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Principle 
 

To ensure a frictionless material- and information flow between supplier and Meyer Werft (following 

called MW), some requirements of MW Logistics have to be considered by the supplier.  By adhering 

to the delivery guidelines described here, the work in MW logistics can be much more unproblematic 

and leads to less further inquiries /additional expenses at the supplier. 

The adherence of these guidelines can have an effect on the supplier rating. 

Unless other arrangements were agreed upon, the following generally delivery guidelines shall be 

used as a guidepost for the delivery, packaging, material labeling, delivery documentation, etc.: 

1 Delivery 

1.1 Delivery address 

 

The general delivery address of the MW is: 

 

Meyer Werft GmbH & Co. KG 

c/o Name of ext. partner company (in case the delivery is intended for a partner company) 

c/o Contact person on the MW (in case there is no official order – e.g. samples) 

Hofer Weg 

26871 Papenburg 

GERMANY 

(For more information on how to get to the logistics center, see 1.2.2) 

 

The MW reserves the right to forward the truck for unloading to an outside warehouse (1km away). 

It is to be noted that this recipient information is clearly visible on all delivery documents (freight 

note / delivery note, etc.) and the forwarder carries these papers in the proper and complete 

condition. 

 

If a delivery is addressed exclusively to a partner company (delivery is not based on a MW order), the 

company name and the contact person (full name, including telephone number and possibly e-mail 

address) must be indicated on the delivery documents! 

If the delivery is for MW and a partner company, it must be packed separately and separate delivery 

notes must be created! 
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1.2 Goods acceptance   

 

The goods acceptance of the MW confirms the receipt of the goods by means of their signature and, 

if applicable, stamps. This means that the acknowledgment of the delivery documents by the MW 

goods acceptance only documents the correct number of delivered packages as well as the outward 

appearance of the shipment packaging. If external damage and /or incompleteness are already 

identified on delivery, this is recorded on the freight note/delivery note and signed by the driver and 

the goods acceptance. 

Damage and/or excess or reduced quantities and/or incorrect deliveries can only be ascertained by 

the incoming goods inspection, which takes place at a later point in time. 

In such a case, an immediately written complaint against the supplier is made by the administration 

of the MW-Logistics. 

The Incoterm agreed between the MW and the supplier regulates the transfer of risk for the goods. 

 

1.2.1 Goods receiving hours 

 

Meyer Werft central warehouse: Monday to Friday from 7:00 am to 5:00 pm 

The goods acceptance times can be different during plant holidays of the MW – please ask (see 

Chapter 4)! 
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1.2.2 Journey description from truck gate to the logistics centre 

 

 

Access for suppliers is via Rheiderlandstraße (K158) via the crossing opposite gate 3 of Meyer Werft. 

The logistics centre (LOZ) itself is located on Hofer Weg, but should not be used as a destination road. 

There, the driver reports to the gatehouse with the delivery papers. The employee checks the 

delivery papers of the shipment and directs the driver to the appropriate unloading point (this does 

not always necessarily have to be the logistics center!). 

 

 

 

 

 

 

Hofer Weg 
Gate house 

Rheiderlandstraße 
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1.3 Delivery documentation  

1.3.1 Necessary accompanying documentation 

 

The supplier is responsible for enclosing the complete delivery documents to the delivery. 

The forwarder / freight carrier / truck driver must carry at least one freight letter/CMR with the usual 

informations (goods recipient, sender, freight carrier, number of packages, weight, etc.). 

 

 

A delivery note must be attached to the goods, which must contain the following information: 

 

- Address from the sender 

- Address from the goods recipient  

- Delivery date 

- MW order number 

- If applicable the affected ship number 

- Detailed listing of the parts supplied ((Material name, quantity, MW order item, if applicable 

article number of the supplier, MW identification number (JLM number, ID number, etc.)) 

- Delivery note from the supplier 

- Contact details of the supplier for questions/complaints 

- Number of pages 

- Country of origin of the goods 

 

 

If the delivery consists of more than one package, it is acceptable to attach the delivery note to only 

one of the delivery units. The rest of the packages must be visible labeled to be able to assign these 

to the delivery (for example package 2 of 4 to Delivery Note XXXX). 

If the delivery is not based on a MW order number, please indicate the contact details of the 

purchaser & recipient as well as all available information. 

It is important to note that one delivery note is created for each MW order. 

