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Freight Preparation and

Packaging Guidelines



We pride ourselves on ensuring the safe and on-time delivery of your freight. Our worldwide 
reach extends to over 220 countries delivering freight in all shapes and sizes, ranging from 
documents and parcels through to large and palletised freight.

All freight should:

 • Eliminate the risk of injury to those 
handling and receiving the goods

 • Be able to withstand being 
transported over long distances

 • Provide sufficient protection to 
minimise the risk of damage to the 
contents

 • Clearly display shipping details

Your freight travels long distances across Toll’s extensive network.  
The journey starts from when the freight is picked up, loaded into 
a vehicle, vessel or aircraft, placed onto one of our conveying 
systems and delivered to its final destination.

This document provides general guidance and examples of 
recommended packaging and labelling methods. To assist in 
ensuring the timely and safe transport of your goods, it’s the 
responsibility of the sender to adequately package and label their 
freight. Toll reserves the right to refuse pick up if the package is 
unsafe or if the label is insufficient for transport. 

At Toll, the safety of our customers and people is paramount. 
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Pack

 • Always use quality packaging 
material

 • Ensure the inner and outer 
packaging is suitable

 • Your freight should be 
securely packed in a satchel, 
carton or on a pallet

Seal and Label

 • Use quality tape and H taping 
method to secure cartons

 • Make sure the label and 
barcode are clearly visible

 • Ensure the correct details are 
on the consignment note and 
apply an address label on 
each item

Assess

 • Consider the weight of 
your freight to ensure the 
packaging can adequately 
support its contents

 • The type of freight 
(e.g. liquids) which require 
specific packaging

 • Any packaging related 
regulatory requirements  
(e.g. transport of dangerous 
goods)

Want to help us get your package to its destination swiftly and safely? 

It’s easy as 1, 2, 3 …
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Parcels are often handled manually, placed on sortation systems, consolidated onto pallets 
and loaded and unloaded using forklifts.

Assess your packaging requirements

Before you start packing, make sure you assess your packaging needs to protect your shipment from damage 
and additional charges.

Here are a few points for you to consider

Weight
Ensure the packaging is of 

adequate strength to support 
the weight of your freight

Regulations
Items that are regulated 

(e.g. dangerous goods) may 
require specialised packaging 

or additional packaging 
requirements 

Type of Freight
Some items may require 

specific packaging materials, 
techniques and handling labels

(e.g. shipping liquids)
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Intended Use
For packages intended for 

retail use, be sure to use quality 
packaging and overpacks to 
prevent cosmetic markings

Fragility
Fragile items require additional 
protection (e.g. cushioning or 

protective padding)

Size and Shape
Additional care (e.g. extra 
wrapping and protection) 

is required for irregular 
shaped or sharp items



We take great pride in making sure your goods arrive on time and in optimal condition, 
whether you’re shipping car parts, electronics or industrial machinery. You can help us make 
sure your shipment reaches its destination safely by using sturdy and appropriate packaging.

Packaging materials
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Inner packaging

Packaging comes in all shapes and sizes so when it comes to protecting your freight from damage, it’s important 
to select the right type of packaging material for your item. Bubble wrap, foam peanuts, air bags and cardboard 
dividers are some common examples of internal packaging materials.

Bubble Wrap
 • Provides cushion protection against shock and 

vibration

 • Use multiple layers to wrap individual items

 • If required, use packing tape to secure the 
bubble wrap to the item to prevent moving in 
transit

Air Bags
 • Used primarily as void fillers for lightweight items

 • Designed to prevent contents from shifting within 
a box during transit

 • Not recommended for items with sharp edges

Foam Peanuts
 • Used primarily as void fillers for lightweight items

 • Can be used when double boxing items as 
it provides good protection against shock, 
vibration and movement within a larger box

 • Ensure the box is filled from the bottom to the 
top

Inserts and Dividers
 • Inserts are used to hold items securely in place 

within a box

 • Dividers are used to keep items separate and 
stable in a box

 • Ideal for fragile items such as glass bottles or 
multiple items within a box



Choosing good quality and suitable packaging ensures that your freight remains safe 
throughout its journey.

