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1 Purpose and Scope  
1.1 This Logistics Service Provider (ñLSPò) Global Standard Operating Procedure (ñGSOPò) 

for Server Rack Delivery (ñGSOP for Server Rack Deliveryò) clarifies certain details for 

an LSP who provides services to Hewlett Packard Enterprise Company (ñHPEò) as part 

of the Global Logistics Agreement (ñGLAò). This GSOP does not replace or supersede 

any part of the GLA, its Appendixes or Statements of Work, but rather is meant to 

supplement those documents in order to more clearly define HPE expectations for 

delivery processes so as to reduce damage and loss for HPEôs Server Racks (ñRacksò). 

The HPE Racks discussed in this GSOP are expensive, heavy, and difficult to replace in 

a timely manner. The LSP is responsible to properly handle, transport, and provide 

security for HPE Racks as outlined in this GSOP in a proactive manner to prevent cargo 

loss and damage.   

1.2  Since the purpose of this document is to outline procedures and best practices as they 

arise for a successful logistics experience, this GSOP may be updated periodically.  

HPE will notify the LSP at such time that a new version is available at the URL address 

https://supplierportale.it.hpe.com/supplierextranet/lsp.do where it may be readily 

obtained so that the LSP has immediate access to it upon notification that an update has 

been made. The updates for that version of the GSOP will be effective starting at 

midnight of the seventh (7th) calendar day after which HPE notifies the LSP, with such 

effective date noted in the ñVersion Controlò section. If the LSP has any questions or 

concerns regarding the latest update, the LSP shall contact its HPE Logistics 

Coordinator for further clarification. 

1.3  In addition to the requirements of this GSOP for Server Rack Delivery, there are other 

particular HPE security and customer-specific requirements outlined in supplemental 

guidelines, regional manuals, instructions, and/or Standard Operating Procedures 

(collectively as ñSOPò). Before a shipment is picked up, the LSP must contact its HPE 

Logistics Coordinator to obtain such requirements with which the LSP must comply. If at 

any time a question, issue, or deviation arises regarding the customer-specific SOP, this 

GSOP, or any other SOPôs requirements, the LSP shall contact its HPE Logistics 

Coordinator for clarification and to determine next step(s) if needed.  

1.4  From time to time, certain HPE customers may request the LSP to develop procedures 

or similar guides to accommodate their specific needs.  If the LSP has or develops 

documentation for processes or best practices used in carrying out services for HPE, the 

LSP shall provide such documentation to its HPE Logistics Coordinator for review to 

confirm if it is properly addressing HPE customer requirements.  Such documentation 

and/or processes may be incorporated into this GSOP in subsequent updates if deemed 

necessary. 
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2    Accident, Loss, or Damaged Product Procedure 
2.1   In the case that a shipment has been involved in an accident, is hijacked or recovered, 

or is found to have sustained a tripped tilt meter, loss or damage while in transit to or 

during installation at an HPE customerôs premises, the LSP shall follow the separately 

defined escalation process and contact its HPE Logistics Coordinator for the respective 

region/country to determine the secured area for the shipment to be placed for 

inspection by HPE. 

2.2       If an event described in Section 2.1 occurs, the LSP shall take the following actions: 
 

2.2.1   The LSP shall notify the HPE Logistics Coordinator as soon as possible, and in 
no event more than 24 hours after any incident, damage, loss, or shortage. 

 
2.2.2   The LSP shall notify the HPE Security team as soon as possible, and in no event 

more than 24 hours after any theft; and provide a copy of the Incident report 
within 24 hours of the incident. 

 
2.2.3 The LSP shall take pictures of the damaged product and the accident scene (if 

relevant) as soon as possible. 
 
2.2.4 The LSP shall keep all tilt meters or shock indicators in current position. 

 
2.2.5 HPE will determine from the LSPs notification whether to continue the delivery to 

the final destination or to return the Rack(s) to an HPE designated site.  

2.2.5.1   If damaged Rack(s) are received at the final destination, the LSP shall 

assist the consignee/customer in noting the damage or irregularities, 

including packing condition or loss/shortage, on the Proof of Delivery 

(ñPODò). The consignee/customer will then receive the damaged Rack(s) 

and initiate the claims process.  

2.2.6   The LSP shall collect and complete all associated documentation and forward to 
the HPE Logistics Coordinator: 

¶ Proof of Shipment (POS ); 

¶ Signed POD with the irregularities noted; 

¶ Bill of Lading; and 

¶ Pictures and CCTV footages. 
 

2.3 The HPE Logistics Coordinator shall contact the HPE Claims Coordinator to start a 
freight claim through the following email address for the appropriate region:    

¶ emea.logisticsclaims@hpe.com   

¶ apj.logisticsclaims@hpe.com  

¶ ams.logisticsclaims@hpe.com  
 

2.4       The LSP shall acknowledge a claim in writing within five (5) business days of receipt of 
the claim. The acknowledgment shall be sent by mail or preferably electronic e-mail.   
 

2.5  If the LSP elects to inspect the shipment, the LSP shall schedule an inspection within 

five (5) business days from the date of notification and shall use reasonable efforts to 

complete inspection within ten (10) business days of the date of notification.  

mailto:emea.logisticsclaims@hpe.com
mailto:apj.logisticsclaims@hpe.com
mailto:ams.logisticsclaims@hpe.com
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2.6       The LSP will have five (5) business days to provide HPE with a duplicate of the 

inspection report, with a copy being provided to the consignee. The inspection report 

shall be sent by mail or preferably electronic e-mail.   

2.7  If minor damage is detected on a Rack before or after delivery (i.e., a scratch in a door 
or panel), the LSP shall contact the HPE Logistics Coordinator who will then contact the 
HPE Customer Care Representative to describe the damage and ask the HPE Customer 
Care Representative to discuss the disposition of the product with the customer. If the 
product is accepted by the customer, the HPE Customer Care Representative will initiate 
and follow up the repair action by filing a DEFOA (Defective-On-Arrival) ticket in the HPE 
Tech Direct system for resolution. 

