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[bookmark: _Toc368385179]INTRODUCTION
Staples Promotional Products, a division of Staples Contract & Commercial, LLC is dedicated to developing and maintaining strong relationships with our suppliers to assure timely and efficient delivery of merchandise to our facilities and customers.
This Guide supersedes all previously issued versions and is effectively immediately for application on all SPP orders.

[bookmark: _Toc368385180]SUPPLIER COMPLIANCE
[bookmark: _Toc368385182]Keys to Compliance
Supplier Compliance is a key component to realizing the following benefits:
· Improved in-stock position
· Increased sales and reorders
· Shipment visibility
· Reduced proof of pickup (POP)/proof of delivery (POD) requests
· Improved invoice processing

[bookmark: _Toc368385183]Compliance Monitoring
As part of the activities of the Procurement Department we will actively be monitoring the Supplier Compliance Program to:
· Clearly define requirements
· Screen performance
· Communicate issues and successes
· Partner with our suppliers to increase overall compliance
In conjunction with the Supplier Compliance Program, SPP has developed a cost recovery policy for instances of non-compliance.  Costs were carefully examined to ensure that charges were proportionate to the impact on the business.  The resulting chargebacks are not intended to generate income, but have been established to offset the expenses incurred by SPP and to encourage compliance.

[bookmark: _Toc368385184]Supplier Support
In order to assist suppliers in meeting the requirements of our compliance program, SPP is offering the direct support of the following groups:
· For updates to suppliers contacts, phone numbers, locations, and other general information email Supply.Chain2@Staples.com
· For questions pertaining to routing orders email Freight.Routing@Staples.com
· For inquiries regarding vendor incidents direct your emails to SupplierCompliance@Staples.com

[bookmark: _Toc368385185]Ethical Conduct Policy
It is the policy of SPP to conduct all its business transactions in accordance with the highest ethical standards.  No individual who is employed by or who represents the company is permitted to solicit, accept, or pay any bribe, kickback or any other improper payment of money, products or services in exchange for (i) the company’s execution of an agreement, lease, bid, etc., (ii) any action taken by such individual on behalf of the company, or (iii) any action taken by a third party.
[bookmark: _Toc368385186]ORDER FULFILLMENT

[bookmark: _Toc368385187]Purchase Order Requirements
· Suppliers must be able to receive and acknowledge purchase orders sent electronically from SPP.
· Suppliers must ship in accordance with stated SPP in-hands dates (as defined below).
· Goods not shipped in sufficient time to meet the in-hands dates may be cancelled at the discretion of the buyer.  Expenses incurred will be the responsibility of the supplier.
· Quantities, styles, colors, sizes, and planned assortments must be shipped as indicated on the purchase order.

[bookmark: _Toc368385188]Multiple Destination orders
Multiple destination orders are an ever-growing part of SPP’s business.  To make the management of these projects easier on SPP and our suppliers we are instituting an internal process by which if the destinations for a project are not added to the PO when sent to the supplier and instead sent in Excel spreadsheet form they will be using a standard template that will allow the supplier to quickly assimilate into an operating or shipping system.
A supplier is not to accept spreadsheets of ship-to addresses unless in the format shown in Appendix A.
[bookmark: _Toc368385189]In-hands Dates
All SPP purchase orders will transmit with an in-hands date. It is important that all suppliers understand the meaning of this date as defined below:
In-hands Date is the date that merchandise should be delivered to the recipient.  It is critical as the supplier you plan production accordingly to meet the required in-hands dates.
On occasion an order will be permitted to arrive at destination prior to the in-hands date.  Authorization for this must be received from the buyer in writing prior to shipping
· Under no circumstances should a supplier opt not to ship an order in an attempt to avoid a late shipment charge. The charge for failing to ship is equal to or greater than the charge for shipping late.
If the in-hands date cannot be met, it is the responsibility of the supplier to promptly notify the buyer listed on the purchase order and specify the reason for the change in availability date.  Options to meet the requested in-hands date must also be offered, including substitutions with comparable items of equal or greater value, expedited shipment at no charge, etc.

