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Placing Your Order

Orders may be placed by calling, emailing, or faxing customer service. To ensure accuracy, please 
include the following information when ordering: 

◆ PO Number
◆ Caliper
◆ Roll Size 
◆ Diameter 
◆ Quantity (tons, lineal feet or square feet) 
◆ Delivery Date (when you need it)
◆ Ship To Location (if different) 
◆ End Use Application 

New Customers

The following information is required when establishing new customers. Once customers are 
established in our system, it is not necessary to repeat unless changes occur.

◆ Credit Approval*
◆ Tax Information (where applicable) *
◆ Special Loading Instructions 
◆ Delivery Information
	 - contact name (bill to / ship to)
	 - delivery address
	 - delivery times
	 - appointment requirements
	 - telephone number for receiving
◆ COA Requirements 
◆ Preferred Method Of Communication For Acknowledgements, Manifests, Invoices (fax or email)

*Credit Approval and Tax Information forms are available upon request by contacting Customer Service 
or your Sales Representative. 

1.2 Phone 800.622.6223 Fax 269.969.7191



Order Information

The following information will be provided on all shipping labels. 

1.3

u Caliper 

u Grade 

u Date of Manufacture 

u Shift 

u Customer 

u Customer P.O. # 

u Bar Code 

u Lineal Feet 

u Unwind Directions 

u Pounds 

u Basis Weight 

u MSF 

u Mill Order Number

Phone 800.622.6223 Fax 269.969.7191



Roll / Skid Identification System

1.4

ROLL POSITION

A to X from front to back of machine. Z for skids 

containing both front and back sheets mixed.

SKID/ROLL WITHIN SET NUMBER
This digit will increment for each skid produced until 
the next set of quality tests or turn-up when a new set 
number is assigned. The digit will increment for each 
group of rolls produced from one machine reel.

SET NUMBER
Four digit number incrementing with each set of quality 
tests, or turn-up on the machine. The number will be 
reset on the first day of each month.

MONTH INDICATOR
Indicates the month of the year with each letter 
representing a new month starting with A for January.

January—A May—E  September—J

February—B June—F  October—K

March—C July—G  November—L

April—D  August—H December—M

YEAR INDICATOR
Last digit of the current year.

PAPER MACHINE INDICATOR
Indicates the paper machine that produced the board.

MILL CODE
Indicates the mill that produced the board.

API CODE
RT indicates RockTenn.

RT 4 2 6 L-0354 1 X

Phone 800.622.6223 Fax 269.969.7191



Terms & Conditions

Terms and Conditions 
All orders are subject to RockTenn Terms and Conditions, and acceptance by our sales and  
customer service office in Battle Creek, MI. Prices are Truckload Freight Delivered (truckload  
quantity being 21 tons) or FOB Mill as agreed upon by your sales representative.

RockTenn Terms and Conditions are available at www.rocktenn.com/terms or can be provided to 
you upon request.

Freight 
A fuel surcharge, which is added to each shipment, is calculated based on the national average  
of diesel fuel and miles from the Battle Creek Mill to destination point. This national average is  
reviewed weekly and can be found at www.eia.doe.gov.

Manufacturing Policy 
A minimum order is 21 tons, with a minimum of 10 tons per item. 

Overrun / Underrun
We adhere to the following standards; set by the Folding Paper Box Association for overruns and 
underruns. 

A. 10 tons or less: ± 20%
B. 10 tons to 15 tons: ± 15%
C. 15 tons to 30 tons: ± 10%
D. Over 30 tons: ± 5%

1.5 Phone 800.622.6223 Fax 269.969.7191



Mill Testing Procedures

We operate a fully equipped, 24/7 testing facility to ensure our paperboard both  
adheres to our exacting standards for quality, and exceeds your expectations.

