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Introduction 
Mainstream Energy Inc. has developed this guide in an effort to strengthen relationships with our 

business partners, and allow all parties the opportunity to strengthen its supply chain efficiencies. 

This guide includes routing guidelines to its Main Warehouse Distribution Center, Vendor direct 

order shipments and packing requirements. 

 

Compliance to these guidelines is important to our success and allows us to build our team of 

vendors/partners. Non compliance will be documented and may result in charge backs and or 

reimbursements for related expenses. 

 

Any questions regarding the specifications in this guide should be directed to MSE Logistics 

Department (800) 777-6609 (Ext. 4879). Any changes from the routing guide will need prior 

approval from MSE Vendor Relations Manager prior to shipment.  

 

Note: these instructions apply to all shipments where MSE pays the freight. For special handling 

or hazardous materials please refer to the traffic contacts. 

 

  
Name Title Location Email Phone # 

Anthony 

Jimenez 

Freight/Logis

tics Manager 
Sacramento, CA. 

a.jimenez@mainstreamenergy.com 

 

(800) 777-6609 

Ext. 4879 

Don Kelly 
Logistics 

Manager 

San Luis Obispo, 

CA. 
dkelly@recsolar.com (805) 540-5498 

Tommy 

Demmon 

Warehouse 

Manager 
Sacramento, CA. tdemmon@aeesolar.com 

(800) 777-6609 

Ext. 4851 

Drew Arnold 
Purchasing 

Manager 

San Luis Obispo, 

CA. 

d.arnold@mainstreamenergy.com 

 
(805)-547-2629 

Dantrel 

Hewlett 

Inbound 

Appointment 
Sacramento, CA 

d.hewlett@mainstreamenergy.com 

 

(800) 777-6609 

Ext. 4858 

 

 

 
Warehouse Distribution Center 
Please update your records to reflect the correct ship to address. Mainstream Energy Inc. will not 

be responsible for any re-route fees associated with wrong ship to address. Our main Warehouse 

Distribution Center is located at: 

 

1121 Striker Ave Ste. 130 

Sacramento, CA. 95834 
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Packing slip requirements –  
All orders coming into the Distribution Center, or shipping direct to a customer must have a 

packing slip on the lead box or pallet. The packing slip should contain the correct number of 

units being received, MSE purchase order number for quick reference, and product description. 

 

Packing-  
All like items should be consolidated on one pallet. Boxes of same size should be put together 

and every effort to create a safe handling pallet should be made. Do not use boxes that are 

damaged, please repack into a safe box. When items are damaged in transit it creates time and 

effort from both teams and everyone loses.  

 

Fragile items should not be shipped loose in a box, and must contain inner packing material to 

protect contents from being damaged in transit (glass items). 

 

Pallets- 
 All orders coming in via pallet must be put on a safe secure pallet and stretch wrapped to the 

pallet. Pallets that are inferior and unsafe will require labor to un-stack and charges may apply 

back to the vendor. Please be sure to use safe stacking procedures and do not allow product to 

overhang off the pallet.  

 

Note:  Wherever possible please combine items into master pack boxes to reduce cost of 

shipping methods. 

 

 

Bill of Lading (BOL)  
The Bill of Lading must include the following: the proper MSE location address, purchase 

order number, order number (direct to customer orders), number of pallets, and the number 

of cartons.  
 

Note: Multiple shipments that are destined for the same shipping address or warehouse should be 

combined onto one BOL. 

  

Shipping to the incorrect address will incur rerouting charges or delay in the shipments. Please 

be sure to update the correct address to your records as soon as possible.  

 

Air freight 
Air freight may not be used to ship to the warehouse facility, unless you have prior written 

authorization from an MSE Vendor Relationship Manager or the MSE Freight Manager. 

 

Truck load shipments 
Full pallet orders that exceed 12000 lbs.  