[bookmark: _Toc368385190]Ship Complete Flag
Purchase orders that are identified as “ship complete” must be shipped 100% complete and on time. If the order cannot be shipped complete within the 15-day window, contact the buyer for shipping instructions. Partial shipments on orders designated as “ship complete” will be subject to chargebacks if written approval is not received from the buyer prior to shipment.
[bookmark: _Toc368385191]Over/Under Runs
· Program hard goods orders – 2% over / under runs acceptable
· Exact Quantity – Anheuser-Busch and Trimester orders must ship exact qty’s as specified on the PO
· Drop Ship Orders – Must ship exact quantities.  In addition, orders shipping to a customer’s event must ship exact.  If order is short shipped, product must be shipped for next day receipt to end user at the supplier’s expense.  (An additional chargeback may apply).
· Apparel Orders – Apparel orders must ship correctly.  These orders must be decorated and shipped for an event.  (Incorrect shipments will incur a chargeback of $50 per infraction).
· SPP Web orders will say – “Ship Exact Quantity” on the PO.  These orders are prepaid by the customer; therefore, exact qty’s must be shipped.  If “Ship Exact Quantity” is noted on the PO, excess product will not be reimbursed.
· Supplier will not invoice additional charges for shipping exact quantities.

[bookmark: _Toc368385192]MERCHANDISE QUALITY STANDARDS
[bookmark: _Toc368385193]Quality Standards
It is the responsibility of the supplier to quality check all orders before shipping.  All products received by SPP or SPP’s customers are subject to inspection and right of rejection.  Orders will be checked for product and decoration quality.  Products are not considered accepted until inspected, tested or used and found to be in good working order and in accordance with SPP’s specifications and supplier’s representations.  If order does not pass initial inspection process, SPP will determine if a 100% quality check (WC) audit is required.  SPP may charge all expenses of unpacking, repacking, storing and reshipping any rejected products to supplier.  Unless otherwise specified on the PO, risk of loss or damage to the products and title of the products shall pass to SPP when the products are delivered to SPP or SPP’s customer regardless of any point specified by supplier.  Supplier will be contacted, and the following process determined:

· SPP or SPP’s customer does a 100% QC audit of order at supplier’s expense at a rate of $50 per hour
OR
· Order is returned to supplier using supplier issued Electronic Return Labels or supplier arranged transportation at the supplier’s expense.  Supplier will QC audit the order and promptly return to SPP or SPP’s customer at the supplier’s expense.
· SPP reserves the right to return any/all defective merchandise using supplier issued Electronic Return Labels or supplier arranged transportation at the supplier’s expense, including merchandise, labor charges, and transportation.

[bookmark: _Toc368385194]Product Compliance
· Staples Promotional Products requires its suppliers to adhere to or exceed the most stringent State and Federal laws and regulations relative to product safety.  As a supplier we are providing you with an overview of some of the more important regulations that cover promotional products.  This is by no means is intended to be the comprehensive list of all applicable regulations.  Your company should familiarize itself with all laws applicable to your products and see its own independence legal advice as it deems necessary.
California Proposition 65 – All applicable products must be compliant with California PropoThey need to label each item, or at a minimum the packaging must be labeled so the end user received country of origin.
· sition 65 standards – either by labeling or lab testing.  If your product requires a warning label for the State of California, the label must be present upon receipt of shipment.
· CPSIA (Consumer Product Safety Information Act) – SPP requires its suppliers to be compliant with the Consumer Product Safety Information Act for all applicable products.  For applicable products, GCC/CPC must be emailed to SPP prior to shipping.
· 3rd Party Testing – SPP requires its suppliers to conduct 3rd party product safety testing for all applicable products.  Suppliers must be able to provide applicable product test reports to SPP when requested.


· Decoration Inks – All inks must be compliant with all State and Federal regulations including but not limited to CPSIA and 16 CFR 1303
Inks should NOT be developed or tested on animals
Inks should NOT contain Chlorofluorocarbons (CFC) and / OR Alkylphenol ethoxylates (APEO)
· Polybag Warnings – All products shipping in polybags must be clearly marked with suffocation warnings in both English AND Spanish
· Labeling – Products supplied to SPP must be properly labeled per State and Federal regulations
· Country of Origin – Country of origin must be clearly labeled on all products and comply with 19 CFR 134.11	Comment by Scott Kovesdy: The Phone Caddy - physical product is not labeled with country of origin.  Is it possible to comply using a tag, label or packaging?	Comment by Moore, Andrew: They need to label each item, or at a minimum the packaging must be labeled so the end user received country of origin.
	Comment by Scott Kovesdy: We will satisfy this requirement using a label on the package of the product.
[bookmark: _Toc368385195]Legal Highlights
· Any merchandise found to be unsafe and/or not meeting the applicable State and Federal laws, regulations and standards will be returned and charged back to the supplier.  This includes labor and transportation charges.
· All merchandise must be marked with the following according to the applicable State and Federal laws and guidelines:
· Country of Origin
· CPSIA Labeling (Consumer Product Safety Information Act)
· Prop 65 labeling
· Polybag Suffocation Hazard requirements



