shippers letter of instruction example

Shipper's Letter of Instruction Example is a crucial document in the shipping and logistics
industry. It serves as a communication tool between the shipper and the freight forwarder or carrier,
providing essential instructions on how goods should be handled and transported. A well-crafted
Shipper's Letter of Instruction (SLI) can streamline the shipping process, reduce errors, and ensure
compliance with regulations. This article will delve into the components, importance, and an example
of a Shipper's Letter of Instruction, along with tips for drafting an effective one.

What is a Shipper's Letter of Instruction?

A Shipper's Letter of Instruction is a document that outlines specific instructions provided by the
shipper to the freight forwarder or carrier. It includes details about the shipment, such as the type of
goods being transported, the destination, handling instructions, and any special requirements for the
shipment.

Importance of a Shipper's Letter of Instruction

An SLI is vital for several reasons:
e Clarity: It provides clear instructions that help prevent misunderstandings between the shipper
and the freight forwarder.

 Efficiency: A well-defined SLI can expedite the shipping process by ensuring that all parties
understand their roles and responsibilities.

e Compliance: It helps ensure compliance with regulations and customs requirements, reducing
the risk of delays or penalties.

* Traceability: An SLI serves as a record of the instructions given, which can be helpful in
resolving disputes or claims.

Components of a Shipper's Letter of Instruction

A comprehensive Shipper's Letter of Instruction typically includes the following components:

1. Shipper Information



This section includes the name, address, and contact details of the shipper. It may also include the
shipper's tax identification number or business registration number.

2. Consignee Information

The consignee is the individual or entity receiving the shipment. This section should contain the
consignee's name, address, and contact information.

3. Freight Forwarder Information

If a freight forwarder is involved, their name and contact details should be included in this section. It
ensures that the freight forwarder is aware of their role in the shipping process.

4. Shipment Details

This section provides detailed information about the shipment, including:
1. Description of Goods: A clear description of the items being shipped, including their weight,
dimensions, and quantity.

2. Shipping Method: The preferred method of transportation (air, sea, ground) and any specific
carrier instructions.

3. Packaging Instructions: Details about how the goods are packaged and any special handling
requirements.

5. Special Instructions

This section outlines any special requests or instructions, such as delivery timelines, customs
clearance requirements, or specific handling procedures.

6. Payment Details

Information regarding who is responsible for shipping costs, including freight charges, insurance, and
any other fees, should be included.



7. Signature

Finally, the document should be signed and dated by the shipper or their authorized representative to
validate the instructions provided.

Example of a Shipper's Letter of Instruction

Below is a simple example of a Shipper's Letter of Instruction. Note that this is a template and should
be tailored to fit specific shipment requirements.

Shipper's Letter of Instruction
Shipper Information:

- Name: ABC Manufacturing Co.
- Address: 123 Industrial Park, Springfield, IL 62701
- Contact: John Doe, Phone: (555) 123-4567, Email: john.doe@abcmanufacturing.com

Consignee Information:

- Name: XYZ Retailers Ltd.
- Address: 456 Commerce St., Metropolis, IL 62960
- Contact: Jane Smith, Phone: (555) 765-4321, Email: jane.smith@xyzretailers.com

Freight Forwarder Information:

- Name: Global Freight Forwarders
- Address: 789 Shipping Ave., Chicago, IL 60601
- Contact: Mark Wilson, Phone: (555) 111-2222, Email: mark.wilson@globalfreight.com

Shipment Details:

- Description of Goods: 100 units of electronic gadgets (model: XYZ-123), Weight: 500 lbs,
Dimensions: 24x12x10 inches each.

- Shipping Method: Air freight preferred.

- Packaging Instructions: Each unit should be bubble-wrapped and placed in a sturdy cardboard box.
Clearly label “Fragile” on each box.

Special Instructions:
- Delivery required by March 15, 2023.
- Ensure customs documents are completed accurately to avoid delays.

- Notify the consignee 24 hours prior to delivery.

Payment Details:



- Shipping costs to be billed to ABC Manufacturing Co.
- Insurance required for full value of goods.

Signature:

John Doe
Date:

Tips for Drafting an Effective Shipper's Letter of
Instruction

To ensure that your Shipper's Letter of Instruction is effective, consider the following tips:

1. Be Clear and Concise

Use simple and straightforward language. Avoid jargon or technical terms that might confuse the
freight forwarder or carrier.

2. Double-Check Details

Ensure that all information, especially contact details and shipment specifics, is accurate. Mistakes
can lead to delays or complications.

3. Use a Standard Format

Adopting a standard format for your SLI can help in maintaining consistency and making it easier for
freight forwarders to process.

4. Keep a Copy

Always keep a copy of the SLI for your records. This can be useful for reference in case of disputes or
questions regarding the shipment.

5. Follow Up

After sending the SLI, follow up with the freight forwarder to confirm receipt and clarify any questions



they may have.

Conclusion

In summary, a Shipper's Letter of Instruction is an essential document in the shipping process that
facilitates clear communication between the shipper and freight forwarder. By understanding its
components, importance, and how to draft an effective SLI, shippers can significantly enhance the
efficiency and accuracy of their shipping operations. Whether you are a seasoned shipper or new to
the logistics industry, mastering the art of crafting a detailed and precise Shipper's Letter of
Instruction can lead to smoother shipping experiences and better overall outcomes.

Frequently Asked Questions

What is a Shipper's Letter of Instruction (SLI)?

A Shipper's Letter of Instruction is a document provided by the shipper to the freight forwarder or
carrier, detailing the specific instructions for the shipment, including handling instructions,
destination, and other essential information.

Why is the Shipper's Letter of Instruction important?

The SLI is crucial because it ensures that all parties involved in the shipment understand the shipper's
requirements, reducing the risk of errors in handling and delivering the cargo.

What information is typically included in an SLI?

An SLI usually includes the shipper's details, consignee information, description of the goods, shipping
instructions, and any special handling requirements.

Can you provide an example of a Shipper's Letter of
Instruction?

Sure! An example SLI would include: Shipper: ABC Corp, Consignee: XYZ Ltd, Description: 100 boxes
of electronics, Handling Instructions: Keep dry, Ship via: Air freight, and Payment terms: Prepaid.

Who is responsible for preparing the Shipper's Letter of
Instruction?

The shipper or their logistics provider is typically responsible for preparing the Shipper's Letter of
Instruction, ensuring all necessary details are accurately conveyed.

Is the Shipper's Letter of Instruction a legal document?

While the SLI is not a legal document like a bill of lading, it serves as an important guideline for the



shipment and can be referenced in case of disputes.

How does the SLI differ from a bill of lading?

The SLI provides specific instructions for the shipment, while a bill of lading acts as a receipt for the
goods and a contract between the shipper and carrier.

What happens if the SLI is incomplete or incorrect?

If the SLI is incomplete or incorrect, it can lead to delays, misrouting, or incorrect handling of the
shipment, potentially resulting in financial losses.

Are there any industry standards for creating an SLI?

There are no strict industry standards for SLIs, but many logistics companies provide templates to
ensure that all necessary information is included.

How can technology assist in creating an SLI?

Technology can assist in creating an SLI by providing online templates, automated data entry, and
integration with shipping software to streamline the process and reduce errors.
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