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SUPPLIER DELIVERY MANUAL










SKU Logistics Ltd
Previously known as MMC Ltd
Blacknest Industrial Estate
Blacknest Road
Blacknest
GU34 4QE


AIM

This manual is aimed at suppliers who deliver to SKU Logistics Limited (SKU).

It is assumed that all relevant government legislation is in effect for all of the areas.

If you are in any doubt over the contents of this manual, please do not hesitate to contact the SKU Goods In Team or your Account Manager.


PLEASE ENSURE THAT ALL YOUR RELEVANT PERSONNEL, SPECIALISTS, MANAGERS AND ANY THIRD PARTY SERVICE PROVIDERS READ, UNDERSTAND AND COMPLY WITH ALL PROCEDURES IN THIS HANDBOOK.

Warehouse Address:
SKU Logistics Limited
MMC Ltd (on the signage)
Blacknest Industrial Estate
Blacknest Road
Blacknest
GU34 4PX

SKU Goods In Team - Tel: 01420 525788


DELIVERY DAY & BOOKING TIME



All pallet and container deliveries into SKU must have a pre-booked date and time, Tuesday to Friday.  (Please note that large deliveries are not accepted on a Monday)

· This must be made NO LESS than 48 working hours prior to your preferred delivery time. 

Deliveries consisting of loose cartons, but less than the equivalent of one pallet, will be accepted without a booking
· These could be liable to delay if a pre-booked delivery is already in progress.

On contacting the ‘SKU’ Goods In Team’ you will be allocated the first available slot nearest to your preferred option. 
· The longer the lead time given the more likely that your preferred date will be available. We allocate on a first come first served basis.

You will be allocated a ‘Booking In Reference’ which must appear on your delivery paperwork.

If you do not have a date and time, or there is any doubt about the delivery appointment then you MUST contact the SKU Goods In Team on 01420 525788.


To place a delivery booking the following information must be supplied:
· Customer name
· Delivery Date
· Number of cartons/pallets/containers
· Stock code and quantity of each item
· Time of arrival
· Name of carrier

Your vehicle may arrive 60 minutes before its booking time and 15 minutes after to be recorded as On-time. We suggest you plan to arrive at the start of this window rather than the end, this should allow for any unexpected delays.

There may be times when you need to deliver your product on two vehicles; in this instance you must arrange a separate booking for the second vehicle.

If a delivery is late by 15 minutes or over, they will be dealt with at the earliest opportunity that does not impede deliveries that have arrived on time. It is possible that the delivery will be refused and you will then need to re-book.

Deliveries arriving without prior advice and a Booking IN Reference will be refused.

DELIVERIES ARRIVING IN A BAD STATE

Deliveries arriving in a bad state may be refused. We will endeavour to off load provided there is no risk to members of the SKU team or obvious damage to the goods.

Deliveries will be assessed for risks, any delivery deemed a Health and Safety risk will be refused.


DELIVERY PAPERWORK

Each delivery made to SKU must be accompanied by the original delivery note, or if made by third party carrier using their own consignment note, the supplier name must be clearly shown.

The delivery note/ hauler’s consignment note should contain the following.

· SKU’s Booking In Reference number

· A unique delivery note number on separate advice notes for each purchase order.

· The address of SKU.

· A full description and stock reference where available of each item delivered.

· The quantity and unit size of each item ordered and despatched.

· The total number of units being delivered.

· Total number of boxes being delivered.

· The sender of the goods as well as the original Client.

· The paperwork should arrive with the driver.

Deliveries arriving without paperwork or adequate information will be refused.

· PLEASE DO NOT ATTACH PAPERWORK TO THE PALLETS.

· DRIVERS SHOULD BE INSTRUCTED NOT TO LEAVE SITE WITHOUT A SIGNED DELIVERY NOTE FOR EACH ORDER DELIVERED. 

· THE DRIVER IS RESPONSIBLE FOR MAKING THE PALLETS ON THE VEHICLE AVAILABLE FOR OFF-LOADING.


PACKAGING

The outer packaging MUST indicate the stock reference, bar code, description and quantity of the items inside the box.

Boxes with multiple items inside will not be accepted, UNLESS CLEARLY MARKED.
· Detailing the stock reference, description and the quantity of each item in the box
· Items should be boxed/wrapped/bagged separately within the outer box

Boxes/pallets must be of good quality protecting the goods contained within.


PALLET, TYPE QUALITY & TOTAL HEIGHT.

PHYSICAL PALLET

Pallets must be four-way entry

· No broken or slaved pallets will be accepted.
· Euro pallets will be accepted with prior authorisation.
· No closed printer pallets will be accepted

PALLET WRAP, WEIGHT AND LABELS.

· Each pallet must have its stock shrink wrapped fully to the pallet to ensure safety in transit.

· The maximum weight of the loaded pallet must not exeed1250Kg.

· Items should be stacked on the pallet with labels showing descriptions, stock reference and bar code presented on the outer face.



PALLET HEIGHTS

· The height of the pallet and product must not exceed 1.7 metres however they must be sturdy and loaded safely. Any delivery that is not will be refused.

Any pallet delivered where the gross height or weight is greater than 1.7m/1250kg will incur a charge per pallet of £25 to re-palletise the goods. 


NEW PRODUCTS

All new products i.e.: being delivered to SKU for the first time, must be pre-advised at the point of booking or earlier.

You will need to advise SKU of the following:
· Stock reference
· Description
· Bar code
· Size and weight (if available)
· In and outer carton quantities
· Specific handling or packaging issues

This is to ensure the speedy receipt of all of the goods on the delivery and to enable SKU to locate these goods in the warehouse for storage and/or picking.

New goods arriving not pre advised will incur the following additional charges until the required information is received.
· Per pallet of stock £20 per day or per carton of stock £5 per day



GRN AND RECEIPT OF GOODS

Goods will be receipted onto the SKU system within 24 working hours after the arrival of the delivery. 

Deliveries will be sample checked for accuracy and contents, any queries relating to the delivery may delay the goods being receipted.

Once the receipt is complete, the GRN will be issued and the customer’s nominated person will be advised.

SKU sign for goods as un-checked. SKU confirm quantities once the delivery is sample checked.

More detailed checking of inbound deliveries is available, please ask your Account Manager for details. 

Persistent failure to follow these regulations will result in a £50 charge per un-booked deliveries.
 




Swindon
Unit A5, Stephenson Road,
Swindon
Wiltshire
SN25 5AX

Telephone:  01793 701807

  
Registered Office: 133 Hall Lane, Upminster, Essex. RM14 1AL – Registered in England 07520037
Alton
Blacknest Road
Blacknest
Alton, Hampshire
GU34 4PX

Telephone:  01420 525500
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