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1) Introduction

MAKRO Self Service Wholesaler Ltd. (MAKRO) in collaboration with its Logistics Service Provider (LSP) Advanced Processing has established a system of cross-docking for ambient product based at a central distribution centre in Bradford. 

The aim of this cross docking concept is to ensure a central, transparent and secure system to guarantee highest quality distribution service to MAKRO stores.

This manual outlines the requirements that need to be met by all suppliers in order to ensure the maximum efficiency of the cross docking operation in the best interest of MAKRO and its suppliers. 

2) Standard of Packaging

Unless specifically agreed in advance by MAKRO / LSP:

a) Product should be secured on the pallets by using stretch wrap, which must extend to include the corners of the pallet,
b) all cartons / cases should be of a size and total weight to facilitate handling and be robust enough to provide safe packaging of the contents,
c) all cartons / cases must be a fully enclosed case, sealed with adhesive or tape to avoid inadvertent opening,
d) open top cartons / cases, where the selling units are not secured, are not acceptable.

e) shrink wrapped selling units are accepted providing that the selling units are secure from theft and damage

f) if an article has a specific orientation this must be clearly identified on the outside of the shipping unit.
3) Product Identification
At the LSP

Goods receiving at the LSP relies on a manual check of the product against the delivery documentation.  All outer cases should clearly display the description of the contents, quantity and other identifying information as required below.  The article description on the case should exactly match the article description on the delivery documentation.  The supplier’s delivery note should clearly show the MAKRO article number for each article delivered.
At the MAKRO Store

The goods receiving procedures at MAKRO require data barcodes to be read on every outer case.  The process of article identification is based on scanning.  The barcode must be placed on the side (not the top or base) of the carton and face outwards when stacked on the pallet where possible.

The details of the barcode are agreed between the MAKRO supplier and MAKRO Offer Management as part of the product setup process.

MAKRO will ONLY accept barcode types on outer cases according to the standards ITF-14, EAN-128, EAN-13.

Where ever an EAN 128 Barcode is used, an EAN 13 must also be printed on the outer case.

Neither LSP nor MAKRO will accept any kind of responsibility for losses or unfulfilled orders caused by unreadable barcodes or missing / wrong barcode information.  They will result furthermore in claims against the supplier because of missing deliveries into the MAKRO Stores.

Where the barcode label is bespoke for MAKRO it must also display the MAKRO article number, product description and the Best Before Date (BBD) where applicable in clear letters.  Generic barcode labels are only exempt from displaying the MAKRO article number.

Where there are multiples of different articles inside one shipping unit (i.e. a case containing several different products) then there must be no barcodes on the exterior of the shipping case.  The case must be labelled clearly to inform MAKRO GR staff that this case must be opened and the contents checked individually upon receipt at a MAKRO store.

Neither LSP nor MAKRO will accept any kind of responsibility for mis-picking, losses or unfulfilled orders caused by product misidentification caused by failure to adhere to the standards above.  They will result furthermore in claims against the supplier because of missing deliveries into the MAKRO Stores.

4) Purchase Order / Pallet Labelling

MAKRO Head Office raises a unique purchase order to every supplier for every single delivery. This purchase order contains the detailed number of outer cases for each product required to be delivered to MAKRO / the LSP. A single purchase order number covers only one delivery day.  The purchase order has a six digit number.

It is an essential requirement that

a) every pallet delivered to the LSP or collected from the supplier by the LSP must be clearly marked with the purchase order number,
b) in the unlikely event that more than one purchase order is issued for delivery on the same day, these order numbers must be clearly segregated,
c) the relevant purchase order has to be delivered to the LSP or made available for collection by the LSP on the required day,
d) some suppliers co-ordinate part orders produced at different sites. In these situations suppliers must advise the LSP of the different means of transport which should arrive within the same booking in window, deliveries CANNOT be spread across more than one booking window.
e) some orders may fill more than one vehicle.  These should be clearly advised at the time of booking in, and the LSP may issue different booking in times (or require different collection times) for each vehicle.  All vehicles relating to one PO number must arrive at the depot on the same day, late part deliveries will be cancelled and require re-ordering.
f) Substitute articles CANNOT be supplied in the event of non-availability of the article(s) ordered by MAKRO

g) A detailed manifest of its contents should be attached to each pallet, showing MAKRO article number and case quantity
MAKRO / the LSP is authorised to reject any pallets not conforming to these requirement. Responsibility for unfulfilled orders, shortages or unidentifiable cases at the LSP remains with suppliers.

