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Hkkjr dk lafo/ku

ewy dÙkZO;

mísf'kdk
1ge] Hkkjr ds yksx] Hkkjr dks ,d lEiw.kZ izHkqRo&laiUu lektoknh iaFkfujis{k yksdra=kkRed x.kjkT; cukus ds fy,] rFkk 

mlds leLr ukxfjdksa dks%

lkekftd] vkfFkZd vkSj jktuSfrd U;k;]

fopkj] vfHkO;fDr] fo'okl] /eZ

vkSj mikluk dh Lora=krk]

izfr"Bk vkSj volj dh lerk

izkIr djkus ds fy, 

rFkk mu lc esa O;fDr dh xfjek
2vkSj jk"Vª dh ,drk vkSj v[kaMrk 

lqfuf'pr djus okyh ca/qrk c<+kus ds fy,

ǹ<+ladYi gksdj viuh bl lafo/ku lHkk esa vkt rkjh[k 26 uoEcj] 1949 bZñ dks ,rn~}kjk bl lafo/ku dks vaxhÑr] 

vf/fu;fer vkSj vkRekfiZr djrs gSaA

1- lafo/ku (c;kyhloka la'kks/u) vf/fu;e] 1976 dh /kjk 2 }kjk (3-1-1977) ls ¶izHkqRo&laiUu yksdra=kkRed x.kjkT;̧ ds LFkku ij izfrLFkkfirA

2- lafo/ku (c;kyhloka la'kks/u) vf/fu;e] 1976 dh /kjk 2 }kjk (3-1-1977) ls ¶jk"Vª dh ,drķ ds LFkku ij izfrLFkkfirA

Hkkx 4 d

51 d- ewy dÙkZO; & Hkkjr ds izR;sd ukxfjd dk ;g dÙkZO; gksxk fd og &

(d) lafo/ku dk ikyu djs vkSj mlds vkn'kksZa] laLFkkvksa] jk"Vªèot vkSj jk"Vªxku dk vknj djs_

([k)Lora=krk ds fy, gekjs jk"Vªh; vkanksyu dks izsfjr djus okys mPp vkn'kksZa dks ân; esa latks, j[ks vkSj mudk ikyu djs_

(x)Hkkjr dh izHkqrk] ,drk vkSj v[kaMrk dh j{kk djs vkSj mls v{kq..k j[ks_

(?k)ns'k dh j{kk djs vkSj vkg~oku fd, tkus ij jk"Vª dh lsok djs_

(Ä)Hkkjr ds lHkh yksxksa esa lejlrk vkSj leku Hkzkr̀Ro dh Hkkouk dk fuekZ.k djs tks /eZ] Hkk"kk vkSj izns'k ;k oxZ ij vk/kfjr lHkh 

HksnHkko ls ijs gksa] ,slh izFkkvksa dk R;kx djs tks fL=k;ksa ds lEeku ds fo#¼ gSa_

(p)gekjh lkekfld laLÑfr dh xkSjo'kkyh ijaijk dk egÙo le>s vkSj mldk ifjj{k.k djs_

(N)izkÑfrd i;kZoj.k dh ftlds varxZr ou] >hy] unh] vkSj oU; tho gSa] j{kk djs vkSj mldk lao/Zu djs rFkk izk.kh ek=k ds izfr 

n;kHkko j[ks_

(t)oSKkfud ǹf"Vdks.k] ekuookn vkSj KkuktZu rFkk lq/kj dh Hkkouk dk fodkl djs_

(>)lkoZtfud laifÙk dks lqjf{kr j[ks vkSj fgalk ls nwj jgs_

(×k)O;fDrxr vkSj lkewfgd xfrfof/;ksa ds lHkh {ks=kksa esa mRd"kZ dh vksj c<+us dk lrr iz;kl djs ftlls jk"Vª fujarj c<+rs gq, iz;Ru 

vkSj miyfC/ dh ubZ mapkb;ksa dks Nw ys_
1(V);fn ekrk&firk ;k laj{kd gS] Ng o"kZ ls pkSng o"kZ rd dh vk;q okys vius] ;FkkfLFkfr] ckyd ;k izfrikY; ds fy;s f'k{kk ds 

volj iznku djsA

1- lafo/ku (N;klhoka la'kks/u) vf/fu;e] 2002 dh /kjk 4 }kjk izfrLFkkfirA



THE CONSTITUTION OF INDIA

PREAMBLE

1WE, THE PEOPLE OF INDIA, having solemnly resolved to constitute India into a SOVEREIGN 

SOCIALIST SECULAR DEMOCRATIC REPUBLIC and to secure to all its citizens :

JUSTICE, social, economic and political;

LIBERTY of thought, expression, belief, faith and worship;

EQUALITY of status and of opportunity; and to promote among them all 

2 FRATERNITY assuring the dignity of the individual and the unity and integrity of the Nation; 

IN OUR CONSTITUENT ASSEMBLY this twenty-sixth day of November, 1949, do HEREBY ADOPT, 

ENACT AND GIVE TO OURSELVES THIS CONSTITUTION.

THE CONSTITUTION OF INDIA

Chapter IV A

FUNDAMENTAL DUTIES

ARTICLE 51A

Fundamental Duties - It shall be the duty of every citizen of India-

(a) to abide by the Constitution and respect its ideals and institutions, the National Flag and the National 
Anthem;

(b) to cherish and follow the noble ideals which inspired our national struggle for freedom;

(c) to uphold and protect the sovereignty, unity and integrity of India;

(d) to defend the country and render national service when called upon to do so;

(e) to promote harmony and the spirit of common brotherhood amongst all the people of India transcending 
religious, linguistic and regional or sectional diversities; to renounce practices derogatory to the dignity of 
women;

(f) to value and preserve the rich heritage of our composite culture;

(g) to protect and improve the natural environment including forests, lakes, rivers, wild life and to have 
compassion for living creatures;

(h) to develop the scientific temper, humanism and the spirit of inquiry and reform;

(i) to safeguard public property and to abjure violence;

(j) to strive towards excellence in all spheres of individual and collective activity so that the nation constantly 
rises to higher levels of endeavour and achievement;

1
(k) who is a parent or guardian to provide opportunities for education to his/her child or, as the case may be, 

ward between age of 6 and 14 years.

1. Subs, by the Constitution (Forty-Second Amendment) Act. 1976, sec. 2, for "Sovereign Democratic Republic” (w.e.f. 3.1.1977)

2. Subs, by the Constitution (Forty-Second Amendment) Act. 1976, sec. 2, for "unity of the Nation” (w.e.f. 3.1.1977)

1. Subs. by the Constitution (Eighty - Sixth Amendment) Act, 2002 



Preface
With the ever changing world, the transport systems and logistic management industry have 

transformed from conventional transportation concept to an efficient managers using advanced 

technologies to enhance the safety, security, sustainability and efficiency of their operations. In 

India this sector has been receiving greater attention in the last few years with sustained growth 

of India’s GDP.

The necessity of integrated transport planning can be understood from the fact that it bears a 

direct, though complex, relationship with various sectors of the economy. The central objective 

of any transport planning or policy is to enable the creation of a transport system - a system in 

which each mode of transport plays its role and this role should be determined on the basis of its 

comparative resources - cost advantage.

The operation of transportation determines the efficiency of moving products. The progress in 

techniques and management of principles improves the moving load, delivery speed, service 

quality, operation costs, the usage of facilities and energy saving. Transportation takes a crucial 

part in the manipulation of logistic. Reviewing the current condition, a strong system needs a 

clear frame of logistics and a proper transport implements and techniques to link the producing 

procedures.

Indian logistics sector is estimated to have grown at a healthy 15% in the last five years and will 

continue to grow further. Some studies estimate the share of India’s logistics spend in GDP at 

13% (versus 7-8% in developed countries), implying overall size of $180-220 billion (direct 

costs+wastages from inefficiencies). To address this opportunity of skilling the manpower with 

the required skills, CBSE has undertaken the ambitious project of introducing competency 

based Vocational Education in its affiliated schools. Taking cue from this need, a new course on 

transport systems and logistic management is being launched that will help students to join the 

industry after Class XII or they can pursue higher education in this field.

The Board is grateful to the members of the Committee of Course for their advice, guidance and 

total commitment towards development of this course. We are indeed indebted to these 

academic advisors who have lent us the benefit of their rich and insightful experience. I would 

like to appreciate Vocational Education Cell, CBSE, for coordinating and successfully 

completing the book.

R. K. Chaturvedi, IAS

Chairman, CBSE



Acknowledgements

Sh. R. K. Chaturvedi (IAS), Chairman, CBSE

Sh. K. K. Choudhury, Controller of Examinations, CBSE

Advisors

Dr. Biswajit Saha, Additional Director (V. E.), CBSE

Editing & Coordination

Dr. R. P. Singh, Principal, BRJD Public School, Nangal Kalan, Distt. Churu 
(Rajasthan) - (Convener)

Ms. Kavita Singh, BRJD Public School, Distt Churu ( ) Rajasthan

Mr. Amit Varshney,  BRJD Public School, Distt. Churu ( )Rajasthan

Content Developed By



Contents

Unit - 1: Transport Operations - I 1

Unit - 2: Transport Operations - II 55

Unit - 3: Warehouse Management 79

Unit - 4: Freight Rates / Costing Methods 104

Unit - 5: Brief Notes and Importance 128

Glossary 160





 1 

 

Unit-1: Transport Operations - I 

Location Learning 

Outcomes 

Knowledge 

Evaluation 

Performance 

Evaluation 

Teaching 

Training 

Method 

Session - 1: Structure of Transport Organisation and Types 

Classroom. 

 Booking 

 office. 

 Warehouse. 

 Fundamental of 

transport 

organisation. 

 Role of transport 

organisation. 

 Different 

organisation 

structure. 

 Concept of 

transport 

organisation. 

 Significance of 

different transport 

structures. 

 Demonstrate 

different transport 

structure. 

 List advantages of 

transport strucutre. 

 Importance of 

organisation 

structure. 

Lecture, 

interaction, 

excerise, 

activity, 

projects. 

Session - 2: Procedure for Booking Consignments 

 Classroom. 

 Booking 

office. 

 Corporate 

office of 

transport 

companies. 

 Fundamentals of 

booking. 

  Different basis of 

booking. 

  Marking 

procedures. 

  Documentation in 

booking. 

  Online booking & 

inquiry system. 

 Different methods 

procedures & 

documentation of 

booking.  

 Identify the concept 

of booking. 

 Different basis of 

booking. 

 Identify procedure 

of booking 

consignment. 

 Identify the 

documentation 

procedure. 

 Procedure of online 

booking. 

Role play, 

group 

discussion, 

lecture, 

activity, 

projects. 

Session - 3: Transshipment Procedure 

 Classroom.  Fundamentals of 

hub & spoke 

system, 

importance of 

transshipment in 

& out procedure. 

 Documentation in 

hub and spoke 

arrangement. 

Concept of 

transshipment and 

related procedures. 

 Identify the 

fundamentals of 

transshipment 

 List the 

transshipment in & 

out procedures and 

online procedures of 

transshipment. 

Lecture, 

activity 

Chart 

making. 
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Session - 4: Goods Receiving Procedure 

 Classroom.  Process of 

receiving & 

checking of 

documents. 

 Untrading & 

stacking of truck 

process. 

 Lorry hire 

payment method 

procedure of 

recording in 

delivery registers. 

 System of 

intimation to 

party. 

 Procedure of 

octroi 

calculations. 

 Concept of 

process of 

receiving and 

checking of 

documents & 

procedures of 

lorry hire, payment 

methods, 

calculations of 

octroi, intimation 

to party etc. 

 Identify the goods 

receiving 

procedures. 

 List the different 

documentaion 

procedure in goods 

receiving procedures. 

Excercise, 

activity, 

questions 

projects. 

Session - 5: Goods Forwarding Procedure 

 Classroom. 

 Ware 

house. 

 Loading 

procedure of 

consignment into 

a truck. 

 Documentation 

procedure. 

 Lorry hire 

contract, 

contents of TCS, 

advantages of 

computerized 

goods forwarding 

procedure. 

 Steps in goods 

forwarding 

procedure. 

 Concepts of lorry 

hiring contract. 

 Knowledge of 

computerized 

goods forwarding 

procedure. 

 Identify the goods 

forwarding 

procedure. 

 Identify the 

documentation 

procedure in goods 

forwarding 

procedure. 

 Develop the skill of 

documentation. 

 Identify the online 

goods forwarding 

procedure. 

Group 

work, role 

play, 

activity, 

question, 

excercise. 

Session - 6: Delivery Procedure 

 Classroom. 

 Deckyards. 

 Principles of 

delivery basic 

rules for effective 

delivery. 

 Procedure of 

open delivery 

concept of part 

delivery. 

 Documentations 

is delivery 

procedure. 

 Fundamental 

concepts of goods 

delivery 

procedure. 

 Identify the 

fundamental of 

delivery procedure. 

 Identify the 

rebooking of 

consignment. 

 Identify the 

documentation of 

procedure in 

delivery. 

Interaction 

lectures, 

activities 

project, 

excercises. 
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 Role of UCG 

department in the 

process of 

transport. 

 Identify the network 

online delivery & 

enquiry system. 

Session-7: Documentation 

 Classroom. 

 Cooperate 

office of 

transport 

company. 

 Ware 

house. 

 Fundamentals of 

documentation. 

 Reasons for 

issue documents. 

 Different 

transport 

documents & 

their uses, filling. 

 Procedure of 

documents. 

 State the 

fundamentals of 

documentation. 

 Different types of 

transport 

documentation & 

their uses. 

 Identify the 

importance of 

documentation. 

 List the different 

documentation. 

Worksheet, 

lectures, 

excercies, 

question. 
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Figure 1: Corporate Office 

 

Figure 2: Zonal Office 

 

Session-1: Structure of Transport Organization and Types 

Fundamental of Organizational Structure: An organizational structure defines the way in 

which inter related groups are constructed and interact to get work done. 

An organization can refer to a whole agency or just one part of it. It can comprise of tens of 

thousands of people or just a few dozen. 

1.1 Organization Structure of a Transport Company 

 Generally, transport companies are managed by board of directors. It consists of the 

Chairman, Vice Chairman & Managing Directors of the company. The business and 

operations are managed by a three tier organization structure consisting of:- 

Sl. No. Organization Structure Area of Operation Functional Area 

1. Corporate Office National Level Administrative 

2. Regional Office Regional Level Management 

3. Controlling Office and Branches, 

Transshipments 

Local Process of 

transport 

 Corporate Office: Corporate office are 

headed by Chairman or Vice Chairman 

and Managing Director. Corporate 

office is established in order to control 

and manage all regional office 

functioning at different states of a 

country. 

 Regional Office: The regional offices 

are headed by Vice President / Assistant 

Vice president / Regional Managers. 

Each regional office has a set of 

controlling office reporting to it. 

 Controlling Office: The controlling 

offices are headed by Zonal Manager/ 

Senior Territory Manager depending on 

business volume. Each controlling office 

has normally 10-12 branches reporting 

to it. These branches are headed by 

Senior Branch Manager/Branch 

Manager/ Branch Officer/Senior Branch 

Supervisor/ Branch Supervisor depending 
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Figure 3: Controlling Office 

 

Figure: 4 Transport Office 

on business volume. Branches headed 

by Divisional Managers report to the 

Regional Heads. Transshipment centers 

report to regional office/ controlling office 

depending on their location. Heads of 

functions like accounts, audit, finance, 

human resources, information 

technology, management services, 

logistics and supply chain management, 

marketing, transport operations legal & 

administration systems. 

1.2. Importance of Organization Structure 

To meet the business requirements, challenges, and effective flow of business and 

services, a well designed organization has to be formalized. 

 Effective Operations. 

 Correct Documentation. 

 Processing of the Documentation. 

 To Face Business Challenges. 

 For Easier Co-ordination. 

 To Meet the Requirement of MIS 

(Management Information Systems). 

 To Formalized Accountability. 

 Flexible Resource Planning. 

 Functional Expertise Exposed. 

 Co-operation Services Area. 

Review Questions 

1. Define organizational structure. 

2. Explain in brief structure of transport industry. 

3. Explain in brief the role of organizational structure. 

4. What are the functions of a corporate office? 

5. What are the functions of a regional office? 

6. List different departments functioning in organizational structure. 

7. How organizational structures are helpful in transport operation? 
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Activity Questions 

1) Visit any transport company in your city, of your choice and collect information on 

organizational structure. 

2) Visit Divisional Railway Manager Office (DRM Office) of your city and collect information on 

organizational structure of railway. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between funtions of director & zonal manager in a transport company. 

2. Differentiate between the functions of corporate office and regional office. 

Part-B 

Discuss in the class following: 

1. What are the fundamentals of transport operation? 

2. What are the applications of organizational structure? 

3. How organizational structures are helpful in logistics services. 

4. How corporate office coordinate with regional office? 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify various fundamentals of organization & 

structure. 

  

Able to identify different department of organization.   

Able to draw organization chart.   

Able to identify transport operations.   
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Figure 6: Railway Parcel Booking Counter 

 

Figure 7: Booking Procedures for Sundry 

 

 

Session-2: Procedure for Booking Consignments 

 

Figure 5: Different Modes of Transport for Booking Goods 

Different Transport Modes for Booking 

A) Fundamental of Booking Consignment 

 The booking is the primary and the basic activity of 

service industry i.e. transport industry and the 

existence of the transport industry is based on it. 

When a transport company accepts a consignment 

for transportation on certain terms and conditions 

agreed by both i.e., transport company and party, 

and a document is issued as an evidence, known as 

consignment note, then this activity is called booking. 

 Definition: A consignment is given by consigns or party to affect delivery at a location to 

consignee party specific instruction is called booking. 

B) Checklist for Booking 

 Feasibility 

 Documentation 

 Packing 

 Record the weight 

C) Basis of Booking 

i) On the basis of risk, consignment can be booked on one of the two basis: 

 Owner Risk: When the goods are booked under owner risk; company is not 

responsible for any loss (until it proves that it is due to the negligence of the 

company) because no cover charges (Insurance charges) are levied by the 

company. 
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 Carriers Risk: For carrier risk, the consignment company is fully responsible for 

any loss/damage of the consignment and is bound to entertain and settling claims 

for the loss of the consignment. For that purpose company charges cover charge. 

ii) On the basis of payment consignment can be booked on one of the three basis: 

 Paid in this type the freight amount is paid by party at the time of booking. 

 To pay (C.O.D. Cash on delivery), in this type the freight amount is paid by the 

party at the time of delivery. 

 T.B.B. (To Be Billed), it is credit transaction and freight amount is paid by party 

according to the contract between the party and the company. 

2.1  Documents in Booking Procedure 

Following two documents are to be filled up in this procedure: 

 Goods Forwarding Note (GFN) 

 Consignment Note  (C/N) 

Activity Questions 

1. Briefly explain the role of OR and CR in booking. 

2. Which modes of transport is applicable (use for transportation) for booking consignment. 

3. a)   Internal trade   b)  External trade. 

2.2 Documents to be Verified 

 For transportation of goods, certain documents are required as a proof of validity and 

authenticity of goods. These documents are the requirements of the Sales Tax 

Department. 

Following Documents are required for booking a consignment. 

 Invoice: Invoice is a document given by the seller to the purchaser of goods in which 

name and address of the consignor party, contents of the package, value of items in 

the package, CST and ST numbers etc. are mentioned. 

 Sales Tax Form and Other Taxes: The sales tax forms and taxes like entry tax, vat 

tax. 

 Octroi: Are essential and integral part of the transportation of goods in India. In order to 

complete legal formalities, Octroi forms are filled up in booking procedure for 

completing the Octroi formalities at check post. 
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 Different forms are required by different states for delivery of goods in the state or 

passing the goods through the state. 

Activity Questions 

1. According to you how do you think VAT will help to improve the GDP of the country? 

2. Study the impact on economy if VAT (Value Added Tax) is withdrawn by Indian 

Government. 

2.3 Precautions for Booking 

 Ensure that we have our branch or some crossing or delivery arrangement of the place 

for which the consignment is booked. 

 Ensure that the packing is sound enough to meet the transit requirement. 

 Ensure that required documents like Invoice, Sales Tax Forms, Road Permit, Excise 

Gate Pass etc. are provided and checked for validity, completeness and accuracy. 

 Ensure that highly inflammable goods, government prohibited articles, are not booked. 

Activity Questions 

1. Determine the total value of booking per year by all transport companies in your city. 

2. Assess which mode of transport is prefered by public for booking consignment and 

why? 

3. Make a layout or sketch of railway booking counter in your town. 

2.4 Marking 

The marking on consignment is an essential and vital part of booking. Following 

information must be given on marking on goods. 

Steps for Marking 

 Write the name of transport company, for example V trans Ltd. 

 Write the code of place of booking, for example Delhi DLH (Do not write name of 

booking place). 

 Write the consignment note number on each package. 

 Write place of destinations (Do not write code of destination). If the names of the two 

stations are similar, write the name of the state also on the package. 

Example: If the consignment No DC-98456 dated 6/3/13 is booked by Azad Market Delhi 

branch of TCIL ltd for Mumbai south which contains 6 case then marking will be as follow: 
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6/3/13 

TCIL LTD - ALM 

DC-98456X6 

Mumbai south 

Example: If a consignment is booked by a satellite to satellite branch, the codes and full 

name of the satellite branch will be given on the consignment note and the marking will be 

done accordingly. For e.g. if the consignment No BR-03409 dated 18/1/13 from Broadway 

Chennai to Narol Ahmadabad for 20 packages by X ltd. 

18/1/13 

X LTD - BDW(CDS) 

BR – 03409X20 

NAROL (AHMD) 

 

2.5 Rules of Stacking 

 Heavy package are stacked below and light package at top. Hooks are not to be used. 

 Follow the instruction written on the carton (liken to above 5) If any. 

 The consignment which is marked with umbrella must be protected from the rain and 

water. 

 The consignment marked „fragile handle with care‟ must be carefully loaded/unloaded 

and stacked. Such cargo is delicate and chance of breakages are high. 

2.6 Booking Procedure 

A) Sundry 

 Customer comes to our premise with material and related documents (invoice, 

sales tax permits etc.). 

 Welcome him and offer the seat. 

 Offer our products/services as per their need. 

 Our aim should be 100% satisfaction, but never give wrong/over commitment. 

 Finalize the deal. 
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 Check material, documents, packing condition etc. 

 Incase of bulky cargo, must check the volume trick weight. 

 Prepare C/N and take signature of customer on C/N. 

 Put marking on material and stack in ware house. 

B)  FTL/ODC 

 If request comes from customer, then take GFN if deal is finalized. 

 Offer Genuine / competitive rates to customer. 

 If customer is new and request for other than paid basis, then do in depth research 

about the customer.  

 Understand the need of customer properly and offer the rate as per rules of the 

company. 

 Check the vehicle availability in the market before giving commitment. 

 Engage vehicle after completing all necessary formalities. 

 Prepare C/N and take signature of customer on C/N. 

C) Segments for Booking 

 FTL (Full truck load): When the material is sufficient by weight or volume to fill MT 

truck or more, it is called FTL. Generally is directly delivered to consignee. 

 LTL (less than full truck load): If booked weight is lesser than full truck load then is 

called LTL. This is sent as adjustment with FTL or adjustment with Hub. This 

material is generally above 1 M.T. and lesser than 3 M.T. 

 Sundry (Small cargo): When the material is so small then it cannot go directly to the 

destination, it is called sundry or parcel. This is sent through transshipment where it 

is consolidated. This material is generally below 1 M.T. 

 ODC (Over dimension cargo): This movement is by trailers where the dimensions or 

weight of the consignment is beyond the size of vehicle. 

 Containers: The containers truck is safer, free from pilferage and used for high value 

cargo. 

 Refrigerated vehicle: Transportation of perishable or low temperature product like 

ice cream, butter etc is done in refrigerated vehicle. 

 Customized vehicle: Vehicle designed specifically for a certain product i.e. car/ 

scooter/ tankers. 
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Figure 8: Booking Procedure of TCI 
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Figure 9: Computerized Booking 

 

 

2.7 Online Booking & Enquiry System 

A)  Meaning: Computerized booking system 

here is named as online booking and 

enquiry system. It has been developed to 

operate on local area network. The 

network environment enables sharing of 

up to date information by different users 

simultaneously. 

B) Objectives 

 The important objectives of the OBES 

are as under:- 

 Online inquiry of the documents to prepare consignment note.  

 Online printing of consignment notes. 

 Online inquiry of dispatch details of consignment. 

 To provide online query to users regarding booking information. 

 To eliminate duplicity of data by sharing files on the network. 

Review Questions 

1. Define booking. 

2. What are the different types of booking? 

3. Which documents are verified at the time of booking? 

4. What are the precautions for booking? 

5. Which documents are filled up at the time of booking? 

6. Give the checklist for booking. 

7. Write a short note on FTL, ODC, customized vehicle and container. 

8. Give the marking procedure for booking. 

Activity Questions 

1. Conduct a survey in transport companies in your city and check whether they are following 

or ignoring: 

a) Precautions for booking. 

b) Booking of government regulated goods.  

c) Over loading of vehicle. 
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2. Conduct a survey in different booking counter for consignment in your city and select ideal 

Booking counter in terms of: 

a) Customer satisfaction. 

b) Customer facility for booking. 

c) Booking staff behaviour. 

d) Minimum time consumed for booking. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met the requirement for assessment activity. 

Part-A 

1. Differentiate between OR consignment Note and CR consignment Note. 

2. Differentiate between fundamentals of transport and booking. 

3. Differentiate between TO pay and TBB. 

4. Differentiate between FTL and ODC. 

Part-B 

Discuss in the class following: 

1. What are the different types of Booking? 

2. What are the uses of Customized vehicle? 

3. Why documents are verified at the time of Booking? 

4. Why C/N is a legal document? 

5. What is applicability of Checklist for booking? 

Part-C 

Performance Standards 

Performance Standards may include, but not limited to: 

Performance Standards Yes No 

Able to identity the different booking documents.   

Able to identify OBES.   

Able to draw Marking Procedure.   

Able to fill up C/N.   

Able to draw invoice.   

Able to calculate freight for consignment Note.   
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Figure 10: Transshipment Center 

 

Session-3:  Transshipment Procedure 

Transshipment Procedure (Hub & Spoke System) Fundamental 

A transit point where the material is consolidated 

& redirected is called transshipment centre or 

hub. It is also known as a hub and spoke model 

or hub and spoke network. This name is derived 

from a bicycle wheel, which consists of a number 

of spokes extending outward from central hub. In 

the abstract sense, a location is selected to be a 

“Hub and the path that lead from point of origin 

and destination are considered as “Spokes” the 

model is commonly used in industry. 

3.1 Importance of Transshipment  

 In sundry booking the material weight is less so it needs to be consolidated and 

adjusted for maximizing the profit. 

 Full truck load (FTL): It is done where vehicle availability is low or there is better 

margin via transshipment by route, rate or adjustment. 

 Specified time: The material is dispatched to destinations with in specified time. 

 Complicated Operations: Complicated operations such as package, so can be 

consolidated at the hub, rather than maintained separately at each node. 

 Spokes are simple, and new spokes can be connected rapidly. 

 Customer Point view: Customer may find the network to be simpler and cheaper.  

 Scheduling is more convenient for customers since there are fewer routes with more 

frequent service. 

3.2 Limitations of Transshipment 

 The model is centralized and day to day operations may be relatively inflexible. Also 

changes at the hub or even in a single route could have unexpected consequences 

across the network. 

 It may be difficult or impossible to handle occasional period of high demand between 

two spokes. 

 Route scheduling is more complicated for the network operator. 
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 Time taken: In order to perform hub activity, it consumes more time for example, traffic 

analysis and precise, keeping the hub operating efficiently. 