 

3   Safety 
3.1    All LSP Rack handling and delivery personnel (ñPersonnelò) must complete instruction 

on the contents of this GSOP.  The LSP shall keep a list of names and signatures of the 

Personnel that have completed the instruction. The LSP team must keep a copy of this 

GSOP and any other pertinent SOPôs on hand at the site for reference.   

3.2   All LSP Rack handling and delivery Personnel must be wearing steel-toed safety shoes, 

cut-resistant protective gloves as needed, and LSP uniform. Tool operators must be 

wearing safety glasses. All Personnel shall be carrying appropriate government issued 

identification and be at least 18 years old. 

 

                                     

3.3  The LSP shall check in advance of delivery that the teams are prepared with personal 

protection equipment and proper tools, padding materials, and equipment required to 

perform delivery service.  A checklist of items includes the following:   

Personal Protection Equipment Checklist: 
V Safety Shoes (All Employees)  
V Protective Gloves suggested (All Employees) 
V Safety Glasses (Tool Operator)  

 
Tool & Document Checklist: 
V Copy of this GSOP and applicable customer-specific SOP(s) on hand. 

Tilt Meter 

Shock Pallet (“Pallet”) 

at base. 
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V List of names of Personnel on the team with signature acknowledging that the 
contents of the procedure has been explained to them. (Maintain one list for each 
procedure). 

V Printed Copies of Exhibit A to post on each Rack (one per Rack) 
V Hand-held Tape Dispenser (to post Exhibit A onto each Rack) 
V Socket Tool Set with Electric Drill  
V Wrench Set ï Manual  
V Screw Driver  
V Hammer, Mallet 
V Special Tools as Required by HPE or as Designated on PreȤCall/Site Survey or 

Customer Specific Manual  
 

Equipment & Materials Checklist:  
V Chock Blocks 
V Pallet Jack(s)  
V Confirm Rack is Attached to Standard Shock Pallet  
V Ramps to Remove Rack from Shock Pallet (ñPalletò)  

o HPE OEM (APC-Schneider Electric) Wood or Metal Ramps  
o Rittal Metal Ramps  (See Section 5.2. to determine correct ramps)  

V Appropiate Padding and Floor Protection Mats in order to not cause damage to the 
customerôs premises upon delivery 

V LSP will check that all equipment (pallet jacks, lift gates, etc.) have been properly 
maintained, are of sufficient capacity to handle the weight of loads, and are in good 
working order.  

V Confirm Rack is secured in Trailer with a Minimum of Two (2) properly rated E-Track 
Logistics Straps (3 preferred) using additional dunnage material to prevent the Rack 
from swaying sideways or forward and back. 

 
o An ALTERNATIVE method of securing Racks with appropriately placed 

cargo bars and air bags or Styrofoam to stabilize the Racks both horizontally 
and vertically so that the Rack will not sway during transport must be 
approved by the HPE Logistics Coordinator.  See also Section 4.4.5.2. 

 
ALTERNATIVE Method Using Styrofoam, Air Bags, and Cargo Brace Bars: 
 

                      
 



       
 

 

GSOP for Server Rack Delivery                                                         
Document Number HPE_SOP01-AB00   Page 7 of 34 

          HPE Confidential  

4 HPE Server Rack Shipping Requirements 

4.1  On Time Delivery 
The Racks must be delivered to the correct address on the scheduled date and time, 

and the LSP must notify the customerôs receiving agents of delivery status before the 

shipment arrives.  The LSP must communicate any projected early or late delivery to its 

HPE Logistics Coordinator and confirmed with HPEôs written approval for the deviation 

before a delivery attempt is made.  

4.1.1  To ensure on-time delivery of Rack(s) to HPE customers, the LSP shall use an 

accurate transit time table to stage the delivery vehicle(s) containing the Rack(s) 

at a secured location near the customerôs data center with a lead time that will 

allow for appropriate instructions and review of this GSOP to occur with the ñLast 

Mileò provider in order for customer delivery requirement to be met.    

4.2 Quality  
4.2.1    If any damage is noticed or caused to the Rack, the LSP must contact its HPE Logistics 

Coordinator before proceeding with the delivery.  (See Section 2, ñAccident, Loss, or 

Damaged Product Procedureò.)  

4.2.1.1  The LSP shall use only ñair ride/padded vanò type of mover services for all 

configured Racks. In countries where this type of mover service is not available, 

the LSP shall use only vehicles with suspension system in proper working 

condition such that it will not cause undue vibration to the Rack(s). The LSP 

shall use covered trailers with a clean cargo hold, and the delivery vehicle must 

conform to any HPE previously defined standards regarding vehicle condition, 

integrity and cosmetic appearance. The vehicle shall provide protection of the 

Rack(s) from adverse environmental conditions, including wind, rain, or snow.  

4.2.1.1.1   The floor of the trailer shall be smooth (not grooved) and conducive to 

pallet jack operations.   

4.2.1.2  The LSP shall confirm that any subcontractors being used have been trained on 

the proper procedures for Rack handling and delivery prior to the movement of 

any HPE Rack.  The LSP shall follow the procedure outlined in Section 3, 

ñSafetyò.   

4.2.2   HPE Server Racks are heavy, expensive, and have a high gravity point (ñtop-

heavyò) which presents a hazard to tipping.  An HPE Server Rack is not a normal 

packaging load and requires special treatment.  Due to its high center of gravity, 

the Rack must be handled SLOWLY and deliberately to avoid tipping and damage. 

One moment of inattention can lead to a disastrous result! 

4.2.3    The LSP Personnel must read every label and handling symbol on the carton since the 

labels provide information regarding the correct safe handling of the Rack. The LSP 

Personnel must attach one copy of Exhibit A (shown on the last page of this GSOP) to 

each Rack prior to loading, without blocking any other labels.  (Use hand-held tape 

dispenser to attach). 
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4.2.4 To maintain stability and prevent Racks from tipping when transporting within the 

customerôs or LSPôs facility, cross-dock, or during loading and unloading activities, 

Personnel shall do the following: 

Manual Pallet Jacks  

4.2.4.1 Personnel shall only raise the forks of the pallet jack enough for the Pallet to be 

able to move freely without resistance.  