Board test frequency	

		  NAME OF TEST 	 FREQUENCY 	

	 	

	 Specification Testing: CM1S

		  Caliper 	 Every reel 	

		  Basis Weight 	 Every reel 

		  Moisture 	 Continuous 	

		  GE Brightness 	 Every reel 			 

		  Color 	 Twice per shift 	

		  Taber Stiffness 	 Every other reel 				  

		  Smoothness 	 Every other reel 	

		  ZDT 	 Every other reel 	 	

		  Visual Curl 	 Every reel 	

		  IGT Pick & Blister 	 Every other reel 	

		  Bending 	 Every other reel 	

	

	 Visual Inspections performed by operations at TOM:

		  Appearance 	 Every reel 	

		  Scratches 	 Every reel 	

		  Streaks 	 Every reel 	

		  Scabs 	 Every reel 	
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Complaint Resolution

Damaged Product
Should a paperboard-related problem arise, please provide the following information to  
Customer Service, or complete the Battle Creek Mill Complaint form on page 8.

u Customer Name
u Manifest Number
u Purchase Order Number
u Mill Order Number
u Grade and Caliper
u Roll Number or Roll Label
u Roll Width or Sheet Size
u Description of Problem
u Samples or Pictures

Complaints can be filed via fax, phone or email and should be received within 24 hours after  
identification of an issue. A RockTenn Battle Creek Mill representative will respond upon receipt. 

For transit damages, we request that the driver sign the bill of lading with the damage noted. For 
board related problems post delivery, we request that you retain all defective product until we have 
responded with a resolution. 

Delayed Shipments
Should you experience any delay in delivery, contact Customer Service. Your Customer Service 
representative will initiate shipment tracking and follow up with information regarding the status  
of your shipment.

1.7 Phone 800.622.6223 Fax 269.969.7191



RockTenn Battle Creek Mill Quality Complaint Form

Company Name: ___________________________________   Location: ____________________________

PO #: ______________________	 Mill Order #: _________________	 Complaint #: _________________

Description of problem: ___________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Samples: (please check all that apply)

Raw Stock o		  Printed o	  Tape Pulls o      Photos o     Other o

Product Information: (fill in applicable information)

Roll ID #		  Lineal Footage / Weight 	 Roll ID #		  Lineal Footage / Weight

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

Use back of this form if necessary for additional entries.

Submitted by: ____________________________________________    Date: ____________________________

Notice: No claim can be processed without the above information being filled in completely. 

1.8 Phone 800.622.6223 Fax 269.969.7191
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Placing Your Order

Orders may be placed by calling, emailing, or faxing customer service. To ensure accuracy, please 
include the following information when ordering: 

◆ PO Number
◆ Grade
◆ Caliper
◆ Roll Size 
◆ Diameter 
◆ Quantity (tons, lineal feet or square feet) 
◆ Delivery Date (when you need it)
◆ Ship To Location (if different) 
◆ End Use Application 

New Customers

The following information is required when establishing new customers. Once customers are 
established in our system, it is not necessary to repeat unless changes occur.

◆ Credit Approval*
◆ Tax Information (where applicable) *
◆ Special Loading Instructions 
◆ Special Shipping Instructions 
◆ Delivery Information
	 - delivery times
	 - appointment requirements
	 - contact name
	 - telephone number for receiving
◆ COA Requirements 
◆ Preferred Method Of Communication For Acknowledgements, Manifests, Invoices (fax or email)

*Credit Approval and Tax Information forms are available upon request by contacting Customer 
Service or your Sales Representative. 

2.2 Phone 866.653.8090 Fax 214.941.8048



Order Information

The following information will be provided on all shipping labels. 

2.3

u Caliper 

u Grade 

u Date of Manufacture 

u Shift 

u Customer 

u Customer P.O. # 

u Bar Code 

u Lineal Feet 

u Unwind Directions 

u Pounds 

u Basis Weight 

u MSF 

u Mill Order Number

Phone 866.653.8090 Fax 214.941.8048



Roll / Skid Identification System

2.4

ROLL POSITION

A to X from front to back of machine. Z for skids 

containing both front and back sheets mixed.

SKID/ROLL WITHIN SET NUMBER
This digit will increment for each skid produced until 
the next set of quality tests or turn-up when a new set 
number is assigned. The digit will increment for each 
group of rolls produced from one machine reel.