TL shipments will be coordinated by the freight department at MSE. The vendor logistics team 

will need to contact our freight team at MSE to coordinate a pickup date and time. All Truck 

load shipments coming into the Distribution Center require an appointment time, no exceptions.  
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Less than truck load (LTL freight)  
Shipments that are over 300 Lbs., 10 boxes or more must be palletized and shipped via LTL 

method. The BOL will be created by the vendor using the pertinent information for the items. 

 

The BOL for LTL shipments: Must have filled in correctly. Filling in the BOL online is simple 

and only requires that the information be correct.  

1) Create new BOL  

2) “Who you are” in this case you are the “shipper.” 

3) Freight charge payment method “Collect.” 

4) Schedule a pickup “yes.”  

Filling in the specifics: 
5) Shipper information – your correct address to pick up items. 

6) Consignee – The correct address where the items are shipping to. 

7) Bill to information – This is important and must be filled in correctly. 

 

 

Bill to Address: 
Mainstream Energy 

775 Fiero Lane Ste. 200 

San Luis Obispo, CA. 93401 

 

Commodities 
8) Enter the number of pieces, weight, description and package type (Pallet, box etc.)  

9) NMFC code varies and should be looked up online.  

10) Select the option to assign a tracking number.  

11) Set the pickup date that the shipment will be ready to be picked up. 

12) Continue to next page and select the email BOL function and submit.   

 

 

If you need help setting up a template or a BOL for the first time, please phone the Freight 

department and we’ll be happy to assist.  

 

 

 
Prepaid and Add freight charges will not be permitted or paid on the suppliers invoice without 

written advance authorization. COD freight charges are not accepted. 

 

 
Small parcel UPS Parcel– Our primary parcel shipper is UPS. This method should be used for 

multiple packages weighing up to 300lbs per order. Packages may not exceed 100 Lbs (Safety 

and eliminate potential damage) per box. Maximum length of an item may not exceed 108” in 

length (UPS standard rule).   

 

Parcel Size Limits for packages  
UPS has established specific size limits for the packages that you send with all UPS services. 

The restrictions below only pertain to individual packages.  
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• Packages can be up to 165 inches (419 cm) in length and girth combined  

• Packages can be up to 108 inches (270 cm) in length  

How to measure your package size  

To measure ground packages use the following formula:  

Length + 2x Width + 2x Height  

 
Step 1. Determining Length  

1) Measure the longest side of the package, rounding to the nearest inch. This is your 

length.  

Step 2. Determining Girth (2x Width + 2x Height)  

1) Measure the width of the package, rounding to the nearest inch.  

2) Multiply this number by 2. Measure the height of the package, rounding to the nearest 

inch.  

3) Multiply this number by 2. Add these two numbers together. This is your girth.  

 
Step 3. Add the length and the girth together. This is your package measurement. 

  

 
How to determine dimensional weight 
Compare each package's actual weight to its dimensional weight. The larger of the two weights 

is the weight you would use to route your shipment.  
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Routing domestic orders to warehouse Distribution Center/ Direct ship to 

customer 

UPS – Orders delivering via UPS should be shipped on our account number listed below. 

Domestic orders may ship to the warehouse Distribution Center using the account number or 

freight collect method. If freight collect method is selected, the bill to information must be filled 

out correctly.  

Conway  - LTL orders coming into the Distribution Center should be delivered freight collect.   

 

Lbs. per package Service Carrier Contact Info. Account Code 

1 – 150 Ground UPS 800-742-5877 Bill to AEE 

Up to 300Lbs. total 

order 6 boxes or less 
Ground UPS 800-742-5877 Bill to AEE 

Orders exceeding the 

Parcel max. 
Ground Conway Freight 800-755-2728 Freight collect 

 

Orders requiring truck load service or exceeding 12,000Lbs. or more please 

contact AEE Logistics Manager to arrange carrier. 

