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Presentation of Stock to Nationwide DC, Hawksworth, Swindon 
1. Introduction

This document specifies the correct presentation of materials Completed to the Nationwide Distribution Centre, Hawksworth – Swindon

Reference to the “Supplier” in this document means the company arranging, making, or attempting to make, a delivery into Hawksworth (whether the delivery is actually being made directly by the Supplier, one of their sub contractors or a nominated delivery company or courier for the Supplier) and it is the Supplier’s responsibility to ensure that its sub contractors and/or delivery company and/or courier complies with these requirements.

Deliveries that do not meet this Delivery Specification will be rejected. 

Rejection means refusing to unload or requiring the supplier to collect unloaded goods. Rejected deliveries must be collected within 2 working days. All costs associated with the rejection will be borne by the supplier. It is not possible to provide facilities to rectify problems on site.

Exceptionally, a non-conforming delivery may be accepted. Suppliers will be notified of the areas of non-conformance. Suppliers are required to confirm the remedial action that has been taken within two days of receipt of the notification.

The incidence of rejected and non-conforming deliveries will be recorded as part of a record of Supplier performance.
2. Packaging

Items must be packed to prevent damage in transit. 

Steel banding, delivery of loose items or the use of second hand boxes bearing the names of other organisations is not acceptable.

Each pallet must contain multiples of one item code
Boxes are to contain an item code with a single unit measure only
Unitised leaflets must be shrink/stretch wrapped and palletised. Shrink/stretch wrapped items should not be additionally boxed.
A1 and A2 posters must be tabbed in 100’s, labelled and flat packed on pallets
A3 and A4 posters will be boxed as per maximums outlined above


3. Labelling

All boxes, bags or other items must be clearly labelled using the required format. Boxes must be labelled on one short side. Shrink-wrapped or otherwise covered pallets must have additional labels on the outside of the covering,

Labels must show the following information:

	
	Label Requirement

	Notes for Guidance

	1.
	Item Code
	The item code specified by Nationwide not the Supplier / manufacturer part number


	2.
	Description
	e.g Leaflets, Letterhead


	3.
	Unit of Issue
	The unit in which the item is counted e.g single, box of 1000, bundle of 25, Pad of 50 etc.


	4.
	Quantity per Box

	

	5.
	Unit Quantity on pallet (if box, state quantity of boxes)
	

	6.
	Version date

	



5. Pallets

Pallets must be of the dimensions shown below be of full 4 way entry design and constructed of good quality wood in good condition. 

Maximum dimensions of palletised deliveries:		Height	1300mm (including pallet)
									Width	          750 mm
									Depth	          950mm
									Weight	750kg

Minimal supplies of these pallets are available. Please call Logistics at Hawksworth on 01793 508014 for availability.

Euro Pallets are not acceptable.

Boxes must be securely stacked using an interlocking layout - not overlapping the edge of the pallet (See Appendix A).

6. Delivery Times

All deliveries are required to be booked in with Goods Inwards 24 hours before delivery by calling 01793 508014. 

In some instances, Goods Inward will advise that the delivery is required before 16:30 and the Supplier must ensure that this time limit is adhered to.

Deliveries can be accepted between 7am-4.30pm Monday to Friday, subject to the delivery having been agreed and booked in with Goods Inwards beforehand, as described above.

Deliveries outside of these times are not generally acceptable but may be possible in exceptional circumstances - subject to prior arrangement with Nationwide Goods Inwards..

Nationwide reserve the right to refuse, on arrival:

· Any deliveries that have not been booked in with Goods Inwards
· Any deliveries that are made late (ie: after the agreed delivery date/time).
· Any deliveries deemed unsafe.




The Supplier must ensure that the delivery driver is able to provide the following information upon arrival:

· Contractors name
· Item code(s)
· Quantity of each item
· Number of pallets or boxes


7. Documentation

A delivery note must accompany each delivery. 

The delivery note must be separate from the goods i.e. not packed inside any boxes. 

The delivery note should be the generic format supplied by Nationwide (see Appendix B) and must include:

· Stock Code
· Item Description
· Unit quantity
· Total Units Completed
· Version Date
· Full/Part Delivery
· Number of boxes (if applicable)
· Number of pallets


8. Confirmation/Proof of delivery

It is the responsibility of the delivery driver to obtain a receipt signature from a member of Nationwide Goods-In.

Appendix A - Example of a well presented pallet:


Boxes securely stacked using an interlocking layout
Boxes not overlapping the edge of the pallet
Maximum height (including pallet) of 1300mm
Additional suitable Print interleaves may be used to secure load
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Appendix B - Sample Delivery Note:
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Delivery Note

Nationwide

From:

To:

Contact details;

Delivery note number:

Delivery date:

Ordered by:

Delivered by:

Unit Total units Version Full/part

Stock code Description quantities | delivered date delivery

Received by:

Signature:

Print name:

Date:

Time:

MISC 2017 (Jan 2007)