 The hub constitutes a bottle neck in the network. Total cargo capacity of the network is 

limited by the hubs capacity. Delays at the hub (e.g. weather) can result in delays 

across the entire network of transportation process. A spoke (e.g. Mechanical problems) 

can also affect the network, although to a lesser extent. 

 Long Journey: Cargo must be routed through the hub before reaching its destination, it 

requires much longer journey than a direct transport from booking to delivery. 

3.3 Categories of Transshipment 

 Category A: Transshipment which is handling more than 1000 trucks every month. 

 Category B: Transshipment which is handling less than 1000 trucks every month. 

 Arrangement Station: Some stations with due location or union, the transshipment 

activities are authorized for that area only. These stations do not have direct service to 

all TPT. 

3.4 Hub & Spoke Arrangement 

 All Branches are linked to a Last TPT. 

 Vehicle operates on up & down basis between these branches and TPT on a fixed 

schedule. 

 This is called a feeder route. The dedicated vehicles are called feeder route vehicle. 

 All payments to these are given by TPT and nothing is to be paid by any branch. 

 Similarly, the vehicle between TPT to TPT is called express or service route. Most of 

the vehicles on this route are bigger vehicles (multi-axles). 
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Transshipment Patterns 

 

Figure 11: Transshipment Patterns 

3.5 Activities of Transshipment 

 Hub in or transshipment in receiving the goods from branches and other 

transshipment is referred to as transshipment in. 

 Hub out dispatching the goods to required branch or other transshipment. 
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Figure 12: Operation Procedures in Hub Center 
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Figure: 13 Stacking Procedure in Transshipment 

Center 

3.6 Transshipment in Procedure 

A) When the goods arrives at the transshipment centre, the following activities are 

performed 

 Receiving and checking the documents 

handed over by the truck driver. 

 The following documents are checked 

and verified. 

 Lorry copies of the consignment note 

against the challan, all necessary 

enclosures with the lorry copies are 

checked for their competences, Sales 

Tax Document, Check Post Documents, 

like Octroi, Entry Tax Document, Vat Tax 

Document etc. 

 Unloading and Stacking of Goods: Following activities are performed in 

unloading the truck and stacking the goods in the warehouse. 

B) Unloading Procedure 

 Verify that the truck number is same as written in the L.H.C. If goods are received 

in a different truck than truck 

number mentioned in L.H.C. and 

challan, inform the loading station 

and payment of lorry hired must be 

detained until the explanation is 

received from the loading station. 

 Before unloading the goods from 

the truck, it must be confirmed that 

the truck is covered with tarpaulin. 

In case the goods are not properly 

covered with the tarpaulin enquiry 

should be made and only after 

deducting a reasonable amount as 

penalty, the balance is to be paid. 

 The goods are unloaded from the truck according to the details given on challan 

and are stacked at various locations in the warehouse depending on their further 

destination. 

 Before material handling, confirm that heavy packages are stacked at the bottom 

and light packages on top. 

Figure: 14 Unloading Procedure in Transshipment 
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 While unloading the consignment, if any extra packages are received or any 

packages are short received according to the challan, it must be intimated to the 

transshipment in-charge who will send the email or fax to the loading station. 

 In case any package is found broken or damaged, check the contents with 

information written on the invoice / package slip and the same is to be repaired 

immediately after unloading.  

 Inform the loading staff by sending the acknowledgement of the challan for arrival 

of the truck. 

 The consignment which is marked fragile or handle with care must be carefully 

unloaded and stacked. 

 In case the truck is engaged through agent/broker, loading advice slip should be 

taken from them, where the details 

like rate advance, station, etc. to be 

mentioned. 

 Negotiation with approved broker, 

owner and unions should be done 

forgetting possible lower rate. 

 Obtain all necessary documents, which 

are required to be filled in L.H.C. 

 Ensure that the truck is not a 

blacklisted truck. 

Activity Questions 

1.  Briefly explain the role of transshipment in procedure in the process of sundry 

booking. 

2.  Visit any transshipment centre of Road Transport Company and make a map of 

hub centre. 

C) Lorry Hire payment 

After the goods are unloaded from the truck, the final payment to lorry hires will be 

paid to the owner or driver of the truck but lorry hire from the market trucks must not 

be done under following conditions: 

 In case goods are not as according to the challan and are short received, then 

final payment must not be done unless short packages are traced at the loading 

station and confirmation of the same is received. 

 If the truck is changed during the transit it means goods are received in a truck 

other than assigned truck in that condition. Final payment is not to be made till the 

justification from the driver/owner of truck is received. 

Figure 15: Truck Overview before Unloading 
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 If goods are damaged during transit in that condition amount of loss must be 

calculated and deduction must be made from the lorry hired for final payment. 

 Filling up enroute information on trip contract sheet for company owned trucks and 

attached trucks.  

Following particulars are to be filled up in T.C.S.: 

a) Route no., vehicle details, driver / owner details. Total hire amount & advance 

amount.  

b) Loading / unloading, declaration by owner, short extra details, incentives / 

penalty, route expenses i.e. diesel expenses, enroute advance, trip account 

settlement, reason for delay.  

D) Action for short excess / part receipt of goods / damage in respect of any other 

matter 

In case of goods received in part, in damage conditions or not as per the challan, in 

that conditions transshipment incharge will enquire about that matter and take action 

against a person who is at fault. 

E) Recording Incoming, outgoing truck details in a register at transshipment gate 

As soon as consignment is received at transshipment gate, transshipment staff will 

enter the truck details in the register mentioned for that purpose. 

3.7 Transshipment out Procedure 

 The following activities are performed in transshipment out procedure: 

A) Load Planning: The incharge of the transshipment centre must plan the route wise 

load available in warehouse everyday in the morning. While preparing the loads of 

various routes, care must be taken that the company trucks on parcel service are not 

carrying less weight (weight loss). 

B) Truck Engagement Plan: It depends on the availability of load on various routes, the 

main objective of truck engagement plan is to be obtaining the trucks from the market. 

 Following steps must be taken for hiring of market truck. 

 On receipt of the truck engagement plan, the traffic incharge has to go to the 

market for survey of market rates for market truck. 

 He finds out the availability of truck. 

Activity Questions 

1. Visit railway transshipment centre and make a list of different equipment used in 

operation of hub centre. 

2. Write short notes on weight loss. 
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Figure 16: Checking the Truck 

 

3. The traffic incharge will inform the lorry rates of the day to the controlling 

authorities and will also inform the routes at which he is engaging the truck. 

4. The traffic incharge will ensure that the broker provide the trucks as early as 

possible to the transshipment centre. 

C) Checking of the Truck 

If the truck is hired from the market, in that 

condition on arrival of the truck at hub centre 

following checking must be done for the 

documents and other conditions: 

 If the truck is hired through the broker 

then authorization letter that is well 

known as loading advice has to be 

obtained from him in which he will 

declare that he has offered the truck to 

transport company. The loading advice 

must be attached with the file copy of the 

lorry hire contract. 

 Documents to be checked and verified as RC book, driving license of the driver 

etc. 

 The engine no. and the chassis no. embossed on the truck must be tallied with the 

engine no. and chassis no. noted in the RC book. To get correct chassis no. place 

a plain paper over the chassis no. and rub it with a pencil to get the impression of 

the number embossed on the chassis and the engine. 

 Obtain all necessary details from the relevant documents which are required to be 

filled as documents of truck i.e., L.H.C. 

 Ensure that, floor of the truck is in good condition to take the load of the goods 

during the journey. 

 Ensure that the truck received for loading is not black listed truck by the state 

transport authority. 

D) Procedure for Loading Truck 

After checking of the truck and documents 

the next step for hub is loading the 

consignment in the truck. 

 First in first out (FIFO), in this method the 

consignment which have arrived at the 

transshipment centre earlier, all efforts 

must be made for their dispatch before 

consignment that arrived later. Figure 17: Loading of Truck 
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 The loading is to be done with the help of the lorry copy of the consignment note 

which was documented in booking procedure. 

 Only that consignment should be considered for loading, for which the documents 

are completed for specific journey. 

 The load plan for a truck must be made after seeing the physical volume of the 

consignment, to ensure that weight loss does not take place in the lorry. 

Documentation in Hub Centre 

In the process of transshipment the following documents are prepared and check for 

their applicability: 

 Challan 

 Lorry hire contract in case of company hire truck from the market or trip contract 

sheet in case of company own truck. 

E) Procedure for Hiring Market Vehicle 

In order to hire vehicles from branches or hub centers normally informative register is 

maintained.  

In this register suppliers name, address, phone no., on local lorry hire voucher or 

L.H.C are mentioned. 

Following documents of vehicle have to be checked: 

 RC 

 Fitness certificate 

 Relevant state permit 4 

 Driving license 

 Engine and chassis 

 Drivers photograph 

F) Fleet Operation and Control 

After loading the truck the next step of hub centre is that fleet incharge will examine 

the fleet before it is dispatched in that process and he will check the following aspects 

of the truck. 

 Engine conditions 

 Diesel volume 

 Air pressure of the tube 

 Brake and other parts of the truck 
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G) Preparation of Various Reports  

 After completion of transshipment procedure, transshipment incharge prepares the 

report on the following topic to avoid the error in future. 

 Documentation procedure 

 Loading and unloading conditions 

 Fleet operation and control report 

 Short / excess report 

3.8 Computerized Transshipment 

The fundamental objective of computerized 

transshipment system is to capture incoming 

/ outgoing challan and consignment details 

and regulate the movement of cargo.  

Other objectives are: 

 To show the accurate stock in the 

warehouse at the transshipment. 

 To print the challan and clearing of the 

stock. 

 To provide the critical information to its 

users as truck arrival / departure. 

 To provide loading / unloading information to increase the efficiency of operation. 

 To inquire about the incoming / outgoing data. 

Review Questions 

1.  Define transshipment. 

2. What are the activities of a hub and spoke system? 

3. What are the advantages and disadvantages of hub and spoke systems? 

4. What are the categories of transshipments? 

5.  What are the activities of transshipment in procedure? 

6.  Explain in brief transshipment out procedure. 

7.  Which documents are fill up in transshipment procedure? 

8. What are the objectives of a computerized transshipments centre? 

Figure 18: Computerized Transshipment Center 
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Activity Questions 

1. Make an action taken report of goods received in damage or less weight. 

2. Visit any transshipment centre of your city of your choice and make a gate pass and truck 

register for incoming and outgoing truck. 

Checklist for Assessment Activity 

Use the following checklist to see if you have not all the requirement for Assessment Activity. 

Part-A 

1. Differentiate between hub in and out Procedure? 

2. Differentiate between hub & spoke system and Hub & Spoke arrangement? 

3. Differentiate between LIFO and FIFO method of loading. 

4. List the transshipment procedure? 

Part-B 

Discuss in the class the following: 

1. What is weight loss? 

2. Why load planning is back bone of transshipment out procedure? 

3. What are the applicability of documentation use in hub centre? 

4. Discuss procedure adopted by different transport companies for lorry hire from market. 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to make action taken report of goods received in 

damaged conditions in hub centre. 

  

Able draw different document used in hub centre.   

Able to fill up different document used in hub centre.   

Able to run on line transshipment procedure.   

Able to identify loading and unloading procedure.   

 



 26 

Figure 20: Unloading Procedure at Port 

Session 4: Goods Receiving Procedure 

The process of transport goods receiving is also an important activity of transport industry. It is 

performed by the transport executive with the help of their associates. It is performed in delivery 

branch before giving delivery of consignment to the consignee. 

4.1 Sources of Receiving Goods in Delivery Branch: 

A) Hub Centre:  Delivery branch consignment are received through hub centre in case 

of sundry booking i.e. less than full truck load. 

B) Booking Branch: Consignment are also received in delivery branch through booking 

branch in case of full truck load. 

4.2 Goods Receiving Procedure  

The following procedure is performed at the delivery branch at the time of receiving goods. 

A)  Receiving & Checking of Documents 

On the arrival of the truck at the delivery 

branch the following documents are checked 

(collected from driver). 

 Lorry copy of consignment Note 

 All enclosure with lorry copy 

 Duly stamped sales tax/Vat 

 Check post documents 

B)  Unloading & Stacking of Goods 

Goods are unloaded from the lorry as per 

the challan submitted by the driver to the 

delivery branch authority. 

Following procedure is adopted for 

stacking goods in warehouse 

It is done by unit digit of consignment note 

number. This means the entire godown 

has to be divided into 10 parts and each 

part is numbered as 1, 2, 3, 4, 5, 6, 7, 8, 9 and 0. If the goods for the consignment No 

DL09876 is to be unloaded then goods must be kept at a place 6. 

Figure 19: Unloading Procedure 
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C)  Lorry Hire Payments 

According to L.H. Cafter, the goods are 

unloaded from the truck and the final 

payment of the lorry hire from the market 

must be done to the broker / driver or 

owner of the truck. 

D)  Recording in Delivery Register 

The delivery register is also maintained 

by the delivery branch for the purpose 

of recording of the unloaded goods. 

 Intimation to Party 

Delivery incharge will inform to 

the consignee party about the 

arrival of the goods by e-mail, 

mobile by post or personally 

or pre-printed customer 

intimation card. 

E) Octroi Payment 

During transportation if the octroi 

is mandatory, according to the state government regulation in that condition goods 

should be received at delivery branch after the payment of octroi at the check post. 

Delivery incharge will ensure that check post receipts of octroi are received from the 

driver / owner of the truck. Octroi amount is to be collected at the time of delivery and 

it is mentioned in delivery register. 

F)  Preparation of Octroi Payment Summary 

It is prepared by delivery branch. Main purpose of preparation of this document is to 

maintain a proper record of octroi payment during a particular period. It is also helpful 

for accounts department for preparation of final accounts. It is prepared in duplicate 

the first copy is sent to corporate office along with C.B.S. and the second copy kept by 

delivery branch as a file copy. 

G) Intimation  

To the loading Branch in respect of short, excess & part received goods. Sometime 

consignment received in delivery branch is not according to the challan, if there are 

some difference between challan consignment and actual received consignment due 

to the short, excess part received in that condition delivery incharge must intimate to 

the loading branch about the real fact for the further clarification and enquiry. 

Figure 21: Stacking Procedure 

Figure 22: Warehousing Procedure 
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Review Questions 

1. What systems are used by transport companies for intimation to party? 

2.  Which documents are checked and verified in goods receiving procedure? 

3. What are the uses of the delivery register? 

4. Explain in brief octroi payment summary. 

5.  Explain in brief warehousing procedure. 

Activity Questions 

1.   Make an action taken report on short / excess consignment arrived at delivery branch. 

2.  Visit a railway parcel office and make a map of stacking procedure of consignment in 

warehouse. 

3.  Prepare a list of communication system used in railway parcel office to intimate their 

consignee about the arrival of the consignment. 

4.  Find out conditions on which transport company imposed demurrage. Do you think 

demurrage impact on increasing the price of product? 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between sources of receiving goods in delivery branch. 

2. Procedure for octrol calculation. 

3. What system are used by transport companies for intimation to party? 

4. What are the contents of damage report? 

Part-B 

Discuss in the class room: 

1. Different communication system used by railway department for intimation to the consignor 

or consignee. 

2. Different octrol payment system adopted by different transport companies. 

3. Discuss method of entries in the delivery register. 

4. Discuss the warehousing method adopted by the warehouse keeper. 
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Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Ability to identify on line goods receiving procedure.   

Ability to identify documentation procedure in goods receiving 

procedure. 

  

Able to draw damage/excess report.   

Able to verify the documents used in goods receiving procedure.   

 

Session 5: Goods Forwarding Procedure 

The consignment booked is to be forwarded to the nearest transshipment or in case of full 

truckload to the destination on the same day. This chapter deals with the procedure to be 

followed for forwarding the consignment and includes hiring the truck, loading of goods 

preparation of challan and lorry hire contract and other procedural formalities to ensure that the 

goods reach its destination in time and safely. If the full truck load is to be forwarded to its due 

destination centre for dispatching goods. This will involve hiring the truck from the market. 

Checking of documents of the truck and driver, physical verification of truck loading of goods, 

preparation of challan and lorry hire contract. If the goods are to be forwarded to the nearest 

transshipment for onward dispatch to destination then such goods must be sent on daily basis 

before the close of the operations of the day. Follow one of the applicable procedures 

depending on the option. 

Hire the truck from the market 

 Use market truck already hired on regular basis. 

 Use of company truck / contract truck scheduled on this route. 

5.1 Activity or Function of Goods Forwarding Procedure 

On the arrival of the truck, following activities are to be done for forwarding the goods. 

A)  Checking of the Truck and Driver Documents 

Before dispatching the truck, booking branch staff or executive of booking will check 

that truck is received according to the load planning and truck engagement procedure. 

Booking executive will also ensure that truck driver has all the mandatory documents 

according to the requirements of the motor vehicle act 1988 i.e. RC of truck, driver 

heavy driving license, route permit, insurance of vehicle and driver etc. 
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Figure 23: Good Forwarding 

 

B) Physical Verification  

Physical Verification of engine no. & chassis 

no. of the truck entering (that it is not a black 

listed truck) after the checking of the truck 

and driver documents the next goods 

forwarding procedure is physical verification. 

It is done by booking authority or staff in that 

process booking authority tally the engine 

no. and chassis no. with RC and ensures 

that it is the same as mentioned in the RC. 

Booking staff also check that it is not a black 

listed truck for that purpose they tally the truck with black listed truck list issued by the 

state transport authority. 

 C) Loading of Goods  

If all the checks mentioned in the goods forwarding procedure indicate that truck is 

applicable for transportation of the goods then following procedure should be adopted 

for loading of the goods for hub centre and delivery procedure. 

 FIFO method: It means that the consignment which is booked first must be loaded 

first. 

 If the goods that are being loaded for a specific destination are meant for delivery 

as well as for further transshipment then the goods meant for the delivery must be 

loaded first and then goods for onward transshipment are to be booked. This is 

mandatory because the truck will reach the hub centre first to unload the goods for 

hub centre than it will sent to the point of delivery city which are to be undelivered. 

 While loading the consignment ensure that wrong packages are not loaded in the 

truck and also part of the packages are not left in booking warehouse. 

 Loading is done according to the contents and weight mentioned in the lorry 

copies of the consignment note.  

D) Covering  

 The truck with tarpaulin: Loading staff must ensure that the truck is covered with the 

tarpaulin, after the loading is over and the ropes are tied up properly. 

E) Documentation Procedure 

 Documentation procedure is done by the branch executive. In the goods forwarding 

procedure basically following documents are prepared: 
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 Challan it is a legal document that provides the information about the consignment 

which is being carried in the truck to a specific destination. 

 Challan is prepared in four copies. First copy sent along with the driver who will 

produce it to the destination station for unloading. Second copy sent by post, email 

or fax to the documents control department. Third copy handed over to the truck 

driver. Fourth copy is a file copy. 

 Lorry hire contract is prepared, incase of company hire the truck from the market 

as the company truck is not available for dispatch. 

 Trip contract sheet is prepared when goods are loaded in company‟s own truck. 

F)  Handing Over the Required Documents to the Driver 

After the competition of documentation procedure all these documents are handed 

over to the driver so that he will submit all these documents to the transshipment 

centre incase of sundry booking or delivery branch. In case of full truck load and 

unloading process done accordingly. 

G) Drivers  

Signature should be obtain on the challan and lorry hire contract. The drivers‟ 

signature must be done before dispatching the truck so that he will be accountable for 

transportation. 

Review Questions 

1. Which documents are prepared in goods forwarding procedure? 

2.  What systems are used by goods forwarding branch for giving information to the 

destination branch? 

3.  Write Short Notes on: 

a)  TCS 

b) LHC 

4.  What is contract parcel truck? 

5.  Explain the goods forwarding procedure. 

6.  What are the advantages of computerized goods forwarding procedure? 

Activity Questions 

1. Collect information about goods forwarding procedure at the airport of your city. 

2. Visit the railway station of your city and collect information about wagon hire procedure 

including wagon hire contract. 
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Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between goods receiving and goods forwarding procedure. 

2. Differentiate between TCS and LHC. 

3. Differentiate between contract parcel truck and full truck. 

4. What are the fundamentals of goods forwarding procedure. 

Part-B 

Discuss in the class room: 

1. Discuss the various report prepared by logistics companies in the goods forwarding 

procedure. 

2. Discuss the various activities performed by the transport comapanies in the goods 

forwarding procedure. 

3. Discuss the wagon hire procedure. 

4. What are the conditions in which LIFO method is idle for loading procedure? 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to do physical verification of vehicle.   

Able to identify different documents used in goods forwarding 

procedure. 

  

Able to fill up Challan and LHC.   

Able to identify goods forwarding procedure.   
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Figure 24: Delivery Procedure 

 

Session 6: Delivery Procedure 

Service Industries i.e. Transport Company has two major activities for transportation. 

(i) Booking 

(ii) Delivery 

Prosperity of transport industries depends on these activities. According to the carrier act 1865 

transport company is liable for delivery of goods in that condition it was booked. Carrier act also 

provide the right to transporter to collect all the dues from party before executing delivery of 

goods. 

Delivery means making over physical possession of the goods to the rightful owner on collecting 

the relevant documents. Generally the following principle is adopted by the transport company 

while executing the delivery of goods. No delivery of goods without consignee copy and dues. 

6.1 Delivery Procedure  

 When the goods arrive at the delivery branch, it has to be delivered to the parties in the 

city. Goods are sorted out according to the 

address of the consignee and given to the 

concerned business associate for delivery. 

Preparation P.O.D. (Proof of delivery) when the 

consignment is delivered to the consignee party 

and consignee copy of consignment note is 

collect from the party, their signature are 

obtained on P.O.D. as an acknowledgement that 

they have received the consignment in good 

condition, date and time of delivery must be 

written while obtaining the signature, P.O.D. copy must be handed to the delivery branch 

for sending to the booking branch. 

6.2 Rules for Effective Delivery 

 The delivery of goods is to be given on the basis of the consignee copy of the 

consignment note. It is submitted by the consignee at the time of delivery. 

 The delivery is to be given to the consignee after the 'To Pay' freight along with the 

other charges i.e. Octroi, Vat, ST. charges, loading and unloading expenditure, 

demurrage, etc. has been received. 

 The consignee copy must be checked for the correct endorsement by the consignee 

party on the back side and the consignment note no. and must be checked with the 

lorry copy of the consignment note.  

 Delivery is not to be given to the consignee party if the goods are seized items and 

until they are released. 

 Order of the Sales Tax/Check Post/Custom/Excise/Forest Authorities is received. 
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 If the consignee copy is through bank then there should be a proper discharge stamp 

of the bank and also the proper endorsement of the consignee on the back side of the 

consignee copy. 

6.3 Procedure for Delivery of Goods against Indemnity Bond 

If the party has lost the consignee copy of the consignment note then the consignor has to 

submit an indemnity bond on non - judicial paper. The following formalities must be completed 

by the consignee party in order to take delivery of goods against indemnity bond. 

 The consignor will produce the indemnity bond to the booking branch with a covering letter. 

 Indemnity bond for verification and endorsement. 

 The booking branch incharge will visit consignor party place of business to ensure that 

party is genuine. 

 After certifying the indemnity bond, the booking branch will hand over the bond to the 

consignor and inform the delivery branch by email or by post to deliver the goods. 

 In those cases where the consignment is being transacted through bank, the booking 

branch while completing the formalities of indemnity bond should ensure that the 

consignor gets the endorsement from the concerned bank on the indemnity bond 

before forwarding the same to delivery branch. 

6.4 Open Delivery and Part Delivery 

If the goods are damaged during transportation, or short according to consignment note 

and the consignee party does not accept the delivery and ask for C.O.F. In that condition 

open delivery is to be given to the party. 

A)  Condition for Giving Open Delivery 

 If case is not in an intact condition or weight is short and or the party insists for 

open delivery. 

 If the weight on the consignment note differs from the consignment being 

delivered, and the consignee party demand for open delivery. 

B) Precautions to be Taken before Giving Open Delivery 

 Tally the goods with original invoice at the time of giving delivery. 

 Delivery should not be given on the basis of performa invoice because there may 

be chance that there is difference in the contents of original and performa invoice. 

 Check the packing of consignment whether there is room in the package for 

missing goods. 

 If the weight is as per consignment note, but consignment in the package is less, 

then there may be chance that consignee party has done some fraud. In such 

condition claim lodged by the party should not be entertained for settlement.  
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C)  Part Delivery  

 If consignment is not received according to the consignment note it means due to 

any reason consignment received is in short. In that condition if the consignee 

party demands for part delivery it may be given. 

Procedure for Part Delivery 

 Open all the packages and compare the contents in the package with that of 

original invoice and not performa invoice. 

 Fill up following types of formats for delivered and undelivered goods. 

Format for 'Delivered Goods' 

Booking 

station 

Consignment 

Note No. 

Consignment 

Note date 

No. of 

packages 

No. of 

items 

Actual 

Weight 

Value of 

contents 

Party 

Signature 

1 2 3 4 5 6 7 8 

 

Format for 'to be Delivered Goods' 

Booking 

station 

Consignment 

Note No. 

Consignment 

Note date 

No. of 

packages 

No. of items Actual 

Weight 

Value of 

contents 

1 2 3 4 5 6 7 

Activity Questions 

1. Visit a post delivery office and collect information about delivery systems. 

2. Using internet or open sources i.e. visit civil court of your city and collect Indemnity 

Bond paper and collect information about filling procedure and applicability of the 

bond paper. 

6.5 Door Delivery  

It means delivery will be given at the 

consignee‟s home or office. For home delivery 

following procedure is followed:  

A separate file is maintained for the 

consignment note of door delivery so that the 

delivery of such consignment may be effected 

through tempo, small truck, or lorry hire for that 

purpose. A separate file is helpful for delivery  

Figure 25: Door Delivery 
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because through this file only he comes to know that consignment note for home delivery. 

If these are mixed up with the other consignment notes then such consignment may 

continue to lie in warehouse because the party will not give demurrage as it is the mistake 

of the company and will also result in the damage of the reputation of the company.  

6.6 With Holding of Delivery Goods  

Some time the consignor party after booking the consignment advice either to the booking 

branch or to the transshipment centre or to the destination branch to withhold the 

consignment. In such cases the consignor party must give clear cut instruction in writing for 

withholding the consignment. If it is not possible for company to comply with such 

instruction we must inform the consignor or the owner of the consignment. It is necessary 

because on one side the consignor party wants to hold the goods and on the other side the 

consignee party will enquire about the arrival of the goods for taking the consignment. The 

consignee party must be told clearly about the status of the consignment and the 

instruction issued by the consigner party. 

6.7 Rebooking of the Consignment 

If the consignee party does not take the delivery of the consignment due to their own 

reason and the consignor party advice the destination branch to rebook such undelivered 

consignment either to booking branch or some other destination this is known as rebooking 

of the consignment.  

Rules for Rebooking of Consignments 

 To pay freight and other charges, the consignee party surrenders the consignee copy 

of the consignment note, copies of invoice, sales tax form, VAT etc. 

 If the party does not agree to pay the freight then such consignment should not be 

rebooked. 

 If the value of the consignment is less than the freight and demurrage then the 

consignment is rebooked on paid basis only. 

 While rebooking the consignment the amount of octroi charges and octroi service 

charges, vat charges are also to be added in the rebooked consignment note  

 If re-packing is required since the original packing was broken, in that condition re-

packing charges is also added in rebooked consignment note.  

 Money receipt will be prepared for rebooked consignment note.  

The following procedure is to be adopted for marking rebooked consignment. 

 Cancel the old marking. 
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 Write down the new marking for example: A consignment was booked from Delhi to 

Bangalore vide consignment note No. WZ4578, No. of package 5 and the same 

consignment is rebooked to the Delhi. 

Original Marking  Fresh Marking at the Time of Re booking 

TCIL-PHJ(DLHS) 

WZ -4578X5 

BANGALORE 

 TCILRJR(BNG) 

AB – 46987X5 

RAMBAGH( DLHN) 

6.8 Issue of Notice 

 If consigner or consignee is not taking delivery on time in that condition delivery branch will 

issue two types of notice. 

