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This Manual contains details of House of Fraser’s standard terms and 
conditions of trade.  
 
Suppliers must familiarise themselves with the contents of this Manual 
and ensure that its contents are passed to all relevant parties in their 
organisations. 
 
This manual replaces all previous versions of Supplier Manual and the 
NDC Compliance Pack. 
 
Please note that this Supplier Manual is updated from time-to-time.  You 
may wish to review the Supplier Manual periodically at 
www.hofsuppliers.co.uk/info/suppliermanual.html  in order to ensure 
you have the most recent version.  Your continued acceptance of 
purchase orders from House of Fraser indicates your agreement to 
abide by the Supplier Manual and Terms and Conditions of Purchase.  
We will endeavour to ensure that you are informed of any changes as 
they occur.  Please contact your usual House of Fraser contact 
immediately if you have any concerns as to any amendments made. 
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1.  Executive Summary / Introduction 
 This Supplier Manual has been compiled by House of Fraser Ltd to communicate to 
 our Suppliers, the Terms & Conditions of Purchase as well as procedures that our 
 Suppliers need to follow in order to make a compliant delivery to any store within the 
 House of Fraser group.  
 
 This Manual also explains our Accounts, Import and Quality Assurance Procedures.  
 Therefore all Suppliers should familiarise themselves with the whole document before 
 they start making deliveries to House of Fraser. The Manual also enables our Suppliers to 
 understand our operational position and work ethics.  
 
 The purpose of this Manual is to ensure that our operating policies are adhered to 
 and that our Terms and Conditions of Purchase are clearly communicated to and 
 understood by our Suppliers to our mutual advantage. 
 
 If the policies and procedures contained in this Manual are not adhered to, it may 
 lead to delays in orders being received, deliveries being incorrectly processed and 
 ultimately lead to lost sales. 
 
 All we ask for is for your co-operation and compliance with the business procedures 
 detailed in this Manual to ensure that your goods reach our stores in a timely and 
 efficient manner. 
 
 For the most up-to-date information about House of Fraser, please visit 
 www.houseoffraser.co.uk. 
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2.  Corporate Social Responsibility Policy  
 
 House of Fraser and Supplier Responsibilities 
 House of Fraser offers a wide range of goods encompassing clothing, home 
 furnishings, gifts, cosmetics, footwear and food. To create and produce this range of 
 products most Suppliers (including ourselves) have their own complex supply chains 
 and we aim to understand the diverse components within them.  We are committed to 
 ensuring that we continuously look at ways of improving working standards and the 
 effect we, and they, have on the environment and require our Suppliers to also adopt 
 their own Corporate Social Responsibility Policy which should at least be as compliant with 
 House of Fraser’s own policy as set out below. 
 
 The Responsible Buying Policy requires due consideration to: 

2.1) People & Culture; 
2.2) Labour & Human Rights; 
2.3) The Environment; and 
2.4) The Community. 

 
2.1  People & Culture 
 Both customers and staff are extremely important to House of Fraser.   

 The majority of House of Fraser’s stores are fully accessible for all customers including 
 those with disabilities.  Where our older stores could not be adapted to suit all customers, 
 House of Fraser staff are trained to provide disabled customers with personal assistance 
 where the store prevents a disabled customer full access. 

  House of Fraser also has hearing loops in place at tills indicated with a hearing loop 
sign.   

  
 We are an equal opportunities employer and we are committed to ensuring that no 
 employee or applicant is treated lees favourably on the grounds of race, religion, age, 
 gender, ethnic origin, disability, or sexual orientation.  
 
2.2  Labour & Human Rights 
 House of Fraser believes in the importance of responsible sourcing and the promotion of 
 fair and safe working conditions within our supply chain and has introduced various policies 
 and practices to ensure our products in-store reflect House of Fraser’s stance. 
 
 2.2.1  The House of Fraser Ethical Sourcing Policy (‘ESP’) 
 House of Fraser prides itself on being able to offer its customers the newest 

products in all areas of the business. House of Fraser’s buyers continually search 
for new and exciting products from different parts of the world, and have, over the 
years,  developed long-term relationships with many Suppliers. As a result, House 
of Fraser has consistently offered customers high quality products.   

 
The ESP recognises the complexity of the supply chain, diversity of product lines 
and the global citizens that produce them. The approach is therefore realistic, 
objective, and geared towards continual improvement. The intention is to promote 
high ethical standards within the supply chain without imposing unachievable 
conditions, which may be counter productive to the workers and supplier’s interests 
or which may encourage dishonesty. Instead the aim is to understand the diversity 
of the supply chain, embrace local cultures, and through the trading relationships 
with the Suppliers, support livelihoods. 