 

Routing US to Canada  

Less than truck load (Conway or Fed Ex.) 
Orders shipping to Canadian Customers must first identify if the customer has an established 

customs broker. It is not recommended that we assign a Customs Broker. A customer may have 

their own broker in place with their own negotiated rates. If a customer wishes to use our 

broker of choice they may agree and we will handle the process for them. Door to door. 

UPS – 
Orders that meet the parcel limits should ship via UPS. These orders need to be processed as 3

rd
 

party shipments using our parcel account number as the bill to account number.  If a ground 

method is selected a customs broker of their choice is required. Expedite methods not including 

“ground regular” will include the customs fees in the delivery charges. No broker is required as 

UPS service will process using their services. 

Lbs. per package Service Carrier Contact Info. Website/ Account 

1-150 Parcel UPS 800-742-5877 Bill AEE Account 

150 – 12,000 LTL Freight      Conway   800-755-2728 www.con-way.com 

150-12,000 LTL Freight       Fed Ex 916-371-9182 www.Fedex.com  

 

Routing international shipments from Canada to US. 
Lbs. per package Service Carrier Contact Info. Website 

150-12,000 LTL Service Conway 800-755-2728 www.con-way.com 

150-12,000 LTL Service Haas Industries (510) 265-3468 www.haasindustries.com 
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Hawaii, Puerto Rico, and Guam 

Please contact the Logistics team for shipments going to any of these destinations.  

 

 

Direct ship to customers 

Please use a blind packing slip. This keeps confidential information from being disclosed to 

outside customers. A blind packing slip should avoid displaying any pricing information, MSE or 

its entities from the header. However the blind pack slip needs to contain the P.O number, 

order number, items ordered, and the correct Qty shipped.  

 

Pack slip must contain: 

Ship From: XYZ Vendor 

1202 ZYZ street  

Buffalo, NY.  XXXXX 

 

Ship to: XYZ Customer 

1306 Molly Ave  

Woodland, CA. 95216 

 

PO. #  

Order reference # 

Order date: 

Ship date: 

 

 

 

Getting started LTL shipment 

 
Log into www.con-way.com   

1) Select Bill of lading this screen appears. 

2) Who you are? Choose third party. 

3) Charges payment method. Choose “collect” 

4) Do you want to schedule a pick up? “yes” 

5) Choose “Continue” 
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Enter the shipper information (where the pick up is needed).
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This next step indicates the location the product is going to. Please include the order number in 

the C/O field and the correct address. 

 
 

 

Important step: Please make sure the correct bill to information is filled in correctly. This will 

reduce any shipments from being held up.  
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Specify items being shipped. Please be detailed and as accurate as possible. 

 
 

Special services needed. Do not use COD method when shipping our product.  
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Pick up time and date specified.  Contact name should contain the person that will be taking 

delivery of the product.  
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A confirmation page will appear. Please review the data is correct. 

 
 

 
At this stage you may click the Email/ Fax BOL selection and send to whomever you like. 



14 

 

  
 

Completed BOL will need to be handed to the driver and 1 BOL per shipment.

 
UPS online 
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Whether you send one shipment a month or several shipments a day, UPS Internet Shipping is 

the fastest, most convenient shipping solution on the Web. To get started shipping, all you need 

is an Internet connection, a printer, a My UPS ID, and either a payment card (for example a debit 

or credit card) or a UPS Account for billing. 

How To Ship (Click here first Demo)      View UPS Internet Shipping Demo  

Log into UPS.com. Go into the shipping tab and select the “create shipment” selection. You 

may elect to create a profile page that will populate by saving this to your address book.   

 

 

 

 

 

Enter a ship from location:
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Accurately identify what you are shipping and the method you would like to 

ship the items. 

 

Next step please add the purchase order umber or sales order number for 

reference. 
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Your next option allows you to enter the third party bill as the payment method. Please 

select this method and use the AEE account number provided on the PO. After inputting 

the account billing information select the schedule a pickup method. 

 

The final step will allow you to look at the information you provided and make 

adjustments or submit for pick up.

 

 

 

 