5) Pallet Stacking

Unless authorised in advance by MAKRO / LSP, all products supplied to MAKRO / the LSP have to be palletised.  In general UK standard sized pallets are preferred although Euro pallets may be used by prior agreement with LSP.  Other loading devices, bulk loads or loading units exceeding the dimensions above must be agreed in advance with MAKRO who will confirm the LSP can handle them.
Good quality expendable (non-returnable) white pallets to be used for distribution of goods.  Chep pallets will not be exchanged with any supplier irrespective of the suppliers Chep account type.  Pallets should be de-hired on to the D-location account number 0100606269.  For suppliers without a Chep account (or any other type of Chep account not specified above) pallets are not exchanged. Other types of pallets are accepted but not exchanged.
The maximum height of a pallet should not exceed 1.4m (pallet included) unless the LSP is notified at time of booking in the delivery and agrees to accept over-height pallets.
The loading of products onto the pallet has to be in a consistent and regular way.  The product must not overhang the edges of the pallet.  To prevent damages the products should be stabilised on the pallets and the pallets should be shrink wrapped.  The responsibility of the LSP starts at the loading bay for products delivered by the supplier, and at point of loading for products collected by LSP.  In case of damaged or badly stacked pallets the LSP is authorised to reject the delivery.  Claims for shortage or unfulfilled orders will be made against the supplier.
There must be only one best before date per article per pallet.
MAKRO and the LSP prefer pallets with one article only. If for reasons of quantities this is not possible, the following regulations apply (however it is not accepted to spread one article on more than 1 mixed pallet unless agreed in advance by LSP):

All cases of the same line must be stacked together on one (or more) pallet(s).  If products are ordered in quantities of less than one pallet, products may be stacked onto one pallet in layers or columns, but have to be clearly separated wherever possible by means of cardboard separators or similar.
Pallet-Layouts:

Preferred:

        
          Line 1

         Line 2

          Line 3
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Accepted:



      Line 1 / 2

 Line 1 / 2 / 3

   Line 1 / 2 / 3
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Not acceptable:




   Line 1 / 2 / 3

   Line 1 / 2 / 3

   Line 1 / 2 / 3
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For pallets stacked and delivered to the LSP in the above “Not acceptable” form, the LSP is authorised to reject the delivery or to charge an additional sorting fee, which will be passed on to the supplier.
6) Product Life Requirements

For articles with a defined date requirement (BBE, Use by, etc)

Minimum required shelf life at time of delivery to the LSP is established by MAKRO as part of the article setup process.  The product master data on MAKRO’s business system (MBS) is updated to reflect the agreed minimum life.

LSP’s systems are updated automatically every day, and will therefore contain accurate minimum life data for all articles.

LSP will compare the best before date on one case of each article on each pallet with the master data requirement.  Section 3 above lays out the requirement for only one best before date per article per delivery means this check is sufficient.

All product found with insufficient product life versus MAKRO’s requirements will be rejected. 
7) Timings of Deliveries
Timings for the entire process from order placement to store delivery by LSP will be agreed with each supplier as part of the setup procedure.

The delivery date that is quoted on the MAKRO order is that of the delivery into the LSP.  
No storage is provided at the break bulk warehouse, and all goods will be delivered to stores as per the timescale agreed.