Outer packaging
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Packaging must be designed, constructed, filled, secured and 
strong enough to withstand the normal conditions of transport and 
handling, as items are moved between various vehicles or aircraft 
and automated sortation systems.

We do not recommend reusing old boxes as packaging loses its 
integrity after several uses.

When selecting a box, you will need to 
take into consideration the weight of the 
item, size of the parcel and strength of 
the carton.

Refer to the following guide for box 
construction.

Single Wall

Light weight items less than 10kg

Tri Wall or Specialised

Heavy items over 25kg

Double Wall

Fragile or heavy items (10 - 25kg)

Suggested box strength

Speak to your packaging supplier for more information.

Insufficient packaging can have the 
potential to cause injury to people, 
property and the community. 

Together we can ensure the safe 
transport of your freight.



A good seal helps to protect and reinforce the strength of your package. The type of 
adhesive tape you choose and how you seal your parcel makes a big difference in protecting 
your parcel from getting damaged during transit.

Seal

Apply tape across all seams, 
forming a H-shape

Sealing with the H taping method

For general use, Toll recommends using good quality polypropylene tape (brown plastic tape) of at least 48mm 
width. When sealing corrugated boxes, apply tape on all seams using the H taping method.

Step 1

Apply tape across the length of 
the top flap

Step 2

Apply tape across all seams, 
forming a H-shape

Step 3

Apply tape across the top and 
bottom seams for strength
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Displaying the shipment address details accurately and clearly helps ensure the timely 
delivery of your item to its destination.

Shipment Labels

Remove old labels
Ensure any old labels, barcodes 

and marks are removed or 
defaced to avoid items going to 

the wrong destination

Print new shipment labels
We recommend using quality 
adhesive paper to print new 

shipment labels. If using plain 
paper, place the labels in a clear 

document pouch. Ensure the 
delivery address and barcode are 

clearly visible

Accurate shipment labels
Include the business / company 
name (or persons name if being 

sent to a private address), 
full delivery address, contact 

details (the receiver’s name and 
phone number) and any delivery 

instructions are on the labels
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Assist us to appropriately transport, handle and store your freight by using the applicable 
handling labels such as “This Way Up”.

Please apply ‘heavy’ labels on any items over 15kg. Where possible, the label should be 
positioned next to the shipment label.

Handling Labels

XXXXXXXXXXXXXXX

XXXXXXXXXXXXXXX

Spare label 
Place a spare label inside the 

package to help us identify your 
shipment should the original label 

get damaged

Clean and dry surface
Make sure that the surface, 

where the label is to be applied, 
is clean and dry

Position the label correctly
Apply the shipment label securely 

on the largest flat surface, 
avoiding the seams and edges 

and ensuring that the barcode is 
affixed firmly,flat (not wrinkled),  
not covered by tape, wrapping, 

straps or other labels



All material contained in this document is protected by copyright. You must not copy, modify, transmit or distribute any material 
without the consent of Toll Holdings Ltd. The information contained in this document is intended for general use only. To the extent 
permitted by law, Toll Holdings Ltd, its subsidiaries, agents, employees and its suppliers, are not liable for any damages of any kind 
related to the completeness, timeliness, suitability or accuracy of the material contained in this document. 

It is the responsibility of the Sender / Shipper to ensure compliance with all relevant laws, regulations and ensure freight is suitably 
and sufficiently packaged for transport. All services are subject to the terms and conditions outlined in the Terms of Service – see 
www.mytoll.com/web/guest/terms-and-conditions

Dangerous goods are substances or articles that pose a risk to 
people, property or the environment, due to their chemical or 
physical properties.  

Dangerous goods can be found in everyday products such as 
cigarette lighters, aerosols, lithium batteries found in electronic 
goods and household cleaning products.

As a leading transport company, Toll adheres to the International
Air Transport Association Dangerous Goods Regulations,
Australian Dangerous Goods Code and Regulations for Road and
Rail Transport, International Maritime Dangerous Goods Code for
sea freight and any regulations imposed by other regulatory bodies. 

At Toll, we’re committed to providing safe transport of 
dangerous goods and adhere to rigorous standards to ensure 
the safety of our people and community.