A)  Procedure for First Notice 

If the consignee party does not take the delivery of goods due to his own reason it 

means the consignment which may remain undelivered for 60 days of arrival of the 

goods at the delivery branch, in that condition the first legal notice is issued to the 

consignor. It is prepared in 5 copies; the distribution of copies is as follows: 

1. Copy to consignor 

2. Copy to consignee 

3. Copy to the consignee bank (If any)  

4. The copy to the booking station  

5. Copy is file copy. 

B)  Procedure for Second Notice 

If the consignment remains undelivered for 30 days from the date of the first notice 

then the second notice must be issued to the consignor. This notice is also prepared 

in 5 copies and is distributed as follows. 

1st copy to consignor, 2nd copy to consignee, 3rd copy to consignee bank (if any), 4th 

copy to booking station and 5th copy is file copy. 

Procedure for rebooking the consignment to U.C.G. (Unclaimed Goods 

Department): If the consignment is not delivered within 30 days from the date of the 

second notice it should be rebooked to U.C.G. 

Documents which are to be sent to the UCG department are: 

 Consignee copy of the rebooked consignment note. 
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 File copy of the first notice. 

 File copy of second notice. 

 Lorry copy of the previous consignment note. 

 Central excise gate pass (if any). 

 Octroi payment receipt (if any). 

 ST/C.ST payment receipt (if any). 

 Vat payment receipt (if any). 

 Seizure of goods notice (if any). 

 Postal acknowledgement. If any received from the party against the second notice. 

 Invoice receipt along with old lorry copy of the consignment note.  

 Cancel the old marking on the consignment and make a new marking on it. If there 

are more than one consignment that are to be sent to UCG, separate 

consignments note must be prepared for each consignment. 

 Weigh the consignment and mention the correct weight. 

 Mention the value of goods on the consignment note as per the invoice or GFN 

declared by the consignor whichever is higher.  

6.9 Money Receipt  

The money receipt is issued to the party due to one of the following reasons. 

 Delivery of consignment and collection of to pay freight. 

 Collection of freight of paid booking at the booking branch. 

 Realization of money against bill. 

 On account payment from billing parties. 

 Collection of other charges such as demurrage, octroi, Vat, after the delivery of the 

goods. 

 The money receipt is prepared in triplicate, first copy, party copies, second copy 

attachment to MRS and third copy file copy. 

Money Receipt Summary  

Demurrage: In delivery procedure the demurrage amount is collected from the consignee 

party as storage cost of their goods beyond the free storage days. It means if the 

consignee is not taking delivery within given time, transport company charges fees as a 

demurrage. Money receipt summary (MRS) is used for writing the details of money receipt 

that are issued by a branch for one of the following reasons: 

1.  For delivery of consignments (reason for receipt).  

2.  Money collection for paid booking (reason for receipt).  
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3.  Collection of delivery charges such as demurrage, octroi, VAT, etc. which are not 

collected at the time of delivery (reason for receipt). The MRS is prepared in duplicate. 

The original copy of the MRS along with the second copy of the money receipt and 

delivered consignee copies is sent to the corporate office as an attachment. 

6.10 Certificate of Facts (COF) 

It is issued by the delivery branch to the consignee party in one of the following accounts:- 

1.  Consignment is received in damaged condition. 

2.  Pilferage from consignment: When packing is damaged then there is scope for 

pilferage. 

3. Consignment reported missing in full or part from booking station, hub center, while in 

transit, vehicle meet accident, theft etc. 

4.  Claim due to act of God (natural calamities) and circumstances beyond and operation 

of the carrier. 

5.  Exchange of goods: It is an important legal document because it is to be submitted to 

the insurance company for getting the claims. 

The COF is Prepared in 5 Copies. 

1st copy to party who ask for claim, 2nd copy to corporate office, 3rd copy to booking station 

4th copy to controlling office and 5th copy is file copy. 

6.11 Network Online Delivery and Enquiry System 

Computerized delivery system named as network online delivery and enquiry system has 

been developed to operate on local area network at the delivery stations. The network 

environment enables sharing of up to date information by different users simultaneously. 

Objectives 

 On-line enquiry of consignment arrival / 

delivery. 

 Godown wise stock reporting. 

 Online printing of money receipt. 

 To print consignment arrival intimation 

card. 

 To print delivery register. 

 To eliminate delicacy of data by sharing 

files on the network. 

Review Questions 

1. What are the two major activities of transport industry? 

Figure 26: Online Delivery 
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2. What is the principle of delivery? 

3. Define NODES. 

4. What is POD? 

5. Which documents are to be sent to the UCG department? 

6. Write short notes on 

a) VAT 

b)  S.T.C. 

c) Demurrage 

7. What are the rules for effective delivery? 

8. Give the procedure of delivery of goods against indemnity bond. 

9. Explain in brief open delivery. 

10. What is home delivery? Explain its procedure. 

11. What is rebooking of consignment? Explain its rules. 

12. Write short notes on withholding of consignment and UCG. 

13. What is money receipt? What are its uses? 

14. What are the objectives of the NODES? 

15. What is COF? Explain its benefits. 

16. What systems are used by transport companies for giving part delivery? Explain with 

format. 

17. Explain marking on rebooked consignment with format. 

18. Explain the procedure of first notice. 

19. Explain the procedure of second notice. 

20. Explain in brief delivery procedure. 

Activity Questions 

1. Visit airport station of your city and collect information about methods of delivery. 

2.  Visit any courier company of your choice and write small notes on delivery system of 

courier service with live photos. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between holding of consignment and rebooking of consignment. 

2. Differentiate between booking of consignment and delivery of consignment. 
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3. Differentiate between open delivery and part delivery. 

4. What are the methods of delivery? 

5. What is principle of effective delivery? 

6. What is procedure of Rebooking of consignment? 

Part-B 

Discuss in class the following: 

1. Delivery procedure of railway parcel office. 

2. How NODES come in to existence? 

3. Discuss the legal validity of certificate of facts. 

4. Discuss the implementation procedure of VAT. 

5. Discuss the procedure of calculations of demurrage. 

6. Discuss the applicability of MRS. 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to do transactions of NODES.   

Able to identify different documents of delivery.   

Able to draw a format of delivered Goods.   

Able to draw making on rebooking of consignment.   

Able to identify indemnity bond.   

Able to write a first and second UCG notice.   

Session 7: Documentation 

Documentation plays a vital role in the process of transport industries from the time of pick up of 

the consignment until it reaches in the hands of consignee. Transport documents are issued by 

the transport company to the consignor, consignee, driver or owner of the truck. 

Reasons for Issue of Documents 

i) For accepting the consignment for transportation (C/N). 
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ii) For money received (Bill). 

iii) For hiring the truck from the market (LHC). 

iv) For delivery of goods (POD). 

iv) For damages of consignment during the transportation (C.O.F.). 

v) For payment of hired lorry (LHC final payment copy). 

7.1 Format of Goods Forwarding Note 

 Name of the Service Provider or Road Freight Transport Company: ..................................... 

 Address with Contact Details: ................................................................................................. 

 From: (Name of Consignor Booking Place): ........................................................................... 

 To: (Delivery Station Address): ............................................................................................... 

Consignor Name and Address  

Consignee Name and Address  

No. of Pkg.  

Description  

Value  

Weight or Volume  

Basis of Booking  

(i) On the Basis of Risk OR/CR 

(ii) On the Basis of Payment Paid/ to Pay/ 

TBB 

 

Name of Insurance Company  

Risk Insured  

Amount Insured Private Mark 

 

 

Signature of the Consignor 

7.2  Consignment Note 

Name and Address of Transport Company: ........................................................................... 

Consignment Note No  

Consignment Date  
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Consignor Name and Address  

Consignee Name and Address  

From/Code and Name  

To/Code and Name  

Description  

Method of Packing  

Actual Weight  

Charged Weight  

M/R No. Date  

Load Type  

Charged Weight  

Charged Weight, CMT  

Full Load No. of PKG  

Minimum Weight  

 

Freight Details 

Rate Amount 

Rs 

Freight   

Surcharge  

Handling Charges  

Door Delivery   

ST Charges  

Statistical Charges  

Miscellaneous Charges  

Total  

Schedule of Demurrage   
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Name and Address of Booking Office  

Name and Address of Delivery Office  

Basis of Booking   

To Pay/ Paid / TBB  

Amount in Words  

Sales Tax Form No.  

 

7.3. Challan 

Name of Transport Company: ........................................................... Date: ........................... 

Challan No. ...............  Lorry No. ...............  From ........................... To ................................. 

Sl. 

No. 

C/N 

No. 

No. of 

Packages 

Types of 

Packages 

Contents Weight From To Destination 

Date 

Remarks 

          

          

          

 

 Signature of Loading Staff 

7.4 Lorry Hire Contract 

Name and Address of Transport Company: ........................................................................... 

From: Code Name: ................................................................................................................. 

To: Code Name .........................................   Distance KMS Lorry ...................................  

A) Vehicle Details 

Challan No of Packages Description Actual Weight 

Registered at    

Body Type    

Engine No.    

Make     
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Model    

Colour    

Fitness Validity    

States up    

Divisional No.    

Valid up     

Chassis No.    

Road Permit No.    

Name of Insurance 

Company  (insured with) 

   

Insurance Certificate No.    
 

B) Owner / Driver / Broker Details 

Owner Driver Broker 

Name & Address 

 

 

Financer Name & Address 

Name & Address 

License No. 

Issued By 

Valid Up  

Name & Address 

 

Loading Advice No. 

Date 
 

C) Hire Particulars 

Rate Per Ton  

Charged Weight (KGS)  

Lorry Hire Rate  

Gross Hire Rupees  

Advance Paid By   

Balance Amount Payable At  
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D) Loading Remarks 

E) Final payment Particulars 

Add Detention Rs.  

Other Charges  

Total Amount   

Final Balance Amount Paid At  

Rupees  

 

 Signature of Driver  

7.5 Trip Contract Sheet 

 Name and Address of Company: ............................................................................................ 

 Trip contract No.: .................................................................................................................... 

 Vehicle Details: .................................................  Accounts Code: .......................................... 

Fleet No.  

Truck No.  

Route No.  

Contract Center  

Type of Truck  

Trip Duration Date  

From   

To   

Trip KMPL   

Driver Final Payment Details  

KM Basis  

Day Basis No. Days  

Handling Exp.  
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Diesel Filling Details 

Sl. 

No. 

Station Code KM Head 

Reading 

Advice 

No. 

Bill 

No. 

Bill 

Date 

Qty 

in it 

Amount 

        

        

        

        

        

 Diesel Tank 

Capacity 

Tank 1  Tank 2  Total  

 

Final Payment Details 

Driver Payments Rs  

Diesel Payments  

Total Amount Paid Rs  

Deduction ( if any)  

Final Amount Payment  

Amount in Words  

Prepared By   

Passed By   

Certified By  

 

 

Signature of Driver 
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7.6 Octroi Payment Summary 

Name and Address of Transport Company 

Branch Code Branch Name Summary No. Page No. Date Amount 

      

      

      

      
 

Sl. 

No. 

Challan 

No 

C/N 

Date 

From To Receipt 

Bill no. 

Octroi 

Amount 

Octroi 

Service 

Other 

Charges 

Remarks 

         

         

         

         

 

7.7 UCG First Notice 

Name and Address of Transport Company: ........................................................................... 

................................................................................................................................................. 

Issuing Office .......................................................................................................................... 

Address ................................................................................................................................... 

................................................................................................................................................. 

Ref. No. .......................................................................... Date ............................................... 

To ............................................................................................................................................ 

Name of Party ......................................................................................................................... 

Dear Sir ................................................................................................................................... 
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Ref Consignment No. ................................................................. Date ................................... 

Ex ................................................................................. To .................................................... 

Packages ................................................................. Nature of Goods ................................... 

The above consignment is lying un-cleared at our office for a considerable period of time. 

You are requested to take delivery of the consignment within 15 days from the date hereof 

on payment of freight, accrued demurrage or other charges due, failing which the 

consignment will be treated unclaimed and it will be transferred to the unclaimed properties 

section for further action. 

Thanking You        Yours Faithfully 

7.8 UCG Second Notice 

Name and Address of Transport Company ............................................................................ 

................................................................................................................................................. 

Issuing office Address ............................................................................................................. 

Ref No. .................................................................................................................................... 

To (Name of the Party) ........................................................................................................... 

Dear Sir ................................................................................................................................... 

Ref Consignment No. ............................................................................................................. 

Dated .................................................................... Ex. ........................................................... 

To .................................................... Our Letter No. ............................ Dated ....................... 

Inspite of our letter cited we regret to note that neither the said consignment has been 

taken delivery nor has any definite instruction been received from you so far, as such we 

are not in a position to with hold your goods any more. In case the above consignment is 

not arranged to be taken delivery by you within 15 days from the date of receipt of this 

letter we will be left with no choice than to send goods to our sales department and to 

dispose of the same by open sale in order to realize our dues with any damage or 

deterioration of the goods due to long storage. It may also be noted that the balance 

amount will be claimed by us from you, if the sale value fail short of our dues. 

 

Thanking You        Yours Faithfully 
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7.9 Money Receipt 

Name and Address of Transport Company ............................................................................ 

Branch .................................................................................................................................... 

Name ...................................................................................................................................... 

Customer Code  

Reason for Issue  

1. Delivery  

2. Bill Amount   

3. Any other  

Booking Station  

Destination Station  

Billing Branch Particulars.  

C/N No Date   

Bill No.  

Freight Rs.  

Demurrage  

Date  

Date of Arrival   

Total Amount  

Private Mark, if Any  

Handling Charges  

Rebooking   

Rebooking C/NS  

Basis of Booking  

To Pay/ Paid/ TBB  

Other Service Details  
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Bank Details 

Bank Name Cheque No. Date Misc. Charges 

    

    
 

For Company 

Amount Received in Rs.  

Amount Received in Words  

 

Signature  

Accounts Section 

Review Questions 

1.  Following information were extracted from the books of a transport company. You are 

required to prepared GFN in proper format. 

a) Name of consignor Mr. Ritesh Aggarwal  

 House no 86, Mahesh Nagar  

 Jaipur, Rajasthan. 

b) Name of consignee Mr. R.P. Varshney 

 SBBJ Bank, Mathura UP. 3 Weight 1000 KG 4 No. of packages 40.5 basis of booking 

to pay, CR6 description. Rice freight 20,0000. Value of Insurance 2,00,000. 

2.  Following information were extracted from the books of a transport company. 

 You are required to prepare a challan in proper format. 

 Transport Company ATO India Ltd Shakti Vihar New Delhi. 

Sl. 

No. 
CN. No. 

No. of 

pkgs 

Types 

of pkgs 
Contents Weight From To 

Despatch 

Date 

Challan 

No. 

1 PV3456 5 Carton Rice 2 ton Jaipur Delhi   

2 PV34567 10 Box Wheat 4 ton Jaipur Delhi   

3 PV345678 15 Drum Sugar 4 ton Jaipur Mathura   

4 PV45678 20 Carton Pulse 2 ton Jaipur Agra   
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3. The following information were extracted from the books of a transport company Ltd you 

are require to prepare. 

 Consignment note in proper format. 

 Address of issuing office 92 Deviji Street Chakla street Mumbai 400003. 

 State Maharashtra Phone 23422477. 

 Consignee Bank Name and Address Customer Code 1224 Ever Green Private Publisher. 

Rajaram Mohan Roy Road Goregaon Mumbai 400004. 

 Consignment Note No. DH836 44 Dated 4.2.12. 

 From Code & Names Chakla street code & Name DBO Dhanbad packages 15 Description 

Rice. 

 Consignee Bank Name & Address Allahabad Bank, Ms Manju Jaiswal 9/141 KK colony 

Jodhpur.  

 Method of Packing Bundles 15 

 Packages 15 description books actual weight 520 charged weights 520 rate 2.50 private 

mark 689 basis of booking paid. 

4.  From the following information prepare LHC in proper format. 

 From CBE Coimbatore 

 To RBL Rae Bareli 

 Vehicle Particular 

 Regt. at Jaipur 

 Body type open make eicher color N.B. 

 Challan no ADF 23457 engine no. Rj10 18258 fitness validity 6.12.2004 Validity up to 

6.12.2005 Valid in Raj, UP tower Mr. Rajesh Gupta / ORC Gupta Pratap Nagar House no 

34 Jaipur. 

 Financer Name ABC travel agency shop no. 87 Rly station road Jaipur Raj. 

 Driver Name Arjun Grewal, house no. 86 C, Scheme Jaipur. 

Activity Questions 

1. Visit the airport of your city and list different documents for transportation. 

2.  Visit any shipping company of your choice and prepare summary table on documentation 

uses in shipping cargo operation including reason to issue and to whom documents is 

issued taking real data. 
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Exercise Questions 

1. Explain the different functions of director. 

2. Explain the functions of zonal manager. 

3. List the government regulated goods for booking. 

4. Explain the booking procedure for sundry. 

5. Explain in brief procedure for hiring market vehicle. 

6. Explain the goods receiving procedure. 

7. Give the methods for octroi payment. 

8. What are the activities of a hub centre? 

9. What is LIFO and FIFO method of loading of goods in goods receiving procedure? 

10. What is the procedure with holding of consignment? 

11. What do you mean by rebooking of consignment? 

Practical Questions 

1. Visit railway parcel office and make project on booking procedure of railway by:  

(a)  Local train  (b) Express train 

2. Visit nearest port and make a case study on booking procedure of export consignment by 

ship. 

3. Make project on comparative study of booking documents in road and railway. 

4. Make project on marking procedure of consignment (a) Road (b) Railway. 

5. Visit a shipping hub centre of shipping transport company and make a project report on 

transshipment in procedure. 

6. Make project report on documentation procedure in any transport company i.e. TCI Ltd, 

Gati Ltd etc. 

7. Make a project report on comparative study of hub centre of railway and road transport 

company. 

8. Visit any road transport company and make a case study of hiring vehicle from market. 

9. Make a project on hub out procedure of air transport company on the basis of on the job 

training program in summer. 

10. Prepare a project report on MNC road freight company on goods receiving procedure on 

import of goods. 

11. Collect information on procedure of government check post. Also study the entire octroi on 

different place. 

12. Prepare a project report on documentation in goods receiving procedure of MNC company 

on the basis of on the job training program. 

13. From the standard web site collect the information about the different types of vehicle used 

in goods receiving procedure. 
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14. Visit the army airport station and make project report on goods forwarding procedure. 

15. Make a physical model of goods forwarding procedure with all possible features and 

demonstrate the application. 

16. From the standard website or as open sources i. e. Wikipedia Britannia world book collect 

information about goods forwarding procedure of MNC in Japan dealing with India in terms 

of export and import. 

17. Make project report on ODC (over dimension cargo) cargo dispatch process. 

18. Visit milk diary plant of your city and make project on milk distribution system. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What is the role of documentation in transport process? 

2. Who issued transport documents? 

3. What are the different transport documents? 

4. Differentiate between booking and delivery documents. 

Part-B 

Discuss in class the following: 

1. What is filling procedure of documents adopted by logistics services provider in the present 

market scenario? 

2. Discuss the documentation process of air transport industries. 

3. Discuss the legal validity of transport documents. 

4. Discuss which transport documents are helpful for getting insurance claim. 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify different documents.   

Able to draw challan.   

Able to fill up online documentation.   

Able to draw POD.   
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Unit-2: Transport Operations - II 

Location Learning  

Outcomes 

Knowledge 

Evaluation 

Performance 

Evaluation 

Teaching 

Training 

Method 

Session - 1: Lorry Hire System  

Classroom 

transport 

booking 

office, 

transport 

service 

centers. 

 Demonstrate concept of 

lorry hire systems. 

 Develop the skill of filing 

procedure of 

documentation. 

 Demonstrate the lorry 

hire processing 

procedure.    

 Fundamental 

concepts of lorry hire 

system. 

 

 Define lorry hire 

systems. 

  

Lecture 

method, 

interaction 

exercises, 

visiting to 

transport 

company to 

understand 

processes of 

transport 

operation like-

lorry hire, 

system fleet, 

operation and 

maintenance 

procedure, 

project 

method, data 

convection, on 

the spot 

training 

program in the 

hubs. 

Session - 2: Fleet Operation, Maintenance and Fleet Utilization 

 Demonstrate 

fundamental of fleet 

operation and 

maintenance procedure. 

 List the mandatory 

documents of fleet 

according to the motor 

vehicle act 1988. 

 Demonstrate the fleet 

management process. 

 Demonstrate the 

procedure of selecting 

the vehicle. 

 Fleet operation and 

maintenance 

procedures. 

 Process of planning of 

scheduling truck 

routes. 

 Fleet management. 

 Documents of lorry 

hire, lorry hire 

processing and its 

objectives. 

 Routing and 

scheduling of truck 

and different 

processes involved 

in planning and 

scheduling of truck. 

 Explain fleet 

management. 

Session - 3: Billing Procedure 

 Demonstrate the 

reasons for issues of a 

 (i) Define bill and its 

type. 

 Explain in brief bill 

accounting 

procedure, 
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bill. 

 List the different types of 

bill, bill collection 

statement and process 

of write off the bill. 

 (ii) What are the 

reasons for write off a 

bill. 

procedure of write 

off a bill, bill 

preparation 

procedure. 

 Session - 4: Tendering Process  

 Demonstrate the 

tendering process. 

 What is tender, state 

the contents of tender 

and what are the 

different methods of 

tendering. 

 Explain in brief 

tender processes. 

Session - 5: Quotation to Customers 

 Demonstrate the 

quotation procedure. 

 What is comparative 

statement and what is 

its need. 

 What are the content 

of quotation. 

  Explain in brief 

quotations. 
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Session 1: Lorry Hire System 

The incharge of loading branch must plan the route wise load available in warehouse in order to 

hiring truck from market. For loading a consignment preference is given for company own truck, 

if it is not available in that condition, incharge has to make a plan with the help of his executive 

for hiring a truck from market as per demand and need. The lorry hire system is a computerized 

system dealing with the accounting of lorry hire contract prepared for trucks engaged from the 

market and in respect of payments made through the local lorry hire voucher. The system 

ensures that for market trucks, payments have been correctly made against valid lorry hire 

contract.  

1.1 Documentation in Lorry Hire System 

 The following document is prepared in this system: 

A) Lorry Hire Contract Advance Copy: When a truck is hired from the market, an 

agreement is entered into with the owner / driver of truck. This agreement is called 

Lorry Hire Contract. This is prepared in quadruplicate (4 copies) at the loading station. 

B) Lorry Hire Contract Final Payment Copy: The final payment of the lorry hire 

contract is collected at the unloading station and final payment is done. 

 

Figure 1: Lorry Hire Contract 



 58 

C) Local Lorry Hire Voucher: The local lorry hire voucher is prepared for payment to 

trucks / tempo hired from the market for door collection or door delivery. For such 

trucks/ tempo, lorry hire contract should not be prepared. Local lorry hire contract is 

also prepared for payment. The local lorry hire voucher is prepared in duplicate. Both 

copies of the voucher are to be sent by the branch in toits accounting centre where 

they will be given a voucher no. in continuous serial order. The accounting centre will 

forward the first copy along with lorry hire payment summary and retain the second 

copy as file copy. 

D)  Debit Voucher: Debit voucher is prepared only in exceptional cases when certain 

payment such as repayment of lorry hire amount previously deducted from balance 

amount payable to the driver / owner may have to be made. It is to be prepared in 

duplicate and both copies are to be sent to the accounting centre where they will be 

given a voucher no. in continuous serial order. The first copy will be attached with the 

lorry hire payment summary and the second copy retained as a file copy. Lorry hire 

payment summary - In the lorry hire payment summary all payments pertaining to lorry 

hire (LHC advance and final payment, local lorry hire payment and payment made 

through debit voucher) are entered. Payment made for contract parcel trucks for which 

a trip contract sheet is prepared are not entered in the lorry hire payment. 

E)  Lorry Hire Payment Summary: Payment made through TCS is to be entered in the 

CBS. It is prepared by accounting centre in duplicate. The first copy of the lorry hire 

payment summary with all supporting vouchers is sent to corporate office, as 

enclosure to CBS. The second copy is file copy of the accounting centre. 

 Documentation ................................................................................................................ 

 Debit Voucher ................................................................................................................. 

 Name & Add of Transport Company Lorry No. ............................................................... 

 ......................................................................................................................................... 

 ......................................................................................................................................... 

 Advice No. ................................................................................... Date .......................... 

 Branch Code ................................................................................................................... 
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 Pay to 

Description Account Code Party Code Amount 

    

    

    

    

    

    

  Total  

By Cash/Cheque 

No. on Bank 

   

    

    

    

Amount in Word Rupees 

 

Certificate By  

 

Identification No. 

Prepared By 

 

Identification No. 

Audited By 

 

Identification No. 

   

F)  Local Lorry Hire Voucher: It is prepared when company hire a lorry for local purpose 

i. e. home delivery and home booking. 

Name and Add of Transport Company ......................... To ............................... Challan 

Consignment Note .................................... Code and Name .......................................... 

Paid To ........................................................................................................................... 

Truck No. ........................................................................................................................ 
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By Cash /Cheque/DD/No.  Date on Bank  Total 

Passed By 

Identification No. 

Certificated By 

Identification No. 

Prepared By 

Identification No. 

Payee Signature 

Identification No. 

1.2 Lorry Hire Processing System  

It has been developed to capture basic Lorry Hire System documents at field level and to 

keep control over lorry hires expenses. 

Objectives 

 LHS data capture at field level. 

 Highlighting the trucks weight loss. 

 Highlighting of excess payment made against LHC. 

 Providing Management Information System on LHC. 

 To provide On-line query to users regarding status of LHC i.e. whether it is out 

standing, prepaid etc. 

Review Questions 

1.  Define lorry hire system. 

2.  Which documents are prepared in lorry hire system? 

3.  What is lorry hire processing system? What are its objectives? 

4. Write short notes on 

a) Local Lorry Hire Voucher. 

b)  Local Lorry Hire Contract. 

c)  LHC Advance Copy. 

Description No. From To Wt.(Kgs) Amount 
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d)  LHC Payment Summary. 

5. Explain debit voucher with format. 

Activity Questions 

1. Visit transport company of your choice and collect information about different local rate for 

hiring vehicle. 

a)  Local Lorry Hire Rate  

b)  Outside City 

2. Visit transport company of your city and collect a data of company weight loss and prepare 

a write up how they over come. 

Checklist for Assessment Activity 

Part-A 

Use the following checklist to see if you have met all the requirement for assessment activity. 

1. Differentiated between different lorry hire systems. 

2. What are the uses of lorry hire contract advance copy? 

3. Differentiate between lorry hire contract and lorry hire payment. 

4. What are the fundamentals of lorry hire system. 

Part-B 

Discuss in the class: 

1. Discuss procedure of wagon hire contract by railway. 

2. Discuss different methods of payment in lorry hire contract. 

3. Why LHC is calling a legal document? 

4. Discuss LHC processing process. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to fill up format of lorry hire system.   

Able to draw debit voucher.   

Able to do online lorry hire system.   

Able to do online payment.   
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Session 2: Fleet Operation, Maintenance and 

Fleet Utilization 

Fleet means group of trucks for the purpose of smooth 

running of fleet. It require maintenance as per pre-determine 

schedule. Generally transport companies run a separate 

department for performing this objective i.e fleet operation & 

maintenance process. This chapter describes the routing and 

schedule of trucks, statutory regulation of truck as per Motor 

Vehicle Act 1988, truck statutory documents, road` tax, 

different type of permit according to STA, (State Transport 

Authority) fleet management process, etc. 

