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1.0 Purpose 

If you ship products, it is your responsibility to know whether those products are hazmat, 
and to communicate their hazards appropriately, according to DOT’s hazmat regulations. 
This procedure is intended to ensure that any employee that prepares paperwork or 
offers goods for transport knows how to correctly prepare shipments to meet the 
commonly required DOT regulations applicable to Gemini. This includes Bill of Lading 
(BOL) procedures, proper DOT labelling requirements, and proper DOT trailer placarding 
requirements. There are a few instances when shipments deviate from the below 
procedures and examples. This procedure includes requirements for the most common 
day-to-day material shipments. If you are uncertain about whether a shipment is properly 
prepared prior to shipment, please consult with your supervisor.  

 

2.0 Scope 

This document covers the standard procedures to be followed for any employee that 
prepares paperwork or offers goods for transport.  By following the instructions, the 
workload will be completed accurately, consistently, and safely. 

 

3.0 Safety 

 

*Absolutely NO Electronic Devices in the Hazardous Environments. (Production, 
Fill-Off, TWP Room) 
*Absolutely NO use of headphones, ear buds, etc. inside the Warehouse and/or 
Hazardous Environments.  

 

4.0 Understanding BOLs 

4.1 Bills of Lading (BOL) 

4.1.1 Ensure "Ship From" box says it is shipping out of the correct Gemini location. 

4.1.2 Next, make sure that the "Ship To (Destination)" address is the correct address of 
the customer it is being shipped to. It should ALWAYS be an address and never 
a PO Box. Any additional shipping instructions for the "Ship To" box are moved 
down to the "Special Instructions".  

4.1.3 Verify "Freight Charge Terms" section. It should ALWAYS be 1 of the following 
terms: Prepaid & Add, Paid, or Collect. Make sure that the Pro Number sticker 
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is not covering the freight term. 

 
 

4.1.4 Under "Customer Order Number" make sure that the PO number is listed. Not all 
Bills of Lading will have a PO number. 

4.1.5 Look for Hazmat Descriptions in "Commodity Description" area. Example of 
commonly used descriptions shown below. If product being shipped is considered 
Hazmat, make sure an "X" is entered in the "H.M." column. 

 
 

4.1.6 Under the "Carrier Information" section, make sure that the weight of the items 
match up with the total weight of the load at the bottom.  

4.1.7 The total weight should include the weight of the pallet/pallets used. 40 lbs. is the 
correct weight to use for all pallets. 

4.1.8 Next, add up all pieces and make sure it matches the total piece count at the 
bottom of the "Quantity Section." 
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4.1.9 Under the "Shipper Signature/Date" section, sign and date on the line and make 
sure it is written legibly. 

4.1.10 Make sure that the "Trailer Loaded" and "Freight Counted" sections are filled out 
with the correct information and make sure that the driver signs and dates under 
the "Carrier Signature/Pickup Date."  

4.1.11 Make sure to offer the driver placards and if they need them, make sure they are 
given the correct ones. 

 
 

4.2 DOT Labelling 

4.2.1 The majority of coatings Gemini produces are deemed hazardous by DOT 
regulation. By DOT standard, if you offer a hazardous material for transportation, 
the most outer packaging must be labeled properly.  Any employee preparing 
paperwork or offering goods for transport must be properly trained and certified to 
perform these functions.  If you are unsure of how to properly complete these 
procedures, always defer to your supervisor for guidance. Shipping MUST verify 
marking and labelling is present and compliant prior to loading a shipment 
on a trailer. Below are examples of each container size and of each of the 2 most 
common hazard class shipments. Examples will be given for the 3 most common 
packaging Gemini offers. 

4.2.2 One Gallon or Less - Gemini one gallon containers or less will always be shipped 
in a UN rated box. Gemini uses a "Limited Quantity" DOT exemption which 
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requires a label different than the Class 3 and Class 8 labels. One gallon or less 
outer packaging should look like the below illustration containing the "Limited 
Quantity" diamond.  

 
 

4.2.3 Five Gallon - Below is an example of properly labeled five gallon buckets for both 
common hazard classes identified above.  

 
 

4.2.4 Drum - It is not common for Gemini to ship the product with a Class 3 and 8 
combination in drums, so only the Class 3 Flammable product is shown below.  
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4.3 DOT Placarding 

4.3.1 Simply put, when the aggregate gross weight of all hazardous materials in 
packages covered above is less than 454 kg (1,001 lbs), no placard is required on 
the trailers. If the gross weight equals or eclipses this number, placarding for the 4 
sides of the trailer is required. Placards look similar to the DOT labels but are 
larger. Placard must be at least 250 mm (9.84 inches) on each side. If the gross 
weight of any one hazard classes eclipses 4,000 kg (8,820 lbs), the appropriate 
UN identification number must be accompanied with the placarding. Example 
below.  

 
 

4.4 Shipping and Understanding the BOLs 

4.4.1 After shipping the sales order complete through Assistics, a bill of lading will print 
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out, as shown below. There are several areas of emphasis that the employee must 
make sure are filled out correctly in order to comply with DOT regulations. There 
are also areas that the freight carrier will utilize to ensure shipment to the correct 
location, as well as bill the freight charges to the proper party. The next sections 
will outline the various sections of the bill of lading and the proper way each 
section should look/read.  

 
 

4.4.2 Ship From / Ship To:  This section has the ship from origin and the ship to 
destination. This section is already populated when the BOL is printed from the 
information on the sales order. The employee needs to look over this area and 
make sure the ship to destination populates correctly. The destination address 
should be the same as the ship to address on the sales order.  