For more information on packaging guidelines, visit tollgroup.com
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Whether you’re shipping dangerous 
goods domestically or internationally, 
you must ensure your shipment is safe 
and compliant with the requirements 
specified by the relevant regulatory 
bodies.

The shipper is responsible for correctly 
declaring, packaging, marking, labelling 
and providing the required dangerous 
goods paperwork for transportation by 
air, road, rail or sea. In some instances, 
approval may be required in order to 
transport dangerous goods within 
Australia. For more information, please 
contact us.



Envelopes
 • Placing a copy of the receiver's details inside the 

envelope will help us identify your items if the 
original label becomes damaged

Satchels

Whether you’re sending invoices, statements, settlement papers or small parcels, it's 
important to ensure your parcel is packed correctly.

For more information on packaging guidelines, visit tollgroup.com

Satchels and Envelopes
Freight Preparation and Packaging Guidelines

 • Place a piece of cardboard in the envelope with 
the documents to prevent movement or creasing

 • Do not use staples to seal the packaging

 • Fold excess packaging to avoid items moving in 
transit and damaging the packaging itself

 • Ensure the shipping label is clearly visible

Please note Toll Envelopes and 
Satchels are not to be used for 
carriage of the following items: 



Packing your goods into cartons and parcels? This document outlines safe and efficient 
ways to package your fragile and non fragile freight.

Cartons and Parcels
Freight Preparation and Packaging Guidelines

1 CARTONS AND PARCELS

Cartons

 • Always take into consideration the weight, size and type of item you 
are shipping to determine the right box size and strength

 • Contents must be tightly packed. Completely fill any void spaces with 
inner packaging material to avoid contents moving during transit which 
can cause damage to both the contents and box

 • Never interlock the flaps of the box as it reduces the strength of the 
carton

 • For extra protection, ensure all the seams are sealed using H taping 
method

XXXXX
XXXXX

XXXXX

XXXXX
XXXXX

XXXXX

Non Fragile Items

 • Ship non fragile items inside a rigid corrugated fibreboard box and 
use ‘Single Box’ packing method

 • If required, use void fillers to stabilise items - bubble wrap, air bags or 
form peanuts are ideal

 • Ensure sharp items or items with sharp edges are adequately 
protected to avoid the possibility of piercing the packaging

Fragile Items

 • Use double wall boxes for fragile or heavy items

 • Wrap fragile items individually before placing them in the inner box

 • Use ‘Box in Box’ packing method. Place the box inside an outer box, 
leaving at least a 5 cm gap between the inner and outer box

 • Void fillers like bubble wrap, air bags or foam peanuts should be 
placed at the bottom of the box, around the sides of the inner box 
and on the top for added protection

 • Close and tape the box using the H taping method



Mail Box

 • For large promotional material or cylinder shaped items, consider 
placing it inside a square or triangle mail box instead of cylinder tubes 
to increase stability and reduce movement during transit

 • For added protection, place tape across the top and bottom seams

 • Apply the consignment label to the largest flat surface and avoid 
wrapping the barcode around the edges

For more information on packaging guidelines, visit tollgroup.com
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• Ensure you use high quality corrugated 
fibreboard boxes for all shipments

• Make sure you choose the right sized box 
and fill any void spaces. Under-filled boxes 
may collapse when handled in transit

• Do not over-pack the box as this can cause 
the items to spill out. Break down packages 
into two or more smaller cartons instead of 
one heavy carton

• Avoid using straps to secure loose cartons 
under 30 kg, as it can damage our sortation 
systems and cause injury to our people

• Ensure the packaging is suitable for the 
weight and type of shipment

Tips and advice



Whether you’re sending freight in a container around the corner or across the world, it 
is important that your product is packed, loaded and secured to minimise movement 
and retain balance throughout its journey.