2.1 Fleet Operation and Maintenance Procedure 

The procedure is adopted in Operating and Maintenance Procedure 

A)  Routing and scheduling optimal fleet size 

distribution and scheduling for a transit 

system is a difficult optimization problem. 

Efficiency of transit system can be 

improved by optimally allocating the 

resources available to the various routes of 

a transit system as well as by proper 

scheduling of the route. The primary 

resource that needs to be allocated is the 

fleet size i.e. the total number of vehicle 

available for applying on the various routes. 

However, efficient utilization of the fleets on the various routes depends on proper 

scheduling. A good schedule is one which not only minimizes the starting time from 

the origin but also the transfer of goods from the point of origin to the point of 

destination. The problem is to determine the fleet size and the schedule for each route 

given the demand of the transit system which provide the best level of service within 

the resources available. The steps involved in planning route and schedules are firstly 

the total load of the route is to be analyzed. Tonnage and frequency (total) of load is 

to be calculated precisely. The next step would be to find out if a direct route would be 

feasible or not. If not then number & location of the touch points is to be decided. 

Then route survey has to be arranged were in all the details of distance and check 

posts are to be captured. Then a proper route schedule is to be repaired which should 

include the touching time, handling time & ideal time. Once all this done we have to 

plan for vehicles. It has to be done in such a way that always we are having a vehicle 

ready to depart at the state point. The final step is to be selection and development of 

Figure 2: Fleet Operation Procedure at 

Service Center 

 

Figure 3: Fleet Maintenance Procedure 
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Figure 5: Payment System in RTO 

Figure 6: RTO Office 

 

the vendor and finally operating the route. Initially the route should be closely 

monitored. 

B) Fleet Number: Every truck operating under parcel 

service of the company will have a fleet number. 

Fleet number once is allotted to a truck will remain 

the same till the truck continues to operate in the 

company. The fleet number of truck is allotted by 

the company corporate office. The fleet number 

allotted for the company owned truck will have four 

numerical digits as described below. The first 

numerical digit of the fleet number will indicate the 

last digit of the year of manufacturing of the truck. The last three digit of the fleet 

number will give the serial number of truck irrespective of the year in which it was 

bought. 

C) Statutory Regulations: According to the 

Motor Vehicle Act 1988 truck should have 

all the following documents renewed. 

 Truck fitness from the Road Transport 

Authority: Truck fitness means truck 

worthiness. Fitness certificate will be 

issued by the State Transport Authority 

where the truck was. 

 Truck Road Tax Payments: Truck road tax is 

to be paid to the State Transport Authority once in three months quarterly. 

 Truck Road Permit: There are mainly three types of permits: 

 Temporary Permit (T.P.): This is 

issued for a specific destination for 

a fixed duration only from the 

StateTransport Authority. 

 Pucca Permit (PP): This is issued 

for trip within the home state by the 

State Transport Authority. 

 National Permit (NP): This is issued 

by the State Transport Authority for 

three states other than for the 

home state. 

 Truck Insurance 

 PUC: Pollution under control certificate. 

Figure 4: Fleet No 
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2.2  Fleet Management  

Fleet management is the management of a company vehicle fleet. 

Fleet management includes commercial motor vehicles such as 

cars, van and trucks. Fleet management can include a range of 

functions, such as vehicle financing, vehicle maintenance, vehicle 

telemetric (tracking and diagnostics) driver management, fuel 

management and health & safety management. Fleet management 

is a function which minimizes the risk associated with vehicle 

investment, improving efficiency productivity and reducing their 

overall transportation costs, providing 100% compliances with 

government regulation and many more. These functions can be 

dealt with either an in house fleet management department or an 

out sourced fleet management provider. 

A) Vehicle Procurement Process 

The steps for the procurement process of the fleet are- 

 Based on operating unit requirement and load factor. 

 Offer from at least 3 commercial vehicle manufacturers. 

 Negotiation price and service. 

 Finalization of financer. 

 Offer submission. 

 Location wise delivery as per fabrication schedule. 

 Registration of vehicle. 

 Allotment of fleet code. 

B) Selecting Right Vehicle  

The selection of the right vehicle is done on the basis of several factor which include- 

 Expectation of the load factor. 

 Technical and operational requirements. 

 Standardization. 

 The driver compartment design. 

 Selection of alternative and new technologies. 

 Life cycle cost and performance technologies. 

 RTA regulations (Regional Transport Authority) it includes. 

 Vehicle invoice should be in party name. 

Figure 7: National Permit 
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 Local address proof. 

 Vehicle should be painted with approved colour code for national permit/ local at 

the front and rear. 

 Vehicles should be registered in particular state RTO. 

 Financer No objection certificate (NOC). 

Review Questions 

1.  What is routing and scheduling of truck? 

2.  Give the process of planning of route. 

3.  Describe fleet number? How is it allocated? 

4.  Explain statutory regulation according to the motor vehicle act 1988. 

5.  Explain feet management. 

6.  Explain vehicle procurement process. 

7.  Which factors are considered while selecting vehicle? 

Activity Questions 

1. Visit a road ways workshop and collect information about vehicle management process. 

2. Visit a milk diary plant of your city and collect information on routing and scheduling of 

vehicle. 

3. Make project on statutory documents according to the Motor Vehicle Act 1988. 

4. Visit a railway yard of your city and make project on maintenance system. 

Checklist for Assessment Activity 

Use the following checklist to see if you have not all the requirement for assessment activity. 

Part-A 

1. Differentiate between RC and Permit. 

2. Differentiate between fleet operation and maintenance procedure. 

3. Concept of fleet management process. 

4. List the mandatory documents of fleet according to the Motor vehicle Act 1988. 

Part-B 

Discuss in the class: 

1. Contents of Motor vehicle Act 1988. 

2. Process of Planning of scheduling of truck. 
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3. Functioning of RTO office. 

4. Process of issue a RC copy of truck. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to apply fleet operation and maintenance procedure.   

Able to apply safety and security measure in fleet.   

Able to do fleet management process.   

Able to do plan scheduling of truck.   

Session 3: Billing Procedure 

Introduction - Bill is an accounting document. It is issued by the transport company to the 

consignor or consignee party in evidence that the payment is received either by cash / cheque. 

Following are the two situations for preparation of bill. 

 The bill is raised immediately after a TBB consignment note is prepared. 

 The bill is prepared at the delivery station of the consignment. 

3.1 Bills Preparation Procedure 

A) Bills Prepared at booking station. It is prepared for collection of paid freight. 

 Billing station address and code. 

 Customer name, address and customer code. 

 Contract no. and date bill no, and date. 

 Customer code, whenever the contract is entered with the customer, the customer 

code has to be allotted to the customer by respective branches.  

B) Bill prepared at delivery station for recovery of octroi in general; the octroi should be 

collected at the time of delivery of consignment. Bill is prepared in triplicate and 

distribution as follows. First copy to customer. It will print party copy at the end of the 

page. Second copy to head office it will print H.O. copy at the end of the page. Third 

to file copy, it will print File copy at the end of the page.  
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C.  Types of Bills  

(i)  Regular Bill: Bill raise against a consignment note for collection of freight is 

termed as regular bill. 

(ii) Supplementary Bill: In some cases, bill is realized for part payment because the 

customer does deduction from bill due to some reason, but after negotiation, the 

customer agrees to pay the deducted amount but wants a bill, in such 

circumstances, the supplementary bill is raised. 

(iii) Miscellaneous Bill: In some cases, the bill is raised for collection of demurrage, 

handling/octroi etc because same is not collected in regular bill, then it is termed 

as miscellaneous bill. Bill realization whenever the bill is settled by the customer, 

the payment is received either by cash/cheque; the money receipt should be 

issued for bill payment. 

Figure 8: Billing Procedure 
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Figure 9: Bill Filling Procedure 

3.2 Bill Accounting Procedure  

A)  When a Bill is Raised 

 Whatever the bill raised during the month the same should be entered in to bill 

register. 

 Bill register amount should be tallied with the each bill raised during the month. 

 The bill register amount should tally with billing entry in CBS which is entered in 

the CBS once in a month. 

B)  When a Bill is Released 

 When the amount is collected against a bill then money receipt is issued to the 

customer. All such money receipt are entered into bills collection statement (BCS) 

for inclusion in CBS. 

 The actual amount should be written against the bill payment column. 

 On the back side of the M/R against bill amount column the amount of bill should 

be written and same should be credited (Sundry Debtors Control A/c). 

 If bill amount is more than bill payment then, there will be deduction and the same 

should be collected in relevant a/c head such as freight, demurrage, misc, etc. 
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 When the bill amount is less than bill payment then there will be an excess 

realization and the same should be credited to relevant A/c. 

C)  Bill Collection Statement 

Bill collection statement should be prepared/generated from the money receipts 

accounts head wise. In case the actual amount received is more than the bill amount 

the bill amount will be written in sundry debtors column and excess amount will be 

written in excess amount column. 

It should be noted that while preparing CBS entry crediting sundry debtors control 

A/C, BCS number should be entered in first line of document reference column and 

total number of bills as per BCS should be given in second line of documents 

reference column of CBS deduction from bill. While raising a bill every precaution 

should be taken to ensure that bill raise are correct so that customers do not make 

any deduction from the bill, except tax deduction at sources if applicable. However in 

case any deduction is made from the bill the branch Incharge should ensure that 

justification for such deduction is received for record. Some customer make deduction 

while they make payment of bills, on account of various reasons including claims. In 

that cases of claim deduction the deducted amount is debited to claim account though 

BCS. Any debit to the claims supported by COF (Certificate of Facts). 

3.3 Procedure for write off of bill if controlling manager feels that it is not 

possible to realize the amount of any bill then he gives his requisition under 

his signature to write off the said bill in the prescribed requisition form. 

Following aspects should be taken care while preparing the requisition: 

 One requisition should be prepared for one bill. 

 Reasons for write off of bill should be clearly mentioned. 

 The steps taken at various level for realization of bill must be summarized. 

 Copy of correspondence and relevant document should enclosed with requisition.  

 The requisition shall be sent by the controlling manager to his regional head for this 

comments and recommendation.  

 If the regional head recommends write off  bill then the requisition should be sent to 

the vice-president or MD (Managing Director) at the corporate office. 

 At CRPO the accounting aspect of the requisition shall be looked into and based on 

available information and facts the requisition shall be approved by the vice president. 

 The accounts department at CRPO shall advice the controlling manager for passing 

necessary entries in the CBS of the controlling office as and when the requisition to 

write off the bill is approved. 
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Review Questions 

1.  Define bill. 

2.  Give two situations for preparing bill. 

3.  What are the different types of bill? 

4.  Explain in brief bill accounting procedure. 

5.  What is BCS? 

6.  What are the reasons for write off a bill? 

7.  Explain the procedure of write off a bill 

8.  Explain the bill preparation procedure. 

Activity Questions 

1.  Visit any transport company of your choice and collect information about contents of bill. 

2. Visit a railway parcel office and collect information on bill preparation procedure. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met the entire requirement for assessment activity. 

Part-A 

1. List the different types of bill. 

2. Different between Regular and Supplementary Bill. 

3. What are the conditions in which supplementary bill issued? 

4. Why bill collection statement is prepared. 

Part-B 

Discuss in the class: 

1. Procedure of 'write off' a Bill 

2. Bill accounting procedure. 

3. Why bill is a legal document? 

4. 'Bill raised' procedure. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to apply online billing procedure.   

Able to draw format of bill.   

Able generate BCS from Money Receipt.   

Able to apply bill write off procedure.   
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Session 4: Tendering Process 

Tender may be defined as an offer to supply certain goods or execute certain work at a 

specified cost. Sometimes a person requires certain goods or services from time to time in such 

cases he may invite tender for the supply of specific goods or services. The tender usually 

invited by an advertisement in news paper. An advertisement inviting tender is not an offer but 

merely an invitation to receive offer. On the basis of such advertisement many person send their 

tender for the supply of required goods or services and specify the rates to be charged for the 

same. There after the person inviting tender may accept the one which is lowest in rates. On 

such approval the tender is converted offer or open offer i.e. an offer for the continuous supply 

of certain goods or service at certain rate over a definite period of time. The tendering process 

can be a mine field of potential litigation with tenders complaining of the lack of a fair and 

consistent approach to tendering and accusations of favoritism and corruption. Tender should 

be invited before purchase, whenever practicable both in India and abroad unless it is not 

clearly in the public interest to do so. 

 

Figure 10: Tender Performa 
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4.1 Method of Tendering 

A) Open or public tendering or advertise tender means calling tenders by open 

advertisement through Indian Trade Journal and important news paper in India and 

abroad. 

B) Selective tendering or limited tender means calling of tenders from a limited number 

of fresh contractors chosen from pre quall register. 

C) Sole or direct tendering - Sole bid invited without competitive bids from any or 

particular supplier or firms without inviting tenders this system should be adopted 

when the supplier officer is satisfied then no other firm is in position to quote. 

 

  Figure 11: Tender Form 
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4.2 Tendering Process 

 Invitation of Tender   

 Pre/Post Qualification Questionnaire 

 Bid Bond 

 Site Visit Mandatory and Non Mandatory 

 Tender Boxes 

 Receipt of Tender 

 Withdrawal of Offer 

 Tendering Opening 

 Evaluation of Tenders 

 Recommendation for Award /Approvals 

 Letter of Award 

 Conditions of Award 

Review Questions 

1.  What is a tender? 

2.  Explain in brief tender process. 

3.  What are the contents of tender? 

4.  What are different methods of tendering? 

Activity Questions 

1. Visit any company of your choice and collect information on tender. 

2. Visit divisional railway manger office of railway (DRM OFFICE) and collect information on 

process of tender. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met the entire requirement for assessment activity. 

Part-A 

1. Method of tendering process 

2. Process of tendering 

3. Conditions of tender 

4. Evaluation of tender 
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Part-B 

Discuss in class room: 

1. Discuss the format of tender. 

2. Legal provisions of tender. 

3. Process of tender in government department. 

4. Discuss purchasing method of any company. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to draw a format of tender.   

Able to write a notice of tender.   

Able to invite a tender.   

 

 

Figure 12: Quotation Form 
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Session 5: Quotation to Customers 

On enquiry the supplier quotes his prices and the terms and conditions of the supply of material 

to the purchase department indicating the quality, quantity, time of delivery, price discount and 

other concession in his reply to the enquiry. Usually this is known as submission of quotations. 

This is the one of the important legal document and requires proper and careful handling in the 

purchase department. It is an offer in legal terms, hence require proper preservation. 

Quotation: Quotation is a reply to trade enquiry stating price, terms & conditions of supply. 

Generally quotation is sent by the supplier to the prospective purchaser.  

5.1 Comparative Statement 

The comparative statement is also known as comparative schedule of quotations. This is 

prepared after the receipt of quotations from supplier with a view of comparing their price, 

terms conditions etc to select one of the supplier whose terms are favorable to the 

organization. The comparative statement is an important document which should be 

carefully kept in record for future purpose and guidance. The statement that is prepared is 

submitted to the head of purchase department. Various analysis come at this stage, comes 

into picture. The head of the purchase department requires carrying out value analysis 

before selecting one of the suppliers. 

 
PRICE QUOTATION FORM 

DATE  

  

NAME OF COMPANY ADDRESS: 

  

TELEPHONE NUMBER: 

 

(              ) 

QUOTED BY: 

 

 

 

Item # Description of Item Quantity Unit Price TOTAL 
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Figure 13: Price Quotation Form 

5.2 Terms Used in Quotations  

 Loco Price: A price which only include the cost of goods naturally the profit are 

added to it. 

 FOB Price (Free On Board): This price covers cost of goods, packing cost, 

transport to dock and loading charges. Freight and insurance are excluded and are 

shown separately as expenses under C.I.F price. The price include cost of goods, 

packing cost transportation cost to transport agencies, loading charges, freight to the 

station of the consignee and the insurance charges. 

 C.I.F: If expanded will read as cost insurance freight commission and interest free 

which means that all the expenses enumerated above are covered by the price so 

quoted. 

 C.F. Price: This price covers the cost of goods packing transportation loading 

charges and freight to the station of the consignee. 

 FAS Prices (Free Alongside Ship): This price is the same as the free on board 

(FOB), excluding loading charges.  

Summary 

Today, increased globalization and heightened competition are changing the way the transport 

operation is being viewed. Operating at a global level has its own challenge and issues which 

need to be addressed by the transport operators. Consumers pull the strings of the service 
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provider industry and the business models of these providers have evolved rapidly in the recent 

past to provide holistic solutions to the consumers. In the future the transport industry will be 

more concentrated providing better services to the different types of customers segments and 

with better execution capabilities. 

Review Questions 

1. Explain in brief quotations. 

2.  What is comparative statement? Why is it required? 

3.  What are the contents of quotations? 

4.  Write short notes on 

 a) Loco price b) C.I.F   

 c) FAS price d) C.F 

5.  Give the format of local lorry hire voucher. 

6. What are the reasons for hiring a local lorry? 

7.  Why trucks insurance are necessary? 

8.  Give the format of bill. 

9.  What are the uses of bill? 

10. What are the contents of comparative statements? 

Practical Questions 

1) Make a physical model on lorry hire system with all possible characteristics and 

demonstrate. 

2) On the basis of on the Job training prepare a case study on lorry hire contract. 

3) Make case study on management information system in the context of lorry hire system. 

4) Visit any transport company of your choice and make a project report on documentation 

procedure in lorry hire system. 

5) Make project on statutory documents according to the Motor Vehicle Act 1988. 

6) Visit a railway yard of your city and make project on maintenance system. 

7) Prepare a project on bill accounting procedure. 

8) Visit electricity board office of your city and make a project on tender for purchasing of 

different items. 
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Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between tender and quotations. 

2. Different between LOCO and FOB price. 

3. Why comparative statement is a legal document. 

4. Who draws a quotation? 

Part-B 

Discuss in the class room: 

1. Applicability of price quotation form. 

2. Contents of price quotation form. 

3. Price quotation of different companies. 

4. Legal provision regarding quotation. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to draw price quotation form.   

Able to identity activity of purchasing department.   

Able to fill up comparative statement.   
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Unit-3: Warehouse Management  

Location Learning  

Outcomes 

Knowledge 

Evaluation 

Performance 

Evaluation 

Teaching 

Training 

Method 

Session - 1 : Loading, Unloading and Handling of Goods in Warehouse 

Classroom 

different  

type of 

warehouses.   

Demonstrate the 

loading and unloading 

procedure. 

 Fundamental 

concept of loading 

and unloading of 

goods in warehouse. 

 Explain the methods 

of loading and 

unloading. 

Lecture 

case work, 

exercise, 

activity, 

projects, 

group work. Session - 2 : Stacking of Goods 

 Describe the concept 

of stacking method of 

goods in warehouse. 

 Significance of 

stacking methods of 

goods in warehouse. 

 Explain the process 

of stacking of 

materials in 

warehouse. 

 Differentiate between 

LIFO and FIFO. 

Session - 3 : Retrieval of Materials 

 Identify the method of 

retrieval of material. 

 Technical methods 

of retrieval of 

material. 

 Define retrieval and 

advantage of 

automated retrieval 

system. 

Session - 4 : Warehouse Activities Kitting, Binning etc. 

 Identify skills involved 

in warehouse 

activities. 

 Concept of kitting 

and binning as 

warehouse activities. 

 Define kitting and its 

advantages and what 

are the activities of 

warehousing. 
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Session - 5 : Documentation in Warehouse Activities 

 Develop the skill of 

documentation in 

warehouse. 

 Relevance of 

documentation in 

warehouse. 

 Explain mandatory 

documentation in 

warehouse. 

 Session - 6 : Importance of Security & Fire Safety at Warehouse  

  Apply the measure of 

security and fire 

safety at warehouse. 

 Steps of security and 

fire safety at 

warehouse. 

 What are the security 

measures of 

warehouse. 
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Session 1: Loading, Unloading & Handling of  

Goods in Warehouse 

We need different type of goods in our 

day-to-day life. We may buy some of 

these items in bulk and store them in our 

house. Similarly businessman also needs 

a variety of goods for their use. Some of 

them may not be available all the time. 

But they need those items through out the 

year without any break. Warehouse is a 

place where consignments are kept from the time of production or purchases until its need for 

consumption or sales. The place where goods are kept is called warehouse. The person 

incharge of warehouse is called warehouse keeper.  

Types of Warehouses 

Warehouse is the most common type of storage space, although there are other forms also. 

Some warehouses have large and spacious buildings to enable unloading of goods from truck 

and loading of goods to the customer at the same time. Different types of warehouses are - 

A) Private Warehouse 

 The type of warehouse is owned and operated by suppliers and resellers to use in their 

own distribution activities. For example, a large retail network provides a warehouse to 

store them or wholesaler operates a warehouse where he receives and distributes the 

product. 

B) Public Warehouse 

 Public warehouse is essentially space that 

can be leased to address the needs of the 

distribution in the short term. Retailers who 

have their own warehouses are sometimes 

looking for additional storage space if there 

are not sufficient warehouse capacity or if 

they make a purchase product in large 

numbers with certain grounds. For example, 

retailers may order additional items to 

maximize sales in the store or when there are 

price promotions from suppliers if you buy in 

bulk. 

Figure 2: Public Warehouse 

Figure 1: Air Cargo Warehouse 
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Figure 3: Bonded Warehouse 

 

C) Automatic Warehouse 

With advances in computer technology and robotic many warehouses now have 

automated capabilities. Stages of automation includes use of conveyor belt for 

transporting goods that require fewer people to handle the storage activities. 

D)  Climate Controlled Warehouse 

Climate controlled warehouse - warehouse storage to handle various kinds of products 

with special loading, unloading & handling of goods in warehouse handling conditions 

such as a freezer to store frozen products and humidity environment. 

E) Government  Warehouse 

The warehouses which are owned managed and controlled by central or state government 

or public corporation or local authorities. Both government and private enterprises may 

use these warehouse to store their goods. Central warehousing corporation of India, state 

ware housing corporation and food corporation of India are example of agencies 

maintaining government Warehouses. 

F) Bonded Warehouse 

These warehouses are owned managed and 

controlled by government as well as private 

agencies. Private bonded warehouses have 

to obtain license from the government. 

Bonded warehouse are used to store 

imported goods for which import duty is yet 

to be paid. In case of imported goods the 

importers are not allowed to take away the 

goods from the port till such duty is paid. 

These warehouses are generally owned by 

dock authorities and found near the ports. 

G) Co-operative Warehouse 

These warehouses are owned managed and controlled by co-operative societies. They 

provide warehousing facilities at the most economical rates to the members of their 

society.  

Introduction 

Transport Company requires loading and unloading services from beginning to end. 

Loading and unloading of the goods will take place under the guidance of skilled labour 

that will make sure that safety of the goods remains intact during the process. We take full 
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responsibility for the safe transportation right from the customer‟s doorsteps to the final 

designation. Loading and unloading of the goods is of huge importance, proper 

coordination and sequence should be followed to maintain extra precautions for every 

household and other valuable items. Carton is especially popular for safety conveying 

items such as furniture hardware, electronic equipments, etc. Clothing is placed carefully 

into hanging wardrobes or flat wardrobes. Crates and casings are built specifically for 

items that require special protection during international transport. The result comes in the 

form of the best possible output and the utmost satisfaction of the customers. 

1.1 Loading of the Goods 

In warehouse loading process of goods is done for outward movement, it is done as per 

the instructions of customers or requirement for the onward transport process. 

Precautions: Certain precautions are absolutely necessary before, during and after 

loading the vehicle. 

 A) Before Loading the Vehicle  

Before the loading is commenced, care should be taken to select a suitable vehicle for 

loading of the consignment. 

 The vehicle should not be in damage conditions. 

 If commodities are likely to be damage by rain water, then when they are to be 

loaded, it should be seen that the vehicle (truck) is water proof. 

 In case of open vehicle or truck it should be ensured that the drainage holes are 

kept open and free from dirt to allow water to drain off. 

 The vehicle or truck floor should be thoroughly cleaned and dried before loading is 

commenced, because truck floors contaminated by oil or other Bitumen can 

damage the goods. 

B)  During the Loading Process  

 Loading of the goods in a truck should be done in such a way that the truck space 

is fully utilized. Every effort should be made to load the truck as near to the 

authorized carrying capacity as possible. 

 The loading should be done in a scientific manner which means that the bags and 

other contents in the truck should be so stacked and the layers there of so 

arranged that maximum load can be loaded and the contents are not likely to shift 

in transit. 
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 Crates or baskets of glass ware, perishable and other fragile goods must not be 

loaded under heavy packages, any negligence in this regard can result in 

preferment of claims arising out of damage to the consignment. 

 Wet or offensive goods should not be loaded with consignment that would get 

damaged. 

C) After Loading the Truck  

 A tally of the consignment loaded into a truck is maintained in the loading register 

which is an important record to be consulted in case of deficiency message being 

received from the destination station. 

 A summary of the packages loaded in a truck along with the transit invoice or 

challan are placed inside the truck or handed over to the truck driver. 

1.2 Unloading 

As soon as inward loaded trucks are received they should be placed in positions for 

unloading after making necessary entries in the inward consignment register. 

Process of Unloading 

A)  Entries in the unloading tally book: Tally book is maintained to enter the details of 

the number of packages and consignments unloaded from each truck. The tally is to 

be made by actual count of packages as unload or where practicable or by counting of 

the packages in a truck before unload. 

B)  Examination of consignment:  The unloading staff must carefully examine each and 

every package unloads from a truck to ensure that the packages are in sound 

condition and there are no signs of any damage, deficiency or pilferage. Unloading 

staff must ensure that the total number of packages unload should be same as shown 

in unloading register or as per the challan. 

C) Excess or unconnected packages or short: In case some excess, unconnected or 

short packages according to the challan or loading tally book are unloaded from the 

truck, all particulars marks etc shown on the packages should be noted and the 

loading station and forwarding station notified by mobile, sms or e-mail immediately. 

On receipt of instructions of the last loading station or forwarding station the excess or 

unconnected packages should be disposed of accordingly. 

D)  Entries in the damage and deficiency register: Any damages or deficiency found in 

a consignment or truck should be notified to the loading station. The following 

information must be furnished in the damage and deficiency register. 
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(i) Position of the package in the truck as found at the time of unloading. 

(ii) Invoice weight. 

(iii) Weight found on reweighting.  

(iv) In case of damage by water it should be clearly mentioned whether truck was 

found to be watertight by visual test or not from where the water entered the truck.  

(v) In case of leakage of oil consignment it should be mentioned whether at the time 

of unloading the truck was showing leakage signs, whether tins in the truck were 

disturbed and whether proper tonnage was used or not. 

1.3  Handling of Goods in Warehouse 

It can be stated that handling of goods in warehouse is branch of engineering that deals 

with the movement of goods between two or more different points that is physical transfer 

of product / work in progress / finished goods or any material from one place to another 

place point. 

Tompkins and White (1984) defined material handling as a system which uses the right 

method to provide the right amount of the material at the right place at the right time in the 

right sequence in a right position, in the right condition and at the right cost. 

Objectives  

 To protect goods from deterioration, pilferage, breakage, damages during movement. 

 To provide a method for loading of goods. 

 To provide easy, speed cost reduction method in comparison to manual handling. 

 To provide improved logistics services to the customer. 

A)  Principles of Materials Handling 

If material handling is designed properly, it provides an important support to the 

production process. Following is the list of principles which can be used as guide for 

designing material handling system. 

 Planning: A plan is a prescribed course of action that is defined in advance of 

implementation. In its simplest form, a material handling plan define the material 

and the moves (when and where) together. 

 Standardization: Material handling method, equipment controls and software 

should be standardized within the limit of achieving overall performance objectives 

and without sacrificing the needed flexibility and modularity. Standardization 

means less variety and customization in the method and equipment employed. 

 Simplification principles: Simplify handling by reducing eliminating or combing 

unnecessary movement and / or equipment.  
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Figure 4: Conveyors 

Figure 5: Palletizes 

 

 Space utilization principle: Make optimum use of the available space or building. 

