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SPECIFICATION FOR DELIVERIES TO:
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Please ensure that the information contained within this document is read and understood by the relevant personnel within your organisation and your suppliers.
Once reviewed please fill out the section below acknowledging that you will comply with this specification for all deliveries to Bookpoint Ltd and nominate the person who should receive Emails or calls in the case of non-conformance.

Once completed please e-mail a scanned copy of this front sheet to goodsin.admin@bookpoint.co.uk
We have read and understood the information contained within this specification and will ensure our deliveries comply with the standards detailed in this document
	Publisher
	

	Authorised signature
	

	Print Name
	

	Position
	

	E-mail address
	

	Telephone number
	

	Date
	


Contact for reporting non-conformance issues 
	Name
	

	Position
	

	E-mail address
	

	Telephone number
	


If you have any questions regarding any of the content listed in this specification please send your query via e-mail to goodsin.admin@bookpoint.co.uk
MAKING THINGS WORK IN THE
BOOK SUPPLY CHAIN

With
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DISTRIBUTION Ltd
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1.0 Introduction
This document serves to formalise the expectations of Hachette Distribution centres, Bookpoint and Littlehampton Book Services, giving details of the minimum standards for the presentation of pallets and products coming in to the Business.  

It provides all the information required by suppliers to ensure that their deliveries are readily accepted and that products can be processed efficiently and safely throughout the ongoing supply chain.

It describes what steps are to be taken if deliveries do not conform to these standards or if product quality is found to be unacceptable after delivery, including any charges for remedial work or rejected products.

The main focus though is on getting things right, 1st time, and every time starting with the supply. There needs to be a high level of Assurance in the Quality of incoming pallets, packs and products that negates the need for excessive Quality Checking on receipt and avoids the disruption of finding unusable books in the picking areas, or indeed at the retailers. 

The implementation of this document signals the start of an ongoing relationship with Hachette Distribution Quality Assurance and will include measuring and reporting on the performance of suppliers, with follow-up meetings to action improvements where necessary.
2.0
Booking in deliveries
2.1 All deliveries must be booked in prior to physical delivery.  To ensure we can accommodate your required slot we would recommend booking in, by E-mail, prior to despatch from your premises and typically not less than 48 hrs in advance.
**DELIVERIES WITHOUT A VALID BOOKING IN WILL BE REFUSED**

2.2 To obtain a booking slot and reference suppliers should;
· E-mail the request to goodsin.admin@bookpoint.co.uk. This is our preferred method of booking and a sample form can be obtained in section 10.1 of this specification. The time slot, reference and delivery address will be confirmed back to you via E-mail, typically within 4 working hours of request.
· In the case that you do not receive a reply, call the goods-in line on 01235 400472 which is open Monday – Friday 8.00am – 4.00pm (excluding bank holidays)

2.3 When booking in deliveries a slot will only be allocated once we have been supplied with all of the following information;
· Supplier name

· Carrier name
· Requested delivery date and time
· Title information (publisher, ISBN, book title)

· Total quantity of each title being delivered

· Number of pallets for each title being delivered
· Total number of pallets on the delivery
2.4 Once this information has been provided you will be given a booking in reference and time.  Please retain this information as this will need to appear on your delivery paperwork (for full paperwork requirements refer to section 4.0)

2.5 If your driver knows in advance that they will be early or late for their slot please call the goods-in line and we will be able to advise if we can accept the delivery.
2.6 If the delivery vehicle arrives later than the agreed booking in slot then we will endeavour to accommodate the delivery in the next available slot.  If there are no free slots remaining on that day the delivery will be refused and you will need to obtain a new booking in time.
2.7 Please note that the booking reference and time is for a stated number of pallets only, excess pallets could result in the whole load being refused.

3.0
Delivery vehicles and driver information
3.1 The delivery addresses for Bookpoint are
BOOKPOINT LTD



BOOKPOINT LTD
GOODS IN 




GOODS IN (UNIT T1)
130 MILTON PARK



200 MILTON PARK
ABINGDON




ABINGDON
OXON, UK




OXON, UK

OX14 4SB




OX14 4TA
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3.2 Upon arrival at goods in the vehicle should be parked taking care not to block access for other vehicles on site 
Rules for drivers whilst on site at Bookpoint
· The maximum vehicle speed limit on site is 10mph

· High visibility jackets must be worn on site at all times

· Drivers are not to enter the warehouse without authorisation.