 
 All manufacturing and processing units of Suppliers are subject to random factory 

compliance monitoring. New Suppliers are required to complete a self-evaluation 
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assessment on their sourcing principles and production capabilities, followed by an 
audit against House of Fraser’s ESP. 

 
 House of Fraser acknowledges the importance of responsible sourcing and the 

promotion of fair and safe working conditions within the supply chain.  House of 
Fraser’s ESP will recognise the complexity of the supply chain, diversity of product 
lines and the global citizens who produce them. House of Fraser recognises that 
global influences on employment conditions and human rights are continually 
changing. In order to keep up-to-date with these changes and developments, House 
of Fraser will review the policies periodically. 

 
  2.2.1.1 Sourcing Principles 
 House of Fraser is aware of the complexity of the supply chain and aims to 

understand the diverse needs within it.  House of Fraser is committed to 
ensuring Suppliers look at ways of improving the working standards and 
environment of their workers. 

 
 Since House of Fraser is not the direct employer of such workers within 

these supply chains, House of Fraser appreciates that achieving objectives 
will not be a simple task. There are many constraints on House of Fraser’s 
ability to raise working conditions, particularly where local governments do 
not enforce the law. However, House of Fraser aims to overcome these 
constraints through innovative partnerships and a process of continuous 
improvement.  

 
 Where non-compliance is reported, the ESP team will discuss a remediation 

programme with the Supplier and agree a review of the changes within a 
realistic period. Where a Supplier is unable or unwilling to make the 
proposed changes, House of Fraser will disengage from that Supplier 
without hesitation. 

 
 The ESP is communicated to all House of Fraser employees involved in the 

procurement of products. This is to ensure a collective and active role in 
influencing good practices, in addition to encouraging open and honest 
dialogue with Suppliers. 

 
  2.2.1.2 House of Fraser’s Approach 
 House of Fraser’s policy framework is necessarily complex, as it recognises 

the diversity of product lines and the global citizens who produce these 
products. The approach is therefore realistic, objective and geared towards 
continuous improvement. In relations with Suppliers, House of Fraser does 
not intend to impose unachievable conditions, which may be 
counterproductive to the workers and Suppliers’ interests or which may 
encourage dishonesty amongst House of Fraser’s supply chain. Instead, it 
endeavours to realise the diversity of the supply chain, embrace local 
cultures and, through our trading relationships, support livelihoods. 

 

 2.2.2 The Ethical Sourcing Code (ESC) 
 It will be the Supplier’s responsibility to communicate and implement House of 

Fraser’s ESP within their supply chain. The Supplier must assign a senior manager 
with the responsibility of implementing the code. 

 
 Where previous audits have been carried out against a different code, House of 

Fraser will review such policy to establish compatibility with House of Fraser’s own 
Policy. The ESC will be founded on, and will comprise, the following principles: 
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  2.2.2.1 Forced Labour 
A. No forced, bonded or involuntary prison labour. 
B. Workers are not required to lodge ‘’deposits’’ or their identity papers 

with the employer. However, employers may make copies of the 
workers documents for purposes of keeping records. 

C. Where workers are required by law to lodge deposits or identity 
papers, these must be returned to the worker promptly following the 
termination of employment contract. The holding of such papers should 
not be used to restrict free movement of workers. 

 
  2.2.2.2 Health and Safety 

A. A safe and hygienic working environment shall be provided, bearing in 
mind the prevailing knowledge of the industry and of any specific 
hazards. Adequate steps shall be taken to prevent accidents and injury 
to health arising out of, associated with, or occurring in the course of 
work, by minimising, so far as is reasonably practicable, the causes of 
hazards inherent in the working environment. 

B. Workers shall receive regular and recorded health and safety training, 
and such training shall be repeated for new or reassigned workers. 

C. Access to clean sanitary facilities and to visibly placed potable water 
shall be provided. No limits shall be imposed on the number of times 
workers can take drinks of water or use sanitary facilities. 

D. If accommodation is provided, this should be safe and clean. 
E. A sanitary food storage area shall be provided. 
F. The company observing the code shall assign responsibility for health 

and safety to a senior management representative. 
 
  2.2.2.3 Wages and Benefits 

A. The terms and conditions of employment should be made clear to the 
worker, either in writing or verbally in a way in which the workers 
understand them. 

B. Wages must be paid according to the national law or industry 
benchmark, whichever is the same, or greater than the minimum wage. 

