
 
 
Shipping Guide 

By Teresa Smith, Shipping Manager: 

 

 I am a native of Thomaston, GA and have been employed with Thomaston Mills for 21 years  I 

have held multiple positions with the company such as a cloth inspector and wash testing cloth 

samples. I later moved to the shipping department as an order picker, UPS/FedEx clerk and  on 

into a shipping clerk position. After working as a shipping clerk for several years, I became 

Shipping Supervisor back in 2005 and proceeded to become the 1st female Shipping Manager 

with the company in 2015. 

 

Shipping and receiving are a vital part of our success.  Receiving, inventory control, and filling 

orders and shipping are the basics of our warehouse operation.  As Shipping Manager, I am 

dedicated to making sure our customers see Thomaston as the fastest and most accurate supplier 

in our industry. 

 

Inventory: 

 

Once the goods are received and the manufacturing process is complete, our finished products are 

stored in designated locations in our distribution center.  Our system is instantly updated with the 

finished items.  This allows our Sales and Customer Service team to view inventory on hand to 

fill customer orders and make accurate quotations for our customers. 

 

Filling Orders: 

 

This task includes printing bills of lading and shipping manifests, picking the correct items and 

labeling them for shipment.  It is very important to pick the right products from inventory and 

stack them properly on pallets to avoid damage. 

 

Stacking Pallets: 

 

We palletize all shipments (except UPS/Fedex and containerized exports) so that cartons arrive in 

proper condition and to reduce wasted time to our customer in unloading trucks and storing goods 

in their warehouses.  To minimize damage, we recommend that cartons are stacked no more than 

60” high and that the total pallet weight is less than 1500 lbs.  As our customers generally arrange 

their own freight details, we can meet their needs but recommend against very highly stacked, 

heavy pallets to avoid crushed cartons. 

 

Cartons are stacked on a basic 40 X 48” pallet with less than 1” overhang and secured by 

wrapping to ensure that all cartons stay together and thereby minimizing damage and the risk of 

lost cartons.  We also offer non-palletized shipments by customer request and shipments via UPS 

and Fedex. 

  


