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1 SCOPE 

The purpose of this document is to provide the standard for the correct compilation of incoming 

transport documents and labeling specifications. 

 

2 FIELD OF APPLICATION 

The procedure applies to all external, internal and subcontracted supply components. 
 

3 MATERIAL IDENTIFICATION  

Incoming materials must be identified (for each handling unit, pallet, cage, container, etc.) by the supplier 

with an identification tag, preferably in A5 or A4 format 

The UDMs (handling units) must be single code. 

The character used to indicate the component code must be at least 20 mm. 

It is the supplier's responsibility to use a tag containing all the information mentioned below. 

 

4 POSITIONING AND CONTENTS OF THE IDENTIFICATION LABEL 

The identification label must be placed on at least 2 sides of the container (both the long and the short 

one), corresponding to the entry directions of the handling trolley, in a clearly visible position. 
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The information that the tag must contain is: 

- Company name of the supplier: name or acronym and possible address of the supplier. 

- Product name:generic name of the product as indicated in the Berco Spa purchase order. 

- Berco Spa item number: product identification number at Berco Spa. This information must 

be both in plain text and in barcode format 

- Quantity in the container: number of product units present in the container. (In clear and 

barcode format) 

- SAP purchase order number:relevant purchase order number. 

- SAP Purchase Order Line No.:item number of the relevant purchase order. 

- Date of shipment: you must indicate the date of shipment of the pallet (this date must not 

be in code and must indicate day, month, year). 

- Total weight of the container (material weight including the tare weight of the container). 

 

Additional information: (to be placed in red) means those words relating to certain reports: for 

example (Returned not processed, Returned non-compliant not processed (due to Berco), Returned 

non-compliant partially processed (due to Berco); Returned non-compliant (due to supplier ). 

The tag must be made of non-perishable material and with indelible writing to remain outdoors. 

 

 



 

OPERATING INSTRUCTION 
 

Section: 

 

 

IO_002_SCM_ENG 

  Page 4Of13 

Procedure Title: LABELING AND DDT ISSUANCE SPECIFICATIONS FOR 

INBOUND MATERIAL 

Revision : 00 

 

Issue Date: 02/27/2024 Last revision date: 27/02/2024 
 

 In the case of PPAP orders,these must always be appropriately identified with a specific 

dedicated sign indicating: the name of the Supplier, the customer's drawing number, the revision 

index of the drawing and the reference to the purchase order. 

It is the supplier's responsibility to ensure before shipping that there are no other identification tags on 

the containers that could create ambiguity regarding the origin of the material. 

 

5 INFORMATION PRESENT ON THE TRANSPORT ACCOMPANYING DOCUMENT 

 The transport document must be sent to Berco by email at least 24 hours before arrival in Berco. 

If the transport LT is greater than 24 hours, it must be sent upon departure of the goods from 

the supplier to the following email address: documenti_trasporto.berco@thyssenkrupp.com 

 The delivery note must always mention the SAP order and the order line (position) to which it 

refers. 

 The quantities must be grouped by order line. 

 The document must include the Berco item code for each line 

 The quantities must be expressed in the unit of measurement of the order 

 The document must show the total number of packages, to allow a quick check upon unloading 

 The document must also include the total number of corresponding packages 

(pallets/boxes/containers) for each order position 

 The document must indicate whether it is a deposit or balance 

 The document must indicate whether it concerns cases such as PPAP Order, Return not 

processed, Return non-compliant not processed (due to Berco), Return non-compliant partially 

processed (due to Berco); Returned non-compliant (supplier cause) 

 In the case of steel and profiles, the document must also additionally report the casting field 

(therefore a ddt line for each order/position/casting number). 
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6 ATTACHED DOCUMENTS 

Below are visual examples of the main documents covered in this instruction. 

EXAMPLE DDT STEEL PAGE 1 

 
 

To be added 

sap order line 

the 191 is not given by Berco 

Data must be grouped 

per casting and not per 

single card 
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Page 2 
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the order line number 
(position) and order 
correctly indicated 

The total 
number of 
containers is 
missing 

The number of 
containers per 
order line 
number is 
missing 
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The total number of 

containers per 

position is missing 

The total number of 

containers is 

missing 
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EXAMPLE DDT Extra - UE 
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LABEL EXAMPLE 
 

 
 

SAP order number and SAP order line are missing. Furthermore, there must be a label per 

pallet (single code) with the total number of pieces on the pallet and not on each individual 

box. 

 

 

 

 

 

SAP BERCO 
LABEL 

SUPPLIER 
LABEL 
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Items also missing in barcode format; quantity is missing even in barcode format; Berco order number 

and position are missing 

 

 

Sap order and Sap position are missing 
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The item must be labeled correctly: 

 The code spaces are wrong BC2092 SA 

 The name must be correct; 

 The barcode must respect exactly the same characters. 

NO manual corrections of the quantities, the barcode of the quantities must represent what is written 

clearly 

Sap order line reference missing. 
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EXAMPLE OF CORRECT LABEL(A4 FORMAT or A5 FORMAT) 

To be applied at least on 2 sides of the pallet/container 

 

 

 

 

 

 

  
 

Example: 
PPAP order 

Supplier business name 

Description Quantity Berco Item 

Berco Item Quantity in Barcode 

SAP Purchase Order Number SAP Purchase Order Line 

Shipping date Total weight incl. tare 