4.2.4.2   When moving a Rack, sufficient care must always be taken to move SLOWLY 

and CAREFULLY to ensure the Rack does not tip.  

4.2.4.3  To avoid the Rack from tipping during unloading, Personnel shall approach the 

ñdock plateò at a slight angle (not more than 45 degrees), rather than straight on.  

A second Personnel shall be ready to assist if needed to move and steady the 

Rack that is being moved with a pallet jack.   

4.2.4.4   When transporting on a floor surface that is not completely free of anomalies 

such as side walk spacers, Personnel shall approach the anomaly at a slight 

angle (not more than 45 degrees), rather than straight on.  

4.2.4.5   To control the speed at which the Rack is moving on the pallet jack, Personnel 

shall use at manual pallet jack pace. 

4.2.4.6   Pallet Jacks can tip when the front wheels are at 90 degrees from the blades. 

Avoid turning a Pallet Jack more than 60 degrees. 

4.2.4.7 Do NOT use manual pallet jacks on slopes steeper than 5 degrees. Use 

powered handling equipment, but only at slow manual pallet jack speeds and 

after securing the top of the rack with straps to the powered equipment. 

4.2.4.8    Suggested Equipment Modifications: 

¶ Restrict the turn radius on the handle. 

¶ Restrict the height on the hydraulic piston. 

Power (Electrical) Pallet Jacks (to be used only by certified Personnel) 

4.2.4.9 Personnel must be trained and certified on power pallet jacks and Rack 

handling procedures.   

4.2.4.10   Personnel shall avoid quick starts by gradually accelerating.  

4.2.4.11   Personnel shall avoid quick stops by gradually deaccelerating.  

4.2.4.12   Personnel shall be cognizant of the material being transported and maintain 

appropriate, safe speed (2.2 mph or 3.6 km/h).  

 

4.2.4.13   Before moving pallet jack, Personnel shall check to ensure the forks of the   

pallet jack are inserted deep enough into the Pallet intended to be transported. 

4.2.4.14   Before raising the forks of the pallet jack, Personnel shall check to ensure the 

forks are not extended into a second pallet in such a way that they catch the 

front and when raised would then tip the Rack onto the second pallet.  
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4.2.4.15   Suggested Equipment Modifications: 

¶ Adjust the governor to limit speed to maintain an appropriate, safe speed (2.2 

mph or 3.6 km/h).  

¶ Adjust the hydraulic lift to limit height. 

Fork Lifts (Discouraged for Transport) ï Pallet Jack Recommended 

4.2.4.16   Forklifts are discouraged for transporting Racks because of the weight 

distribution on the Pallet, tilt angle, speed, and turning capability of a forklift 

can cause a rack to tip over. The LSP shall use pallet jacks (see above 

guidelines) whenever possible for transporting Racks. 

4.2.4.17 if a lift gate is not available, a forklift may be used to take down the Rack from 

the truck. In this case, Personnel must strap the Rack to the mast of the forklift 

to prevent tipping, and the tilt angle of the forklift must be minimized to avoid 

tipping the Rack. The forklift shall not be used to transport the Rack after it has 

been unloaded from the truck.  

4.2.4.18   In the case where a Rack has been loaded to a fork lift and strapped to the 

mast to unload from a trailer, the Rack can be delivered in a fork lift to the 

dock if all of the following conditions are present: a) The dock is a short 

distance away (within 100 feet); b) The fork lift delivery is the safest method to 

deliver; c) the strapping of the Rack to the fork lift mast is appropriate for short 

distance travel; and d) the limitations for power equipment stated above are 

followed, namely, that the fork lift operator is trained and certified in Rack 

handling procedures and fork lift operations, and the speed of the fork lift is 

maintained below 2.2 mph or 3.6 km/h. 

4.2.4.19   Proper Use of Fork Lifts  

1. Racks must always remain packaged as long as possible, including 

movement off the delivery truck and into customerôs facility.  

2. When on the fork lift, the Rack must be secured directly to the MAST of the 

fork lift with logistics straps positioned as high as feasible for maximum 

leverage and control.   

3. The Rack must be positioned up against the mast of the fork lift.  Do not 

handle the Rack on the extreme tips of the forks. 

4. Lift the Rack as little as possible off the floor, and then tilt the mast (no 

more than five (5) degrees tilt) toward the fork lift driver for additional 

stability.  
5. Do not exceed 2.2 mph (3.6 km per hour).  Be especially slow when turning 

a corner!  These speeds assume a turning radius of 2 meters or greater. 

6. Be AWARE of the LOAD BEHIND the one you are lifting.  Forks often spear 

the load behind, causing puncture damage. 

7. WIDEN FORK position as much as possible.   

8. Do not use extra long forks to move two Racks at once.  
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4.3 Tilt Meters 
4.3.1   The HPE Server Rack is packaged with either shrink wrap or corrugated cardboard with 

straps securing the Rack on top of a wooden Shock Pallet.  HPE has applied tilt meters 

or shock indicators to each carton with the red arrow pointed up.  The Rack cannot be 

tilted more than 15 degrees from vertical without risking tipping the Rack. The tilt meter 

will trip at 80 degrees indicating that a Rack has been in a horizontal position. 

4.3.1.1   Upon tender (if trailer is not sealed), the LSP must check the condition and 

status of all tilt meters to see if any are activated before the LSP signs the Bill 

of Lading (BOL) or Air Waybill (ñAWBò) and accepts the shipment into its care, 

custody, and control. If the tilt meter(s) cannot be seen when accepting the 

load, such shall be noted on the BOL or AWB. 

