
 
1.R     Routing and Shipping Documentation 
 
1.1 A detailed packing slip indicating the number of pallets per title, quantity, and title code 

number for each item must accompany the shipment. This may be in a marked carton or in a 
blister envelope affixed to a carton. 

1.2 The Houghton Mifflin Harcourt  P.O. number, CH Robinson’s HMH number, number of 
cartons, classification of the products, total weight, title number(s), and the weight of each title 
must be shown on each Bill of Lading (see figure 1.1). 

1.3 Vendors will transmit an Advanced Shipment Notification Form to C.H. Robinson. The 
intent of this document is to arrange for the pickup of the product and to facilitate receiving 
planning (see figure 1.3).  All of the appropriate information must be filled in on this form.  

1.4 All packing slips should be affixed to the last pallet loaded on the trailer. The packing slip 
should list the total number of pallets for each title. 
 
Figure 1.1 

      
Sample Bill of Lading
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Figure 1.3 
  

ASN - Advance Shipment Notification Form-Domestic Shipments 
Please give 24 to 48 hour advance shipping notice       
            
Attn:   C.H. Robinson--Brooke Hackman (x115) 
Phone:  877-594 8606    Today's Date:     
Fax:   317-594-1451 
E-mail: hmhpub@chrobinson.com            
          
             
Ship From         Ship To          
Address          Address          
                    
Phone Number         Phone Number         
Fax Number                   
Contact          Contact          
Email address               

Shipping Hours         
 
       

            
Bill of Lading Number:              
Freight Ready Date:             

Harcourt 
Division Code 
(Profit Center) 

Houghton Mifflin 
or Harcourt P.O.# 

(transfer #) 

Harcourt 
ISBN or 

Houghton 
Title Code / 
Houghton 

ISBN# 

Total 
number 

of Copies 

# of 
Copies 

per 
Carton 

# of 
Cartons 

# of 
Cartons 

per Pallet Pallets Weight 
Freight 
Class 

Houghton 
Conf # or 
Harcourt 

Reference 
Number 

                      
                      
                      
                      
                      
                      
                      
                      
            
            
Comments:                     
                      
            

Please give C.H. Robinson Company 24 hour notice when possible. 
One fax per truckload please! 

***-Individual Carton Weight cannot exceed forty-
five (45) pounds. Verification of the carton weight 
on each title listed below is required prior to 
shipment from vendor's location.  A chargeback 
will be assessed on overweight cartons. 
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