 
 

4.4.3 Carrier Information:  This section will outline the carrier information including 
what carrier is taking the shipment, the PRO number, and the payment terms. The 
"carrier name" and the "pro number" will auto populate based on the information 
you entered into assistics prior to shipping the order complete. The freight charge 
terms will populate based on the freight charges that are on the order when the 
order is typed. Below is an example of the way it will print  without any alterations.  
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4.4.4 The employee will need to place the carrier specific PRO number sticker on the 
BOL. The correct place to put the PRO sticker, on the BOL is over the carrier 
name and the pro number section(s). Do NOT place the pro sticker over the 
freight charge terms. The freight charge terms sections allow the freight carrier to 
bill the proper party. Below is an example of what to do, and what NOT to do. 
Covering up the freight charge terms on the right, will cause the carrier to default 
the charges to the shipper. When freight charges are collect, COD, Third Party, 
etc. the carrier will not know how to properly bill the freight.  

 
 

4.4.5 Third Party Billing: The next section is an area specifically designed for third 
party shipments. If your freight terms are third party, in this section you will write 
down the company name, address, telephone number, or any information you 
have regarding the third party company that will be paying the freight bill. (Example 
Below)  
This section also provides an area to write quote numbers, stamp the BOL as 
priority or guaranteed delivery by a certain time etc. or any other information the 
freight carrier might need. (Example Below)  
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4.4.6 Special Instructions: The special instructions section is designed for the 
employee to be able to check a box that indicates any special delivery needs. On 
your sales order, it should indicate if it needs a lift gate, inside delivery, residential 
delivery, limited access fee, or freeze protection. This information is usually 
embedded in the ship to address, if not, a note on the bottom of the sales order. If 
one of these is required, the employee should check the box applicable to that 
particular shipment.  

 
 

4.4.7 Customer Information: This section has information about the customer’s order. 
It lists the customer’s PO number, and the Gemini sales order number. If multiple 
sales orders are shipped together properly in assistics, all of those sales order 
numbers, along with the customer PO numbers will populate in this section.  

 
 

4.4.8 Product Information: This section is the most important section of the entire BOL. 
This section outlines what exactly the freight carrier is transporting and must be in 
compliance with DOT standards. If this section is not correct, the employee and 
Gemini are liable for any problems that may occur. Below will outline each section 
from left to right and indicate what the section entails and how it should read.  

 
 

4.4.9 When shipping an order through assistics, it asks for the number of pallets being 
shipped. The number you enter in this step, will populate in the handling units on 
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the far left of this area. NOTE: The weight of the pallet, is automatically populated 
in the total weight of the shipment. There is no need to add any additional weight 
to account for the weight of the pallet.  

 
 

4.4.10 The section to the right of the handing units is the packing section. This section 
indicates the number of packages on the shipment of each commodity description 
type. The total number of pieces physically on the pallets must match up with the 
piece count in the packaging section. The quantity is divided up amount the 
various commodity descriptions.  

 
 

4.4.11 The next section contains the weight of each line item commodity. All weights have 
been previously identified and assigned in X3. The total weight at the bottom will 
include pallet weight, so the total in this column will not equal the total weight at the 
bottom.  

 
 

4.4.12 The section to the right of the weight is the area that indicates weather something 
is hazardous or not. If you have something on the shipment that is classified as 
hazardous, by DOT regulations, an "X" must be placed next to that commodity 
description. Failure to report hazardous materials correctly could result in fines, 
and further action by DOT.  
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4.4.13 The next section to the right is the commodity description. This section properly 
identifies any hazardous materials by the proper UN description, along with 
commodity, class, packing group, and container size. Non-hazardous shipments 
will include the commodity, and the container size. These descriptions will populate 
based on the information in X3.  

 
 

4.4.14 If something is not built correctly, it could populate the name of the product or a 
basic description of the product. This is NOT compliant with DOT regulations and 
must be corrected before the shipment can leave Gemini’s possession. If you 
notice something that is generating a generic name or description, the employee 
must notify somebody in the IT department so it can be corrected moving forward. 
If you do not have the correct description, you can find the description in your 
40CFR under the shipping tables section. If you are not confident after looking up 
the product, you can contact Gemini’s regulatory department for clarification.  

4.4.15 The last section on the product information area on the far right is the freight class 
section. This allows the freight company to properly identify what class of freight 
they are handling and will allow them to bill accordingly. This should also be 
populated based on information in X3. If it is not, the employee will need to identify 
the correct freight class and adjust the BOL accordingly. 

 
 

4.4.16 Shipper Signature: The section in the bottom left hand corner of the BOL is 
where the shipper or Gemini employee will sign the BOL. The signature indicates 
that all the information on the BOL is accurate, and compliant with DOT 
regulations. It is important to ensure 100% accuracy on the BOL, if something is 
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incorrect; the employee who signs the BOL is responsible for any wrong doing.  

 
 

4.4.17 Notice there is an area to the right of the signature, box that has a list of items to 
check. Please check the boxes accordingly.  
1) The freight should be counted by the shipper as well as the freight carrier.  
2) Gemini is responsible for making sure the driver for each freight carrier has the 
proper certifications to transport the product being shipped. Once this is checked, 
mark the box accordingly. If the driver does not have proper licensing, do NOT 
release the shipment with that driver.   
3) As the shipper, Gemini must ensure the carrier has proper placards to transport 
the materials being loaded. If the carrier does not have the proper placarding, the 
employee must offer/give the driver the correct placards based on DOT 
regulations.  

4.4.18 The last section on the bottom right of the BOL, is an area for the driver for the 
freight company to sign, indicating he now has the shipment in their possession. 
Gemini requires to keep a copy of the BOL with the driver’s signature and trailer 
number. The copy should be filed away with the paperwork for the shipment.  

5.0 References 

Reference Title 

1 None 
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