The agreed schedule may be adjusted to accommodate changes to working days, for example Bank Holidays.  These will be clearly communicated to the supplier in advance.
8) Booking In Procedure

h) Receive order from MAKRO via EDI on set day each week. 

i) Complete the Advanced booking/collection request form (see attachment) and submit to makro.bookings@advancedsupplychain.com  same day as receipt of EDI order.  Bookings cannot be made by phone.
j) Advanced booking in team will reply via email confirming collection time / date or booking in slot (if supplier delivering direct).  Response will be same working day for requests received prior to 12.00 noon; next working day if later.
k) All product to be presented in accordance with the “Supplier and Haulier Delivery Manual”.

l) When collecting / delivering, all orders should be accompanied with a despatch document detailing the quantity per MAKRO article number.

m) Advanced will only sign for the number of pallets received.

n) Supplier will receive confirmation of receipt quantities per order / article electronically within 24 hours of product being unloaded.

o) Failure to adhere to these timescales will result in late product deliveries to stores.
9) Dangerous Goods
Any hazardous goods that need to be transported under ADR regulations must be notified in advance to MAKRO. This includes limited quantities of dangerous goods that are being transported to Northern Ireland.

The LSP will not collect pallets that need to be carried under ADR regulations.

10) Goods Receiving / Delivery Notes / Invoicing
Drivers must follow the site rules stipulated by the LSP; these are available on request from the LSP.
All deliveries must be accompanied by the original delivery note showing the purchase order, number of pallets and detailed breakdown of articles and cases.  The MAKRO article number must be quoted against each article on the delivery.  For every single purchase order there has to be one separate delivery note.  For every partial delivery within one day, a separate set of documents is required, for example, if a PO is split in to three deliveries there must be separate delivery notes for each.

Upon unloading the LSP will only sign for the number of undamaged pallets received, or units if received unpalletised. 
A detailed check of case quantities at article level will be made within 24 hours of receipt and a summary of received quantities by article will be advised electronically by the end of the day of checking.  This check will include a check of the product life for each article, which will compared to that requested by MAKRO.  The LSP will reject any short life product.
Suppliers are requested that invoicing is not submitted to MAKRO Head Office until at least 2 days after the delivery to the LSP. This will allow time for the supplier to adjust the invoice as necessary to reflect any discrepancies identified on the POD by the LSP or any rejection (e.g. short life or damaged product).
Should the supplier have a quantity dispute and believe that the dispatch documentation matches the quantity delivered, the supplier should notify the MAKRO Logistics Liaison Officer (see contact details below), who will then investigate independently and advise the findings.
. 
     11) Vehicle Types 

Vehicle types accepted by the LSP are restricted to conventional trailers / containers.  This means no vehicles bigger than a 13.6m artic, no low loaders, and no flat beds.  Other vehicles not specified are by negotiation between the supplier and the LSP.
12) Supplier Delivery Discrepancies / Returns

Upon Delivery to Platform

Overages.  Any product identified by the LSP as being surplus to the quantities requested on the original Makro order will be quarantined by the LSP irrespective of quantities advised on the delivery documentation.  The supplier will receive an email notification of the over supplied stock quantities within 48 hours of the delivery.  The supplier will then have seven days to collect the stock before the stock is disposed of (see below).  Over delivered stock cannot be used to fulfil future orders.  Stock from a previous shortage cannot be over delivered on a future delivery.

Shortages.  The LSP will notify the supplier via email within 48 hours of the delivery, details of any article where the physical quantity received is less than the quantity ordered.  Makro will only pay for product received and it is the suppliers’ responsibility to adjust the invoice to Makro accordingly.  Where a shortage is known prior to the delivery being made the supplier must make the relevant Makro Offer Management Team aware.  This allows the goods to be reallocated between stores in advance, and reduces any delay that this might cause.

Damages.  Any product identified by the LSP as damaged will not be goods receipted but quarantined at the LSP’s platform.  The LSP will notify the supplier within 48 hours of receipt the details of any damaged stock.  Should it not be possible to keep the stock for collection, such as in the case of broken glass or possible contamination caused by split food selling units, the LSP shall provide photographs to the supplier and dispose of the stock.  All damaged stock must be collected by the supplier within seven days of the delivery being made, failure to collect will result in the stock being disposed of (see below).