SET NUMBER
Four digit number incrementing with each set of quality 
tests, or turn-up on the machine. The number will be 
reset on the first day of each month.

MONTH INDICATOR
Indicates the month of the year with each letter 
representing a new month starting with A for January.

January—A May—E  September—J

February—B June—F  October—K

March—C July—G  November—L

April—D  August—H December—M

YEAR INDICATOR
Last digit of the current year.

PAPER MACHINE INDICATOR
Indicates the paper machine that produced the board.

MILL CODE
Indicates the mill that produced the board.

API CODE
RT indicates RockTenn.

RT 4 2 6 L-0354 1 X

Phone 866.653.8090 Fax 214.941.8048



Terms & Conditions

Terms and Conditions 
All orders are subject to RockTenn Terms and Conditions, and acceptance by our sales and  
customer service office in Dallas, TX. Prices are Truckload Freight Delivered (truckload quantity  
being 21 tons) or FOB Mill as agreed upon by your sales representative.

RockTenn Terms and Conditions are available at www.rocktenn.com/terms or can be provided to 
you upon request.

Freight 
A fuel surcharge, which is added to each shipment, is calculated based on the national average 
of diesel fuel and miles from the Dallas Mill to destination point. This national average is reviewed 
weekly and can be found at www.eia.doe.gov.

Manufacturing Policy 
A minimum order is 20 tons in one or more caliper, for shipment at one time. All orders are subject 
to a minimum acceptable machine trim.

Overrun / Underrun
We adhere to the following standards; set by the Folding Paper Box Association for overruns and 
underruns. 

A. 10 tons or less: ± 20%
B. 10 tons to 15 tons: ± 15%
C. 15 tons to 30 tons: ± 10%
D. Over 30 tons: ± 5%

2.5 Phone 866.653.8090 Fax 214.941.8048



Mill Testing Procedures

We operate a fully equipped, 24/7 testing facility to ensure our paperboard both adheres to  
our exacting standards for quality, and exceeds your expectations.

Board test frequency	

		  NAME OF TEST 	 FREQUENCY	 TEST POSITION 	

	 	

	 Specification Testing: CM1S

		  Caliper 	 Every reel	 F, M, B 	

		  Moisture 	 Every reel	 F, M, B 				  

	 GE Brightness 	 Every reel 	 Any		

		  Taber Stiffness 	 Every reel 	 F, M, B				  

	 Smoothness 	 Every other reel 	 F, M, B

		  ZDT 	 Every reel 	 F, M, B

	 Manufacture Control Testing: CM1S

	 	 Basis Weight	 Every reel 	 F, M, B

		  Visual Curl 	 Every reel 	 F, M, B

		  Glueability	 Every other reel	 F, M, B	

		  IGT Pick & Blister 	 Every other reel	 Any

		  Bending 	 Every other reel 	 Any				  

	 Coat Weight	 Once per shift	 F, M, B

		  Parker Print	 Every other reel	 F, M, B

	 Visual Inspections performed by operations at TOM:

		  Appearance 	 Every reel 	 1-10

		  Scratches 	 Every reel 	 1-10

		  Streaks 	 Every reel 	 1-10

		  Scabs 	 Every reel 	 1-10

	

	 Note: F, M, B = Front position, Middle position, Back position

2.6 Phone 866.653.8090 Fax 214.941.8048



Complaint Resolution

Damaged Product
Should a paperboard-related problem arise, please provide the following information to  
Customer Service, or complete the Dallas Mill Complaint form on page 8.

u Customer Name
u Manifest Number
u Purchase Order Number
u Mill Order Number
u Grade and Caliper
u Roll Number or Roll Label
u Roll Width or Sheet Size
u Description of Problem
u Samples or Pictures

Complaints can be filed via fax, phone or email and should be received within 24 hours after 
identification of an issue. A RockTenn Dallas Mill representative will respond upon receipt. 

For transit damages, we request that the driver sign the bill of lading with the damage noted. 
For board related problems post delivery, we request that you retain all defective product until 
we have responded with a resolution. 

Delayed Shipments
Should you experience any delay in delivery, contact Customer Service. Your Customer  
Service representative will initiate shipment tracking and follow up with information  
regarding the status of your shipment.