If, for example, 3 different MW orders are included in one delivery, 3 delivery notes must be 

mandatory produced and the respective material must be separately packed for each delivery note! 

 

Delivery items that are listed in the MW order but are physically installed/contained in a different 

item must be appropriately declared and listed on the delivery note ("included in item ..." / "installed 

in ..." or similar). 
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1.3.2 Labeling of delivery unit (package) 

 

Every single package should be labeled with the following information: 

- Sender 

- Recipient 

- Number of packages whereof a delivery exists (as already described in 1.3.1) 

- Content description (by means of MW order) 

- Delivery Note Number 

- If applicable a proper identification marking of dangerous goods 

- If applicable warning notices, attachment points or similar 

 

Any other, unnecessary labeling of the packaging units should be dispensed with (unless further 

special labeling has been agreed) 

 

1.4 Load securing 

 

The sender and the freight carrier/forwarder are responsible for proper load securing. It is important 

to ensure a problem-free unloading.  

In principle, all load carriers used must be in an undamaged state. 

 

Materials on pallets: Pallets must be accessible by forklift trucks/lift trucks. The packed materials on 

the pallets must be securely lashed and protected from external influences. 

The material should not be cut through strapping tapes or similar which can results in damages (in 

this case edge protection or similar should be used). 

A pallet should always be an exchangeable EUR pallet. 

All pallet-compatible material should therefore also be packed on pallets, so that a smooth unloading 

as well as an internal further transport is ensured. 

Material that is loosely packed on the truck will possibly not be unloaded! 

If the load carriers get unpacked it must be secured that the packed material will not get instable 
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Materials on other load carriers:  The best possible unloading needs to be ensured. If a crane is 

necessary for the unloading, the delivery must be registered as soon as possible (see notification 

form, 4.1), so that a crane is available. The attachment points must be clearly marked and 

identifiable. 

 

For goods which do not fit on standard pallets (1.20 x 0.80 m) and/or are delivered in boxes, a 

handling must be ensured for forklifts and lift trucks. 

Solid material should be used so that this is still usable even after unloading.  

Long goods must be delivered in bundles and each bundle must be separated from each other with 

squared lumber. 

Here, too, the best possible packaging is required to prevent damage to the goods during transport 

and unloading. 

 

2 Material labeling  
 

A complete labeling of the materials is the prerequisite for a smooth delivery.  

If a material cannot be assigned due to missing labels, this automatically leads to problems within the 

MW and to queries/reclamations against the vendor.  

Therefore, the following information should be attached to each ordered unit: 

 

- MW-order number 

- MW-order item 

- MW-material description (The description text from the purchase order) 

- Quantity (If there is a higher number of the same material in the outer package) 

- JLM-number or other article/ identification number (if available) 

- ship number  (if affected)  

 

These details must either be indicated on the material itself or on the outer package (in the case of 
correctly sorted packaging). In this case, a robust label must be considered. 
Material supplied, which is not listed in the order but belongs to an ordered component, must be 
identified as such ("belonging to ..."). 
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2.1  Mixed pallets/Mixed packaging 

 

 

In principle, a single material packaging is to be used. If this is for once not possible caused by various 

reasons, please note the following: 

 
 

- Different materials should not be packed in several level - direct access must be guaranteed 
at every position. 

 
- It should be clearly visible that it is a mixed pallet or a mixed packaging. 

 
- No material within a pallet may be interlaced in such a way as to require repacking for 

complete control. 
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3 Meyer Werft Order 
 

From the MW order can be taken the informations on how to create the delivery documentation & 

material labeling. The following is an exemplary excerpt of an order where the most important 

informations are marked and described. 
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4. Contact of MW-Logistics 
 

4.1  Notification of inbound deliveries 

 

You can informally register your planned delivery in advance with MW Goods Acceptance in order to 

register any crane that may be necessary for unloading, to receive the actual unloading address in 

advance or similar. 

Write an e-mail with all necessary information about your delivery to the following e-mail address: 

 

goodsreceipt@ems-maritimeservices.de 
 

4.2  General questions about logistics 

 

If you have any questions about the opening hours of the logistics centre (LOZ), if you need a specific 

contact person, if you have any questions about your delivery or if you have any other questions 

regarding logistics, please send an e-mail to the following address - the colleagues will then try to 

answer or forward your request promptly. 

 

logisticservice@ems-maritimeservices.de  
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