Upon Delivery to Makro Store

Damages.  Following product arriving at the Makro store (delivered by the LSP) there are two processes for dealing with damaged stock.

Outer Case Damage.  If the outer case is damaged, the LSP is liable for the cost of the product.  The Makro store will claim internally to the LSP and will not involve the supplier.  The supplier is not liable for this damage providing a) that the case was of sufficient quality to survive transportation through a shared user network, and b) the LSP has had the opportunity to inspect the case (i.e. cases within full pallets that have been cross docked to the Makro store are unable to be inspected).

Inner / Selling Unit Damage.  If the outer case / transport case is intact and the inner or selling unit is damaged upon arrival at a Makro store, the cost of the damage is borne by the supplier.  The unpacking at the store is the first opportunity that either Makro or the LSP has to reasonably inspect the case contents.  Claims of this nature are handled entirely by the store directly to the supplier and do not involve the LSP.

Product Quality.  If, upon unloading at a Makro store, the quality of the article is non-compliant with Makro’s expectations, for example different article within a case than expected, the Makro store will deal directly with the supplier to remedy the issue and will not involve the LSP.

Product Returns Process

Returns from LSP.  All goods identified as needing return to a supplier from the LSP will be notified to the supplier via email.  The supplier then has seven days to collect the product.  Stock still in the LSP after seven days will be disposed of (see below).  Where a supplier is unable to collect goods, then the supplier may contact the LSP and request the LSP to return product to them.  In such cases a price will be agreed between the LSP and the supplier, and for ease of administration Makro will pay these charges to the LSP and in turn debit the suppliers account accordingly.

Returns from Makro Stores.  Where a Makro store has product needing to be returned to a supplier the store will contact the supplier either direct or via Makro Offer Management at Makro HO.  The stores will action a return to supplier to remove the stock from its own stock file and debit the supplier accordingly.  Stores will dispose of stock as per the section below.

Query Escalation Process

LSP generated query.  Where a supplier has a query generated from a process carried out by the LSP, e.g. goods receiving quantity dispute, or a damage query, the supplier should escalate this to the Makro Central Claims Assistant (see contact details below).  Queries will be answered within 48 working hours.  Escalation route is to the Makro Operations Team (see contact details below).

Store generated query.  Where a supplier has a query generated from a process carried out by a Makro store, e.g. damage claim from store, debit note generated by store, the supplier should deal directly with the Admin Manager at the store concerned.  Escalation is to the Supply Chain Manager within the Operations Department at Makro HO (contact details available from the Makro Central Claims Assistant).

Stock disposal.  Where stock belonging to a supplier has been identified for disposal either due to non collection or damage (see above) the LSP will make the necessary arrangements with either a specialist waste contractor or Makro to dispose of the goods.  Makro or LSP not responsible for costs of the product but may pass on disposal costs to the supplier.

13) Failing Costs and Liability
The supplier must follow the shipping instructions. Any costs resulting from omissions or failures due to the guidelines not being followed will be charged to the supplier at MAKRO’s discretion, following reasonable warning and with supplier given opportunity to improve performance.

For example, this would apply to all handling and transport costs of return deliveries, if due to:
· Unreasonable waiting times for collection; for up to ten pallets one hour will be allowed and for more than ten pallets two hours, thereafter demurrage will be charged at £35 per hour or part thereof;
· Collections notified but where no goods are collected; the full charge of the collection as charged by LSP to MAKRO (based on distance/consignment size matrix) will be passed on to supplier;
· Additional labour being required in LSP’s warehouse due to failure to comply to the terms of this manual
14) Performance Monitoring
In addition to MAKRO’s existing supplier performance measurement, LSP will share with MAKRO details of suppliers’ performance including:

· Timeliness of booking in

· Delivery timekeeping vs. booking time (if applicable)

· Collection availability vs. booked collection time (if applicable)

· Product availability at article level

· Short life product delivered

· Damaged product delivered
This will be made available to MAKRO’s buyers.