2.7 Phone 866.653.8090 Fax 214.941.8048



RockTenn Dallas Mill Quality Complaint Form

Company Name: ___________________________________   Location: ____________________________

PO #: ______________________	 Mill Order #: _________________	 Complaint #: _________________

Description of problem: ___________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Samples: (please check all that apply)

Raw Stock o		  Printed o	  Tape Pulls o      Photos o     Other o

Product Information: (fill in applicable information)

Roll ID #		  Lineal Footage / Weight 	 Roll ID #		  Lineal Footage / Weight

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

Use back of this form if necessary for additional entries.

Submitted by: ____________________________________________    Date: ____________________________

Notice: No claim can be processed without the above information being filled in completely. 

2.8 Phone 866.653.8090 Fax 214.941.8048
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Placing Your Order

Orders may be placed by calling, emailing, or faxing customer service. To ensure accuracy, please  
include the following information when ordering: 

◆ PO Number
◆ Grade
◆ Caliper
◆ Roll Size 
◆ Diameter 
◆ Quantity (tons, lineal feet or square feet) 
◆ Special Specifications (ex. wind direction or coated side in or out) 
◆ Delivery Date (when you need it)
◆ Ship To Location (if different) 
◆ End Use Application 

For Sheet Orders Only:
◆ Sheet Length & Width
◆ Maximum Skid Height and Weight
◆ Skid Specifications

New Customers

The following information is required when establishing new customers. Once customers are 
established in our system, it is not necessary to repeat unless changes occur.

◆ Credit Approval*
◆ Tax Information (where applicable) *
◆ Special Loading Instructions 
◆ Delivery Information
	 - contact name (bill to / ship to)
	 - delivery address
	 - delivery times
	 - appointment requirements
	 - telephone number for receiving
◆ COA Requirements 
◆ Preferred Method Of Communication For Acknowledgements, Manifests, Invoices (fax or email)

*Credit Approval and Tax Information forms are available upon request by contacting Customer 
Service or your Sales Representative. 

3.2 Phone 866.284.3071 Fax 802.933.4400



Order Information

The following information will be provided on all shipping labels. 

3.3

u Caliper 

u Grade 

u Date of Manufacture 

u Shift 

u Customer 

u Customer P.O. # 

u Bar Code 

u Lineal Feet 

u Unwind Directions 

u Pounds 

u Basis Weight 

u MSF 

u Mill Order Number

Phone 866.284.3071 Fax 802.933.4400



Roll / Skid Identification System

3.4

ROLL POSITION

A to X from front to back of machine. Z for skids 

containing both front and back sheets mixed.

SKID/ROLL WITHIN SET NUMBER
This digit will increment for each skid produced until 
the next set of quality tests or turn-up when a new set 
number is assigned. The digit will increment for each 
group of rolls produced from one machine reel.

SET NUMBER
Four digit number incrementing with each set of quality 
tests, or turn-up on the machine. The number will be 
reset on the first day of each month.

MONTH INDICATOR
Indicates the month of the year with each letter 
representing a new month starting with A for January.

January—A May—E  September—J

February—B June—F  October—K

March—C July—G  November—L

April—D  August—H December—M

YEAR INDICATOR
Last digit of the current year.

PAPER MACHINE INDICATOR
Indicates the paper machine that produced the board.

MILL CODE
Indicates the mill that produced the board.

API CODE
RT indicates RockTenn.

RT 4 2 6 L-0354 1 X

Phone 866.284.3071 Fax 802.933.4400



Terms & Conditions

Terms and Conditions 
All orders are subject to RockTenn Terms and Conditions, and acceptance by our sales and  
customer service office in Sheldon Springs, VT. Prices are Truckload Freight Delivered (truckload 
quantity being 21 tons) or FOB Mill as agreed upon by your sales representative.

RockTenn Terms and Conditions are available at www.rocktenn.com/terms or can be provided  
to you upon request.