 Safety principle provides suitable methods and equipments for safe handling 

during course of action. 

 Performance principle determines handling performance effectiveness in terms of 

expense per unit handled. 

B) Types of Material Handling Devices (MHDs) 

There are number of different types of material handling devices (MHDs) most of 

which move material via material handling path on the shop floor. The choice of 

specific MHDs depends on a number of factors including cost, weight, size and 

volume of the loads, space availability of work stations and requirements. Material 

handling equipment can be categorized under the following heads. 

1.  Mechanized Handling Systems: There are number of mechanized handling 

systems which are used by different industrial sectors in warehouses & some of 

the major systems are as follows: 

   Fork lift trucks  

  The fork lift trucks are one of the most commons mechanized handling 

systems at the advent of the pallets and containers designed to 

accommodate fork lines that could lift them. Fork lift trucks comes in various 

configurations, such as high flow lifting low / medium high load capacity, fast / 

slow movement. 

 Conveyors 

 Conveyors are fixed path MHDs in other 

words conveyors should be considered only 

when the volume of parts of material to be 

transported is large and when transported 

material is relatively uniform in size and 

shape, depending on the application there are 

many types of convey or accumulation 

conveyor, belt conveyor, bucket conveyor, etc. 

 Palletizes  

 Palletizes are high-speed automated equipment 

used to palletize containers coming off production or 

assembly line. With an operator friendly touch 

screen controls they palletize at the rate of hundred 

cases per minute. It is commonly used in loading, 

unloading and shifting of containers in warehouse. 
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Figure 6: Hoist Crane 

 

Hoist Cranes & Jibs: These MHDs are 

preferred when the parts to be moved are 

bulky and there is abundant room to 

transport bulky material. The movement of 

material in the overhead space does not 

affect production process and worker in 

factory. The main disadvantages of these 

MHDs are that they are expensive and time 

consuming to install.  

Walker Rider Pallet Trucks: These trucks 

provide low cost effective methods of general material handling utility. Application 

of walker rider are loading and unloading of goods. Shuttling loads over longer 

transportation distance throughout the warehouse. 

Towlines: Towlines consist of either in floor or overhead mounted cable or drag 

devices. They are utilized to provide continuous power to four wheel trailers. The 

application of towlines is for order selection, order selectors place, merchandise 

on four wheel trailers. 

Carousels: Rather than requiring the order selector to go to the goods storage 

location in the warehouse the carousel moves inventory to the order selector. A 

carousel consists of a series of a bins mounted on an oval track or rack. There 

may be multiple track levels allowing for very high density carousel storage. The 

most common use of the carousels is selection of packages in pack, repack and 

service parts. 

2.  Semi Automated Handling System: There are number of semi-automated 

handling systems that are used in warehouse, depending on their need and 

requirements. Some of the major ones are as follows:  

 Automated Guided Vehicle Systems (AGVS): Automated guided vehicle 

systems provide the same type of handling functions as a mechanized tow 

tractor with trailer or rider pallet truck. The main difference is that AGVS does 

not require any operator. It is automatically routed and positioned at the 

destination without operator intervention. Application of AGVS is loading, 

unloading and transfer of goods from one point to another. 

 Robotic Arm: Robots are programmable devices that resemble the human 

arm. They are also capable of moving like the human arm and can perform 
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Figure 7: Robotic Arm 

 

functions such as weld, pick and places, load and 

unload. Main advantage of using these MHDS is 

they can perform complex repetitive takes 

automatically and they can work in hazardous and 

uncomfortable environment that a human operator 

cannot work. The disadvantages of robots are that 

these are relatively expensive. 

Review Questions 

1.  Define warehousing. 

2.  Explain the importance of warehousing in supply chain 

management. 

3.  Write short notes on: 

a)  Bonded warehouse 

b)  Government warehouse 

c)  Public warehouse 

4.  Explain in brief unloading procedure. 

5.  Explain in brief loading procedure. 

6.  What are the principles of material handling system? 

7.  Write short notes on 

a)  Conveyors   

b)  Palletizes 

Activity Questions 

1.  Visit the IFC (Indian Food Corporation) warehouse and collect information on different type 

of material handling equipment that are used in process. 

2. Visit the railway work shop warehouse and make layout of warehouse. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between private and bonded warehouse. 

2. Why bonded wares come in to existence? 

3. What are the applications of warehousing? 

4. Differentiate between mechanized and semi automated handling systems. 
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Figure 8: Frame Stacking 

 

Part-B 

Discuss in the class room: 

1. What are the different types of MHD's? 

2. Why tally book is maintained during unloading process? 

3. What are the contents of deficiency register? 

4. Discuss the application of MHD's in different warehousing process. 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify and perform different activities of a warehouse.   

Able to apply loading & unloading procedure.   

Able to identify different MHD's.   

Able to draw deficiency register.   

Session 2: Stacking of Goods 

After the inward consignments have been unloaded and reweighted these are stored and 

stacked in the goods shed separately, station or place wise and according to the convenience 

for delivery. Each consignment should either be marked or a label should be attached to one of 

the upper most packages indicating the date of unloading number of truck from which unloaded 

as far as possible all in ward goods should be placed under roof but if on account of shortage of 

roofed accommodation, it is not possible to do so the packages stacked on open platforms, 

should be covered with tarpaulin. 

2.1 Stacking Methods  

A variety of stacking methods of goods are 

being used by different industrial sectors for 

warehousing; depending on their needs and 

requirements. Most commonly used stacking 

equipments are as under: 

A)  Frame Stacking Pallet: Pallet stacking 

frames consist of decks and posts that 

can be established and removed if 
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necessary. Frame allows stacking several pallets to be stored high and very useful 

when pallets to be stored are not stackable. Many companies will use frames to 

accumulate in the warehouse when they need a temporary squeeze during busy 

periods.  

 B) Drive in Rack: Drive in rack is commonly used by warehousing operator. The 

application of drive in racks is access for the forklift to place and remove the stock. 

LIFO principle is used for making pallet. 

 C) Block Stacking: Block stacking refers to the units loads stacked on top of each other 

and store in the warehouse floor in patch or block series pallets stacked up to the 

floor in path or series pallets stacked up to the certain heights based on several 

criteria such as condition of pallets height weight and the application of the 

warehouse forklift. Palette will be based on LIFO method; it means palette will be 

taken from the last block. 

 D) Rack Single Deep Pallet: Single deep pallet racked provides access to each pallet 

stored in the rack. This gets around the issues of honey combing stacking frames and 

stacking blocks. When a pallet is removed the space is immediately available for a 

new palette to be placed in that space. This type of squeezing can be configured in 

several ways with various heights. The main drawback is that the rack requires 

significant floor space suitable for the alley. 

Review questions 

1.  Explain the process of stacking of material in warehouse. 

2.  What is LIFO & FIFO? 

3.  Differentiate between LIFO & FIFO. 

4.  Write short notes on: 

 a)  Frame Stacking Pallet. 

 b)  Drive in rack. 

5.  What is block stacking and what are its advantages? 

6.  What are the advantages of push back rack in warehouse and logistics? 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What is the difference between LIFO and FIFO method? 

2. Differentiate between Block Stacking and Rack Single Deep pallet. 

3. What are the uses of stacking method? 

4. What is logistics? 
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Figure 9: Automatic Retrieval of Material 

Part-B 

Discuss in the class room: 

1. What are the conditions in which LIFO and FIFO methods are used. 

2. What are the applications of stacking of goods? 

3. Discuss different stacking method used by different warehouse keeper. 

4. Discuss requirements of the idle warehouse. 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify the different stacking methods.   

Able to identify the applications of LIFO and FIFO method.   

Able to do process of stacking method.   

Able to identify the functions of logistics.   

Session 3: Retrieval of Materials 

Automated vehicle storage and retrieval system represent a relatively new technology for 

automated unit load storage system. 

On this system the autonomous 

vehicles functions as storage / retrieval 

devices within the storage act the key 

distinction of AV/RS system relative to 

traditional crane based. An automated 

storage retrieval system can be defined 

as storage system under which a 

defined degree of automation is to be 

implemented to ensure precision 

accuracy and speed in performing 

storage and retrieval operations. These 

automated storage and mechanized 

system eliminate human intervention in 

performing basic sets of operations.  
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3.1 Objectives for Installing Automated Storage System   

 Increasing the stock rotation. 

 Customer service can be improved. 

 Recovering the space for manufacturing facilities. 

 Utilization of maximum floor space. 

 Increasing the storage capacity. 

 Inventory control system can be improved. 

 Reducing the labour cost. 

 Increasing the labour productivity.  

3.2 Retrieval of Material & Automated Storage System Component 

A)  Space: It has three dimensional spaces in the storage racks used to store a single 

load unit of material. 

B)  Bubal: It is the height of the storage rack from floor to the ceiling. 

C) Row: It is a series of bays placed side by side. 

D) Storage structure: It is the rack frame work made of fabricated steel that supports 

the loads contained in the automated storage system and is used to store inventory. 

E) Storage / retrieval machine: It is used to move items in and out of inventory. An S/R 

machine is capable of both horizontal and vertical movement. 

F) Pick-up and deposit: Pick-up and delivery stations are where inventory are 

transferred into and out of the automated storage system. They are generally located 

at the end of the aisles to facilitate easy access by the storage machines from the 

external material handling system. The location and number of P/D stations depends 

upon the origination point of incoming loads and the destination of put loads. 

Review Questions 

1.  Define Retrieval. 

2.  What is the objective of automated retrieval system? 

3.  What are the components of automated retrieval system? 

4.  Write short notes on: 

a)  Unit load 

b)  Mini load 

5.  What are the advantages of automated retrieval system? 
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Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What are the uses of automated retrieval system? 

2. What is the difference between Unit load and Mini load? 

3. What is the process of retrieval of material? 

4. What is stock rotation? 

Part-B 

Discuss in the class room: 

1. Components of automated retrieval system. 

2. Discuss the inventory control system. 

3. Discuss the value of customer services. 

4. How retrieval of material reduce the labour cost? 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify the retrieval of materials.   

Able  to identify the customer services.   

Able to know the objectives of automated retrieval system.   

Able to know how utilization of maximum floor space.   

Session 4: Warehouse Activities Kitting, Binning etc. 

Warehouse happens to be a key function and destination in the overall supply chain planning 

and execution. It has its purpose not only in receiving and distribution of the material/goods but 

for many companies it has a strategic function too. In general a typical warehouse can be seen 

to be performing the following activities.  

Warehouse Activities 

A)  Receiving the goods 

 Following procedure is adopted for receiving the goods: 

 Accept goods from outside transportation or attached factory 
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 Check the goods V/S order/bill 

 Check the quantities 

 Check for damage 

 Damage report 

 Inspect goods; if required 

B) Shipping: This means order verification and transport arrangement. Verification may be 

carton count or piece by piece check for proper brand, size and in some cases serial 

number to ensure accuracy. 

C) Storage: It refers to the storing of material and products inside the warehouse and 

considers the following method for storing. 

 Product weight: Heavy weight items should be kept low on the ground to minimize 

the lifting. 

 Product volume: High volume products should be placed near the doors, primary 

aisles and at lower levels in storage racks to reduce frequent lifting and material 

handling and also to minimize distance. 

D) Material handling: It refers to the smooth internal movements of the material within the 

warehouse with the help mechanized handling systems, semi-automated and automated 

handling systems. 

E) Warehouse management systems: Warehouse management system refers to the 

standardized procedure of complete functioning, so that all employee understand them.  

F) Delivery: Warehouse will deliver the consignment to the homes directly according to the 

customer requirements and instructions. Warehouse operator generally send products to 

the market by trucks. 

G) Safety and preventive maintenance of warehouse and equipments: A preventative 

measure program is necessary for material handling equipments. Unlike production 

machines, material handling equipments are not stationery. A preventative maintenance 

program periodically checks all the material handling equipments and other equipments / 

gadgets like CCTV, generator etc should applied in every warehouse. 

H)  Dispatching the shipment: As per the instruction of customer, consignments are 

packaged, shipping documents are prepared and goods are loaded to the vehicle.  

4.1  Kitting 

Introduction: Kitting is the first step in printed circuit board assembly. It is initiated well in 

advance of the actual production start to be able to prepare and deliver the kit on time. Kitting 

involves gathering of all the parts needed for a particular assembly from the stockroom and 

issuing the kit to the manufacturing line at the right time and in the right quantity. This paper 

discusses kitting, describes ways to eliminate waste in different phases of kitting, and 

illustrates lean kitting using a case study conducted in a major contract manufacturer site. 
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Figure 10: Binning 

 

Traditionally, kitting is initiated by the production control department based on the shop floor 

order as generated by the plants ERP/MRP system. Production control will first verify that 

adequate quantity is available for each part number. If there are parts shortages, parts are 

ordered. In general, the kit is not released to the stockroom until parts arrive, but in some 

special cases a shop order with a part shortage can be processed. Production control then 

releases the kit to the stockroom for picking. The kit is typically sent to the off line set-up area 

within 48 hours. The time it takes to pick all parts depends on kit size and number and skill of 

employees. When executed properly, benefits of kitting include: 

 Maximize value added time of operators. 

 Easier operator training results in reduced 

training cost. 

 Maximized machine utilization and no line 

stoppage due to part shortages or searching 

for parts. 

 Reduced load time. 

 Reduced part damage due to excess 

handling.  

4.2 Binning      

It is a stacking method of consignment. In this consignment are stacked on the floor as per 

the requirement of the product. With the help of binning we can create own customized 

stacking method i.e. as per the requirement of the customer.  

Review Questions 

1.  What are the activities of warehousing? 

2.  Define Kitting. 

3.  What are the advantages of Kitting? 

4.  What is Binning? 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between kitting and binning. 

2. What are uses of kitting & binning? 

3. What is ERP / MRP system. 

4. How are ERP and MRP helpful in production control? 

Part-B 

Discuss in the class room: 
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1. How kitting reduces load time? 

2. What is customized binning method? 

3. Applications of kitting and binning. 

4. Discuss kitting and binning is not a expenditure for organization but it is a investment. 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Identify the kitting and binning procedure.   

Able to apply kitting and binning procedure.   

Able to know the role of kitting and binning in stacking method.   

Identify the functions of production control department.   

Session 5: Documentation in Warehouse Activities 

Documentation plays a vital role in the process of warehouse from the time of pick-up of the 

consignment until it reaches in the hands of the customer.  

Importance of Documentation 

  

A) Efficiency made easy B) Eliminate paper process 

  

C) Evidence proof D) Easy for delivery 
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5.1 Documentation 

Mandatory Documents: It includes four types of documents: 

a. Warehouse keeper receipt: It is simply an acknowledgment of receipt of goods 

issued by a warehouse keeper to the owner of goods. It is not a documents of title to 

goods and therefore cannot be transferred at all. 

 

Figure 11: Bill of Lading 
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b. Delivery order  

 It is an order issued by the owner of goods to the warehouse authorities when 

delivery in small lots is required from the warehouse. Such orders should accompany 

the warehouse warrant in which the authorities will enter the details of the goods. 

Delivery order is document of title to goods hence can be transferred. 

c.  Dock warrant or Warehouse warrant 

 It is a document of title to goods issued by dock authorities certifying that the goods 

are held by them. To take delivery of the goods the certificate has to be given back to 

the authorities. It is a transferable instrument and if properly assigned even a third 

party can take delivery of the articles from the warehouse or dock. 

d.  Auxiliary document 

(i) Pick and pack list 

(ii)  Order discrepancy resolution 

(iii) Digital bills of lading 

(iv) Purchase order & invoice 

Review Questions 

1.  What is the importance of documentation in warehousing? 

2.  Explain mandatory documents of warehouse. 

3.  What is bill of lading? 

4.  What are the contents of delivery order? 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between bills of lading and consignment note. 

2. Differentiate between delivery order and warehouse keeper receipt. 

3. How documents easy for delivery. 

4. Why warehouse documents are evidence of proof. 

Part-B 

Discuss in the class room: 

1. Discuss contents of bills of lading. 

2. How warehouse documents eliminate paper process? 
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3. How auxiliary documents are helpful for warehousing process? 

4. Discuss filling procedure of warehouse documents. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify different documents of warehouse.   

Able to fill up different documents of warehouse.   

Able to draw bill of lading.   

Able to understand applicability of warehouse documents.   

 

Session 6: Importance of Security & Fire Safety at 

Warehouse 

Since a warehouse stores a large number of materials and products, great care for security has 

to be ensured for their protection.  

6.1 Preventive Measure for Security in Warehouse 

 All doors, trap doors, windows, sky light and 

other openings should be adequately secured. 

 Collapsible gates with locks should be provided 

where considered necessary. 

 It advisable to keep a light on in the warehouse 

through out the night. 

 Cash and valuables should be kept in burglar 

resistant steel safe or in burglar proof steel cash 

boxes. 

 Adequate watch and ward/security 

arrangements should be provided at warehouse 

for 24 hours. 
Figure 12: Fire Extinguisher 
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Figure 13: Fire Extinguisher Chart 

6.2  Importance of Security & Fire Safety at Warehouse 

 Security measure helpful for protection of consignment from theft, hijacking etc. 

 Protecting the interest of the farmers, producers against the security. 

 Safety measure helpful for protection of goods from fire. 

 Security and fire safety measure are also required for giving protection of material 

handling equipment and other assets of the business against fire, theft etc.  

6.3 Fire Safety Measure at Warehouse 

 There should not be any loose / open electrical wiring. All electrical wiring should be 

carried through metal pipes. 

 No naked fries or lights should be permitted within the precincts of warehouse. 

 Smoking should not be permitted in our warehouse and appropriate no smoking signs 

should be exhibited at the entrance at all prominent places within the warehouse. 

 Always maintain good housekeeping i.e. the orderly storage of goods in the 

warehouse and removal of all waste material mainly oily waste from the warehouse. 

 Always maintain adequate number of hand fire fighting appliances/ extinguishers in 

the warehouse. 
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Summary 

In India, logistics was initially referred to as transport system management function only; in fact it 

was not regarded as a high profile job and mainly involved coordinating with transport operations, 

transporters. Today organization look at logistics for integration, material handling, warehouse 

management, retrieval of material, location analysis, packaging etc. In fact warehousing is being 

regarded as key resources to gain competitive advantage in business as it directly affects the 

services level costs and therefore the profits of the organization. Thus, an organization can have a 

lethal competitive advantages through effective warehouse management by linking the 

procurement activity, manufacturing process, distribution process and the market place 

seamlessly and in such a way that customers are serviced at higher levels and yet at lower cost, 

in other words achieving the productivity advantages as well as the value advantages. 

Review Questions 

1. What is robotic arm and what are its uses? 

2.  What is deep double rack? Mention its uses. 

3.  What are the components of the automated retrieval system? 

4.  What are the advantages of binning? 

5.  What are the contents of bills of lading? 

6. Which factors are considered for designing a warehouse? 

7.  What are the security measures for warehouse from fire? 

8.  What are the advantages of safety and security in warehouse? 

Practical Questions 

1.  Make physical model of different types of warehouse with all possible feature of an ideal 

warehouse. 

2. Visit any MNC (Multinational Company) of your choice in your city and make a project on 

material handling system. 

3. Visit a railway parcel office and make project on warehousing activities. 

4. Visit nearest bonded warehouse of your city and prepare write up on its working. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What are preventive measure for security in warehouse? 
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2. What are the advantages of preventive measure in warehouse? 

3. How fire safety measure are helpful for protection of goods in warehouse? 

4. How security  measure are helpful for protection of consignment from theft? 

Part-B 

Discuss in the class room: 

1. Process of different preventive measure. 

2. Process of fire safety measure. 

3. Method of house keeping. 

4. How fire safety measure are helpful for protection of material handling equipment and 

assets. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to operate hand fire fighting appliances.   

Able to draw fire extinguisher chart.   

Able to identify fire safety measure.   

Able to identify security measure.   
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Unit-4: Freight Rates / Costing Methods 

Location Learning Outcomes Knowledge 

Evaluation 

Performance 

Evaluation 

Teaching 

Training 

Method 

Session-1: Road Freight 

Classroom, 

different 

booking 

offices (road, 

air, railway, 

sea). 

 Describe and 

demonstrate the rate 

computation for sunday 

booking. 

 Advantages of road 

freight index. 

 Fundamental road 

freight components.  

 Technical method of 

calculation of road 

freight.  

 Explain basic 

components of 

road freight. 

 Analyse the 

importance of 

RFTIM. 

Interactive 

lectures, 

group work, 

project, role 

play.  

Session - 2: Rail Freight 

 Rate computation for 

different segment. 

 State the advantages of 

railway freight index. 

 State the rail freight 

calculation method. 

 Examine the 

importance of 

railway freight 

system and its 

advantages.  

Session-3: Air Freight 

 Demonstrate the rate 

computation for air 

freight. 

 Demonstrate the role of 

IATA in air freight 

computation.  

 Describe the air 

freight calculation 

method. 

 State the different 

steps for calculation 

of air freight rates. 

 Explain the 

methods of 

calculation of 

air freight. 

 Explain the 

factors affecting 

the sea freight. 

Session-4: Sea Freight 

 Describe the rate 

computation for sea 

freight.  

 

 Steps in shipping 

freight methods.  

 State main 

components of sea 

 Explain the 

components of 

sea freight.  

 Demonstrate 
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freight. the steps 

required in sea 

freight.  

Session-5: Waterways & Coastal Freight 

 Demonstrate the rate 

computation for water 

ways and coastal 

freight.  

 Steps in water ways 

and coastal freight.  

 State main 

components of 

water ways and 

coastal freight. 

 Explain the 

components of 

water ways and 

coastal freight.  

 Demonstrate 

the steps 

required in 

water ways and 

coastal freight.  
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Figure 1: Road Freight 

 

Session 1: Road Freight 

Road transport is vital to economic development, 

trade and social integration, which is based on the 

conveyance of both people and goods. Reduction in 

transport costs promote specialization, extend 

markets and there by enable exploitation of the 

economies of scale. Global competition has made 

the existence of efficient transport and logistics 

systems in delivery chain an absolute imperative. 

Easy accessibility, flexibility of operations, door-to-

door service and reliability have earned road trans-

port an increasingly higher share of both passenger and freight traffic vis-à-vis other transport 

modes.   

India has one of the largest road networks in the world 3.3 million km. Road transport accounts 

for about 85% of passenger traffic (surface transport) and 70% of freight traffic. National 

highway are the prime arterial routes span about 70,934 km throughout country and cater to 

about 45% of the total road demand (Sources Road Development Plan Vision 2021 developed 

by Indian Road Congress).  

1.1 Road Freight Index 

Every country has developed a system for 

determining day to day road freight index. 

The Indian Road Freight Index (RFTIM) - It 

is an index of weighted average rates 

complied across various route similar to 

stock exchange Index. 

It displays past and present freight rate 

trends. It is estimated daily by experienced 

panellist who make an assessment of the 

freight that would be paid that day. 

Importance of RFTIM 

i) India road freight index is a statistical tool which help to calculate the road freight as 

well as it is helpful for analysis of freight trends, route wise and data wise. 

ii) Plan reduce of logistics cost and management of the performance and the indicators 

of the performance analysis.  

Figure 2: Trailer 
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1.2 Rate Computation for (A) Sundry (Small) 

For preparing these rates, prevailing market lorry hire rate is converted into chargeable 

rates in paisa per kg. taking into account the actual weight loss suffered while loading the 

truck, due to non-availability of sufficient goods and / or the goods being bulky/ voluminous 

in nature.  

Example 1: If the prevailing market lorry hire for a 10 ton truck from a transshipment centre 

A to a final destination B is Rs 1000/ and if centre A is able to dispatch only 8 ton in a 9 ton 

truck at one time, the chargeable rate per kg From A to B will be 23 paisa as under. 

Lorry Hire = Rs.1000 

Actual weight loaded = 8 tons 

Lorry hire per ton = 1000/8 = ` 125 

Chargeable rate per kg = 12.5 paisa 

Add handling charges = 5.0 paisa 

Total = 17.5 

Add 30% overheads cost & margin = 17.5 x 30/100 = 5.25 paisa 

Total = 22.5 paisa or 23 paisa 

When the goods are transported from the last transshipment centre to the final destination 

in company own truck or contacted parcel truck, the chargeable rate is calculated on the 

basis of k.m. as under and handling charges of 5 paisa is added to it. For the first 400 km. 

= 17 paisa per k.m. per quintal for each additional k.m. =12 paisa per k.m. per quintal over 

400 k.m.  

Example 2: If the distance from last transshipment centre M to a final destination N is 55 

k.m. the rate will be as under.  

Rate per kg for first 400 k.m. = 400 x17 /100 = 68 Add rate per kg for additional 150 k.m. = 

150 x 12/100 = 8 Add handling charges = 5 paisa Total 91 paisa b. Rate list computation 

for full truckload. 

 Full load contract rate is computed by adding 20% margin or as per the policy of the 

company to the total projected lorry hire + handling / transshipment charges + other 

charges minimum weight. 

 For actual weight 1-30 kg, charged weight will be 30 kg. 

 For actual weight 31-50, charged weight will be 50 kg. 

 The minimum charged weight for TBB consignment will be 100 kg. 
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Figure 3: Road Freight of TCI 

Review Questions 

1. Give the method of rate computation for sundry with examples. 

2.  Give the method of rate computation for full truck load with examples. 

3.  What is minimum weight? Give example. 
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Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between FTL and sundry booking? 

2. What are fundamental of road freight components? 

3. What is minimum weight? 

4. What are the reasons of weight loss? 

Part-B 

Discuss in the class: 

1. Method of Rate computation. 

2. Method of Rate computation for sundry. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify the various factors affecting road transport.   

Able to calculate freight for sundry booking.   

Able to calculate freight for FTL.   

Able to calculate weight loss.   

Session 2: Rail Freight 

Railway transportation is expected to be one of 

the principal means to carrying cargo both in 

India as well as in the other parts of the world. 

The Indian railways are the biggest national 

enterprises in the country and one of the world‟s 

largest rail network. Indian railway contemplating 

to establish many railway stations and introduce 

faster goods train covering small and medium 

cities in India to improve the mobility of goods 

transportation. During the year 2010-11 Indian 

railway earned 625.72 billion through rail freight.  
Figure 4: Goods Train 
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Revenue Earning through Freight Traffic 

Rail is providing to be a reliable alternative to road transportation. Railway has a high fixed cost 

and low variable cost of operation and is therefore best suited for large consignment over long 

distance. This coupled with its heavy load bearing capability, makes rail an ideal mode for 

carrying large, heavy or high density products over long distance. Transportation time however, 

is long and therefore, not suited for small time sensitive short distance or short lead time 

shipment. 

2.1  Factors Affecting Railway Freight Structure 

The consideration governing the freight structure therefore is: 

A) Speed: Indian railways provide different types of goods train  

1. High speed train  

2. Slow speed train 

Freight carried by faster train would naturally cost more than that hauled by slower 

trains. 

B) Distance: Generally the freight of long distance is more than short distance but the 

relationship cannot be always linear. 

C)  Liability of risk: Railway transports the goods bearing two types of risk i.e. owner risk 

(OR) and carrier risk (CR). C.R will transit risks carried by the railway which will be 

more than the owner risk. 

D) Frequency of service: Frequency of service affects the forces of demand and supply 

of the services and will have a bearing on the cost. 

E) Type of wagons: Special rate is applicable for different types of special wagons i.e. 

closed refrigerated, shock absorbing etc. 

F)  Nature of commodity: (Sundry booking and full truck load) Railways are accepting 

two types of booking i.e. sundry booking (generally less than 2 ton) and full truck load. 

The railways do give some consideration for full truck load. 

2.2 Classification of Railway Freight Rates 

A)   Class rates: Some about 3000 commodities have been categorized by Indian railway in 

several class and the freight rates applicable there on have been worked out.  