[bookmark: _Toc368385196]CARTONING and LABELING
[bookmark: _Toc368385197]Cartoning Guidelines
· Product should be sufficiently packaged to arrive without damage.
NOTE: SPP suppliers will be expected to ship Small Parcel, Air Freight,
LTL, TL, LCL, FCL, or any of these combinations
· Packaging should accommodate all modes of transport.
· Breakable items should be individually boxed in a mailer suitable for shipment via small parcel carriers.  Master cartons of breakable items should be labeled as FRAGILE.
· When possible, SPP requests maximum carton sizes of 13” W x 21” L x 13” H.
· Product must be assorted, if instructed on Purchase Order.
· Wearables – Sizes must be marked and separated
· Wearables – Styles must be separated in master pack
· Multiple carton orders must be marked 1 or 2, 2 or 2, etc.
· Cartons must meet the minimum 175-pound burst strength.
· Anheuser-Busch orders must include product identification sticker
· SPP item number
· Product description
· Size of item
Note: It is not necessary to pack wearables in different boxes.  Different sizes and styles may be packed in the same box; however, they should be separated by tissue or other approved shipping material.
[bookmark: _Toc368385198]Approved Packing Materials:
· Foam Styrofoam for breakables approved by buyer
· Newspaper/scrap paper
· Cardboard
· Cornstarch peanuts
· Crinkle
· Air Pillows

**Foam peanuts are not approved for shipments to SPP warehouses**


[bookmark: _Toc368385199]ROUTING / SHIPPING
Reference SPP Supplier Routing Guide for all domestic and international policies and procedures	Comment by Scott Kovesdy: Was informed this did not need to be returned.  Do I need to review this document?	Comment by Moore, Andrew: Correct, review and follow the instructions is all that is required.	Comment by Scott Kovesdy: OK
* Handling MUST be waived if SPP is responsible for 3rd party shipping charges, the supplier MUST NOT markup the shipping cost.  SPP is responsible only for the amount the 3rd party carrier charges for any given shipment*	Comment by Scott Kovesdy: Need to understand this, but it appears that no shipping and handling charges can be applied?	Comment by Moore, Andrew: correct	Comment by Scott Kovesdy: In the SPP Supplier Routing Agreement there are circumstance where we can bill SPP for shipping.  Maybe I am misunderstanding 3rd party shipping charges?	Comment by Scott Kovesdy: Based on call July 6, 2023 I provided the changes in this document for your consideration to clarify that SPP cannot be charged handling or any markup from a 3rd party carrier.	Comment by Schreck, Amber: Approved.

Acknowledging the ability to ship internationally confirms your company’s ability and willingness to support SPP as the USPPI / Exporter of Record.
Does your company support the export of all your products?     			Yes |X| or   No |_|
	     

	[bookmark: Text113]     


If no, please list exceptions:  


[bookmark: Check1][bookmark: Check2]Are all products labeled with Country of Origin?      				Yes |X| or   No |_|

Is your company able to provide a Certificate of Origin upon request?     		Yes |X| or   No |_|

Does your company maintain a Certificate of Origin for a minimum of 5 years?     	Yes |X| or   No |_|
 
	Supplier Export Shipping Contact

	Name:
	Gloria Maldonado

	Phone:
	833-803-4653

	Email:
	glo@desertfoxgolf.com 



Domestic Shipping Information
At times, per the client request, it is necessary to ship via a carrier other than SPP’s preferred carriers.
Do you have the capability to ship via the following methods?  (Please select yes or no from the drop boxes below)
USPS   		Domestic	Yes |X| or No |_|       		International     	Yes |X| or No |_|
Small Parcel		UPS Domestic	Yes |X| or No |_|			UPS Int’l		Yes |X| or No |_|
[bookmark: Check3][bookmark: Check4]FedEx Express	Yes |X| or No |_|			FedEx Ground	Yes |X| or No |_|
Fed Ex Int’l	Yes |X| or No |_|			DHL Int’l Only	Yes |X| or No |_|  
	[bookmark: Text140]     


Other
LTL			FedEx Freight	Yes |X| or No |_|			Conway Freight	Yes |_| or No |X|		
	     


Other

Do you provide FREE shipping?        Yes |_| or No |X|
	[bookmark: Text142]     