Freight 
A fuel surcharge, which is added to each shipment, is calculated based on the national average of 
diesel fuel and miles from the Missisquoi Mill to destination point. This national average is reviewed 
weekly and can be found at www.eia.doe.gov.

Manufacturing Policy 
A minimum order is 21 tons for shipment at one time, with a minimum of 3 tons per item for  
most grades.*
 
*Exceptions include:
◆ A minimum order of 5 tons required for Classic CRB - Kraft Back
◆ A minimum order of 10 tons required for the following:
	 -Tan Bending Chip, all calipers
	 -Hard Sized or Refrigerator Board Grades, all calipers
	 -Any orders placed for calipers 30 pt and above

All specialty grade orders are required to trim to a minimum of 80” and maximum of 86”.

Overrun / Underrun
We adhere to the following standards; set by the Folding Paper Box Association for overruns and 
underruns. 

A. 5 tons or less: ± 20%
B. 6 tons to 9 tons: ±15% 
C. 10 tons to 15 tons: ± 10%
D. Over 15 tons: ± 5%

3.5 Phone 866.284.3071 Fax 802.933.4400



RockTenn Missisquoi Mill Quality Complaint Form

Company Name: ___________________________________   Location: ____________________________

PO #: ______________________	 Mill Order #: _________________	 Complaint #: _________________

Description of problem: ___________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Samples: (please check all that apply)

Raw Stock o		  Printed o	  Tape Pulls o      Photos o     Other o

Product Information: (fill in applicable information)

Roll ID #		  Lineal Footage / Weight 	 Roll ID #		  Lineal Footage / Weight

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

Use back of this form if necessary for additional entries.

Submitted by: ____________________________________________    Date: ____________________________

Notice: No claim can be processed without the above information being filled in completely. 

3.7 Phone  866.284.3071 Fax 802.933.4400



Mill Testing Procedures

We offer constant online testing on our machines during manufacturing to ensure our  
paperboard both adheres to our exacting standards for quality and exceeds your expectations.

Board test frequency	

		  NAME OF TEST 	 FREQUENCY		

		  Basis Weight	 Every reel		

		  Caliper 	 Every reel 	

		  Moisture 	 Every reel		

		  Curl	 Every reel 			 

		  Brightness Top 	 Every reel 				  

		  Appearence (visual)	 Every reel

		  Taber Stiffness	 Once per hour 		

		  ZDT 	 Once per hour

		  IGT Pick & Blister 	 Once per hour

		  PPS Roughness 	 Once per hour

		  BRDA Blend 	 Once per hour

	

3.6 Phone 866.284.3071 Fax 802.933.4400



Complaint Resolution

Damaged Product
Should a paperboard-related problem arise, please provide the following information to  
Customer Service.

u Customer Name
u Manifest Number
u Purchase Order Number
u Mill Order Number
u Grade and Caliper
u Roll Number or Roll Label
u Roll Width or Sheet Size
u Description of Problem
u Samples (printed & unprinted) or Pictures

Complaints can be filed via fax, phone or email and should be received within 24 hours after 
identification of an issue. A RockTenn Missisqoui Mill representative will respond upon receipt. 

For transit damages, we request that the driver sign the bill of lading with the damage noted. 
For board related problems post delivery, we request that you retain all defective product until 
we have responded with a resolution. 

Delayed Shipments
Should you experience any delay in delivery, contact Customer Service. Your Customer  
Service representative will initiate shipment tracking and follow up with information  
regarding the status of your shipment.

3.7 Phone 866.284.3071 Fax 802.933.4400
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Placing Your Order

Orders may be placed by calling, emailing, or faxing customer service. To ensure accuracy, please 
include the following information when ordering: 

◆ PO Number
◆ Grade
◆ Caliper
◆ Roll Size 
◆ Diameter 
◆ Quantity (tons, lineal feet or square feet) 
◆ Delivery Date (when you need it)
◆ Ship To Location (if different) 
◆ End Use Application 

New Customers

The following information is required when establishing new customers. Once customers are 
established in our system, it is not necessary to repeat unless changes occur.