B)  Wagon rates: Commodities offered for freight in full wagon load quantities enjoy 

better rates in the different class mentioned above.  

C)  Smalls: Small means less than wagon load or sundry booking. Generally it is less 

than 2 m ton or less than full truck load. Freight rates for sundry booking is about 15 to 

20% higher than for wagon load rates.  
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D)   Risk rates: Consignment can be booked by rail either at owner risk or railway risk the 

RR risk are about 20% higher than OR rates. In case of OR no liability is carried out 

by the railway until it prove that it is negligence of the railway. Business man or owner 

generally book commodities of low value, perishable goods like fruits, vegetable etc. 

on the basis of owner risk to save the freight costs. 

E)  Train load rates: Indian railway started this facility from 1982 for certain commodities 

like pulse and grains, coal, cement, lime stones, iron, marble, steel etc. The train load 

rates are about 10% cheaper than wagon load rates. 

F) Station to station rates: The railway administration can also quote station to station 

rates in order to generate more traffic in freight and to meet existing demand. 

However no discount is permitted in the rates of commodities chargeable at lower 

class rates or for movements for less than 150 KMs for wagon load consignment and 

for less than 300 KMs for smalls. Similarly no discount is allowed in the rates for live 

stock, petroleum and other hydrocarbon oils, whether dangerous or non dangerous. 

G)  Special rates: There are some special subsidized rates for defense material, postal 

traffic or as per the contract between consignor party and railway. 

2.3 Railway Freight Index (RFIT) 

The RFIT is an index of average freight rates complied across various routes. It highlights 

past and present freight rate strends, by analyzing these trends future forecasts of freight 

rate trends can be made accurately. It indicates various economic variables that effect the 

freight rates trends. It indicates various economic variables that determine the railway 

freight and prove the relationship between freight rates and these variables. 

Advantages of Railway Freight Index 

 Indian railway freight index is statistical tool which helps to estimate the freight rate.  

 Indian railway freight index helps to make analysis of freight trends km. wise, route 

wise and commodity wise. 

 It is also helpful for plan of reduction of freight costing and management of the 

performance. 

Calculation of freight (Process): In order to calculate the freight charges it is necessary 

to calculate the distance for charge. There can be different possible route by which the 

delivery station can be reached. The distance of all routes available has to be calculated 

from the k.m. table issued by the I.R.C.A (Indian railway conference association) after the 

distance of all routes available has been calculated. The classification of the commodity for 

charge has to be determined from IRCA goods traffic part I. The commodities which have 

not been classified in the goods tariff are to be charged at the highest class of 150. After 

calculating the distance and as certain the chargeable class the rate per qty. For the entire 
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distance is to be seen from the rate table. (Rate table is prepared by the IRCA). The rate 

table gives the rates per quintal for the each of the class for various distance blocks. The 

total freight charges are then calculated by multiplying rate per qty with the chargeable 

weight. Supplementary charges if any are to be added in the total. If transshipment is 

required enroute, the transshipment charges at the prescribed rates should be added in the 

freight charges. In case owner risk has been prescribed and the consignor wants to book 

the consignment at carrier risk (railway risk) normally 20% off e-freight charges should be 

added for booking of the goods at the railway risk. 

2.4  Method of Calculation of Railway Freight Rates. 

Example 1: Ms. Richa booked consignment from railway, the weight of consignment is 4 

ton and distance from booking point to delivery points 400 kilometer on class LR4 class, 

find out her freight rate (using the railway freight index). 

Given, Weight of consignment = 4 ton 

Distance covered = 400 km 

According to railway freight index per ton freight of 401 to 425 km of LR4 class is 209.90 

per ton. 

So the freight of 4 ton = 4 x 209.90 = 839.60.  

Example 2: Mr. Divyansh booked consignment from Indian railway the weight of all 

consignment are 85 kg and distance from booking railway station to consignee delivery 

station is 200 km. Find out his freight costing by Indian railway freight index slabs. 

Given weight of consignment 85 kg 

Distance = 200 km 

According to the railway freight index of luggage rates slabs 191 to 200 of weight freight is 

87.08. 

Review Questions 

1. What are the factors affecting while making railway freight structure? 

2. Explain in brief railway freight system of OR and CR. 

3. What is railway freight index? 

4. List the advantages of freight index. 

5. Ms. Manju booked from Indian railway the weight of box is 200 for 700 km. Find out her 

freight costing by Indian railway freight index. 

6. Mr. Neeraj Kathait booked consignment from Indian railway. The weight is 300 kg and 

distance from Sadulpur to Dehradun consignor booking railway station to consignee 

delivery station is 425 km. Find out his freight according to the Indian railway freight index. 
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7. Dr. R.K. Mahesh booked consignment from Sadulpur railway station to Jodhpur railway 

station and the distance between these stations are 450 km and the weight of these 

consignment is 6 kg? Find out his freight by using Indian railway freight index. 

8. Mr. Sandeep booked medicine from Jodhpur to Jhumpa railway station from Indian railway 

station and the weight of these medicine is 95 kg and distance of these railway stations are 

472 km. Find out his freight. 

Activity Questions 

1. Visit railway station of your city and list the weight measure systems. 

2. Visit the railway station of your city and collect the RR forms (Railway Receipt Form) and 

fill it up with the help of goods clerk. 

3. Visit the railway station and list the methods of freight payments. 

4. From standard or railway website collect information about` container railway transport 

system. 

5. Visit the railway station and collect the information on procedure of refund of freight. 

6. From the standard website or railway website collect information about claim procedure of 

damage goods. 

Practical Questions 

1. Visit the railway station and make project on procedure of railway freight system. 

2. From the standard website, as open sources or railway website collect information on 

railway budget and make a project on it. 

3. Visit the railway parcel office and develop a freight costing of cargo by taking real data with 

the help of goods clerk. 

4. Prepare a case study on logistics services offered by Indian railway. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between class rate and wagon rates in railway freight. 

2. What is the difference between GFN and R/R? 

3. Differentiate between railway freight system of OR and CR. 

4. What are the factors affecting railway freight structure? 

Part-B 

Discuss in the class room: 

1. What is railway freight index? 
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Figure 5: Air Freight 

2. How rail freight is calculated for sundry booking? 

3. Why some time railway freight is less than road freight? 

4. Discuss different method of freight payments. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify different factors affecting railway freight.   

Able to calculate the railway freight.   

Session 3: Air Freight 

Air transport services play a crucial role in 

the transport of high value items and 

capital goods. The major sector utilizing 

air freight for transport are garments, 

gems and jewellery, pharmaceutical, 

chemicals and perishable. The Indian air 

transport services was first developed 

under private initiatives. Currently this 

sector is fairly liberalized two public sector 

undertaking, Air India and Indian Airlines 

provide international air services together 

with the host of the foreign carriers. There 

are some private airlines to operate air 

services such as Jet airways, Sahara, 

GoAir and Kingfisher airlines have also decided to venture into air freight market and play a 

bigger role in the booming aviation sector. Now air cargo is a way to reduce inventory carrying 

cost and improve customer support service. Today aircraft can carry thousands of pounds of 

cargo anywhere in the world just about 24 hours. 

The aviation industry is thriving with robust growth in manufacturing sector and flourishing 

IT/TES sector in India. It is attracting huge foreign as well as domestic investment and has 

become one of the fastest growing industries in the world.  

Air freight is a costly method of transportation for a package of any size, but necessary if our 

packages have to arrive at its destination quickly. Today‟s modern aircraft can carry thousands 
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of pounds of cargo just about anywhere in the world within 24 hours. Air transportation is 

regularly used whenever the benefit of fast delivery compensate the increased transportation 

cost. 

 High value and low weight: These products require less protection because it requires less 

packing which results in reduced packing cost and logistics cost. 

 Perishable products: These products are of the short life i.e. fruits (strawberries). Air 

transport is a unique mode of getting them to distant market. 

 Emergency products (medical and spare parts): Medical suppliers and spare parts which 

are critical for there pair of the machinery are transported by air as they are vital for saving. 

 Other valuable transportation: Now a day air transportation is also used for live animals like 

race show horse. 

3.1 Air Freight Services  

A) Domestic 

 Same day (NFO next flight out): It means consignment will be reach at 

destination on the same day. 

 Overnight services: Consignment is delivered the next business day. 

 Second day: In this domestic services consignment is delivered on the second 

business day. For example freight is delivered by six pm. on the second business 

day following pick up freight picked up on Wednesday delivers on Friday. 

 Deferred services: In this air freight domestic services consignment require 

typically three to five business days domestically to reach its destinations, 

depending upon the distance. 

 Time definite: In this air domestic services consignment are delivered  within the 

time limit given by the consignor. 

B) International Services Offered 

 Consolidation services: Shipments from different shippers are grouped together 

and tendered to the airline as one shipment with the forwarder be coming the 

shipper in the eye of the airline. The forwarder gets a much lower price because of 

the higher volume than the shipper could get themselves by going direct to the 

airline. The forwarder or consolidator makes their money on the difference 

between what they charge the individual shippers and what the airlines charge 

them. This is typically referred to as the gross margin or the spread. 

 Direct services: In this international services consignment are directly delivered 

from point of airlines booking to the delivery point without involving the 
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transshipment services. Generally carrier provides these services in case of full 

truck load. These services reduce the transit time. 

 Door to airport: In this international services airlines companies pick-up the 

consignment from the booking point and are delivered at destination airport door. 

 Door to door: In these international services airlines companies pick-up the 

consignment from the door of consignor and delivered at consignee's home. 

3.2 The role of International Air Transport Association (IATA) in Rate Making  

 The majority of the air transport companies (Airline) operating scheduled cargo services 

are members of IATA. IATA is known in the world as the medium through which airlines fix 

a common tariff.  

 Air cargo tariff structure - the rating structure in international traffic exhibits a number of 

complexities. There are different pricing concepts and any rationalization of new concepts 

bring changes in the air rate bring. These are normally negotiated through IATA machinery. 

The major constituents of the current IATA rate structure are the following. 

 General Cargo Rate (GCR) is applicable to shipments weighing below or about 45 kg 

and constitutes the normal rates for cargo transportation. They fetch for the airline a 

reasonable profit. 

 Class rates are surcharged or discounted rates for certain classified items i.e. 

valuable cargo, live animals, newspaper catalogues etc. 

 Special Commodity Rates (SCR) are heavily discounted rate applicable directionally 

between two points for example about 70% of cargo carried out of India as Mumbai to 

London where special commodity rates are applicable. These rates are market 

oriented and take into account demand requirements. 

 Freight All Kinds (FAK) Rates are different from SCR in that they carry sundry booking 

of combinations of different commodities and transported through transshipment 

process. This approach is simple to develop and apply. 

 Government mandatory rates are the rates introduced by the government by the 

mandatory order to offer incentives to the export of certain commodities.  

3.3 Methods of Calculation of Air Freight (Process of calculation of air freight or 

steps) 

 Measure the length, width and height of the consignment which are going to be 

transported with the help of a tape measure. Write down the dimensions. Round each 

measurement taken upwards to the nearest inch. 

 Multiply the length by width. Then multiplies the result by the height to get the volume 

of the consignment in cubic inches. 



 117 

 Calculation of dimensional weight: Dimensional weight is also known as dim cubic 

weight etc. Freight carrier utilizes the greater of the actual weight or dimensional (dim) 

weight to calculate shipping weight. 

 All freight transportation modes are governed by weight / cubic measurement factors 

where by carrier will charge on actual weight or volumetric weight whichever demand 

to be greater. 

 The IATA factor for air freight shipment is 1 kilo = 6,000 cubic centimeters.  

 Example: Let us assume actual weight of consignment or carton is 14 kilos. 

 The measurement 30x 45x65 cm3 

Which is 87750 Cubic Centimeter? 

Divide the figure by IATA cubic allowance factor of 6,000 cubic centimeter = 14625 

kilos in this instance the air freight charge will be based on 15 kilos rather than14 kilos 

actual weight. 

A precise measurement of dimensional weight is not always used to make the 

calculations. However, there is a formal and somewhat longer way to go about it, 

which yields a more exact result. 

The basic formula for dimensional weight is: 

(LxWxH) / DF 

Here L = Length 

W = Width 

D/F is the dimensional factor 

Dimensional Factors 

1. Distance the shipment travels 

2. Customs costs 

3. Other factors 

3.4 Process how to Calculate Total Freight Rates 

The total cost of the air freight is equal to the chargeable weight multiplied by the per kg 

price in the traffic scheduled. This calculation must always be either equal or superior to 

the minimum rate for particular destination. 

Paying a Higher Weight Break 

The shipper / forwarder can use a higher weight break to his advantages at any time. If 

used this type of calculation gives a lower total air freight rate 

An example a consignment has a chargeable weight 65 kg. 
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Tariffs Minimum (M) 330.00 FRF 

 Less than 45 Kg 32.50 FRF per kg 

 More than 45 kg rates 22.00 FRF per kg 

 More than 100 kg rate  13.00 FRG per kg 

 

65 Kg = 22.00 FRF X 65 kg = 143.00 FRF 

Review Questions 

1.  What are the different domestic services? 

2.  What are the different dimensional factors? 

3.  Give the different steps for calculation of air freight rates. 

4.  What are the different international services? 

5.  Rate the following shipment. 

A.  Chargeable weight 60 per kg. 

B.  Chargeable weight 135 kg. 

C. Chargeable weight 30 kg. 

Tariffs Minimum   

 Less than 45 Kg 35.50 FRF per kg  

 More than 45 kg rates 25.50 FRF per kg  

 More than 100 kg rates 13. 00 FRG per kg  

Activity Questions 

1. Visit any airlines company of your city and collect information on how to calculate the 

chargeable weight. 

2. Visit air port of your city and collect information on different services offered for domestic 

cargo. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What factors affect air freight factor? 

2. Differentiate between air domestic services and different dimentional factor. 
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3. What is the role of IATA for calculation for air freight? 

4. What is FAK? 

Part-B 

Discuss in the class room: 

1. How air freight is calculated? 

2. What are the different international services? 

3. Why is air freight a costly modes of transport? 

4. Which types of commodities are generally exported and imported by air transport? 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify the different factors affecting air transport.   

Able to calculated the air freight.   

Session 4: Sea Freight 

International ocean shipping is a practice 

used to trade goods all over the world. 

Consignments are packed into shipping 

containers and loaded on a vessel before 

travelling across the sea to a destination 

port. Large machinery and project 

material that is too large to fit into ocean 

containers are known as break bulk and 

travels uncovered aboard vessel.  

Calculating sea freight is the process 

that determine a shipments mass which 

is then used as rate to calculate the cost of either an LCL (less than container load) or a break 

bulk shipment and full container load. 

Linear conference: A linear conference is a group of two or more vessel operating carriers 

which provides international linear services for the carriage of cargo on particular route or route 

within specified geographical limits on uniforms freight rates and on other mutually agreed 

conditions. There are about 360 linear conferences all over the world. 

Figure 6: Sea Freight 
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Advantages of Linear Conference 

Coverage of a wide range of ports: 

 Helpful for maintaining uniforms rates for all shippers. 

 Regularity of sailing to schedule ports of call. 

 Stability of freight costing for a relatively long period of time which enables shippers quotes 

CIF prices. 

Conference rate making one of the most important activities of a conference is the preparation, 

publication and revision of conference traffic. The traffic usually contains a list of rules and 

regulations for proper application of the tariff. 

4.1 Factor Affecting Sea Freight  

 Cost and value of service. 

 Volume and weight of the cargo. 

 Value of cargo. 

 Availability of the shipping services. 

 Distance. 

 Logistics services like warehouse, packing, home delivery, home booking. 

 Competition. 

4.2 Sea Freight Calculation is Broadly Divided into Two Main Components 

A) Less than truck loads or breaks bulk cargo calculation. 

B) Full container load calculation. 

A) Less than truck loads or break bulk cargo calculation: Break bulk cargo is a cargo 

that is unitized, palletized or strapped. The cargo is measured along the greater 

length, width and height of the entire shipment. The cargo is also weighted. Shipping 

lines quote break bulk cargo per ton which is either 1 metric ton or 1 cubic meter, 

which ever yields the greater revenue. 

Steps for break bulk cargo calculation 

 For Less than truck load shipment - shipping companies measure the length, 

width and height of booking cargo on the basis of measurement and estimate the 

volume of the cargo by using the formula - 

 Volume (in cubic inches) = Length x Width x Height 
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 After getting the volume the next step is to create denominator by multiplying 

12x12x12. There are 12 inches in a foot (12x12x12) = 1728 cubic inches. 

 Divide the volume by 1728 in order to get cubic footage volume. 

 Cubic feet = Volume/ 1728  

 Multiply by 0.0283168466 to get cubic meter. 

Example 

A cargo has a gross mass of 2MT (metric ton) 

Length = 2.5 Meter 

Width = 1 Meter 

Height = 2 Meter 

Dimensional of cargo are 

Length x width x height 

2.5 x 1x 2 = 5 meter 

The traffic rate quoted by the shipping line is USD 110.00 weight or measure (freight 

per ton) 

Step (i) Multiply the meter 2.5 x 1 x 2 = 5 meter and now compare the mass = 2 MT. 

Step (ii) Calculate the freight with the greater amount either the mass of the 

dimensional  

5 x USD 110.00 = USD 550.00 

Freight will be paid on the measurement and not the weight. All shipping lines 

carrying cargo in a break bulk from insist on payment based on a minimum freight 

charge which is equivalent to one freight ton, one cubic meter or one metric ton. 

B) Full container load calculations and surcharges 

 Freight rates for containers are based on the container as a unit of freight irrespective 

of the commodity loaded. The Freight All Kinds (FAK), shipping lines quote per box 

(container) either a six or twelve meter container from time to time. Abnormal or 

exceptional cost arise in respect of which no provision has been made in the traffic. 

For example a shipping line cannot predict the movement of the US $ or the sudden 

increase of the international oil price. These increases have to be taken into account 

by the shipping line in order to ensure that the shipping line continue to operate at a 

profit. These increases are called surcharge. All shipping line accordingly retains the 

right to impose an adjustment factor upon their rate taking into account these 

fluctuations. All surcharges are expressed as percentages of the basic freight rate. 

Surcharges are regularly reviewed in the light of unforeseen circumstances which 

may arise and bring cause for a surcharge. 
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Review Questions 

1. What is linear conference? 

2. What are the advantages of linear conference? 

3. What do you mean by conference rate making? 

4. What are the factors affecting the sea freight? 

5. List the name of logistics services. 

6. Find out the freight rate of following cargo shipment. 

Sl. No. Type of Cargo Length (Meter) Width (Meter) Height (Meter) 

1. Carton 2.5 3.5 1.5 

2. Box 1.5 2 6 

3. Carton 4.5 5 1.5 

4 Timber Board 8 3 6 

Activity Questions  

1. Visit any shipping transport and list the factors which are affecting the freight rates. 

2. Visit the nearest shipping company of your city and list the different logistics services 

provide by the company. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What are the factors affecting sea freight? 

2. What is the difference between sea freight and air freight? 

3. What are the application of linear conference? 

4. Which types of logistic services are provided by the shipping companies? 

Part-B 

Discuss in the class room: 

1. Method of costing of sea freight. 

2. Which types of commodities are exported and imported through sea transport? 

3. What are the international services provided by the sea transport companies? 

4. Discuss conference rate making. 



 123 

Figure 7: Shipping Freight 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify the factors affecting sea freight.   

Able to calculate sea freight.   

Session 5: Waterways & Coastal Freight 

The trucking industry accommodates the shipment 

of a variety of goods to a variety of location. A 

single truck load shipment often comprises the 

goods of numerous customer. Therefore it is 

necessary to establish an appropriate charge for 

each customer for a particular shipment. The 

present invention relates to a method and system 

for establishing freight rates or shipping charges 

associated with shipping goods in the trucking 

industry. More specifically the present invention 

relates a method for establishing the appropriate charge for shipping partial load of goods when 

those goods are combined with other goods on the single truck load. In shipping the freight are 

very volatile and based on what the market can bear. It changes with seasons and demand 

costing for bulk consignment. 

5.1 Classification of Shipping Freight Cost  

 The cost of shipment can be broadly classified into two major parts: 

 Voyage related cost 

 Standing cost 

A) Voyage related costs 

 Fuel cost while ship is standing / idle at port.  

 Fuel cost during sailing. 

 Port cost. 

 Discharge port cost. 
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 Berth hire. 

 Agency / Customs Immigration / Port charges. 

 Health etc. 

B)  Standing cost 

It is a sum of all expenses which have to be borne whether the ship does business or not. 

For eg. ships crew‟s salaries / fuel for generator / Maintenance / paints / provisions etc. 

Standing costs 

 Time taken in reaching to point of loading. 

 Time taken in ship loading. 

 Travel time. 

 Time in unloading of ship at destination. 

5.2 How to Calculate Total Freight (Freight Rates Costing Method) 

Freight per ton can be found out by using the following formula: 

Total Cost of owner =  
No of days x Voyage exp per day + Standing  exp  per day + Profit margin

Capacity of ship or weightment of ship
  

Example 

If a ship loading capacity is 1000 mt. It is loaded from point A to B. 

From current position to a time require 5 days 

Loading is 2 days 

Sailing from A to B point 5 days 

Unloading at B point 3 days 

If standing exp. per day 10,000 

Fuel exp. per day 1000 per day, unloading and unloading exp / labour exp 2,000 per day 

Customs and Port charges 5,000 per day 

Profit 10% of total cost 

Find out total cost of per ton 

Total Cost per ton =
No of days x Voyage exp per day + Standing  exp  per day + Profit margin

Capacity of ship
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=
15 x 10,000 + 1,000 + 2,000 + 5000 + 10% of total cost

1,000
 

=
15 x 18,000 +  10%

1,000
 

 

Summary 

As we call this world a global village, the service industries or service provider like transport 

companies should be prepared to face the challenges of tomorrow.This could be made possible 

by extending their network to every corner of the world providing more accuracy in their 

commitments.The movers of things around the universe should work with the mantra: we do 

what we say and be more innovative in their ways of providing sophisticated services to their 

valued customers each and every day. 

Review Questions 

1.  What is voyage cost? Explain with example. 

2.  What is standing cost? Explain with example. 

3.  From the following particulars find out the cost per ton: 

 If a ship loading capacity is 1,000 mt it is loaded from Place A to B 

 From current position to a time require 2 days 

 Loading at point A require 2 days 

 Sailing from A to B require 5 days 

 Unloading at point B require1 day 

 Unloading exp Rs 15,000 per day, standing charges Rs 20,000 per day 

 Labour or loading exp / unloading exp Rs 2,000 per day 

 Custom and port exp 5,000 per day and fuel exp 4,000 per day 

 Profit margin 20 % of total cost 

4.  What are the advantages of road freight index? 

5  Mr. Pradeep booked consignment from Indian railway. Weight of consignment is 250 kg for 

560 km. Find out his freight costing according to the Indian railway freight index. 

6.  Ms Nandani Jaiswal booked 755 kg consignment from Jodhpur to Pali. Distance between 

Jodhpur to Pali is 70 km. Find out her freight costing by Indian railway freight index. 

7.  What are the components of sea freight? 

8.  What are the steps for break bulk cargo calculations? 

9.  Give the process of rail freight calculation. 
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Activity Questions 

1. Visit any road freight company of your choice in your city and collect information on factor 

affecting costing of sundry booking. 

2. Visit any shipping company of your choice and collect information on major cargo types 

and their costing method of freight. 

Practical Questions 

 Visit any transport company of your choice in your city and take real data and develop a 

freight rate for dispatching truck. You can also take a help of booking authority or transport 

manager. 

 Visit railway parcel office of your city and take the rate list. Develop a freight rate for 

consignor. Take real data from goods clerk. You can take the help of goods clerk to fill up 

railway receipts. 

 Visit air lines company of your choice in your city and make a project on freight rates. 

 Prepare a case study on IATA service. (International Air Transport Association). 

 Visit international airport of your nearby city and make a project on dimensional calculation 

in export cargo. 

 Prepare a case study on comparative study on freight rates charged by air transport 

companies and road transport companies in domestic services cargo.  

 Visit any shipping company of your choice and make a project on freight rate on full truck 

load.  

 Visit any shipping company of city of your choice and prepare a case study on freight rate 

calculations of break bulk cargo with help of real data and shipping company executives. 

 Visit the railway station and make project on procedure of railway freight system. 

 From the standard website, as open sources or railway website collect information on 

railway budget and make a project on it. 

 Visit the railway parcel office and develop a freight costing of cargo by taking real data with 

the help of goods clerk. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What are the difference between voyage and standing cost? 
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2. What are the factors affecting costal shipping? 

3. What are the components of costal shipping? 

4. Which cost is higher: voyage and standing cost and why? 

Part-B 

Discuss in the class room: 

1. Method of costing of costal shipping. 

2. Classification of shipping freight. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify the voyage cost and standing cost.   

Able to calculate the shipping freight.   

 
 

  



 128 

 

Unit-5: Brief Notes and Importance  

Location Learning 

Outcomes 

Knowledge Evaluation Performance 

Evaluation 

Teaching 

Training 

Method 

Session - 1: Consignment Note 

Classroom, 

sale tax 

office, check 

posts, RT 

office, 

insurance 

office, cargo 

company, 

accounts 

departments 

of airport.  

  

 Description and 

importance of 

consignment note.   

 Signficance of issue of 

consignment note. 

 Fundamental concepts 

of consignment note. 

 Explain the basic 

concept and 

requirements for 

a consignment 

note. 

Interactive 

lecture 

projects, 

visits, 

practical 

activities, 

note plays. Session-2: Sales Tax Forms 

 Concept of sales 

tax form and their 

uses.  

 Fundamentals of sales 

tax and its 

administration. 

 Examine the 

importance of 

sale tax form in 

business.  

Session-3: Check Post & Toll Tax Procedure 

 Description of 

check post route 

and their 

importance.  

 Different types of check 

posts and toll tax 

procedure.  

 Explain check 

post a toll tax 

collection 

procedure.  

Session-4: Goods Forwarding Note 

 Concept and role 

of good forwarding 

note in booking. 

 Describe the 

importance of goods 

forwarding note and its 

contents.  

 Explain the 

contents of goods 

forwarding note. 

Session-5: Weightments Dimensional Cargo 

 Description and 

importance of 

weightment, 

dimensional 

cargo.   

 Fundamentals of 

weightment, 

dimensional cargo and 

the main factors 

affecting it.  

 Analysis the main 

factors affecting 

dimensional 

weight. 
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 Session-6: LHC & TCS  

 Concept of LHC & 

TCS. 

 Imortance of LHC & 

TCS. 

 Differentiate 

between LHC & 

TCS. 

Session-7: CBS 

 Concepts and role 

of CBS in (cash 

and bank 

accounting 

statement) 

procedure. 

 Significance of CBS as 

document.  

 Demonstrate the 

importance of 

banks in business 

activities.  

Session-8: Route Permit 

 Concept and 

application of 

route permit. 

 State the different kinds 

of route permit. 

 Examine different 

types of route 

permit. 

Session-9: Truck Registration 

 Meaning and use 

of truck 

registration.  

 Significance and 

procedure of truck 

registration. 

 Function of 

registering 

authority in truck 

registration. 

Session-10: Insurance 

 Concepts and 

application of 

insurance.  

 Importance of 

insurance and various 

service provided by 

insurance.  

 Demonstrate the 

various services 

available to 

different business 

units through 

insurance.  
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Session 1: Consignment Note 

 

 

Figure 1: Consignment Note 
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A)  Introduction 

Consignment Note: It is filled up by the booking authority at the time of booking. The 

consignment note is a document issued to the consignor in evidence that the goods have 

been received for transportation on specified terms and condition. Consignment note may 

be defined as receipt given to the sender for the goods booked. Consignment note is an 

agreement bond made with the transport company for the conveyance of goods. Though, 

speaking legally consignment note is not covered within the preview of negotiable 

documents yet, in actual practice it is being used as negotiable document because the 

banks are accepting it and consignment note is changing several hand for effective 

delivery. In case of small or sundry booking, the consignment note is issued to the sender 

as soon as the consignment is accepted for booking but in case of full truck load, the 

consignment note shall not be granted until the truck is available and where senders have 

to perform the loading. 

