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FOREWORD

Coles Group have put into operations two Consolidation Centre’s for the central receiving, processing and despatch of General Merchandise and certain other non-grocery items for Coles/Bilo Supermarkets and other businesses.
Somerton NDC Victoria                           DC 9392GM / 193006
Eastern Creek NDC New South Wales    DC 9252GM / 582697
The object of this is to streamline the delivery of merchandise to retail outlets and reduce costs to our suppliers by providing one point of delivery.

It is important that all suppliers and transport operators adhere to the procedures set out in this document. These requirements are clearly detailed in the following pages. However, in summary they are:

· Delivery only within the specified period after confirmation of actual date and time.

· Receiving hours 

Somerton NDC:
       04.00 – 09.45
    Eastern Creek NDC:           05.00 – 09.00
· Quotation of correct GHPL purchase order number.

· Merchandise must be in accordance with original GHPL purchase orders (EDI/Facsimile).

· Any variation must be agreed with the buyer prior to despatch of the goods and in sufficient time to advise the Consolidation Centre of changes.

· Invoices & Short Shipment Advice form’s must accompany the consignment and always contain the GHPL purchase order number.
· For consignments packed to individual stores order an EDI order number, the store name and number must be on the carton despatch label(s) (see later in this document for the handling of larger consignments). 

The co-operation of suppliers in conforming to these procedures is critical to the efficiency and economical distribution of merchandise to Supermarkets on behalf of GHPL and its suppliers.
It will also minimise or eliminate costly queries, claims and unnecessary paperwork, thus allowing prompt payments to suppliers.

In order to maintain a smooth flow of your merchandise to our Supermarkets and avoid problems, it is imperative that any variation to an order, no matter how slight, be communicated to the buyer no less than three working days prior to the delivery date, or prior to the despatch for EDI store orders. 

We look forward to your co-operation in these matters, as they will be mutually beneficial in establishing long term and profitable relationships for all parties using these Coles Group Limited Distribution Centres.

GENERAL INSTRUCTIONS

The basis of your agreement with Coles Group is as follows:

All orders are to be delivered to a Coles Group at your cost.

Notes:


a) The address of the Consolidation Centre(s) is set out later in this document.

b) All consignments will be at the supplier’s risk until a signature for clean receipt is given at the Distribution Centre.

Each separate consignment must be accompanied by a separate consignment note and packages per consignment individually numbered.

No suppliers will charge a freight component on any invoice.

THE IMPORTANCE OF STORE NUMBERS.

In many situations we have more than one Supermarket in a particular location, therefore it is essential that store numbers referring to a specific consignment for those stores are shown on each carton and associated documentation.

INVOICES
Invoice & Short Shipment Advice must always accompany the consignments to which they refer. If no shortages, Short Shipment Advise is still required to confirm that this is the case. 
To ensure no loss of invoices, please enclose in a plastic self adhesive “invoice enclosed” envelope and attach that envelope to the back of the receivers copy of the docket or consignment note.

All invoices must be as EDI order and run in Coles Group item sequence.

We require only one consolidated invoice for each delivery, separate invoices for individual stores will not be accepted.
PACKAGING
All packaging must be adequate to meet transport needs of the consignment under normal transport conditions.

Any sign of damage on receipt may cause the consignment to be rejected & returned at your expense.

Pre-packed multi items in single package will be accepted, providing they are clearly identified (Tape, label etc).

All cartons should be adequately sealed to provide both security & protection for the contents. The use of plastic or metal strapping is discouraged wherever possible.

As stock will be automatically sorted, all cartons must comply with the size & weight & details set out below. Any other packaging, eg shrinkwrap, which you may feel is suitable for transportation but is slightly outside these parameters may be approved after testing. Please contact Operations Manager to arrange testing (see locations & contacts for details).

SOMERTON NDC
 



Minimum

Maximum

Length:


Nil


700mm

Width



Nil

          550mm

Height


Nil


400mm

Weight


0.5Kg

          16Kg

EASTERN CREEK NDC
 



Minimum

Maximum

Length:


200mm

700mm

Width


          150mm

550mm

Height


100mm

400mm

Weight


0.5Kg

          16Kg

CHARGING OF FREIGHT

As the terms of the order call for you to pay freight to Coles Group, instruct the forwarder to charge you direct. DO NOT CHARGE US.

PALLETS

Our preferred pallet is either CHEP or LOSCAM. The Consolidation Centre will only accept transfer on to our account under the terms of Coles Group current policy. Pallets are not exchanged. 
TRANSPORTATION OF DANGEROUS GOODS

You are reminded that the consignor is responsible for the completion of all documentation relevant to dangerous goods. We draw your attention to the Australian Code for the Transportation of Dangerous Goods by Road and Rail, available from the Australian Government Publications Office in each state’s capital city.

Under Occupational Health & Safety (Hazardous Substances) Regulations 1999 

It is the Manufacturer & importer’s duty to label dangerous goods.

ORDER PROCESSING

DELIVERIES
· Replenishment merchandise. ie. store orders received via EDI, must be delivered on the rostered day specified on the order.

Please take note of the following Cross Dock rules also – 

· All suppliers have a lead time of 2 days (this excludes the day the order is received). 

· If the delivery is not delivered on the due date it cannot be delivered any day after.

There are no exceptions to these 2 rules.

· If a supplier cannot commit to meeting the 2 day lead-time, then the supplier is not a suitable candidate for supplying through the Cross Dock method.

· Suppliers must quote the appropriate order number when communicating with Consolidation Centre. The number may be up to 9 digits starting with 432 for Victorian deliveries & NSW deliveries.

· Booking for stock will not be accepted if a purchase order number/APN number is not quoted, as we must confirm it against a valid order on our computer system to allow the receipt process to commence.

· Any modification to a purchase order – including change of delivery dates, quantities, pack sizes, etc, - will only be authorised with the buyer concerned and must be communicated prior to delivery day.

· Coles Group will not accept any deliveries outside nominated delivery window, shown on the purchase order.

· Any purchase EDI order not delivered by the nominated delivery date will be cancelled.

· Stock delivered within the delivery window must be packed as specified and meet all details of the purchase order.

· Any stock delivered which does not meet any above requirements will be returned to suppliers at their expense and the order deemed cancelled.

PREPACKED DELIVERIES
All cartons must be packed for individual store requirement

Cartons must be labelled by store. 

Labels facing outwards.

Merchandise must be palletised as per Somerton NDC / Eastern Creek NDC roster eg. Monday, Tuesday etc.

For further details on pre-packs and roster days please contact:

Operations Manager. 


Further information and registration is available at http://www.supplierportal.coles.com.au/csp/wps/portal/web/ElectronicTrading 

To register for email updates please select: REGISTER NOW

For further information please Click on the option for Non B2B Coles & Liquor Documents and Guidelines and this is where you will find all Cross Dock documentation.

LOCATION AND CONTACTS
All Coles Group DC Management are keen to assist you with any issue related to the movement, packaging or handling of your products.

Coles Group Limited Somerton NDC 

50-100 Union Road
Somerton VIC 3062
Telephone Reception:            (03) 9930 4610


Fax: 



      (03) 9930 4604
Receiving Team Manager:    (03) 9930 4735 

Coles Group Limited Eastern Creek NDC 

10 Roberts Road
Eastern Creek NSW 2766
Telephone Reception:          (02) 9834 9700
Fax:

                         (02) 9834 9746
Receiving Team Manager:   (02) 9834 9618[image: image2.png]
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