If yes, please explain

[bookmark: _Toc368385200]SUPPLIER COMPLIANCE VIOLATIONS AND FINES
Staples Promotional Products’ Supplier Compliance and Supplier Routing guides are integral parts of our Supplier Program Agreement.  The overall objective of these guides is to drive efficiencies and reduce costs.  Our anticipation is by clearly communicating our expectations the business between SPP and our suppliers will be successful for all.
	Compliance Violation
	Fee

	

	Cases / Pallets labeled incorrectly (includes missing)
	$50 per PO

	Packaging violation
	$50 per PO

	Missed Ship or In Hands Date
	$100 per PO

	Mis-shipped to wrong address
	1. Freight at cost short paid from vendor’s invoice
2. $100 fine taken as Vendor Incident per shipment

	Packing List – missing entirely or incomplete
	$100 per PO

	Pallet Configuration - cases not secured with shrink wrap or metal bands used, cases overhanging, cases “chimney” stacked, height non-conforming to SPP Routing Guide, shipped on non-conforming pallet, product damaged or toppled due to improper configuration; “colored” shrink wrap used, or Ti-Hi inconsistent
	1. $50 per hour of rework; min of $100 / max of $500
2. $50 fine taken as Vendor Incident per shipment

	Not palletized
	1. $50 per hour of rework; min of $100 / max of $500
2. $50 fine taken as Vendor Incident per shipment

	Product Configuration - items not assembled, not assorted, incorrectly assorted, not polybagged, incorrectly polybagged, missing hangtags, sizes not marked, sizes illegible through polybag, or sizes/styles mixed
	1. $50 per hour of rework; min of $100 / max of $500
2. $50 fine taken as Vendor Incident per shipment

	Product Quality - incorrect decoration, damaged product, defective product, or incorrect product
	1. $50 per hour of rework; min of $100 / max of $500
2. $50 fine taken as Vendor Incident per shipment


	
	

	
	

	






	

	
	

	Shipping Documents (LTL) – missing product description, weight, NMFC, cubic feet or pallet dimensions, freight classification, or any other pertinent information related to accurately rating SPP’s freight invoice
	$100 per PO

	Referencing - SPP not referenced to carrier per SPP Routing Guide
	$200 per PO

	Freight Charges - incorrect SPP account used
	1. Freight at cost short paid from vendor’s invoice
2. $50 fine taken as Vendor Incident per shipment

	Freight Charges - incorrect or unauthorized carrier used, not requesting routing for truckload shipments, not shipping per SPP’s Routing Guide
	1. Freight at cost, or variance incurred to SPP’s cost short paid from vendor’s invoice
2. $100 fine taken as Vendor Incident per shipment

	Freight Charges – shipping prepaid (US domestic only) and billing SPP, shipping on SPP’s account and billing SPP for freight, use of incorrect freight carrier, use of incorrect / unauthorized ship method
	1. Freight at cost short paid from vendor’s invoice
2. $200 fine taken as Vendor Incident per shipment

	Imported Freight – shipped on SPP freight account or SPP being listed as Importer of Record with US Customs
	1. Freight at cost short paid from vendor’s invoice
2. $500 fine taken as Vendor Incident per shipment

	Exported Freight - not requesting routing for export shipments per SPP Routing Guide
	1. Freight at cost short paid from vendor’s invoice
2. $500 fine taken as Vendor Incident per shipment



 


[bookmark: _Toc368385201]Appendix A – DROP SHIP ADDRESS LIST TEMPLATE
	Ship-To Name
	Attn
	Address Line 1
	Address Line 2
	Address Line 3
	City
	State
	Postal Code
	Country
	Phone
	
Item
	Quantity 
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VIII. APPENDIX B –Hazardous Material Shipments (May 7, 2015):  Items containing Lithium Batteries 
Effective immediately, all suppliers are responsible for shipping in accordance with Department of Transportation (DOT), PHMSA (Pipeline and Hazardous Materials Safety Administration) and IATA (International Air Transport Association) standards for all products classified as Hazardous Materials.  This includes proper labeling, and applies to both Air and Ground Shipments.
SPP will hold any and all suppliers responsible for failure to ship according to these requirements. Failure to comply with these shipping requirements will result in a breach of the Supplier Agreement between the parties  and will result in a minimum fine of $1500.00 per violation, per tracking number. Under no circumstance should any supplier ship products containing lithium batteries on any SPP LTL Carrier’s Account number or SPP’s Customers freight account number. 
This document supersedes any instructions and or notes on all Staples Promotional Products purchase orders.  This document also applies to international shipments as well as all orders shipped in the United States and Canada.
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