The Consignment Note is prepared in 5 copies and each copy is distributed as 

follows. 

1st copy - Consignor copy 

2nd copy - Consignee copy 

3rd copy - Lorry 

4th copy - Corporate office copy 

5th copy - File copy 

Types of Consignment note: 

There are two types of consignment note: 

(i)  Carrier Risk: Under carriers risk the company is fully responsible for any loss or 

damage of cargo. Even if such loss or damage is not due to the negligency yet, the 

company is liable for such damage. The company will settle all claims made by the 

customer. The rate charged for booking under carriers risk is higher. 

(ii) Owner Risk: If cargo is booked under owner risk, the company is not responsible for 

any damages that may have occurred. Only if it is proved that such damage was 

caused due to the negligence and carelessness of the company, and then the 

company is liable for any such damage. The rates charged for insured cargo are 

generally low compared to the price charged for uninsured cargo.  

 Difference between Owner Risk and Carrier Risk 

Point of 

Difference 

Owner Risk Carrier Risk 

Responsibility  Owner is responsible for any loss until it is 
proved that, it is the negligence of the carrier 
or transport company. 

Company is fully 
responsible for loss. 
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Insurance 

Premium 

Insurance premium is not charged by the 

transport company. 

Insurance premium is 

charged by the 

transport company. 

Claim Company is not responsible to pay any 

claim for the loss of the customer. 

Company is 

responsible for 

settling the claim. 

B) Importance of Consignment Note  

 On the basis of consignment note challan is prepared. 

 In goods receiving procedure, on the basis of consignment note no consignments are 

stacked in warehouse. 

 Delivery of consignment is given on the basis of consignee copy of consignment note. 

Submitted by the consignee 

 It is helpful for getting insurance claim. 

 It provides the information about freight. 

 Marking on consignment is done on the basis of information given in consignment 

note.  

Review Questions 

1.  What are the reasons to issue consignment note? 

2.  What is the importance of consignment note? 

3.  What is consignment note? 

4.  How many copies of consignment note should be prepared?  

Activity Questions 

1. Visit any air cargo company and collect information on airway bill, their contents and their 

uses. 

2. Visit a railway parcel office and collect R/R (Railway Receipt), compare with consignment 

note and make brief notes. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between C/N and Air ways bill. 

2. What are the applications of consignment note? 
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3. How many copies of C/N are prepared? 

4. What are the uses of the copy of consignment note? 

Part-B 

Discuss in the class: 

1. Discuss the contents of C/N. 

2. Why consignment note is a legal document? 

3. Who and how CN is filled up. 

4. Discuss the filling procedure of C/N. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to fill up C/N.   

Able to identify the C/N.   

Session 2: Sale Tax Forms 

A tax levied by state or city on the retail price of an item collected by the retailer is known as 

sale tax. Tax on sales by union and state governments sale tax on inter state sale is levied by 

union government under entry 92A of List I (union list), while sales tax on intra-state sale (sale 

within state) (now termed as VAT) is levied by state government under entry 54 of list II (state 

list) of seventh schedule to constitution of India. Categories of sales can be broadly classified in 

three categories:  

(a)  Inter-State Sale  

(b)  Sale during import/export 

(c)  Intra-State Sale (i.e. within the State)  

 State Government can impose sales tax only on sale within the state. State cannot 

discriminate between local goods and goods from outside State cannot discriminate 

between goods manufactured/ produced within the state and goods brought from outside 

the state i.e. tax on local goods and goods from other states must be same rate of CST is 

payable on Inter-State Sales about @ 2%, if C form is obtained. No CST if form H or I is 

obtained from purchaser. Otherwise, CST rate is same as applicable for sale within the 

state. Revenue of CST goes to State Government even if CST is levied by Union 

Government; the revenue goes to State Government. State from which movement of 

goods commences gets revenue. CST Act is administered by State Government. 
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Figure 2:  Check Post 

Review Questions 

1.  Define Sales tax. 

2. Define CST. 

Activity Questions  

1. Visit sales department and collect information on sales form. 

2. Write a short note on application of sales tax form. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What are the difference between ST and CST? 

2. What are the application of ST form? 

Part-B 

Discuss in the class room: 

1. Contents of sales tax form. 

2. Method of fill up sales form. 

Part-C 

Performance Standards 

The performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify Sales forms.   

Able to fill up Sales forms.   

Session 3: Check Post & Toll Tax Procedure 

In the process of Inter-state transportation 

of goods through road transport state 

government establish check post at the 

state border. Check post procedure 

involves if any vehicle passing through 

check post have paid all the road tax, 

octroi payment. Checking of vehicle and 

consignment documents and loading 

capacity norms. 
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Figure 3: Toll Tax 

Verification of documents in check post procedure the following documents are checked and 

verified. 

According to the requirement of Motor Vehicle Act 1988 

A)  Transport Documents 

 Registration Book 

 Driver„s licenses 

(I Permits I.E N.P, P.P T.P) 

 Pollution under control certificate. 

 Insurance documents. 

B) Consignment Documents 

(i) Commercial Invoice: Commercial invoice is a legal document of sales, which is to be 

provided by the consignor at the time of booking as proof of a legal sales transaction. 

Contents of Commercial Invoice 

 Name of consignor, company name address 

 CST and ST no. of consignor 

 Name and address of consignee 

 CST & ST number of consignee. 

 Quantity of items specifies the units as applicable. 

 The description of the goods. 

 Market value of goods. 

 Excise gate pass companies manufacturing excisable goods would issue an invoice, 

which is deemed invoice cum excise gate pass. Excise gate pass is issued in four 

copies. 

 Original copy - Buyer„s copy 

 Duplicate common carrier copy or transporter's copy 

 Triplicate copy - Assessment copy 

 Quadruplicate copy - Sender copy 

Toll Tax Procedure 

Toll tax sum levied on users of certain roads, 

highways, canals, bridges, tunnels, ferries and other 

such conveniences, primarily to pay the construction 

and maintenance cost for those structure. The rate 

of fee will be fixed taking in to account the saving in 

the vehicle operating cost. 
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Objectives 

 The basic aim of toll tax in India is to bring about rapid economic growth, through 

development of National high ways, bridges. 

 The revenue generated through users fees will be used for future road development. 

 Tools bridges provide better facilities to the passenger through express way.  

 Strengthening and improving the crucial sections of the highways network through 

phased removal of deficiencies and multi-landing of high density corridors. 

 It provides employment opportunities. 

Review Questions 

1.  Define Check post. 

2. Explain in brief Toll tax.  

3. Define Sales tax. 

4.  Define CST. 

5.  Explain in brief why sale tax is required in transportation of consignment. 

Activity Questions 

1. Visit any toll tax point at your city and collect information on toll tax procedure. 

2.  Write a short note on likely impact of toll tax on consignment and passenger. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between transport documents and consignment documents. 

2. What is pollution and control certificate? 

3. Why ST and CST are required in transportation of consignment? 

4. What are the application of Excise Gate Pass? 

Part-B 

Discuss in the class room: 

1. Method of fill up transport document. 

2. Method of obtained pollution control certificate. 

3. Method of obtained Excise Gate Pass. 

4. Discuss the toll tax procedure. 
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Part-C 

Performance Standards 

Performance Standards may include, but not limited to:  

Performance Standards Yes No 

Able to identify transport document.   

Able to fill up transport document.   

Able to know toll tax procedure.   

Able to fill up different document fill in toll tax procedure.   

Session 4: Goods Forwarding Note 

Whenever a merchant offer a consignment whether of small or full truck load has to tender a 

duly executed goods forwarding note. Goods forwarding note is a written application made by 

the consignor or his agent for carriage of his goods by transport company. It is therefore, a 

statutory obligation on the part of the sender to execute a goods forwarding note when any 

consignment is tendered for booking. 

This document is filled by the consignor at the time of booking. Once this note is signed by the 

owner of the goods or his agent, it becomes a contract and both parties i.e. consignor and the 

transporter are bound by such a contract. It is a legal document and it can be present in court as 

evidence in case of litigation. It is an offer from consignor for carrying his goods. In this document 

all the particulars relating to his consignment such as value and nature of goods etc. are given. 

On the basis of goods forwarding note consignment note is prepared. The goods forwarding note 

must be attached with this file copy of consignment note for future reference. If the consignment is 

to be booked on owner risk basis then, it is to be ensured that insurance policy number is 

mentioned in this document. If consignment is to be negotiated with bank, the goods forwarding 

note must be in a special form. All the entries in the goods forwarding note must be filled in ink 

and it must be signed properly by the sender or his authorized agent. More initials are not enough 

any additions or alterations in the entries on the forwarding note must also be signed in full by the 

sender or his agent. In case, the sender or his agent is illiterate his left hand thumb impression 

may be taken in token of acceptance of the correctness of the details entered in the goods 

forwarding note.  

Importance of GFN 

 It is helpful for getting insurance claim. 

 It provide the information about weight, volume, no. of packages etc. 

 It is primary document and on the basis of GFN Consignment Note is prepared. 
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 It provides the information about Basis of payment i.e. paid, to pay and TBB. 

 It provides the information about the terms and conditions of booking. 

 Goods forwarding note can be produce in court of law as evidence in case of dispute 

between transport company and party. 

Review Questions 

1.  What is the importance of goods forwarding note? 

2.  What are the contents of goods forwarding note? 

3.  Why GFN is attached with file copy of CN? 

4.  Who fill up GFN? 

Goods Forwarding Note 

1. Visit any road transport company of your choice and collect real data from booking 

authority and fill up GFN.  

2. Visit a nearest railway parcel office and make a short note indicating the comparison 

between GFN of road and forwarding note of railway. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between GFN and C/N. 

2. Which document is called a primary document and why? 

Part-B 

Discuss in the class room: 

1. Method of fill up GFN. 

2. Application of GFN. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify GFN   

Able to fill up GFN   
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Session 5: Weightments Dimensional Cargo 

Dimensional weight used in shipping and freight is a billing technique which takes into account 

the length, width and height of a package. Dimensional weight is a method or technique for 

calculation of gross weight in kilograms or pounds. Dimensional weight is a calculation for the 

oretical weight of a package.  

Shipping freight pounds costs have traditionally calculated on the basis of gross weight in 

kilograms or ponds. By charging only by weight, light weight, low density packages becomes 

unprofitable for freight carrier due to the space they take up in the truck / arrival aircraft / ship in 

proportion to their actual weight. The concept of dimensional weight has been adopted by the 

transportation industries world wide as a uniforms means of establishing a minimum charge for 

the cubic space package occupies. 

The oretical weight refers to as weight of the package at a minimum density chosen by the 

freight carrier. If the package is below minimum density then the actual weight is irrelevant as 

the freight carrier will charge for the volume of the package as if it were of the chose density. 

The freight carrier will measure the longest dimension in each of the three axis (XYZ) and use 

these measurements to determine the package volume; if the package is right angled 

rectangular cuboids (box) then, this will be equal to the true volume of the package. However, if 

the package is of any other shape then, the calculator of volume will be more than the true 

volume of the packages. 

Dimensional weight is also known as dim weight, volume tric weight, cubed weight etc. 

Commercial Application: Dimensional weight is commonly used for invoicing by air freight 

forwarder, truck carriers as well as all commercial air lines world wide. The United States Postal 

Services (USPS) adopted dimensional weight in may 2007, calling it shape based postage 

pricing the rate system is designed to charge more for light weight items and also to recover 

costs involving manual sorting and handling, since many postal machines are build to handle 

flats than a flat envelope. More and more transport and logistics companies including 

warehouses and retailers are investing in dimensional equipment for calculating the dimensional 

weight of their packages in order to keep in line with their carrier and avoid back charges. 
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Importance 

 Measure of value or unit in pounds or kilogram. 

 Freight costing is calculated on the basis of dimensional weight. 

 Shipping expenses is calculated on the basis of dimensional weight. 

 Dimensional weight is helpful for measurement for overlapping edge. 
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 Dimensional weight is helpful for billing technique. 

 Dimensional weight is helpful for measuring cylinder. 

 Dimensional weight reduces the weight loss of a carrier. 

 Dimensional weight favours shippers of dense object. 

A) Factor Affecting Dimensional Weight  

 Shipping Factor: Shipping factor for imperial measurements represents cubic inches 

per pound (Inches3 /lb). 

 Metric Factor: Metric factor represent cubic centimeters per kilogram (cm3/kg). 

B) Method for Calculation of Dimensional Weight 

Formula dimensional weight in cubic inches = L x W x H 

Here L = Length  

W = Width  

H = Height 

Dimensional weight in kg = Cubic inches 

366 

Cubic weight in pounds = Cubic inches 

166 

Process for dimensional weight 

1. To obtain the dimensional weight in kilogram divide the cubic inch result by 366. 

2. To obtain the dimensional weight in pounds divide the cubic result by 166. 

3. To obtain the dimensional weight in kilogram divide the cubic centimeter by 6000. 

Example 1: 

Calculate dimensional weight in pounds. 

Shipment weight 20 LBS 

L = 28 W = 32 H = 32 

Dimensional weight in cubic= L x W x H = 28 x 32 x 32 = 28672 cubic inches  

Dimensional weight in ponds = 28672= 166 = 4.7 or 5 kg. 

Example 2: 

Calculate the dimensional weight into kg (kilogram). 

Shipment weight 20 kg 
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L = 40 cm W = 40 cm H = 50 cm 

Dimensional weight = L x W x H = 40 x 40 x 50 = 80,000 Cubic cm 

Dimensional weight in kg 80,000 

6,0000 = 133.3 Kg. 

Review Questions 

1. What is dimensional weight? 

2. What is the main factor affecting dimensional weight? 

3. Explain in brief the importance of dimensional weight method. 

4. Calculate the dimensional weight in kilogram L = 30 cm, W = 30 cm and H = 40 cm. 

Shipment weight 30 Kg. 

Activity Questions 

1. Visit post office of your city and collect information on applicability of dimensional weight 

method. 

2. Visit any transport company of your choice and take real data and convert into dimensional 

weight in pounds. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What are the application of weightment dimensional cargo? 

2. What are the factors affecting weightment dimensional cargo? 

Part-B 

Discuss in the class room: 

1. How dimensional weight is calculated? 

2. Differentiate between shipping factor and metric factor. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to calculate dimensional weight.   

Able to identify different factor affecting dimensional weight.   



 143 

Session 6: Lorry Hire Contract & Trip Contract Sheet 

When a truck is hired from the market for transportation of goods; an agreement is entered into 

with the owner / driver of the truck. This agreement is called Lorry hire contract. First copy is to 

be used as voucher for payment of advance lorry hire at the originating station. Second copy is 

to be hand over to the driver of the truck who will take it along with him to the destination. Third 

copy is to be sent to the destination branch by post / e-mail. Fourth copy is file copy of the 

originating station. Advantages of LHC are- 

 LHC is helpful for rate computation. 

 It is helpful to ascertain the profit and loss for particular truck. 

 LHC can be produce in court in case of dispute between driver and company. 

 It provide the information about driver, owner name, broker and rate advance amount. 

 LHC provide the information about the vehicle i.e. RC no, Fitness certificate, and permits. 

LHC provide the information about insurance i.e. name of insurance company, policy no. 

6.1 Trip Contract Sheet 

Trip contract sheet: This document is prepared for the movement of cargo through 

company own vehicle and used for accounting of expenses incurred such as diesel, 

unloading etc. inclusive of incentive paid to driver. When a truck operates on a route, all 

truck operation activities are accurately logged on trip contract sheet. 

A)  Salient Features on Trip Contract Sheet  

 Trip contract sheet is used for all company owned truck. 

 Operating on a route as per route list i.e. on ad-hoc route or local city running of 

trucks. 

B)  Importance of Trip Contract Sheet 

1.  Truck route details. 

2.  Truck operating expenses in respect of 

 Diesel filling cost. 

 Route expenses. 

 Enroute expenses. 

 Truck operators contract payments allowances. 

3.  Cargo/unloading details. 

4.  Short excess particulars of cargo. 

5.  Fleet profitability report and performance details. 

6.  The trip contract sheet for contract parcel truck will give the net contract payment 

rate per km and total amount to be paid to the fleet owner. 
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Review Questions 

1. Define LHC. 

2. What are the advantages of LHC? 

3. How many copy of LHC are prepared? 

4.  What is TCS? 

5.  What are the features of TCS? 

6.  What is the importance of TCS? 

7.  What are the differences between LHC & TCS? 

Activity Questions 

1. Visit any road feight transport company of your city and collect information on LHC like 

payment method, preparation procedure etc. 

2. Prepare a case study on LHC on the basis of on the job training in summer. 

3. Visit any transport company and collect information of contents of trip contract sheet and 

their uses in operation of transportation. 

4.  Visit road transport company and collect transaction record of trip contract sheet and fill up 

the trip contract sheet. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. What are difference between LHC and TCS? 

2. How LHC is helpful for Rate computation? 

Part-B 

Discuss in the class room: 

1. Method of preparation of LHC. 

2. Why LHC is a legal documents? 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to fill up LHC.   

Able to fill TCS.   
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Session 7: Cash & Bank Statement (CBS) 

 
Figure 4:  Bank Statement 

Introduction 

Banks are essential institutions in a modern society with the increase in volume of trade, 

commerce and business. Business entities faced difficulty in transacting in cash for each 

business activity. They discovered that dealing through bank on regular basis would be the 

better and safer option and finally large business entities switched over to banking transactions 

intact of dealing in cash. Nowadays, most of transactions of the business are done through bank 

whether it is a receipt or a payment. Rather, it is legally necessary to operate the transactions 

through bank after a certain limit. 

All accounting transactions are accounted for in the cash and bank statement (CBS). This is 

prepared on the basis of primary documents and summary statement. 

A)  Primary Document used for Accounting of Transport Companies 

 Docket / GFN. 

 Money Receipt. 

 Pick up / Delivery Challan Cum Contract. 

 Bill. 

 Trip Hire Contract / Lorry Hire Contract. 
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 Trip Contract Sheet. 

 Debit Voucher. 

 Credit Voucher. 

B) Summary Statement 

 Docket Summary. 

 Money Receipt Summary. 

 Bill Register. 

 Bill Collection Statement. 

 Octroi Payment Summary. 

 Trip / Lorry Hire Payment Summary. 

 Pick up / Delivery Charges Payment Summary. 

 Petty Expenses Statement. 

Concept of CBS 

 All Non-Accounting Centre shall send their PCS (petty cash statement) MRS etc. along 

with letter of accounting to their respective accounting centers on 3 days basis. The 

accounting centers shall incorporate the transactions of the no accounting centers under 

its jurisdiction in own CBS of the immediate next day. 

 CBS shall be prepared in duplicate. Original copy of CBS shall be sent to the next higher 

office once in 3 days along with the supporting vouchers, documents statements etc. The 

duplicate copy shall be retained by the respective office/ branch as a file copy. 

Review Questions 

1.  What is CBS? 

2.  Why CBS is an important document? 

3.  What are the primary documents of accounting? 

4.  Explain in brief accounting and non accounting centre. 

Activity Questions 

1. Visit the accounts department of airport and collect information about method of 

preparation of CBS. 

2. Visit any transport company of your choice and collect data, performa and fill it. You can 

also take help of accounts department. 

3. Visit the traffic department of your city and collect information about validity and procedure 

of issue. 

4. On the basis of your visit write a short note on route permit and their different uses. 
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Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between accounting and non accounting centre. 

2. Why CBS is legal document? 

Part-B 

Discuss in the class room 

1. Procedure for fill up primary documents. 

2. Primary documents of accounting. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify primary documents.   

Able to fill up primary documents.   

Session 8: Route Permit 

It is the document issued by the state transport authority. It is a kind of permission to operate 

the truck as per statutory regulations. There are mainly three kinds of route permit / road permit 

 Temporary Permit (T.P.): This is issued for a specific destination, for a fixed duration only 

from the State Transport Authority 

 Pucca Permit (PP): This is issued for trip within the home state by the State Transport 

Authority. 

 National Permit: This is issued by the State Transport Authority for three states other than 

the home state. 

Review Questions 

1.  What is route permit? 

2.  What are the different kinds of route permit? 

Activity Questions 

1.  Visit the State Transport Authority Office and collect information on the procedure of issue 

of a route permit. 
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2.  Visit the State Transport Authority Office and collect information on functions of State 

Transport Authority. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between TP and PP. 

2. What are the applications of Route permit? 

Part-B 

Discuss in the class room: 

1. Method of Obtained route permit. 

2. Role state transport authority in issuing the route permit. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to identify different route permit.   

Able to do procedure for issuing route permit.   

Session 9: Truck Registration 

According to the Motor Vehicle Act 1988, no vehicle can be driven unless it is registered and the 

registration mark is displayed in the prescribed manner. The vehicle may be registered by the 

registering authority in the state in which the owner has the residence or business where the vehicle 

is normally kept for this purpose. The owner has to apply in the prescribed form and also produce 

the vehicle before the registering authority for verification of the particulars. The registration 

certificate so issued in any state is valid thoughout India. The registration certificate thus issued is 

valid for a period of fifteen years and can be subsequently renewed for a period of five years. When 

a motor vehicle registered in state is kept for a period exceeding two months, a new registration 

mark has to be applied for and obtained from the registering authority of the state. 
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Figure 5:  Certificate of Motor Vehicle Registration 

Review Questions 

1.  Give the procedure to issue the registration copy. 

2.  What is the function of registering authority? 

Activity Questions 

1. Visit the registering authority office of your city and collect information on truck registration 

procedure. 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 
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Part-A 

1. Differentiate between RC and Route Permit. 

2. What are the applications of truck registration copy? 

Part-B 

Discuss in the class room 

1. Why RC is mandatory according to the motor vehicle act 1988? 

2. Contents of RC. 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to draw an RC.   

Able to explain the functions of registration authority.   
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Session 10: Insurance 

 

Figure 6: Insurance Certificate 
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Insurance has played a vital role in development of modern commerce. Insurance is inevitable 

in keeping alive the large scale production and tremendously widespread market. The starting of 

any kind of business would certainly involve risk i.e. in the act of transition from one place to 

another goods may be burnt, may be stolen or lost etc. It is advisable to obtain protection 

against such a risk through insurance. 

Meaning of insurance from the legal point of view Insurance is a contract between the two 

parties in such a contract, one party charge a specific sum from the other and promises it to pay 

for the damages up to specified limit. When they are due to some clearly spelt out risk thus, one 

party contract to pay a specific sum of money and the other to pay for the damage, against 

some kind of economic loss. The Party receiving compensation against damages by paying a 

specific amount is called the insured. The amount in respect of which such protection is 

acquired is called premium. The party giving protection in return of premium is called the 

insurer. Importance of Insurance is the most helpful service in the field of commerce. When a 

business activity is undertaken many factors affect it, business is open to many risks like fire, 

breakages of goods in transition, non receipt of payment for goods sold, price fluctuations, good 

machines going obsolete with advancement in technology, damage to man and material due to 

accident and pilferage. Such risks can render all the sincere and strong efforts of the 

businessman useless. 

The various services available to business units through insurance can be shown as 

under: 

 Insurance gives protection to businessman and industrialist against economic loss, 

resulting from accidents and uncertain risks. 

 Insurance frees business man and industrialists from worries of business risks and 

generates a feeling of safety in their minds. 

 In case of death of one partner in partnership firm, the others have to allocate cash to 

return capital to the successors of the deceased. 

 The amount collected as premium is invested by insurance companies in business or 

industry as ownership capital or borrowed capital. The capital invested by insurance 

companies help in development of business and industries. 

 Insurance company gives loan to policy holder. 

 Insurance gives protection against loss of personal goods, property and life, apart from 

damages to business. 

Summary 

This unit starts with brief notes on the importance of consignment note, sales tax form, and 

check post toll tax procedures in the process of transportation.Then documentation procedure of 
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goods forwarding note, Lorry hire contract, trip contract sheet, CBS; are discussed. Different 

route permit, truck registration procedure and service of insurance to business is also 

discussed. 

Exercise Questions 

1.  What are the difference between OR consignment note and CR consignment note? 

2.  Explain in brief why sales tax is required in transportation of consignment. 

3.  Explain different types of sales tax form. 

4.  Explain in brief why toll tax is required in transportation of consignment. 

5.  Explain in brief commercial invoice. 

6.  Explain in brief excise gate pass. 

7.  What are the contents of GFN? 

8.  What is the summary statement of CBS? 

9.  Define Insurance. 

10. What is the importance of insurance? 

Practical Questions 

1. Make a pictorial chart on different insurance policy. 

2. Visit an insurance company and develop a project on insurance claim taking real data. 

3. Visit a check post of your city and make project on the documentation procedure of check 

post. 

4. Visit a road freight transport company and develop a case study on trip contract sheet. 

5. Visit an accounts department of road transport company and collect real data of cash and 

bank transactions and develop a project on CBS. 

6. Make a pictorial chart on different dimensional cargo. 

Annexure 

Distance 
Class Class Class Class Class 

LR4 LR3 LR2 LR1 100 

Kilometers Rs. Rs. Rs. Rs. Rs. 

1 - 100 63.50 74.10 84.70 95.30 105.90 

101 - 125 75.00 87.50 100.00 112.50 125.00 

126 - 150 87.10 101.60 116.20 130.70 145.20 

151 - 175 97.70 114.00 130.20 146.50 162.80 

176 - 200 109.20 127.40 145.60 163.80 182.00 
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201 - 225 119.90 139.90 159.80 179.80 199.80 

226 - 250 131.30 153.20 175.10 197.00 218.90 

251 - 275 142.80 166.60 190.40 214.20 238.00 

276 - 300 154.20 179.90 205.60 231.30 257.00 

301 - 325 164.90 192.40 219.80 247.30 274.80 

326 - 350 176.10 205.50 234.80 264.20 293.50 

351 - 375 187.10 218.30 249.50 280.70 311.90 

376 - 400 198.60 231.70 264.80 297.90 331.00 

401 - 425 209.90 244.90 279.90 314.90 349.90 

426 - 450 221.30 258.20 295.10 332.00 368.90 

451 - 475 232.40 271.20 309.90 348.70 387.40 

476 - 500 244.10 284.80 325.40 366.10 406.80 

501 - 550 267.10 311.60 356.20 400.70 445.20 

551 - 600 289.90 338.20 386.60 434.90 483.20 

601 - 650 312.50 364.60 416.70 468.80 520.90 

651 - 700 335.10 391.00 446.80 502.70 558.50 

701 - 750 357.80 417.40 477.00 536.70 596.30 

751 - 800 380.10 443.50 506.80 570.20 633.50 

801 - 850 402.50 469.60 536.60 603.70 670.80 

851 - 900 424.60 495.40 566.20 636.90 707.70 

901 - 950 446.80 521.30 595.80 670.20 744.70 

951 - 1000 469.00 547.10 625.30 703.40 781.60 

1001 - 1100 513.80 599.50 685.10 770.80 856.40 

1101 - 1200 558.70 651.80 745.00 838.10 931.20 

1201 - 1300 603.40 703.90 804.50 905.00 1005.60 

1301 - 1400 647.80 755.80 863.80 971.70 1079.70 

1401 - 1500 692.30 807.70 923.00 1038.40 1153.80 

1501 - 1750 792.00 924.00 1056.00 1188.00 1320.00 

1751 - 2000 868.70 1013.50 1158.20 1303.00 1447.80 

2001 - 2500 986.80 1151.30 1315.80 1480.20 1644.70 

2501 - 3000 1111.20 1296.40 1481.60 1666.80 1852.00 

3001 - 3500 1228.40 1433.10 1637.80 1842.60 2047.30 
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LUGGAGE RATES 

Annexure to RC-06 of 2013 i.e. 1.04.2013 

 
            Scale-L 
Distance slabs 1 - 10 11 – 20 21 - 30 31 – 40 41 - 50 51 - 60 61 – 70 71 - 80 81 - 90 91 - 100 

   Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. 