 4.3.1.2    If a tilt meter is showing tripped, or is missing or not properly affixed to the 

carton, the LSP shall take pictures of the tilted meter and product information. 

The LSP shall contact the HPE Logistics Coordinator, who will determine next 

steps per the procedure outlined in Section 2, ñAccident, Loss, or Damaged 

Product Procedureò. 

4.3.1.3    If the carton has visible, external damage, but the Rack is presumed not to be 

damaged, the LSP shall take pictures and contact its HPE Logistics 

Coordinator. The HPE Logistics Coordinator will coordinate the HPE functions 

necessary to decide if delivery will be attempted or if the procedure outlined in 

Section 2, ñAccident, Loss, or Damaged Product Procedureò should be 

initiated.  
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4.3.2    The LSP must never lay a Rack on its side.  

                         

 
4.4 Loading 
4.4.1   If the LSP is not the loading agent, the LSP must inspect that the Rack(s) are properly 

loaded and secured as outlined in the below procedures.  For trailer pickup, see 

Section 4.4.5.6.  After proceeding to the dock door assignment, the Personnel shall shut 

off the delivery vehicle with the vehicle securely positioned and wheels chocked.   

4.4.2    Personnel must use a pallet jack to handle the Rack during loading, with a second (2nd) 

Personnel ready to assist if needed to stabilize the Rack.  A fork lift is not allowed.  The 

Personnel must slowly and gradually move the Rack without any jerking motion or 

sudden stoppage.   

            4.4.2.1    In the case of a manual jack operation, the LSP must use a minimum of three 

(3) Personnel to move and load a Rack, unless the customer requires a 

minimum of four (4) Personnel, then the LSP must use a minimum of four 

Personnel. One (1) Personnel shall pull the manual jack with the additional 

Personnel ready to support the remaining sides of the Rack.  The Personnel 

shall be ready to support all sides of the Rack as needed during the gradual 

and steady elevation/jacking of the Rack with the manual jack.   

       4.4.3   Throughout movement, the Personnel shall not raise the Rack with the pallet jack under it 

more than two (2) inches in height from the floor in order to provide the shortest timing to 

rest the Rack onto the ground in an emergency.  

4.4.4   When crossing over the uneven transition of a dock plate, an additional Personnel shall 

be ready to provide support when loading the Rack into the trailer.  One Personnel shall 

keep the Rack steady as needed while a second Personnel controls the pallet jack.  

4.4.5 A minimum of two (2) Personnel (three [3] Preferred) must be ready to support all sides 
of the Rack during loading. The Personnel shall communicate, coordinate and control 
the Rack at all times. 

 

4.4.5.1 The Personnel shall ñstraight loadò the Rack into the trailer, not turning it, such 

that the long side of the Pallet is against, touching the trailer wall. 

 

4.4.5.2 The Personnel shall secure the Rack to the trailerôs sidewalls with a minimum 

of two (2) straps (3 preferred) using properly rated E-Track straps or logistics 

posts.  Before strapping the Rack, the Personnel shall protect the corners of 

the Rack with cardboard or plastic corner protectors to prevent carton 

damage from the straps and shall check to see if additional vertical corner 

pads, air bags, or spacers are needed between the packaged Rack and the 

Icon on packaging showing that Rack must be 

kept upright at all times. DO NOT LAY THE 

RACK ON ITS SIDE! 
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interior trailer wall to prevent the Rack from rocking sideways or front to back 

during the strapping operation and travel. 

 

Examples of dunnage material to prevent the Rack from swaying and the tightening of 

the straps from bending the Rack.  

                                               ----------------------Illustrations added ------------------------------------ 

 

 

 

NOTE:  The LSP shall obtain approval from the HPE Logistics Coordinator for 

an ALTERNATIVE method of securing Racks with appropriately placed cargo 

bars and air bags or Styrofoam to stabilize the Racks both sideways and front 

to back so that the Rack will not sway during transport.  This approved method 

will cover Sections 4.4.5.2 and 4.4.5.4.  Examples are shown below.  
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ALTERNATIVE Loading Method Using Air Bags and Cargo Brace Bars: 

       

 

        

   Loading Diagram for Alternate Method Using Air Bags and Cargo Brace Bars: 
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Below is a loading plan to allow better weight distribution on a trailer to allow safer truck 

driving by avoiding too much weight on the last axle.  These examples are for Racks 

weighing more than 1000 kg. 

 
 

4.4.5.3 The Personnel shall tighten the straps so that there is no slack, but not so 

tight as to tear the packaging or bend the rack.  Care must be taken in 

placing straps to prevent the adjustable cam buckles from causing damage 

to the packaging during transit.  The cam buckles must be ratcheted so that 

the buckles do not rest on the rack corners, which can cause chafing 

through the corner packaging. 
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4.4.5.4 After strapping the Rack, the Personnel shall secure additional freight 

with steel load bars and/or air bags as needed to block, brace and limit 

movement during travel. 

 

 

 

 

 Once the trailer is loaded, the LSP Personnel must confirm local requirements for seals with 

HPE Logistics Management and apply accordingly.    

 

4.4.5.5 Trailer pickup.  If a trailer is already loaded and sealed, upon pickup the LSP 

Personnel must check the seal and the trailer for visible damages and if there 

is an issue, the LSP must report this immediately.  (See Section 2, ñAccident, 

Loss, or Damaged Product Procedureò.) 

4.4.5.6 If the Racks are crated, a method to secure them can be to block and brace the 

crates. 

 

4.4.6 Side Panels. The shipment of Rittal Racks will be accompanied by a corresponding 

shipment of Rittal panels that can come packaged in a horizontal package with the 

panels horizontally stacked, a vertical package with the panels in a vertical position, or a 

wooden crate for international shipments.  

4.4.6.1   The horizontal package cannot be stacked and there will be a sign on top of the 

pallet specifying this requirement.  

4.4.6.2 The vertical panel must be secured to the sides of the trailer wall in a similar 

manner as a Rack to avoid movement during transit. See Section 4.4.5.2 for 

alternate method.  