· No children under 16 allowed on site

· Smoking is not permitted on site

3.3 Upon arrival the driver should report to the goods in reception and ring the bell for attention. Upon request the driver should then provide the goods in operative with the booking in reference and pass him the delivery paperwork

**DELIVERIES WITHOUT A VALID BOOKING IN WILL BE REFUSED**

3.4 The goods in operative will check the paperwork to ensure all of the relevant information has been supplied (for a full list of our paperwork requirements please review section 4.0 of this specification)

3.5 Once the goods in operative has checked the paperwork conforms to the required standard he will advise the driver where to position the vehicle for unloading
3.6 Please note the pallets being delivered must be readily accessible as we are unable to move any product not intended for us
3.7 For health and safety reasons if your delivery is unloaded from the bay your driver must hand his vehicle keys to the goods in operative and these will be returned once unloading is complete

3.8 All goods will be signed ‘unchecked’ to confirm ‘pallets delivered’ only, and (following initial inspection) any discrepancies will be notified to the Publisher within 3 working days of receipt.
3.9 Please note pallets delivered to Bookpoint are non-returnable

3.10 If it is deemed by the goods in team that it is unsafe to unload the vehicle the delivery will be refused (See section 12.0 common reasons for rejected deliveries)
3.11 Bookpoint do not accept unpalletised loads and these will be refused (See section 12.0 common reasons for rejected deliveries)
3.12 Bookpoint do not accept deliveries on skids and these will be refused (See section 12.0 common reasons for rejected deliveries)

4.0 
Delivery Paperwork 
4.1
Paperwork to be provided at least 24 hours in advance of delivery. A recommended delivery note template can be found in section 10.2 of this document or alternatively you can request an electronic copy by e-mail to goodsin.admin@bookpoint.co.uk
4.2 Delivery paperwork must contain the following information
· Supplier name & address

· Carrier name and address

· Booking in reference

· Date of despatch

· Publisher name

· Total number of pallets


In addition we require the following information for each title being delivered
· ISBN, book title, cover price, book dimensions and weight
· Edition type (hardback, paperback, CD, Tape, POS)

· Total quantity

· Pack size, pack dimensions and weight
· Total number of packs for each title delivered

· Total quantity of books per pallet

· Total number of pallets

4.3 A minimum of 2 copies of paperwork will be required with each delivery

5.0 Pallet specification, labelling and presentation
5.1 Bookpoint accept deliveries on 1200mm x 1000mm, 9-block, 4-way entry pallets with a full base perimeter and 150mm high. Pallets should be of strong construction and made of solid wood, be in good condition. Pallets imported from outside of EU must be compliant to ISPM15 heat treatment (plywood and plastic pallets are not accepted). 
Gaps between top slats should not be greater than 90mm

If deliveries arrive on pallets not to this specification these will be unloaded and re-worked onto 4 way entry pallets (this work is charged in accordance with our rates listed in section 7.0) or in extreme cases will be refused
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                           Bottom strut must be full perimeter
5.2 Pallet weights should not exceed 750kg
5.3 Pallets delivered to Bookpoint are not returnable.  
5.4 Maximum pallet height (including pallet base) is 120cm.  (We would encourage suppliers to stack to this height where possible to prevent; wasted space and inflated costs for transport and storage)
5.5 Before stacking a cardboard covering must be placed over the base of the pallet (min double fluted)
5.6 Boxes should be stacked on the pallet in an interlocked formation (not in pillars), evenly loaded and occupy the full base of the pallet
5.7 Boxes should not overhang the face of the pallet (see below)
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5.8 All pack labels should be applied so they can be viewed from the outside of the pallet

5.9 Pallets should be loaded on a single title per pallet basis, all product on the pallet should be the same; e.g. price, weight, title page, jacket (if applicable), signed copies.
5.10 Please ensure pallets contain full packs only and no part/empty packs or loose books.

5.11 When double stacking please ensure a top board is placed between pallets
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5.12 Smaller deliveries of mixed titles, one title per pallet, can be stacked on top of each other providing the combined height of the pallets (including the pallet base) do not exceed the maximum 120 cm height and the combined pallet weight does not exceed 750kg (please see diagram below).  Please also ensure cardboard covering must be placed between each pallet (min 2 flutes)
5.13 Where there are single, or small numbers of, packs of multiple titles that cannot be packed as above then it is acceptable to deliver these mixed on pallets providing they are clearly marked as ‘mixed title pallets’ and that packs of the same titles are consolidated on the same pallet.
5.14 Bookpoint will accept pallets of loose product providing they meet the following criteria
· The entire contents of the pallet are solely for a single customer order

· Paperwork, labelling and all delivery documentation marks the pallet with the total quantity and a pack size of 1.