(Kilometers) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) 
 1  2 3 4 5 6 7 8 9 10 11 
1 - 50 4.73 9.45 14.18 18.90 23.63 28.35 33.08 37.80 42.53 47.25 
51 - 60 5.06 10.13 15.19 20.25 25.32 30.38 35.44 40.50 45.57 50.63 
61 - 70 5.40 10.80 16.20 21.60 27.00 32.40 37.80 43.20 48.60 54.00 
71 - 80 5.74 11.48 17.21 22.95 28.69 34.43 40.17 45.90 51.64 57.38 
81 - 90 6.08 12.15 18.23 24.30 30.38 36.45 42.53 48.60 54.68 60.75 
91 - 100 6.44 12.87 19.31 25.74 32.18 38.61 45.05 51.48 57.92 64.35 
101 - 110 6.75 13.50 20.25 27.00 33.75 40.50 47.25 54.00 60.75 67.50 
111 - 120 7.07 14.13 21.20 28.26 35.33 42.39 49.46 56.52 63.59 70.65 
121 - 130 7.43 14.85 22.28 29.70 37.13 44.55 51.98 59.40 66.83 74.25 
131 - 140 7.74 15.48 23.22 30.96 38.70 46.44 54.18 61.92 69.66 77.40 
141 - 150 8.06 16.11 24.17 32.22 40.28 48.33 56.39 64.44 72.50 80.55 
151 - 160 8.39 16.79 25.18 33.57 41.97 50.36 58.75 67.14 75.54 83.93 
161 - 170 8.71 17.42 26.12 34.83 43.54 52.25 60.96 69.66 78.37 87.08 
171 - 180 9.05 18.09 27.14 36.18 45.23 54.27 63.32 72.36 81.41 90.45 
181 - 190 9.36 18.72 28.08 37.44 46.80 56.16 65.52 74.88 84.24 93.60 
191 - 200 9.68 19.35 29.03 38.70 48.38 58.05 67.73 77.40 87.08 96.75 
201 - 210 9.97 19.94 29.90 39.87 49.84 59.81 69.78 79.74 89.71 99.68 
211 - 220 10.24 20.48 30.71 40.95 51.19 61.43 71.67 81.90 92.14 102.38 
221 - 230 10.51 21.02 31.52 42.03 52.54 63.05 73.56 84.06 94.57 105.08 
231 - 240 10.78 21.56 32.33 43.11 53.89 64.67 75.45 86.22 97.00 107.78 
241 - 250 11.07 22.14 33.21 44.28 55.35 66.42 77.49 88.56 99.63 110.70 
251 - 260 11.34 22.68 34.02 45.36 56.70 68.04 79.38 90.72 102.06 113.40 
261 - 270 11.61 23.22 34.83 46.44 58.05 69.66 81.27 92.88 104.49 116.10 
271 - 280 11.88 23.76 35.64 47.52 59.40 71.28 83.16 95.04 106.92 118.80 
281 - 290 12.17 24.35 36.52 48.69 60.87 73.04 85.21 97.38 109.56 121.73 
291 - 300 12.44 24.89 37.33 49.77 62.22 74.66 87.10 99.54 111.99 124.43 
301 - 310 12.69 25.38 38.07 50.76 63.45 76.14 88.83 101.52 114.21 126.90 
311 - 320 12.92 25.83 38.75 51.66 64.58 77.49 90.41 103.32 116.24 129.15 
321 - 330 13.19 26.37 39.56 52.74 65.93 79.11 92.30 105.48 118.67 131.85 
331 - 340 13.43 26.87 40.30 53.73 67.17 80.60 94.03 107.46 120.90 134.33 
341 - 350 13.68 27.36 41.04 54.72 68.40 82.08 95.76 109.44 123.12 136.80 
351 - 360 13.93 27.86 41.78 55.71 69.64 83.57 97.50 111.42 125.35 139.28 
361 - 370 14.18 28.35 42.53 56.70 70.88 85.05 99.23 113.40 127.58 141.75 
371 - 380 14.42 28.85 43.27 57.69 72.12 86.54 100.96 115.38 129.81 144.23 
381 - 390 14.67 29.34 44.01 58.68 73.35 88.02 102.69 117.36 132.03 146.70 
391 - 400 14.92 29.84 44.75 59.67 74.59 89.51 104.43 119.34 134.26 149.18 
401 - 410 15.17 30.33 45.50 60.66 75.83 90.99 106.16 121.32 136.49 151.65 
411 - 420 15.44 30.87 46.31 61.74 77.18 92.61 108.05 123.48 138.92 154.35 
421 - 430 15.68 31.37 47.05 62.73 78.42 94.10 109.78 125.46 141.15 156.83 
431 - 440 15.91 31.82 47.72 63.63 79.54 95.45 111.36 127.26 143.17 159.08 
441 - 450 16.16 32.31 48.47 64.62 80.78 96.93 113.09 129.24 145.40 161.55 
451 - 460 16.43 32.85 49.28 65.70 82.13 98.55 114.98 131.40 147.83 164.25 
461 - 470 16.67 33.35 50.02 66.69 83.37 100.04 116.71 133.38 150.06 166.73 
471 - 480 16.92 33.84 50.76 67.68 84.60 101.52 118.44 135.36 152.28 169.20 
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            Scale-L 
Distance slabs 1 - 10 11 – 20 21 - 30 31 – 40 41 - 50 51 - 60 61 – 70 71 - 80 81 - 90 91 - 100 

   Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. 

(Kilometers) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) 
 1  2 3 4 5 6 7 8 9 10 11 

481 - 490 17.15 34.29 51.44 68.58 85.73 102.87 120.02 137.16 154.31 171.45 
491 - 500 17.42 34.83 52.25 69.66 87.08 104.49 121.91 139.32 156.74 174.15 
501 - 510 17.66 35.33 52.99 70.65 88.32 105.98 123.64 141.30 158.97 176.63 
511 - 520 17.91 35.82 53.73 71.64 89.55 107.46 125.37 143.28 161.19 179.10 
521 - 530 18.16 36.32 54.47 72.63 90.79 108.95 127.11 145.26 163.42 181.58 
531 - 540 18.41 36.81 55.22 73.62 92.03 110.43 128.84 147.24 165.65 184.05 
541 - 550 18.68 37.35 56.03 74.70 93.38 112.05 130.73 149.40 168.08 186.75 
551 - 560 18.90 37.80 56.70 75.60 94.50 113.40 132.30 151.20 170.10 189.00 
561 - 570 19.15 38.30 57.44 76.59 95.74 114.89 134.04 153.18 172.33 191.48 
571 - 580 19.40 38.79 58.19 77.58 96.98 116.37 135.77 155.16 174.56 193.95 
581 - 590 19.64 39.29 58.93 78.57 98.22 117.86 137.50 157.14 176.79 196.43 
591 - 600 19.89 39.78 59.67 79.56 99.45 119.34 139.23 159.12 179.01 198.90 
601 - 610 20.23 40.46 60.68 80.91 101.14 121.37 141.60 161.82 182.05 202.28 
611 - 620 20.57 41.13 61.70 82.26 102.83 123.39 143.96 164.52 185.09 205.65 
621 - 630 20.90 41.81 62.71 83.61 104.52 125.42 146.32 167.22 188.13 209.03 
631 - 640 21.22 42.44 63.65 84.87 106.09 127.31 148.53 169.74 190.96 212.18 
641 - 650 21.56 43.11 64.67 86.22 107.78 129.33 150.89 172.44 194.00 215.55 
651 - 660 21.83 43.65 65.48 87.30 109.13 130.95 152.78 174.60 196.43 218.25 
661 - 670 22.10 44.19 66.29 88.38 110.48 132.57 154.67 176.76 198.86 220.95 
671 - 680 22.37 44.73 67.10 89.46 111.83 134.19 156.56 178.92 201.29 223.65 
681 - 690 22.64 45.27 67.91 90.54 113.18 135.81 158.45 181.08 203.72 226.35 
691 - 700 22.95 45.90 68.85 91.80 114.75 137.70 160.65 183.60 206.55 229.50 
701 - 710 23.27 46.53 69.80 93.06 116.33 139.59 162.86 186.12 209.39 232.65 
711 - 720 23.56 47.12 70.67 94.23 117.79 141.35 164.91 188.46 212.02 235.58 
721 - 730 23.83 47.66 71.48 95.31 119.14 142.97 166.80 190.62 214.45 238.28 
731 - 740 24.12 48.24 72.36 96.48 120.60 144.72 168.84 192.96 217.08 241.20 
741 - 750 24.41 48.83 73.24 97.65 122.07 146.48 170.89 195.30 219.72 244.13 
751 - 760 24.68 49.37 74.05 98.73 123.42 148.10 172.78 197.46 222.15 246.83 
761 - 770 24.95 49.91 74.86 99.81 124.77 149.72 174.67 199.62 224.58 249.53 
771 - 780 25.22 50.45 75.67 100.89 126.12 151.34 176.56 201.78 227.01 252.23 
781 - 790 25.52 51.03 76.55 102.06 127.58 153.09 178.61 204.12 229.64 255.15 
791 - 800 25.79 51.57 77.36 103.14 128.93 154.71 180.50 206.28 232.07 257.85 
801 - 825 26.60 53.19 79.79 106.38 132.98 159.57 186.17 212.76 239.36 265.95 
826 - 850 27.29 54.59 81.88 109.17 136.47 163.76 191.05 218.34 245.64 272.93 
851 - 875 27.97 55.94 83.90 111.87 139.84 167.81 195.78 223.74 251.71 279.68 
876 - 900 28.67 57.33 86.00 114.66 143.33 171.99 200.66 229.32 257.99 286.65 
901 - 925 29.48 58.95 88.43 117.90 147.38 176.85 206.33 235.80 265.28 294.75 
926 - 950 30.20 60.39 90.59 120.78 150.98 181.17 211.37 241.56 271.76 301.95 
951 - 975 30.89 61.79 92.68 123.57 154.47 185.36 216.25 247.14 278.04 308.93 
976 - 1000 31.61 63.23 94.84 126.45 158.07 189.68 221.29 252.90 284.52 316.13 
1001 - 1025 32.31 64.62 96.93 129.24 161.55 193.86 226.17 258.48 290.79 323.10 
1026 - 1050 32.90 65.79 98.69 131.58 164.48 197.37 230.27 263.16 296.06 328.95 
1051 - 1075 33.48 66.96 100.44 133.92 167.40 200.88 234.36 267.84 301.32 334.80 
1076 - 1100 34.07 68.13 102.20 136.26 170.33 204.39 238.46 272.52 306.59 340.65 
1101 - 1125 34.81 69.62 104.42 139.23 174.04 208.85 243.66 278.46 313.27 348.08 
1126 - 1150 35.55 71.10 106.65 142.20 177.75 213.30 248.85 284.40 319.95 355.50 
1151 - 1175 36.14 72.27 108.41 144.54 180.68 216.81 252.95 289.08 325.22 361.35 
1176 - 1200 36.92 73.85 110.77 147.69 184.62 221.54 258.46 295.38 332.31 369.23 
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            Scale-L 
Distance slabs 1 - 10 11 – 20 21 - 30 31 – 40 41 - 50 51 - 60 61 – 70 71 - 80 81 - 90 91 - 100 

   Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. 

(Kilometers) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) 
 1  2 3 4 5 6 7 8 9 10 11 

1201 - 1225 37.53 75.06 112.59 150.12 187.65 225.18 262.71 300.24 337.77 375.30 
1226 - 1250 38.30 76.59 114.89 153.18 191.48 229.77 268.07 306.36 344.66 382.95 
1251 - 1275 39.06 78.12 117.18 156.24 195.30 234.36 273.42 312.48 351.54 390.60 
1276 - 1300 39.67 79.34 119.00 158.67 198.34 238.01 277.68 317.34 357.01 396.68 
1301 - 1325 40.43 80.87 121.30 161.73 202.17 242.60 283.03 323.46 363.90 404.33 
1326 - 1350 41.02 82.04 123.05 164.07 205.09 246.11 287.13 328.14 369.16 410.18 
1351 - 1375 41.63 83.25 124.88 166.50 208.13 249.75 291.38 333.00 374.63 416.25 
1376 - 1400 42.23 84.47 126.70 168.93 211.17 253.40 295.63 337.86 380.10 422.33 
1401 - 1425 42.86 85.73 128.59 171.45 214.32 257.18 300.04 342.90 385.77 428.63 
1426 - 1450 43.47 86.94 130.41 173.88 217.35 260.82 304.29 347.76 391.23 434.70 
1451 - 1475 44.08 88.16 132.23 176.31 220.39 264.47 308.55 352.62 396.70 440.78 
1476 - 1500 44.69 89.37 134.06 178.74 223.43 268.11 312.80 357.48 402.17 446.85 
1501 - 1525 45.18 90.36 135.54 180.72 225.90 271.08 316.26 361.44 406.62 451.80 
1526 - 1550 45.65 91.31 136.96 182.61 228.27 273.92 319.57 365.22 410.88 456.53 
1551 - 1575 46.13 92.25 138.38 184.50 230.63 276.75 322.88 369.00 415.13 461.25 
1576 - 1600 46.58 93.15 139.73 186.30 232.88 279.45 326.03 372.60 419.18 465.75 
1601 - 1625 47.09 94.19 141.28 188.37 235.47 282.56 329.65 376.74 423.84 470.93 
1626 - 1650 47.57 95.13 142.70 190.26 237.83 285.39 332.96 380.52 428.09 475.65 
1651 - 1675 48.02 96.03 144.05 192.06 240.08 288.09 336.11 384.12 432.14 480.15 
1676 - 1700 48.49 96.98 145.46 193.95 242.44 290.93 339.42 387.90 436.39 484.88 
1701 - 1725 48.98 97.97 146.95 195.93 244.92 293.90 342.88 391.86 440.85 489.83 
1726 - 1750 49.46 98.91 148.37 197.82 247.28 296.73 346.19 395.64 445.10 494.55 
1751 - 1775 49.93 99.86 149.78 199.71 249.64 299.57 349.50 399.42 449.35 499.28 
1776 - 1800 50.40 100.80 151.20 201.60 252.00 302.40 352.80 403.20 453.60 504.00 
1801 - 1825 50.87 101.75 152.62 203.49 254.37 305.24 356.11 406.98 457.86 508.73 
1826 - 1850 51.35 102.69 154.04 205.38 256.73 308.07 359.42 410.76 462.11 513.45 
1851 - 1875 51.82 103.64 155.45 207.27 259.09 310.91 362.73 414.54 466.36 518.18 
1876 - 1900 52.29 104.58 156.87 209.16 261.45 313.74 366.03 418.32 470.61 522.90 
1901 - 1925 52.79 105.57 158.36 211.14 263.93 316.71 369.50 422.28 475.07 527.85 
1926 - 1950 53.24 106.47 159.71 212.94 266.18 319.41 372.65 425.88 479.12 532.35 
1951 - 1975 53.73 107.46 161.19 214.92 268.65 322.38 376.11 429.84 483.57 537.30 
1976 - 2000 54.20 108.41 162.61 216.81 271.02 325.22 379.42 433.62 487.83 542.03 
2001 - 2025 54.90 109.80 164.70 219.60 274.50 329.40 384.30 439.20 494.10 549.00 
2026 - 2050 55.17 110.34 165.51 220.68 275.85 331.02 386.19 441.36 496.53 551.70 
2051 - 2100 56.12 112.23 168.35 224.46 280.58 336.69 392.81 448.92 505.04 561.15 
2101 - 2150 57.04 114.08 171.11 228.15 285.19 342.23 399.27 456.30 513.34 570.38 
2151 - 2200 58.01 116.01 174.02 232.02 290.03 348.03 406.04 464.04 522.05 580.05 
2201 - 2250 58.93 117.86 176.78 235.71 294.64 353.57 412.50 471.42 530.35 589.28 
2251 - 2300 59.90 119.79 179.69 239.58 299.48 359.37 419.27 479.16 539.06 598.95 
2301 - 2350 60.82 121.64 182.45 243.27 304.09 364.91 425.73 486.54 547.36 608.18 
2351 - 2400 61.79 123.57 185.36 247.14 308.93 370.71 432.50 494.28 556.07 617.85 
2401 - 2450 62.62 125.24 187.85 250.47 313.09 375.71 438.33 500.94 563.56 626.18 
2451 - 2500 63.50 126.99 190.49 253.98 317.48 380.97 444.47 507.96 571.46 634.95 
2501 - 2550 64.22 128.43 192.65 256.86 321.08 385.29 449.51 513.72 577.94 642.15 
2551 - 2600 64.94 129.87 194.81 259.74 324.68 389.61 454.55 519.48 584.42 649.35 
2601 - 2650 65.70 131.40 197.10 262.80 328.50 394.20 459.90 525.60 591.30 657.00 
2651 - 2700 66.42 132.84 199.26 265.68 332.10 398.52 464.94 531.36 597.78 664.20 
2701 - 2750 67.16 134.33 201.49 268.65 335.82 402.98 470.14 537.30 604.47 671.63 
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            Scale-L 
Distance slabs 1 - 10 11 – 20 21 - 30 31 – 40 41 - 50 51 - 60 61 – 70 71 - 80 81 - 90 91 - 100 

   Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. Kgs. 

(Kilometers) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) (Rs.) 
 1  2 3 4 5 6 7 8 9 10 11 

2751 - 2800 67.88 135.77 203.65 271.53 339.42 407.30 475.18 543.06 610.95 678.83 
2801 - 2850 68.63 137.25 205.88 274.50 343.13 411.75 480.38 549.00 617.63 686.25 
2851 - 2900 69.37 138.74 208.10 277.47 346.84 416.21 485.58 554.94 624.31 693.68 
2901 - 2950 70.09 140.18 210.26 280.35 350.44 420.53 490.62 560.70 630.79 700.88 
2951 - 3000 70.85 141.71 212.56 283.41 354.27 425.12 495.97 566.82 637.68 708.53 
3001 - 3050 71.60 143.19 214.79 286.38 357.98 429.57 501.17 572.76 644.36 715.95 
3051 - 3100 72.32 144.63 216.95 289.26 361.58 433.89 506.21 578.52 650.84 723.15 
3101 - 3150 73.04 146.07 219.11 292.14 365.18 438.21 511.25 584.28 657.32 730.35 
3151 - 3200 73.78 147.56 221.33 295.11 368.89 442.67 516.45 590.22 664.00 737.78 
3201 - 3250 74.52 149.04 223.56 298.08 372.60 447.12 521.64 596.16 670.68 745.20 
3251 - 3300 75.26 150.53 225.79 301.05 376.32 451.58 526.84 602.10 677.37 752.63 
3301 - 3350 76.01 152.01 228.02 304.02 380.03 456.03 532.04 608.04 684.05 760.05 
3351 - 3400 76.73 153.45 230.18 306.90 383.63 460.35 537.08 613.80 690.53 767.25 
3401 - 3450 77.45 154.89 232.34 309.78 387.23 464.67 542.12 619.56 697.01 774.45 
3451 - 3500 78.21 156.42 234.63 312.84 391.05 469.26 547.47 625.68 703.89 782.10 
3501 - 3550 78.93 157.86 236.79 315.72 394.65 473.58 552.51 631.44 710.37 789.30 
3551 - 3600 79.67 159.35 239.02 318.69 398.37 478.04 557.71 637.38 717.06 796.73 
3601 - 3650 80.42 160.83 241.25 321.66 402.08 482.49 562.91 643.32 723.74 804.15 
3651 - 3700 81.14 162.27 243.41 324.54 405.68 486.81 567.95 649.08 730.22 811.35 
3701 - 3750 81.88 163.76 245.63 327.51 409.39 491.27 573.15 655.02 736.90 818.78 
3751 - 3800 82.60 165.20 247.79 330.39 412.99 495.59 578.19 660.78 743.38 825.98 
3801 - 3850 83.34 166.68 250.02 333.36 416.70 500.04 583.38 666.72 750.06 833.40 
3851 - 3900 84.08 168.17 252.25 336.33 420.42 504.50 588.58 672.66 756.75 840.83 
3901 - 3950 84.83 169.65 254.48 339.30 424.13 508.95 593.78 678.60 763.43 848.25 
3951 - 4000 85.55 171.09 256.64 342.18 427.73 513.27 598.82 684.36 769.91 855.45 
4001 - 4050 86.29 172.58 258.86 345.15 431.44 517.73 604.02 690.30 776.59 862.88 
4051 - 4100 87.03 174.06 261.09 348.12 435.15 522.18 609.21 696.24 783.27 870.30 
4101 - 4150 87.75 175.50 263.25 351.00 438.75 526.50 614.25 702.00 789.75 877.50 
4151 - 4200 88.49 176.99 265.48 353.97 442.47 530.96 619.45 707.94 796.44 884.93 
4201 - 4250 89.24 178.47 267.71 356.94 446.18 535.41 624.65 713.88 803.12 892.35 
4251 - 4300 89.98 179.96 269.93 359.91 449.89 539.87 629.85 719.82 809.80 899.78 
4301 - 4350 90.70 181.40 272.09 362.79 453.49 544.19 634.89 725.58 816.28 906.98 
4351 - 4400 91.44 182.88 274.32 365.76 457.20 548.64 640.08 731.52 822.96 914.40 
4401 - 4450 92.18 184.37 276.55 368.73 460.92 553.10 645.28 737.46 829.65 921.83 
4451 - 4500 92.93 185.85 278.78 371.70 464.63 557.55 650.48 743.40 836.33 929.25 
4501 - 4550 93.65 187.29 280.94 374.58 468.23 561.87 655.52 749.16 842.81 936.45 
4551 - 4600 94.39 188.78 283.16 377.55 471.94 566.33 660.72 755.10 849.49 943.88 
4601 - 4650 95.13 190.26 285.39 380.52 475.65 570.78 665.91 761.04 856.17 951.30 
4651 - 4700 95.85 191.70 287.55 383.40 479.25 575.10 670.95 766.80 862.65 958.50 
4701 - 4750 96.59 193.19 289.78 386.37 482.97 579.56 676.15 772.74 869.34 965.93 
4751 - 4800 97.34 194.67 292.01 389.34 486.68 584.01 681.35 778.68 876.02 973.35 
4801 - 4850 98.21 196.43 294.64 392.85 491.07 589.28 687.49 785.70 883.92 982.13 
4851 - 4900 99.05 198.09 297.14 396.18 495.23 594.27 693.32 792.36 891.41 990.45 
4901 - 4950 99.92 199.85 299.77 399.69 499.62 599.54 699.46 799.38 899.31 999.23 
4951 - 5000 100.78 201.56 302.33 403.11 503.89 604.67 705.45 806.22 907.00 1007.78 
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ORGANIZATIONAL CHART OF ROAD TRANSPORT ORGANIZATION 

 

Checklist for Assessment Activity 

Use the following checklist to see if you have met all the requirement for assessment activity. 

Part-A 

1. Differentiate between insurance and assurance. 

2. How insurance give protection to business? 

Part-B 

Discuss in the class room: 

1. Why insurance is required for transport industries? 

2. Insurance is a investment not expenditure why? 

Part-C 

Performance Standards 

Performance standards may include, but not limited to: 

Performance Standards Yes No 

Able to understand importance of insurance.   

Able to understand different types of insurance.   
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Glossary 

Automated Guided 

Vehicle 

A storage system under which a degree of automation is to be 

implemented to ensure precision accuracy and speed in 

performing storage and retrieval operation. 

Arrangement Stations A transshipment centre where transportation activities are 

authorized. 

Broker A middle man in bargains. 

Bills Collection 

Statement 

It is prepared by billing branch. Bill collection statement is prepared 

through MR raised for collection of bill. 

Binning In this method stacking of consignment are stack on the floor as 

per the requirement of the product. 

Bonded Warehouse A warehouse where consignment are store on which import duty is 

not paid. 

Booking When transport companies accept the consignment on certain 

terms and conditions agreed by both, i.e. transport company and 

party then this activity is called booking. 

Carrier Risk When the consignments are booked for transportation under 

carrier risk company is fully responsible for any loss / damages to 

the goods and transporter is bound to pay. 

Consignor A  person who booked the consignment is known as a consignor. 

Consignee A person who takes the delivery of the consignment is known as 

consignee. 

C.I.F CIF is a contract for the sales of goods at a price which include the 

cost of goods insurance and freight charges and are paid by the 

buyer. 

Containerization Insulated containers for safe transit of perishable and temperature 

sensitive cargo. 

Certificate of Fact It is a document issued by the transport company in case of goods 

damage during transportation to the consignor for getting 

insurance claim. 
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Consignment Note It is a booking document. The consignment note is issued by the 

booking authority to the consignor in evidence that the goods have 

been received for transportation on certain terms and conditions. 

Challan Challan is a document that provides the information about 

consignment which is being carried in the truck to a specific 

destination. 

Cover Charge It is insurance charges. The cover charge amount is applicable on 

consignment booked under carrier risk only. 

Debit Voucher It is a document of lorry hire system. Debit voucher is prepared in 

case of repayment of lorry hire amount previously deducted from 

the balance amount payable to the driver/ owner of the truck. 

Demurrage The demurrage charge is collected from the party by the delivery 

authority as warehouse charge of their goods beyond the free 

storage day (late delivery charge). 

Delivery Register It is maintained by the delivery branch in order to enter the 

unloading details it is prepared in booking station order. 

Delivery Order It is an order issued by the owner of goods to the warehouse 

owner for giving delivery. 

Full Truck Load When a cargo is sufficient by weight or volume to fill a 9 MT truck 

or more. 

Goods Forwarding 

Note 

It is a primary document of booking it is fill up by consignor at the 

time of booking. 

Handling Charges It is loading and unloading charges. 

Invoice Invoice is a booking document given by the seller to the purchaser 

of goods. In the document, seller mentions the name of consignor, 

value of items in the packages, no. of items etc. 

Intimation to Party It is a method to inform, the consignee party about the arrival of 

goods, to enable them to take the delivery. 

Less than Truck Load If the booking cargo is less than full truck load is known as a less 

than truck load. 

Lorry Hire Contract When a transport company hires a truck from the market, it is 

known as a lorry hire contract. 
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Multi Model Transport It means using more than one mode of transport. 

Material Handling 

System 

Material handling system consists of discrete or continuous 

resources to move from one location to another. 

Negotiation The transacting of business. 

Octroi It is a duty on goods. 

Owner Risk When the transport company booked the consignment under 

owner risk, company is not liable to pay claims directly for any loss/ 

damages unless it is proved that the damage / loss is due to the 

negligence of the transport company. 

Open Delivery If the goods are received in damage condition or short as per the 

consignment note, in that condition open delivery is to be given to 

the party. 

Octroi Payment 

Summary 

This is a document prepared on the basis of the receipt given by 

municipal corporation. 

Part Delivery Delivery is to be given in installment due to short received of 

consignment. 

Proof on Delivery 

(POD) 

POD is an acknowledgement that consignee has received the 

cargo in good condition.  

Quotation Quotation is a direct result of the client enquiry and interest to use. 

Sundry Booking Consignment which is below 1 MT is known as a sundry booking. 

Tender Tender may be defined as an offer to supply certain goods or 

execute certain work at a specified cost. 

Transshipment A transit point where the material is consolidated & redirected is 

called transshipment. 

Trip Contract Sheet This document is made for movement of cargo through company 

own vehicle. 

Trip Hire Contract This document is prepared for hiring a vehicle for transportation of 

goods from one branch to another. 

Warehouse Warehouse is a place where goods are kept from the time of 

purchase until it need for consumption or sales. 
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