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1. Before delivery

All deliveries must be booked in at least one working day prior to the anticipated delivery date. 

Orbital is certified in the storage, handling and distribution of goods that are regulated under IATA, ADR or IMDG Dangerous Goods. Stock falling into this category should be discussed with the Operations Manager in advance of any deliveries being booked in and could be refused without prior agreement.

To book in deliveries telephone Goods in on 01933 356264

2. Receiving times

The warehouse is open 0900 – 1600 Monday to Friday.   Deliveries outside these hours will be by arrangement only.  Orbital should be advised if there are delays due to traffic, etc., on the date of delivery.  

The delivery address is: 

Orbital Marketing Services Group
Unit 4,
Shipton Way,
Express Park
Northampton Road
Rushden
Northants NN10 6GL

3. Delivery specification

All materials should be properly boxed, sealed and labelled, in good quality cartons (where applicable) that provide adequate protection during transit and storage and accompanied by the correct paperwork (see below). Whilst you should not mix different items in the same carton, mixed pallets are acceptable providing the paperwork states a full breakdown and the labelling on the boxes is clear.  Delivery of loose/unprotected items will not be accepted.  

4. Delivery notes

Every delivery must be accompanied by a delivery note stating:

· Client name
· Item code/job number/Purchase Order number
· Item description 
· Total quantity of the item being delivered
· Total number of cartons and quantity per carton
· Total number of pallets



5. Packing specifications for boxed items

· Items should be packed in boxes that are of adequate strength
· Each carton should contain multiples of one item (ie no mixed boxes)
· Each carton should be packed to capacity to avoid crushing/damage by content movement
· Brochures etc should be turned (ideally banded) in logical multiples (ie 20s, 25s etc) depending on bulk/weight to avoid uneven packing
· Carton weight must not exceed 15kg
· Boxes must be properly sealed and labelled with the following information:
-	Item code/job number
-	Item description
-	Quantity within carton/total quantity (ie 500 of 12,000)
· All items should be individually labelled with the relevant stock code

6. Packing specifications for palletised items

Pallets should be 1200mm x 1000mm (4-way), of sturdy construction and no more than 1400mm high and 1000kg in weight. Additional charges may be applied if stock is delivered on pallets outside this specification.

Items/products should be brick-stacked, stretch-wrapped and labelled with the following information:
-	Item code/job number
-	Item description
-	Quantity of cartons.

Any deliveries that do not confirm to the above specification, ie not accompanied by the correct paperwork, packed incorrectly or damaged in transit may be turned away and/or attract additional handling charges which will become the responsibility of the delivering supplier.


7. Location map (Google Maps)
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