C. Wages must be paid at regular intervals according to the national law 
or industry benchmark, whichever affords greater benefit. 

D. Deductions from wages not provided for by national law shall not be 
permitted without the expressed permission of the worker concerned. 

 
  2.2.2.4 Working Hours 

A. Workers shall not work in excess of the lesser of (a) the limits on 
regular and overtime hours allowed by local and national law, or (b) 60 
hours a week on a regularly scheduled basis, including overtime. Only 
under extraordinary business circumstances, and where permitted by 
national and local law, may 72 hours a week be permitted as an 
absolute maximum. 

B. Workers shall be guaranteed one day off every consecutive seven-day 
period. 

C. Overtime shall be voluntary only and workers shall be paid in 
accordance with national law. 

 
  2.2.2.5 Child Labour 

A. No children younger than the greater of 15 years of age, or 14 where 
the local law allows such exception consistent with International Labour 
Organization (ILO) guidelines, or the minimum age established by 
national and local law. 
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B. In the event that child labour is found, the Supplier should not 
terminate their employment but look for ways of remediation. 

C. There shall be no new recruitment of child labour. 
D. Children and young persons under 18 shall not be employed at night or 

in hazardous conditions. 
 
  2.2.2.6 Equal Treatment 

A. There shall be no discrimination in hiring, compensation, access to 
training, promotion, termination or retirement based on race, caste, 
national origin, religion, age, disability, gender, marital status, sexual 
orientation, union membership or political affiliation. 

 
  2.2.2.7 Freedom of Association 

A. Workers, without distinction, have the right to join or not to join trade 
unions, workers’ associations and bargain collectively. 

B. The employer adopts an open attitude towards the activities of trade 
unions and their organisational activities. 

C. Where this right is restricted by law, the supplier should facilitate the 
development of parallel means for independent and free association 
and bargaining such as a workers’ council. 

 
  2.2.2.8 Discipline 

A. Deductions from wages as a disciplinary measure shall not be 
permitted. 

B. All disciplinary measures shall be recorded. 
C. Physical abuse or discipline, the threat of physical abuse, sexual or 

other harassment and verbal abuse or other forms of intimidation shall 
be prohibited. 

 
 2.2.3 Monitoring the ESC 

The purpose of audits is to monitor, inspect and assess the implementation of the 
ESC.  House of Fraser’s own-label Suppliers are responsible for the auditing, 
monitoring, reporting and implementation of corrective action plans within their 
supply chains. 

 
 All manufacturing and processing units are subject to random factory compliance 

monitoring. New Suppliers are required to complete a self-evaluation assessment 
on their sourcing principles and production capabilities, followed by an audit against 
House of Fraser’s ESP.  Existing Suppliers will be requested to submit an up-to-
date social audit report supported by detailed remediation plans for non-
compliances. 

 
 House of Fraser will use independent consultants with a local presence to verify the 

accuracy of the reporting and assess the progress on any remediation programme 
in place. Suppliers must ensure that access to all the factory premises is not 
restricted and must provide all the information requested by the auditors for 
verification. Suppliers will maintain on file, all documentation necessary to 
demonstrate compliance with House of Fraser’s ESP, it being acknowledged that all 
information provided will be used in the strictest confidence. 

 
 2.2.4  Fairtrade 
 The Fairtrade Foundation seeks to improve the position of poor and marginalized 

producers in the developing world, by encouraging industry and consumers in the 
United Kingdom to support fairer trade. 

 



 

10 

 The Fairtrade Mark is awarded to producers of a wide range of products that meet a 
clear set of internationally recognised standards. Monitoring systems are in place to 
ensure that the Fairtrade principles and criteria are met and that individual 
producers benefit from the trading terms. 

 
 Only products licensed by the Fairtrade Foundation can carry the Fairtrade 

Certification Mark.   
 
2.3  The Environment 
 It is the responsibility of House of Fraser and its Suppliers to embrace the key 
 characteristics of an environmentally responsible business by sourcing environmentally 
 friendly products where possible. 
 
 2.3.1  Animal Welfare 
 House of Fraser remains committed to improving animal welfare standards on all 

product areas within the business. Suppliers are required to take responsibility for 
the standard of animal welfare within their supply chain and are encouraged, where 
practical to implement industry best practice standards.  

 
 House of Fraser discourages the mis-treatment of animals in the procurement of 

any animal product. 
 
 2.3.2  Animal Fur 
 House of Fraser has a strict no-fur policy and will not accept any non-food animal 

products unless they are a by-product of the meat industry. 
 