4.4.6.3  The wooden crates for international shipments can be stacked, but they must be 

secured from movement during transit. 

Ship in padded van/air ride suspension truck. Clean cargo interior.  

Minimum of 2 straps (3 preferred) to tie the Rack to vehicle’s sidewalls.  

See Section 4.4.5.2 regarding alternative method which must be approved prior to shipment.   

Use additional corner guards under straps to prevent product damage. Use additional cargo bars to 
segregate and secure freight. 
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4.5 Transit 
4.5.1 Before departing, the LSP Personnel shall check the condition and status of all tilt 

meters to see if any are activated. (See section 4.3, ñTilt Metersò.) If the LSP is not able 

to check the tilt meters due to security reasons at an HPE depot, this shall be noted on 

the HAWB. 

 

4.5.2 The LSP Personnel shall avoid high risk routes that could lead to theft, vandalism, or 

damage to the HPE Rack(s).  The Personnel must obey all traffic laws. 

 

4.5.3 If trailer is parked in a drop lot or storage yard once it has departed from the origin 

location, it must be parked in a secured parking area and locked with ñKing Pinsò.  

 

4.6 Unloading 
4.6.1 When the LSP is responsible for unloading, the LSP shall apply all of the  above 

information in the section above entitled ñLoadingò, since the same safeguards also 
apply to the ñUnloadingò of same cargo.   
 

4.6.2 The LSP must conduct a pre-delivery check before moving the Rack by performing the 

following activities:  

 

4.6.2.1 For door-to-door delivery, The LSP must contact the customerôs 

representative to confirm the correct delivery date and time, address, and 

loading dock to be used for delivery.  

 

4.6.2.2 The LSP shall call ahead to check that a loading bay is available so that a lift 

gate can be avoided for unloading activity.   

 

4.6.2.3     The LSP shall inspect the external Rack packaging for signs of dents or tears.  

The Rack must remain packaged as long as possible, including moving it off 

the delivery vehicle and into the customerôs facility. 

 

4.6.2.4     The LSP shall inspect the condition of the seal and the status of all tilt meters 

to make sure that none of them are activated. (See section 4.3, ñTilt Metersò.)  

 

4.6.2.5     The LSP shall check that the Pallet base of the Rack has no signs of visible 

damage.   

 

4.6.2.6     If any discrepancy, damage, or non-conformance is found, the LSP must 

document the issue, take pictures, and contact its HPE Logistics Coordinator 

to determine next steps, following the procedures outlined in Section 2, 

ñAccident, Loss, or Damaged Product Procedureò.  
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4.7 Unloading at Loading Bays (Preferred) 

4.7.1 After proceeding to dock door assignment, the LSP Personnel shall shut off the delivery 
vehicle with the vehicle securely positioned flush against the loading dock with wheels 
chocked.   
 

4.7.2 The LSP shall activate the dock plate until the dock leveler rests onto the trailer floor with 
a minimal overlap of three (3) inches (8 cm).  

 

                                  
       

4.7.3 During unloading, the pallet jack must be under the Rack Pallet, in the down position, 
before removing the straps. Additional Personnel must be ready to assist to steady the 
Rack. A forklift is discouraged; a pallet jack is highly recommended for unloading activity. 
 

4.7.4 Second Personnel shall be ready to assist if needed to support the sides of the Rack 
during the elevation/ jacking of the Rack with the pallet jack.  
 

4.7.5 When crossing over the uneven transition of a dock plate, additional Personnel shall be 
ready to provide support when loading the Rack into the trailer. One Personnel shall be 
ready to keep the Rack steady while a second Personnel controls the pallet jack.  
 

4.7.6 Second Personnel (3 preferred) shall be ready to assist if needed to support all sides of 
the Rack during unloading. The Personnel shall communicate, coordinate and control 
the Rack at all times. 

 
4.7.6.1   When the loading bay is flush or higher than the truck deck, the Personnel 

handling the Rack and pallet jack must move slowly, adhering to gradual 
movement at all times.  

 
4.7.6.2   When the loading bay is lower than truck deck, the Personnel handling the 

Rack and pallet jack must not pull the Rack onto the loading bay, but support 
the Rack on the pallet jack and slow down the movement.  

 

4.7.7 Throughout movement, the Personnel shall not raise the Rack with the pallet jack under 

it more than two (2) inches in height from the floor in order to provide the shortest timing 

to rest the Rack onto the ground in an emergency.  

 

4.8    Unloading using a Lift Gate (to be Avoided) 
 

4.8.1 If lift gate delivery is unavoidable because there are no level delivery facilities, the LSP 

must verify the capacity of the lift gate because the Rack can weigh more than 3,100 

pounds (1,400 kg) .  The LSP must confirm that the capacity of the lift gate is at 

>3 inch (8 cm) overlap 
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least double that of the weight of the Rack and all Personnel steadying the Rack 

with a sufficient safety tolerance to avoid gate failure. The lift gate must have a 

minimum capacity of 4,000 pounds (1,800 kg) (2 tons) with proper maintenance 

performed to assure a safe delivery. A lift gate must extend at least 58 inches or 1.5 

meters past the end of the trailer to ensure the Rack remains in the forward-facing 

position without turning, as it is off-loaded.       

 

                         

4.8.2 The Personnel shall shut off the delivery vehicle with the vehicle securely positioned 
and wheels chocked.  The Personnel shall check that the unloading site is flat and 
level.   

 

4.8.3 The Personnel must keep the Rack packaged while it is on the lift gate.   
 

4.8.4 The Personnel shall secure the Rack to the vehicle before lift gate movement occurs 
with strap(s) that are connected to the inside of the trailer and loosely wrapped around 
the upper part of the Rack to prevent the Rack from falling away from the vehicle and 
onto the ground. Attach the strap loosely enough to allow sufficient downward lift gate 
movement and adjust the strap as the Rack is slowly lowered to the ground.   

