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Unit 6, Foxcover Enterprise Park, Admiralty Way, Seaham SR7 7DN
Recommendations for Stock Delivery

 Delivered on solid open ended pallets 1200mm x 1000mm (48” x 40”) in size      to enable handling by fork lift truck (not the one-way versions)

 All pallets should have wooden TOP BOARDS the same size as the base.

 Pallets should not be more than 1323mm (54”) in height from ground level. The exception is reels of stationery where the pallet height should not be more than 148mm (48”) from ground level.

 Pallet decks should be covered with a solid base before loading to prevent damage to the bottom layers.

 Interleaves should be placed between each layer to aid stability.

 Pallets should have full height corner protectors to prevent damage.

 Pallets should be film wrapped prevent moisture penetration (including pallet top).

 Stacked flush to the pallet edges. Protrusions over pallet edge may become creased and curled when being film wrapped.

 Care should be taken when stacking part pallets. Stock to be packed evenly to maintain a balanced pallet. (i.e. do not stack on one edge).

 Pallets should be banded both ways with plastic straps , ensuring straps are not cutting into the stock. (Not metal please).
 Only one type/size of stock should be presented on the same pallet.

 Use cartons and then palletise if inserts are unsuitable for bulk stacking.

 Ram bundling of inserts is strongly recommended.

 Should be presented in a uniform direction wherever possible or in turns of no smaller than 100mm in depth or 25 pieces of stock whichever is the smallest.
 Identification pallet content should be clearly labelled on at least two sides including stock code and quantity
 Pallet weight should not exceed 800kg

 Reel cores must be flush with the side of the reel

 Boxes, packs and bundles must be packed to facilitate manual handling and must not exceed the guide lines given in the Health & Safety Executive's Guidance on Manual Handling Regulations. 
 On quantities under 100,000 we will except 500 overs

 On quantities over 100,000 we will except 2% overs but not accept unders

 IT IS ESSENTIAL:-  that the delivery note contains the following information:



Name with Code name or number and date



Description 



Job Title, Publication or mailing campaign reference of which it is a part



Total quantity and number on pallet



Pallet number


Number of items on a layer or in a box
(
We may be unable to handle if stuck together due to the effects of ink, electrostatic      charge, and excess moisture or with damaged corners or edges.

(
Pallets arriving at our factory, which are damaged or in a state, which will need extra handling, may be rejected or subject to a rectification charge where appropriate. Customers will be notified immediately and the course of action/extra charge agreed prior to any action being taken.

(
NON COMPLIANCE WITH THE ABOVE RECOMMENDATIONS COULD LEAD TO EXTRA CHARGES BEING LEVIED DUE TO THE SLOW RUNNING OF MACHINES CAUSED BY THE SUPPLY OF DAMAGED MATERIALS.

DELIVERY: (normal hours 08.00 - 17.00hrs Mon to Thurs -  Friday 08.00- 14.00hrs) 

Contact MetroMail: Reception – on 0191 301 1700
DELIVER TO: MetroMail Ltd., Unit 6, Foxcover Industrial Estate, Admiralty Way, Seaham.
Co. Durham. SR7 7DN
The booking-in procedure is designed to assist customers by reducing the waiting time of their transport. Failure to pre book may result in either a long wait or at extremely busy times being turned away. Deliveries may be accepted out of hours during busy periods - please call for advice. Bookings must be made at least 24 hours prior to delivery.         

Recommendations for Envelope Supply

· C5 mailing wallet, 162mm  x  235mm.  Window position 60up and 20in from left.  Window size 55 x 90.  This size envelope can be used for sorted and unsorted mailings
· Tolerance of +/- 1mm will be accepted

· Envelopes must be placed in boxes of 500 and a divider in place every 100

· No strapping to be used when delivering pallets of envelopes
· DL mailing wallet, 114mm x 229m.m.  Window position 18up and 20in from left.  Window size 45 x 90.  This envelope can be used for sorted and unsorted mailings.
· Tolerance of +/- 1mm will be accepted

· Envelopes must be placed in boxes of 1,000 and a divider in place every 100

· No strapping to be used when delivering pallets of envelopes
Paper and Ink Specifications – Cut Sheet

 Sizes and weight

 Paper Weight – 60gsm – 200gsm

 Minimum media size – 203 x 254mm

 Maximum media size – 364 x 432mm

 Paper Grain

 The grain should generally be parallel to the long side of the sheet for best printer performance. Such papers are said to be grain long.

 Grain-long papers are about twice as stiff in the long direction

 Perforations

 Use 20-pound/75-gsm or heavier paper.

 Always try to use a perforation that allows the sheets to retain as much stiffness as possible:

 Perforations should be nine per inch

 All holes should be the same size

 The ratio of holes to paper (tie size), should be 1:1.

 When paper is perforated, a ridge or dimple forms around the holes. This underside bulge can adversely affect feeding and stacking. Request that the perforation line be ironed in order to reduce or eliminate the bulge.

 Puncture-type perforations that are not ironed smooth should not be used. The stack will not lie flat, and feeding problems will result.

 Die-cut perforated papers must be free of paper dust and chaff, which can cause contamination of the photoreceptor.

 A full-length perforation parallel to the long edge and closer than three inches/85 mm to the leading edge of the sheet

 Ink
 Forms to be used in Xerox printers must be printed with inks that cure well, are not tacky, and do not offset (transfer from a printed sheet onto other surfaces). In choosing an ink, the forms printer must consider the conditions to which the forms will be exposed while passing through the printer, taking into consideration the amount of heat and pressure, as well as the dwell time during which the pre-printed paper is subjected to those conditions.

 Good performance has been reported with inks of the oxidative type, and those that are cured using ultraviolet (UV) light. The oxidative inks can require several days to harden satisfactorily, while the UV inks change immediately from liquid to solid upon exposure to an ultraviolet light source. Additional requirements that are desirable in oxidative inks are non-volatile, cross-linkable vehicles, internal and surface-curing driers, minimal use of antioxidants, avoidance of slip agents, and pH (in the press fountain) high enough to permit curing.

 For paper that is UV dried then delivery must be a minimum of 24 hours before print time, otherwise 96 hours before print time is advised.

Paper and Ink Specifications – Continuous

 Xerox 495 – Duplex (If printing Duplex the Maximum width is 18”) 

 Xerox 650 

 Standard Sprockets for Xerox continuous

 Sizes and weight

 Paper Weight – 60gsm – 160gsm

 Minimum media size – 165.1 x 76.2 mm (6.5" x 3")
 Maximum media size –495.3 x 711.2 mm (19.5" x 28")
 Reels should not be bigger than 45” with a 70mm core size and supplied upright on the pallet
 Grain of paper is not an issue on continuous

 The paper should be general edge lead

 1 box to be supplied with the reels for testing purposes

 Drop should be a multiple of ½ or 1/3”

 Due to the fusing process the lead time for inks drying is much shorter as is not a consideration

 The following link gives a more detailed description of what is required

http://download.support.xerox.com/pub/docs/DocuPrint_100_100MX/userdocs/any-os/en/HelpfulFactsAboutPaper.pdf