15) Contact Details

	MAKRO Operations
	
	MAKRO Commercial

	
	
	
	
	

	Name
	Chris Satherley
	
	Name
	Kerry Griffiths

	Title
	Logistics Operations Manager
	
	Title
	Logistics Negotiator

	Mobile 
	07976 951 293
	
	Mobile 
	07984 152185

	E-mail
	chris.satherley@makro.co.uk
	
	E-mail
	kerry.griffiths@makro.co.uk

	Fax
	0161 7884 810
	
	Fax
	0161 7884 810

	
	
	
	
	

	Name
	Denise Lough
	
	Name
	Lindsey Blay

	Title
	Logistics Liaison Officer
	
	Title
	Logistics Negotiator 

	Mobile 
	07739 776 793
	
	Phone 
	0161 7884 769

	E-mail
	denise.lough@makro.co.uk
	
	E-mail
	lindsey.blay@makro.co.uk

	Fax
	0161 7884 810
	
	Fax
	0161 7884 810

	
	
	
	
	

	Name
	MAKRO Central Claims
	
	Name
	Pamela Lloyd

	E-mail
	supplier.queries@makro.co.uk
	
	Title
	Logistics Negotiator

	
	
	
	Phone 
	0161 7884 527

	
	
	
	E-mail
	pamela.lloyd@makro.co.uk

	
	
	
	Fax
	0161 7884 810

	
	
	
	
	

	LSP

	
	
	
	
	

	Name
	Advanced Processing Ltd
	
	Phone
	01274 470 500

	Address
	606 Building
	
	Bookings
	makro.bookings@advancedsupplychain.com 

	
	Wharfdale Road
	
	
	

	 
	Euroway Industrial Estate
	
	
	

	
	Bradford
	
	
	

	
	West Yorkshire
	
	
	

	
	BD4 6SG
	
	
	


	COMPLETE AND RETURN THIS SLIP AND THE QUESTIONS ON PAGE 13 VIA POST TO THE FOLLOWING ADDRESS 

FAO KERRY GRIFFITHS
MAKRO SELF SERVICE WHOLESALERS

LIVERPOOL ROAD

BARTON MOSS

MANCHESTER

M30 7RT

I have read the Manual for Suppliers’ and Hauliers’ Deliveries to MAKRO BBXD Platform at Advanced Processing, Bradford, and understand and agree with the contents.

SUPPLIER COMPANY NAME:

REPRESENTATIVE NAME:


TITLE / POSITION:

SIGNATURE:




DATE:




	Supplier Details

Supplier Company Name : 
Address:
Main Phone Number:
Fax Number:


	MAKRO Supplier Number (if known) :
MAKRO Buyers Name :



	Account Manager Details

Name :

Phone Number :

E-mail Address :



	Logistics Contact Details

Name :

Phone Number :

E-mail Address :



	Supply Chain Details

Dispatch Location : 

Haulier Name :



	Discrepancy Notification

Contact Name :

Phone Number :

Fax Number :

E-mail Address :



	Supplier Specific Requirements / Comments



	Supplier Meeting Checklist

· Delivery Preparation

· Product is securely stacked on pallet
· Pallet is shrink-wrapped – over the top and including the pallet

· All of one article must be consolidated together on the fewest pallets possible.

· Product life (Best Before / Use By etc) must be equal to or greater than the minimum specified by Makro on day of receipt in to depot.
· Delivery Documentation

· Delivery paperwork includes
· Makro Purchase Order number

· Makro article numbers

· Full product descriptions – matching Makro’s own descriptions

· Quantities in cases
· Deliveries to the platform

· All of one Purchase Order must be delivered at the same time.

· Multiple vehicles must be booked in consecutively on the same day.

· All deliveries must be made on the day specified by Makro within the Purchase Order.

· All deliveries must be booked in via email

· Collections from Suppliers by the LSP

· The LSP will sign for pallets only upon collection

· The LSP will confirm quantities within 24 hours of receipt at the platform in writing







This working document is only �for MAKRO suppliers





Transfer to third parties is not allowed.








	Version 2.3 (February 2010)
	Page 2 of 14



[image: image11.jpg]


[image: image12.jpg]


[image: image13.jpg]