· The books are stacked and presented to the following specification
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5.15 Pallets should be securely wrapped in polythene, including the top.  For health and safety reasons please do not deliver pallets with metal wrapping or binding.
5.16 Each pallet should be labelled with the following information

· Delivery address

· ISBN and title

· Pack size

· Number of packs

· Total pallet quantity

The label should be applied to the short side of the pallet 
5.17 Hachette Distribution are in the process of developing a SSCC license plate system and full details and requirements will be circulated at a later date

5.18 Hachette Distribution is certified in environmental management (ISO 14001:2004) and operates an extensive re-cycling policy on site.  Please ensure all packaging material is made from fully recyclable material.
6.0 Pack presentation and labelling
6.1 Pack weight should not exceed 17kg per pack and the weight should be displayed on the outside of the pack
6.2 For a list of our preferred pack sizes please see the table in section 10.3

6.3 For shrink-wrapped packs please ensure there are no gaps in the plastic and that the film covers all surfaces of the books. The film should be opaque to avoid UV light discolouration of pages. These packs should be capable of being manually handled without splitting or bending and causing damage to the products.
6.4 When packing in cartons please ensure there is no excessive void which could lead to carton crushing/collapse during transit or storage. It is recommended that cardboard cartons are made from B/C flute double wall material.
6.5 Products should be presented in the pack size determined by the Publisher when the title became live and should not vary on subsequent deliveries.

6.6 Please ensure books are packed adequately for transport and storage
6.7 Mixed titles within packs will not be accepted

6.8 Pack labels should contain the following information
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6.9 The pack label should always be fixed to the end of the carton that will be facing outwards on the pallet
7.0 Non conformance procedures and charge structure
7.1 For all non-conformances reported there will be a charge of £100 sent to the Publisher
7.2 In addition to 7.1 labour shall be charged at current hand work rates

7.3 In addition to 7.1 & 7.2 any materials that are required shall be charged at their replacement cost
7.4 If these charges are estimated to be in excess of £200 then the Publisher will be advised before any remedial work is carried out so that they can decide if they wish to proceed with the work or get the suppliers involved, the non-conformance charge of £100 will still apply if they do not want the remedial work to be carried out by Bookpoint.
7.5 Photographic evidence will accompany all charges sent to the publisher

7.6 See samples of non-conformance in section 11.0
8.0 Product Quality

8.1  Products should be designed such that they can withstand the processes of transport and storage, including internal handling in the warehouse and being placed with other products in packs or totes to be sent to Customers via pallet or parcel delivery methods. Products that are delicate in nature or have easily damaged surfaces should be wrapped or protected in some way prior to being presented to Bookpoint.
8.2 It is expected that suppliers should be able to assure the quality of their products by carrying out audits in their processes to ensure acceptable levels of quality are achieved. 
8.3 If Bookpoint find supplier imperfections at any stage, goods-in, bulk / forward locations, or even at the Customers premises, then affected stock will be frozen and reported to the publisher’s as non-conforming and charges will apply as in section 7.
8.4 All inbound compliance will be monitored and recorded and performance data reported to the individual publishers 
9.0 Contact names and numbers

	Title
	Phone
	E-mail

	Goods in line
	01235 400472
	goodsin.admin@bookpoint.co.uk

	Process Control Manager
	01235 400417
	


10.0 Document library

10.1
Booking in form
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10.2
Delivery paperwork (sample)

10.3
Table of preferred pack sizes
	Format
	Book Footprint
	Pack Footprint
	Pack Height Max

	 
	mm
	mm
	 
	mm

	A Format
	177
	111
	2 x 4 = 8 copies
	200

	 
	 
	 
	 
	 

	B Format
	198
	129
	2 x 3 = 6 copies
	220

	 
	 
	 
	 
	 

	Demi
	216
	138
	2 x 2 = 4 copies
	220

	 
	 
	 
	 
	 

	Royal
	234
	156
	2 x 2 = 4 copies
	250

	 
	 
	 
	 
	 

	A5
	210
	148
	2 x 2 = 4 copies
	250

	 
	 
	 
	 
	 

	Quarto
	246
	172
	2 x 2 = 4 copies
	250

	 
	 
	 
	 
	 

	A4
	297
	210
	1 copy
	250

	 
	 
	 
	 
	 

	A4 +
	 
	 
	1 copy
	250


11.0 Examples of non-conformance
Poor packing                                      Void in cartons
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Product damaged                                 Unsafe pallets


[image: image10]

 SHAPE  \* MERGEFORMAT 
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Pallets not wrapped                                  incomplete packs
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Transit damage                                       mixed titles / loose books
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12.0 Common reasons for rejected deliveries

12.1 Deliveries with no booking in slot

12.2 Drivers excessively early/late for booking in slot (more than 30 mins)

12.3 More pallets on the load than booked in

12.4 HD stock blocked in by others pallets

12.5 Evidence of tampering within the load

12.6 No delivery paperwork

12.7 Non-conforming pallets

12.8 Loads not palletised

12.9 Wrong delivery address

12.10  Uncooperative or abusive drivers that fail to heed H&S instructions (these will always be reported)

12.11  If HD staff deems it a H&S risk unloading the delivery.
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Version: ISSUE 1.2
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	Version
	Date Released
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	ISSUE 1.2
	01/04/11
	Contact details have changed
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