of delivery.  COD is never an accepted method of shipment. Shipments 
should always be set up to move 3rd party bill to OEV. 

 Purchase order quantities cannot be changed without written approval from an 
OEV representative. 

 Any Substituted items on Purchase Orders will not be accepted without written 
approval by an OEV representative. 
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APPENDIX A: FREIGHT LABEL EXAMPLES 
 
Pallet Label  
 
 
• Provides additional tracking on number of pallets  
• Ability to identify multiple Purchase Orders packed to one pallet  
 
 
 
 

FROM:	XYZ	Distribution	
123	Main	St.	

Anywhere,	KS	12345	
	

TO:	Orange	EV 
900	N	69th	St,		

Kansas	City,	KS	66102	
PO#	1234567A 
#	OF	CARTONS	

 
SKID	#___	OF	___ 

Pallet Label Sample 
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APPENDIX B – FREIGHT BOL EXAMPLE 
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APPENDIX C – FREIGHT SHIPPING LABEL EXAMPLE 
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APPENDIX D: PARCEL LABEL EXAMPLES 
 
Parcel Label  
 
• Ability to confirm the number of cartons shipped when receiving in an order from FedEx 
 
 
 
 

FROM:	XYZ	Distribution	
123	Main	St.	

Anywhere,	KS	12345	
	

TO:	Orange	EV 
900	N	69th	St,		

Kansas	City,	KS	66102	
 

PO#	1234567A 
 

Carton	#___	OF	___ 
Parcel Label Sample 
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APPENDIX E: PARCEL LABEL EXAMPLES 
 
 
 
 
 

 