◆ Credit Approval*
◆ Tax Information (where applicable) *
◆ Special Loading Instructions 
◆ Delivery Information
	 - delivery times
	 - appointment requirements
	 - contact name
	 - telephone number for receiving
◆ COA Requirements 
◆ Preferred Method Of Communication For Acknowledgements, Manifests, Invoices (fax or email)

*Credit Approval and Tax Information forms are available upon request by contacting Customer 
Service or your Sales Representative. 

4.2 Phone 800.328.6526 Fax 651.641.4812



Order Information

The following information will be provided on all shipping labels. 

4.3

u Caliper 

u Grade 

u Date of Manufacture 

u Shift 

u Customer 

u Customer P.O. # 

u Bar Code 

u Lineal Feet 

u Unwind Directions 

u Pounds 

u Basis Weight 

u MSF 

u Mill Order Number

Phone 800.328.6526 Fax 651.641.4812



Roll / Skid Identification System

4.4

ROLL POSITION

A to X from front to back of machine. Z for skids 

containing both front and back sheets mixed.

SKID/ROLL WITHIN SET NUMBER
This digit will increment for each skid produced until 
the next set of quality tests or turn-up when a new set 
number is assigned. The digit will increment for each 
group of rolls produced from one machine reel.

SET NUMBER
Four digit number incrementing with each set of quality 
tests, or turn-up on the machine. The number will be 
reset on the first day of each month.

MONTH INDICATOR
Indicates the month of the year with each letter 
representing a new month starting with A for January.

January—A May—E  September—J

February—B June—F  October—K

March—C July—G  November—L

April—D  August—H December—M

YEAR INDICATOR
Last digit of the current year.

PAPER MACHINE INDICATOR
Indicates the paper machine that produced the board.

MILL CODE
Indicates the mill that produced the board.

API CODE
RT indicates RockTenn.

RT 4 2 6 L-0354 1 X

Phone 800.328.6526 Fax 651.641.4812



Terms & Conditions

Terms and Conditions 
All orders are subject to RockTenn Terms and Conditions, and acceptance by our sales and  
customer service office in St. Paul, MN. Prices are Truckload Freight Delivered (truckload quantity 
being 21 tons) or FOB Mill as agreed upon by your sales representative.

RockTenn Terms and Conditions are available at www.rocktenn.com/terms or can be provided to 
you upon request.

Freight 
A fuel surcharge, which is added to each shipment, is calculated based on the national average of 
diesel fuel and miles from the St. Paul Mill to destination point. This national average is reviewed 
weekly and can be found at www.eia.doe.gov.

Manufacturing Policy 
A minimum order is 5 tons per caliper ordered. 

Overrun / Underrun
We adhere to the following standards; set by the Folding Paper Box Association for overruns and 
underruns. 

A. 10 tons or less: ± 20%
B. 10 tons to 15 tons: ± 15%
C. 15 tons to 30 tons: ± 10%
D. Over 30 tons: ± 5%

4.5 Phone 800.328.6526 Fax 651.641.4812



Mill Testing Procedures

We operate a fully equipped, 24/7 testing facility to ensure our paperboard both adheres to our  
exacting standards for quality, and exceeds your expectations.

Board test frequency	

		  NAME OF TEST 	 FREQUENCY	 TEST POSITION 	

	 	

	 Specification Testing: CM1S

		  Caliper 	 Every reel	 Every 6” F, M, B 	

		  Moisture 	 Continuous 	 Full web

		  GE Brightness 	 Every reel 	 M		

		  Taber Stiffness 	 Every reel 	 M				  

	 Smoothness 	 Every 4th reel 	 F, M, B

		  ZDT 	 Every reel 	 F, M, B

	 Manufacture Control Testing: CM1S

	 	 Basis Weight	 Continuous

		  Visual Curl 	 Every reel 	 M

		  Glueability	 Every 4th reel	 M	

		  IGT Pick & Blister 	 Every 4th reel 	 M

		  Bending 	 Every 4th reel 	 F, M, B

		  Gloss	 Every 4th reel	 Avg. of F, M, B

		  K&N	 Every 4th reel 	 M

		  Parker Print	 Every reel	 F, M, B

	 Visual Inspections performed by operations at TOM:

		  Appearance 	 Every reel (20 pt and below)	 M

		  Scratches 	 Every reel 	 Full web

		  Streaks 	 Every reel 	 Full web

		  Scabs 	 Every reel 	 Full web

	

	 Note: F, M, B = Front position, Middle position, Back position

4.6 Phone 800.328.6526 Fax 651.641.4812



Complaint Resolution

Damaged Product
Should a paperboard-related problem arise, please provide the following information to  
Customer Service, or complete the St. Paul Mill Complaint form on page 8.

u Customer Name
u Manifest Number
u Purchase Order Number
u Mill Order Number
u Grade and Caliper
u Roll Number or Roll Label
u Roll Width or Sheet Size
u Description of Problem
u Samples or Pictures

Complaints can be filed via fax, phone or email and should be received within 24 hours after  
identification of an issue. A RockTenn St. Paul Mill representative will respond upon receipt. 

For transit damages, we request that the driver sign the bill of lading with the damage noted.  
For board related problems post delivery, we request that you retain all defective product until  
we have responded with a resolution. 

Delayed Shipments
Should you experience any delay in delivery, contact Customer Service. Your Customer Service  
representative will initiate shipment tracking and follow up with information regarding the status  
of your shipment.

4.7 Phone 800.328.6526 Fax 651.641.4812



RockTenn St. Paul Mill Quality Complaint Form

Company Name: ___________________________________   Location: ____________________________

PO #: ______________________	 Mill Order #: _________________	 Complaint #: _________________

Description of problem: ___________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Samples: (please check all that apply)

Raw Stock o		  Printed o	  Tape Pulls o      Photos o     Other o

Product Information: (fill in applicable information)

Roll ID #		  Lineal Footage / Weight 	 Roll ID #		  Lineal Footage / Weight

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

Use back of this form if necessary for additional entries.

Submitted by: ____________________________________________    Date: ____________________________

Notice: No claim can be processed without the above information being filled in completely. 
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Placing Your Order

Orders may be placed by calling, emailing, or faxing customer service. To ensure accuracy, please 
include the following information when ordering: 

◆ PO Number
◆ Grade
◆ Caliper
◆ Roll Size / Sheet Size 
◆ Diameter 
◆ Quantity (tons, lineal feet or square feet) 
◆ Delivery Date (when you need it)
◆ Ship To Location (if different) 
◆ End Use Application 

New Customers

The following information is required when establishing new customers. Once customers are 
established in our system, it is not necessary to repeat unless changes occur.

◆ Credit Approval*
◆ Tax Information (where applicable) *
◆ Special Loading Instructions 
◆ Delivery Information
	 - contact name (bill to / ship to)
	 - delivery address
	 - delivery times
	 - appointment requirements
	 - telephone number for receiving
◆ COA Requirements 
◆ Preferred Method Of Communication For Acknowledgements, Manifests, Invoices (fax or email)

*Credit Approval and Tax Information forms are available upon request by contacting Customer 
Service or your Sales Representative. 
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Order Information

The following information will be provided on all shipping labels. Additional information, up to 6 
quality system test results, is available upon request. Please contact customer service to review  
your specific needs. 

5.3

u Caliper 

u Grade 

u Date of Manufacture 

u Shift 

u Customer 

u Customer P.O. # 

u Bar Code 

u Lineal Feet 

u Unwind Directions 

u Pounds 

u Basis Weight 

u MSF 

u Mill Order Number
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Roll / Skid Identification System

5.4

ROLL POSITION

A to X from front to back of machine. Z for skids 

containing both front and back sheets mixed.

SKID/ROLL WITHIN SET NUMBER
This digit will increment for each skid produced until 
the next set of quality tests or turn-up when a new set 
number is assigned. The digit will increment for each 
group of rolls produced from one machine reel.

SET NUMBER
Four digit number incrementing with each set of quality 
tests, or turn-up on the machine. The number will be 
reset on the first day of each month.

MONTH INDICATOR
Indicates the month of the year with each letter 
representing a new month starting with A for January.