For more information on packaging guidelines, visit tollgroup.com

Containers
Freight Preparation and Packaging Guidelines

Preparing your freight for shipping

 • Pack items in high quality, strong, durable cartons and secure using the H taping method

 • Where possible, protect your freight further by palletising, strapping and/or shrink-wrapping it

 • Fill empty carton space with void fillers such as bubble wrap, air fill or form peanuts. When using void 
fillers, consider your destination’s ability to recycle or dispose of packaging (such as polystyrene)

 • Ensure your freight can withstand moisture; use moisture-resistant packaging and filler

 • Wrap fragile items well to avoid damage

 • Ensure items are sent in accordance with hazardous packaging guidelines

Container loading 

 • Pack container as tightly as possible and fill any leftover space to limit movement and prevent damage 
whilst in transit

 • Ensure that freight susceptible to leaks or spills is not placed on top of any other freight

 • Place heaviest items on the bottom of the container to stabilise the load

 • Pack container evenly to retain balance during transit

 • Abide by recommended maximum stacking heights for product (if 
applicable)

 • Use strong rope or pulleys to ensure large items are tied down and 
secured to tie-off points

 • Ensure that the weight of freight meets container specifications

Temperature controlled freight

 • Use temperature-appropriate packaging to ensure product meets temperature requirements in transit 
e.g. insulation materials, gel packs or dry ice. If dry ice is used, ensure hazardous goods are declared and 
container is labelled accordingly

Customs and quarantine

 • Quarantine and declaration forms may be required when shipping items internationally, or to Western 
Australia and Tasmania

 • For international shipping, ensure pallet meets the destination's quarantine regulations

 • Ensure freight is free of grass, dirt and mud



Please refer to the guidelines below for more information.

 • To protect lighter cartons from being crushed, always stack heavy cartons on the bottom of the pallet and 
place lighter cartons on top

 • Make sure the cartons are safely stacked on the pallet. Ensure the palletised freight is stackable by leveling the 
top of the pallet

 • Use top caps, edge protectors, paperboard or bracing to secure the load as required 
 • Toll recommends using good quality standard sized pallets (1165 mm x 1165 mm)
 • Secure the freight to the pallet using clear stretch wrapping and strapping
 • Ensure the palletised freight can be safely handled by a forklift and is able to withstand normal handling during 

transportation

For palletised shipments, the presentation of freight is 
important to ensure the safe delivery of your goods. The 
orientation of the cartons and the method used to secure 
the freight to the pallet has a big impact on the integrity 
and stability of your freight.

Palletised Freight
Freight Preparation and Packaging Guidelines

Interlocking Stack

Stacking boxes using the “brick layer method” 
offers the best stacking strength for rigid boxes

Column Stack

Column stack loads offers stacking strength 
for most palletised shipments

Ideal for:

Large or heavy freight 

Irregular shaped freight

Bulk consignments 
consisting of several cartons

1 PALLETISED FREIGHT 

Pyramid Stack

Toll does not recommend pyramid stacking, as this 
configuration places the top cartons at increased 

risk of damage when double stacking

Overhang

Avoid overhanging items as there is an 
increased risk of tears, punctures and damages



Labelling

 • Apply the shipment label securely at the forklift 
entry point

 • Ensure the labels are clearly visible and not 
obstructed by other labels, shrink wrap or 
strapping

Stretch Wrapping and Strapping

 • Use strapping and / or clear stretch wrapping to 
unitise freight

 • No matter whether you choose manual or 
automatic wrappers, ensure correct application 
of the stretch wrap

 • Use multiple layers to unitise and protect the 
product from damage

 • Extend the stretch wrapping to include the pallet 
and full height of the load

 • Strapping should go around the pallet and load

For more information on packaging guidelines, visit tollgroup.com
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• Ensure any pallets or skids used are in good 
condition and free from nails or protrusions 
which could damage the freight or cause 
injury

• Always consider the centre of gravity of the 
load, height and weight distribution on the 
pallet

• Ensure the load is sufficiently restrained to 
prevent lateral and vertical movement

• A loaded standard pallet must not exceed 
1.8 metres high unless prearranged

• Never exceed the safe working load of the 
pallet as specified by the manufacturer

• For international movements, ensure that 
any pallets used comply with the destination 
country’s quarantine regulations

Tips and advice 

 • Affix the label firmly and ensure the barcode is 
flat (not wrinkled) and can be scanned

 • As pallets may be double stacked for transport, 
avoid placing labels on the top of the pallet
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Your business may need to ship specialised freight. Below are our recommendations for 
packaging on a number of different specialised items.