     

Note correct front-facing direction of Rack.  
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4.8.5 The Rack must remain in the forward-facing position as it is off-loaded from the lift 
gate. If the lift gate is too short so that the Rack does not fit in the lift gate, do NOT turn 
the Rack 90 degrees. In this case, the LSP may perform a fork lift unload after securely 
fastening the Rack to the mast of the fork lift with straps positioned as high as feasible 
for maximum safety and control before the lowering move is started. The Personnel shall 
widen the fork position as much as possible for maximum control. The Rack must be up 
against the mast of the forklift, with the mast tilted slightly toward the forklift 
operator for additional stability but without going over a 15-degree tilt.  

                          

4.8.6 The wheels of the fork lift must remain in a stationary position, and the fork lift must 

only be used to lower the Rack, not to transport the Rack.  As mentioned previously, 

a pallet jack (electrical preferred) must be used for transport after the Rack is lowered to 

the ground, and stabilized with a second Personnel ready to assist.   

 

4.8.7 The Personnel shall slowly and smoothly move the Rack over the gradient between the 

lift gate and the ground. The Personnel must be supporting all sides of the Rack during 

unloading (three [3] Personnel minimum.) The Personnel must communicate, coordinate 

and control the Rack at all times during unloading.  

 

       

 

 

 

5       HPE Server Rack White Glove Deliveries 
Some HPE customers require White Glove Delivery service which can mean several 

things, such as making an appointment, minimum loading crews, and removal of trash. 

This is specified in the customer specific requirements document. The LSP must contact 

its HPE Logistics Coordinator to find out if a customer requires White Glove Delivery and 

the requirements accordingly. If a White Glove Delivery is requested with the following 

services, the LSP shall take the following actions: 

 

Lower the Transition Plate only on the ground.  

Move Rack slowly and smoothly over the gradient with Personnel 

supporting all sides of the Rack. (Three [3] Personnel minimum.) 
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5.1 Site Survey 
When required, the LSP must make a site survey of the customerôs facilities before the 

first shipment is initiated. As soon as possible, preferably at least two weeks prior to 

delivery, the LSP must contact the customerôs representative to confirm the delivery date 

and time, correct delivery address, and correct loading dock to be used for delivery. The 

LSP lead Personnel must walk the inside delivery route from the delivery vehicle to the 

installation location to verify there is adequate lighting for safe movement, sufficient door 

sizes, and to look for obstructions, short thresholds, uneven ground, improper ramp 

angles, insufficient elevator capacities or other obstacles to safe handling.  The LSP lead 

Personnel must check the following items:  

 

5.1.1    Verify that the route chosen can support the weight of the Rack; 
 

5.1.2 Verify that all door openings are at least as tall as the Rack being moved with 
the Pallet plus pallet jack underneath with a sufficient margin of safety for 
clearance; 

 
5.1.3 Verify that any facility ramps used are inclined less than five degrees; and 

 
5.1.4 Verify that all customer security requirements are met. 
 

5.2 On-time arrival to the appointed time 
The LSP must contact its HPE Logistics Coordinator to obtain customer requirements 

regarding calling ahead, planning, and advance security notification requirements for the 

customer that is to be serviced.  

 

5.2.1 The LSP must plan for the delivery vehicle to arrive at a secured location for 
consolidation and movement to the customer site at the appointed time with the 
unloading team. The LSP must also coordinate the trash removal vehicle(s) 
and team to arrive at the customer site at the correct time. 

 
5.2.2      Upon arrival, the LSP lead Personnel shall meet with the customerôs 

representative(s) at the customerôs site as requested and in any case shall 
supervise and guide the effort to safely move the Rack(s) into the customerôs 
facilities as required.   

 
5.2.3       If it is projected that the shipment will not arrive at the appointed time, the LSP 

must immediately contact its HPE Logistics Coordinator. The HPE Logistics 
Coordinator will discuss with the customer if the shipment can arrive late or if 
the shipment must be rescheduled.   

 

5.3 Crew of the right size 
To execute delivery in an agreed upon time period, the customer requirements will 
specify the crew size according to the size of the shipment. It is advisable for the LSP to 
schedule a few more Personnel than required in order to cover any sick leave/no-shows 
that may occur so that the LSP is still able to execute the delivery within the agreed upon 
window of time. The timing of a White Glove Delivery for a 20-Rack cluster requires a 
minimum of six (6) trained Personnel per cluster. 
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5.4 Delivery crew to understand and sign Customer Data Center 

Regulations 

All individuals of the delivery team must read, understand, and sign any pertinent 

customer facility or data center work rules and regulations before they can be approved 

to enter the customerôs facilities.   

5.5 Unloading of Racks from pallets 
The LSP must use the correct ramps and the correct procedure to assemble and install 

the ramps onto the Pallet. The LSP must locate the correct ramp according to the part 

number of the Rack and follow the ramp manufacturerôs manual or guide for proper 

assembly and installation instructions.  The LSP shall print out a copy of the 

manufacturerôs ramp assembly instructions and have it included with the ramp for 

reference before assembly. The LSP must contact its HPE Logistics Coordinator if there 

are any questions regarding this information.  

5.5.1    The below two types of Racks are currently using the following ramps: 

(Note:  Metal ramps must be used when available.) 

 

5.5.1.1 APC Racks use APC ramps, which can be either metal or wood.  
Wooden ramps are shipped with the Rack (wooden ramps are for one-
time use only). If metal ramps are available, metal ramps must be 
used. Some APC pallets (AR3100SP 42U) require an adaptor to use 
the metal ramp. Please consult your HPE Logistics Coordinator if any 
issues arise installing the APC metal ramp. 

 
5.5.1.2 Rittal Racks must use the Rittal metal ramps that are provided by 

HPE and are available in the LSPôs inventory. The Rittal Rack metal 
ramp system is designed to specific heavy Rack SKUôs.  The LSP must 
use the correct ramp for each particular Rittal Rack and ensure the 
correct ramp(s) are on hand to perform deliveries.  