January—A May—E  September—J

February—B June—F  October—K

March—C July—G  November—L

April—D  August—H December—M

YEAR INDICATOR
Last digit of the current year.

PAPER MACHINE INDICATOR
Indicates the paper machine that produced the board.

MILL CODE
Indicates the mill that produced the board.

API CODE
RT indicates RockTenn.

RT 4 2 6 L-0354 1 X
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Terms & Conditions

Terms and Conditions 
All orders are subject to RockTenn Terms and Conditions, and acceptance by our sales and 
customer service office at the Stroudsburg Mill. Prices are Truckload Freight Delivered in rolls 
(truckload quantity being 22 tons) unless otherwise specified by your sales representative.

RockTenn Terms and Conditions are available at www.rocktenn.com/terms or can be provided  
to you upon request.

Freight 
A fuel surcharge, which is added to each shipment, is calculated based on the national average  
of diesel fuel and miles from the Stroudsburg Mill to destination point. This national average is 
reviewed weekly and can be found at www.eia.doe.gov.

Manufacturing Policy 
A minimum order is 5 tons, with a minimum of 3 tons per item, for shipment at one time. 

Overrun / Underrun
We adhere to the following standards; set by the Folding Paper Box Association for overruns and 
underruns. 

A. 10 tons or less: ± 20%
B. 10 tons to 15 tons: ± 15%
C. 15 tons to 30 tons: ± 10%
D. Over 30 tons: ± 5%

5.5 Phone 866.653.8091 Fax 570.476.7960



Mill Testing Procedures

We operate a fully equipped, 24/7 testing facility to ensure our paperboard both adheres to our 
exacting standards for quality, and exceeds your expectations.

Board test frequency	

		  NAME OF TEST 	 FREQUENCY 	

	 	

	 Specification Testing: CM1S

		  Caliper 	 Every reel 	

		  Basis Weight 	 Every reel 

		  Moisture 	 Every reel	

		  Brightness 	 Every reel 			 

		  Taber Stiffness 	 Every reel 				  

		  Smoothness 	 Every reel 	

		  ZDT 	 Every reel 	 	

		  Visual Curl 	 Every reel 	

		  IGT Pick & Blister 	 Every other reel 	

		  Bending 	 Every other reel 

		  Immerson/Cobb 	 Every reel 	

	

	 Visual Inspections performed by operations at TOM:

		  Appearance 	 Every reel 	

		  Scratches 	 Every reel 	

		  Streaks 	 Every reel 	

		  Scabs 	 Every reel 	
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Complaint Resolution

Damaged Product
Should a paperboard-related problem arise, please provide the following information to  
Customer Service, or complete the Stroudsburg Mill Complaint form on page 8.

u Customer Name
u Manifest Number
u Purchase Order Number
u Mill Order Number
u Grade and Caliper
u Roll Number or Roll Label
u Roll Width or Sheet Size
u Description of Problem
u Samples or Pictures

Complaints can be filed via fax, phone or email and should be received within 24 hours after  
identification of an issue. A RockTenn Stroudsburg Mill representative will respond upon receipt. 

For transit damages, we require that the driver sign the bill of lading with the damage noted.  
For board related problems post delivery, we request that you retain all defective product until  
we have responded with a resolution. 

Delayed Shipments
Should you experience any delay in delivery, contact Customer Service. Your Customer Service 
representative will initiate shipment tracking and follow up with information regarding the status 
of your shipment.
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RockTenn Stroudsburg Quality Complaint Form

Company Name: ___________________________________   Location: ____________________________

PO #: ______________________	 Mill Order #: _________________	 Complaint #: _________________

Description of problem: ___________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Samples: (please check all that apply)

Raw Stock o		  Printed o	  Tape Pulls o      Photos o     Other o

Product Information: (fill in applicable information)

Roll ID #		  Lineal Footage / Weight 	 Roll ID #		  Lineal Footage / Weight

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

__________________	 ____________________	 _______________	 _______________________

Use back of this form if necessary for additional entries.

Submitted by: ____________________________________________    Date: ____________________________

Notice: No claim can be processed without the above information being filled in completely. 
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