Specialised Freight
Freight Preparation and Packaging Guidelines

1 SPECIALISED FREIGHT 

Liquids

Liquids come in different forms (e.g. paints, wine, oils). Ensure appropriate packaging is used and the parcel is 
able to withstand normal handling during transportation.

 • Ensure the items are sufficiently packed and sealed

 • Liquids should be contained in leak-free containers and protected from spills or breakage

Tubs and Eskies

 • Use rigid commercial grade tubs / eskies capable of carrying the weight and contents

 • Ensure the items are sufficiently packed and sealed

 • Liquids should be contained in leak-free containers and protected from spills or breakage

 • Foam and polystyrene boxes as outer packaging must be approved by Toll prior to use. Contact us for 
more information



Garments on Hanger

 • Always use robust poly garment bags

 • For added protection, use an opaque bag over the garment set

 • Secure the hangers (maximum 10 garments) with cable ties and trim to avoid ties from being caught in 
equipment during transit

 • Apply shipping label to the side of the garment bag

 • Ensure bags are equipped with air holes that allow excess air to escape

 • Garment bags should not exceed length of 170 cm so that goods may be processed on garment rails and 
trolleys without crushing, creasing or being caught

Plant, Machinery and Car Parts

 • Use sufficient blocking method and strapping to prevent items from dislodging during transit

 • Heavier or large items such as engines, car parts or industrial equipment should be packed in specialised 
frames or crates

 • For small machine parts or irregular shaped parts, use double wall corrugated fibreboard box or 
customised packaging

 • Completely drain all liquids (e.g. fuel or oil) from any machinery prior to shipping

 • Enclose the items with heavy duty packaging and ensure adequate protection around sharp edges
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Long Items

 • Secure pipes to the pallet with metal or plastic straps and use blocking methods at the ends to prevent 
items from movement during transit

 • Avoid tubes or pipes from overhanging on top of a pallet, as this increases the risk of damage

 • Use customised crates for added protection

Palletised Bags and Bulka Bags

 • For palletised bags, use “Brick Layer method” stacking pattern and ‘anti-slip board’ for added stability

 • Make sure bags are in good condition and free of cuts and tears

 • Ensure any pallets used for handling are free from nails or protrusions that could damage the bag and 
ensure the bags do not overhang the side of the pallet

 • Never exceed the safe working load of the bulka bags as provided by the manufacturer

Drums

 • Drums should always be palletised

 • Place fibreboard on the top of and in between the drums and pallet base to prevent movement and 
damage during transport

 • Band the drums together before securing to a pallet

 • Secure drums to the pallet using metal or plastic straps (at least 19 mm width) and use corner protectors 
to prevent damage during transit

 • Use a minimum of 3 layers of stretch wrap, with full engagement of the pallet



Large Electrical Items

 • When shipping large electrical items and TV’s, consider additional packaging requirements for fragile 
goods in transit

 • Where possible, use the original packaging especially when shipping electrical equipment

 • Ensure the pallet is suitable for the size of the freight and place shipment on a pallet large enough to avoid 
overhang

 • Secure the pallet with straps and / or shrink wrap

Car Tyres

 • Place car tyres on a pallet and secure using shrink wrap and / or strapping

 • Toll recommends using purpose built car tyre stillages for transporting tyres

 • Ensure that customised boxes are strong enough to hold the weight of the tyre
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For more information on packaging guidelines, visit tollgroup.com

5 SPECIALISED FREIGHT 

Please contact your Account Manager or visit 
tollgroup.com

Have a question?

Transit Cases

 • Remove the wheels or use blocking methods to prevent movement on the pallet or skid

 • Prevent wheels from falling through the pallet slats and being damaged by the forklift

 • Ensure the correct delivery address is clearly displayed

Consolidation Bags and Mail Bags

 • Ensure the contents are sufficiently packed, wrapped and sealed prior to placing it in the bag

 • Seal and place shipping label on the outer packaging

 • The bag should not exceed 15 kg

20kg10kg
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