 

5.5.1.2.1 See Section 5.5.4 for the procedure to prepare Rittal ramps 
for use at certain data centers and to make the ramps and 
their wooden crate shipping container returnable and 
reusable for other deliveries. 

 
5.5.2 There are four (4) wheels at the base of the Rack:  Two wheels are fixed and two 

wheels are moveable (swivel). The LSP Personnel shall check that the two fixed 
caster wheels (not swivel) are in the front direction facing the ramp. This is 
to enable the Rack to be rolled and guided onto the ramps for smooth offloading 
from the Pallet.   
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5.5.3 General Procedure for Unloading of Racks from Pallets   

5.5.3.1 To offload the Racks from the Pallets, the LSP shall do the following: 

 

5.5.3.2 Move the Pallet to the offloading area. 

 

5.5.3.3 Where possible, keep all packaging on the Rack until it has been 

delivered to its final installation site inside the customerôs facility.  

 

5.5.3.4 Remove packing material in preparation for Pallet offloading. 

 

5.5.3.5 Confirm that the front of the Rack (containing fixed casters, not swivel) 

is facing the offloading end of the Pallet (with ramp attachment holes 

drilled). 

 

5.5.3.6 Assemble Pallet ramps and secure them in a parallel position. Use only 

ramps that are correctly sized and approved for the particular Rack 

being delivered.  

 

5.5.3.7 Secure ramp to Pallet using appropriately sized flat head screws.   

 

5.5.3.8 Once screws are in place, confirm that the ramp arms are parallel by 

measuring the inside distance between ramp arms at the top of the 

ramp (Pallet end) and at the bottom (ground end). Also confirm that 

both ramp arms are perpendicular (90ϊ) to the face of the pallet. 
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               Photo of APC ramps provided courtesy of Schneider Electric. 

 

5.5.3.9 Check that all bolts and attachments have been removed from the Rack 

and Pallet. 

 

5.5.3.9.1 The wooden blocks below the Rack shall be removed using a 

hammer mallet by hitting the wood from the inside. The use of a large 

screwdriver or a chisel might be necessary to transmit the hammer 

mallet force to the inside of the wooden block. The use of J-Bars to lift 

the Rack to remove the wooden blocks is prohibited. 

 

 

5.5.3.10 A minimum of three (3) Personnel is required to unload the Rack from 

the Pallet and move it down the ramp in a coordinated team effort. 

Certain customer deliveries require a minimum of four (4) Personnel.   

   

                                          
5.5.3.11 Slowly roll the Rack down the ramp; watch out for of top-heavy 

characteristics.   

 

5.5.3.12 Continue slowly rolling the Rack forward until the Rack is completely off 

both the Pallet and the ramp and the Rack is secure. 

Three (3) Personnel minimum is 

required.  

4th Personnel (or more) is highly 

preferred.          

Four (4) Personnel minimum is 

required for certain customer 

deliveries. 
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5.5.4 Procedure for Reusable Rittal Ramps  

5.5.4.1 The ramp will arrive in a solid wooden crate (ñboxò).  Personnel shall 

open the box and remove the ramp:  The top lid of the box has 20-30 

nails/large staples which require a hammer and wood chisel to open.  

Personnel shall remove the staples/nails and properly dispose of them. 

(Do not plan to reuse them.)  As a safety precaution, Personnel shall 

check that every staple is removed from the lid. 

 
 

5.5.4.2 There are three (3) transverse wood supports inside the box to prevent 

vertical movement during international shipment.  Personnel shall 

remove these 3 supports (at least two (2) of them will be reused). Since 

these supports are secured with large nails, a best practice is to cut the 

nails with a metal ñhacksawò manually: cut them at the point just inside of 

the wooden crate, cutting one nail and lifting the wood.  This method 

may save having to cut the nail on the other side.  Personnel shall 

remove the remaining pieces of nails.  
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5.5.4.3 Remove the ramp and assemble it, using the ramp instruction guide as 

a reference and confirming all the parts are there.  

 

5.5.4.4    Procedure for making the wooden box reusable for return:  

5.5.4.4.1 Use approximately 18 - 20 qty of 1 - 1 İò wood screws. 

5.5.4.4.2 Use an electric drill with suitable drill bit to match the wood 

screw size. 

5.5.4.4.3 Re-install at least two (2) of the cross wood members:  Drill 

a pilot hole through the side of the box to the cross 

member, then insert a wood screw and drill it all the way 

through.  This will ensure the ramp does not move 

vertically during transport.  This step may require two (2) 

Personnel. 

5.5.4.4.4 Place the lid of the box back in place and drill 10 pilot 

holes, evenly spaced across, through the lid into the wood 

box, then installing 10 wood screws to secure the lid to the 

box. 

5.5.4.4.5 Important:  Use a marker to draw a line on the lid that 

continues down to the side of the box so the on-site 

logistics personnel know the orientation of the lid for re-

installation. 

5.5.4.5    In case the ramp is defective, the LSP shall contact the HPE Logistics 

Coordinator and provide photos of the problem to start the discussion 

with the ramp supplier to decide the next course of action. 

5.6 Delivery into Secured Facilities 
5.6.1 The LSP must use appropiate and enough padding and floor protection materials in 

order to adequately cover and not cause damage to the customerôs premises upon 

delivery according to the measurements from the site survey. (The typical requirement 

can be as long as 120 meters.) The LSP must also take precautions to not damage 

other equipment or products in the facility, whether the customerôs, HPEs, or another 

entityôs. 
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5.6.2 A minimum of three (3) Personnel are required for delivery into customerôs secured 

facilities.  Certain customers require a minimum of four (4) Personnel. One Personnel 

pushes and maneuvers the Rack at slow speed; the other Personnel support the sides 

of the Rack at all times. The LSP Personnel shall maneuver the Rack until it reaches the 

designated position at the customerôs premises.   

 

5.6.3 The LSP Personnel must refrain from making any sudden jerks to prevent the Rack from 

wobbling. The Personnel must communicate, coordinate and control the Rack at all 

times during movement.  

 

5.7 Removal of Trash 
5.7.1 The LSP must collect the packaging materials and remove them from the customerôs 

premises; in some situations this may be at a later date if the customer or HPE engineer 
so instructs the LSP per their specification. The LSP must arrange for proper 
recycling/disposal of the packaging materials (not at customerôs facility).   
 

5.7.2 The LSP lead Personnel must walk the delivery site with the customerôs representative 
and confirm that all tools and debris have been removed prior to the LSPs final departure 
from the delivery location. 

 

5.8     Signed Delivery Receipt 
5.8.1 The LSP must obtain a signed Delivery Receipt noting the date and time of completed 

delivery. 
 

6       Crane Deliveries 
 
6.1       A crane is NOT recommended for handling a Rack, but when it is required due to special 

circumstances (e.g. high-rise building); it must be handled with maximum precautions and only 

by trained rigging crews. A crane basket must be used during a crane delivery to avoid the Rack 

tipping over 15 degrees. The LSP must obtain special documentation that applies to using a 

crane for deliveries. The LSP must contact its HPE Logistics Coordinator before using a crane 

to complete a delivery.  
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7       Air Mode: Securing Racks in a Unit Load Device 

(ñULDò) 
 

7.1      The LSP shall follow the below process for securing Racks in a Unit Load Device 

(ñULDò).  

 

Server Rack ULD Build-Up: 
 

        
 

7.1.1 The ULD must be loaded on either a pallet dolly or a ULD roller bed. Do not load 

a ULD lying directly on the ground since handling a laden ULD with a forklift 

causes damage to the ULD and is a cargo safety risk.   

7.1.2  Lay out the base of the ULD with protective plastic sheeting, which is to be used 

to protect the cargo from moisture or water. Lay out the base of the ULD with 

Styrofoam boards as required in order when raising the freight above ULD locks. 

In loading the Rack on top of the dolly or roller bed with a forklift, observe the 

precautions noted in Section 4.2.4.19, ñProper Use of Fork Lifts.ò When using a 

forklift, the Rack must be secured directly to the MAST of the forklift with 

logistics straps positioned as high as feasible for maximum leverage and 

control. 

 

           
 

7.1.3 Pull up the plastic wrap from the bottom of the ULD plate, and then pull down 

the final layer of plastic wrap over the built-up ULD load to minimize moisture 

getting in.   
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7.1.4  Secure the netting over the finished ULD load. Place corner guards/edge 

protectors on the edge of the Rack(s) to protect the Rack(s) from the tightness 

of the net. 

 

 

 

7.2 If only one Rack is being shipped, then build up the rest of the ULD around it using other 

freight. Once the Rack is in the ULD, the Rack must be fully secured so that it cannot 

sway.   

     

7.3 After the ULD build-up is completed, the LSP shall tender the laden ULD by means of 

the ULD dolly or roller bed equipped handling material to the airline or its ground-

handling agent. The LSP shall not use a forklift to handle a laden ULD. 

7.4 Once the ULD reaches its destination, the airline/ground handling agent will unload it.   
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The LSP will then remove the netting and plastic wrap, off-loading the Rack(s) from the 

dolly with a fork lift, observing the precautions noted in Section 4.2.4.19, ñProper Use of 

Fork Lifts.ò When using a fork lift, the Rack must be secured directly to the MAST of 

the fork lift with logistics straps positioned as high as feasible for maximum 

leverage and control.   

7.5 Important Notes: 

o Do not place any other cargo on top of the Racks! 

o Do not lay the Rack down! 

o Do not walk or step on top of the ULD loaded with freight. 

o Do not build on top of the ULD unless a dolly or roller bed is underneath. The ULD 

must be on top of the dolly or roller bed at all times. 

o Do not lift the ULD directly from the floor (without having it built on top of dolly or 

roller bed). 

 

8       Empty Rack Delivery 
8.1     All of the provisions for full Racks in this GSOP apply to empty Rack deliveries, including 

strapping requirements, with the following exceptions: 

 

8.1.1   Tilt Meters. Empty Racks do not have tilt meters.  

8.1.2   Crew of the right size. If the empty Racks require unpacking and removal from 

the Pallet, a minimum of two (2) trained Personnel are required. 

8.1.3   The empty Rack must have corrugated or equivalent protection sufficient to 

withstand the trip to the destination. If there is any doubt, contact the HPE 

Logistics Coordinator before initiating a trip that might cause damage to an empty 

Rack. 
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9       Ocean or Water Mode: Not Recommended 
Ocean mode of shipment is NOT recommended for any Rack delivery or Rack returns. 

However, if there is no other option available, then please note that all of the strapping and 

securing procedures outlined on this GSOP must be adhered to in the container or trailer used 

for transport. In addition, the following precautions must also be adhered to:  

9.1   The LSP must contact its HPE Logistics Coordinator to alert them that a Rack 

return will be occurring via ocean or water mode. 

9.2 When shipping to a colder region, ocean shipments shall utilize desiccant or another 

method, such as sealing the container dry, to prevent humidity in the container from 

condensing. 

9.3 The Rack shall be shrink wrapped or otherwise protected to be hermetically sealed 

and prevent the humidity from an ocean container to penetrate inside the electronic 

areas. 

9.4 If the Racks are crated, the method to secure them can be to block and brace. 

9.5 A container must not be dropped. It is important that all travel and rack handling be 

as smooth as possible.   

10       Liquid-Cooled Racks 
Liquid-Cooled Racks have a non-operating temperature requirement of 32 to 140° F (0 to 60° 

C). If the temperature in transit is going to be outside of this window, because of origin, 

destination, and time of year, your HPE Logistics Coordinator will require shipment on climate 

controlled trailers and the need to acclimate the Racks before delivery. 
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Exhibit A Rack Instruction Sheet 
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Exhibit B Site Survey Checklist 
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