 2.3.3  Animal Testing 
 House of Fraser does not test and asks our Suppliers not to test our private label 

products on animals.  
 
 2.3.4  Endangered Species 
 House of Fraser does not knowingly source or sell products or ingredients from 

endangered species – House of Fraser supports CITES (Convention on 
International Trade in Endangered Species of Wild Fauna and Flora) which is an 
international agreement between governments. Its aim is to ensure that international 
trade in specimens of wild animals and plants does not threaten their survival. 

 
 House of Fraser understands the concerns of animal welfare groups and customers 

and on the occasion where House of Fraser does sell a product or ingredient that 
may prove controversial, ensures that the Supplier only uses farmed sources and 
provides a CITES certificate before buying the product or ingredient. 

 
 2.3.5  Organics 
 Organic standards require organic farms to be managed in a way that produces 

healthy food and produce, while also caring for the welfare of farm animals and the 
environment. 

 
 Organic farming delivers a wide range of benefits: 

• Working in balance with natural systems, 

• Consideration for the wider social and ecological impact of farming systems, 

• The encouragement of existing biological cycles involving flora, fauna, plants 
and animals, 

• Careful attention to animal welfare. 
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 2.3.6  Packaging & Signage 
 House of Fraser provides free carrier bags for customers to take their purchases 

home in, however, in order to reduce the demand for bags all customers are asked 
if they require a bag when making a purchase.  

 
 House of Fraser everyday bags are produced using recycled paper and are 100% 

recyclable themselves.  Only water based inks are used and the bags are printed 
and produced in the UK thereby reducing our carbon footprint by using fewer 
transport miles. 

 
 House of Fraser’s luxury carrier bags are made using paper from managed forests. 

They are weatherproof and are designed to be durable and reusable. The luxury 
carrier bags available in House of Fraser’s Dundrum, Eire store are un-laminated in 
order to comply with Irish regulations, and are also 100% recyclable.  

 
 House of Fraser’s polythene sale bags are composed of 25% recycled polythene in 

line with the Department for Environment, Food and Rural Affairs retailer’s initiative 
to reduce the environmental impact of carrier bags by 25% by the end of 2008. 

 
 The signage used throughout House of Fraser’s stores is produced on 75% 

recycled material and does not have a laminated finish. House of Fraser asks its 
stores to re-use signage wherever possible so as to reduce cost and waste and 
encourage Concession partners and Suppliers to follow the same policy wherever 
possible. 

 
 2.3.7  The House of Fraser Restricted Substances Policy (RSP) 
 The House of Fraser RSP details the requirements on the use of chemicals in 

consumer products, packaging materials, and processes. 
 
 The RSP is intended to protect the environment, as well as House of Fraser’s 

employees and customers from exposure to potentially harmful substances. 
 
 The RSP applies to both own label and branded Suppliers and should be applied to 

all products supplied to House of Fraser.  Existing legal requirements have targeted 
specific substances to be banned or restricted from products, packaging materials, 
& processes. The elimination of potentially toxic or hazardous substances is the first 
step in providing environmentally conscious products. 

 
  2.3.7.1 Marketing & Use Directive (76/769/EEC) 
 The objective of the Marketing & Use Directive is to protect the general 

public and the environment from certain dangerous substances and 
preparations and to ensure the proper functioning of the internal market. 

 
 The EU has drawn up a list of substances and preparations to which 

restrictions on  marketing and use apply. 
 
 The Directive manages the safety risk imposed by certain dangerous 

chemicals either by banning or restricting their use. These banned or 
restricted chemicals are defined in a complete list contained in the Master 
Directive 76/769/EEC and its amendments. 

 
 All manufacturers are obligated to comply with the restrictions for use of the 

chemicals mentioned in the Directive.  Additionally individual product types 
(e.g. Toys, Cosmetic & Food etc) will have their own specific list of allowed 
and prohibited chemicals and these should be referred to as required. 
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  2.3.7.2 Prohibited & Restricted Substances 
The Directive gives information on the current relevant legal requirements for 
bringing products onto the market. The Directives listed within the Master 
Directive specify banned substances and the acceptable limits for the use of 
other chemicals. 

 
 The Directives should be used to ensure information on these substances is 

taken  into account for product planning, development and design. 
 
 The following tables are provided for information only and do not replace 

applicable legal provisions. It is the Supplier’s responsibility to check and 
comply with all relevant National and International Directives & Regulations. 

 
 IMPORTANT: Compliance & Monitoring 
 All House of Fraser Suppliers should ensure products are certified to ensure 

compliance with legal requirements. 
 
 Test reports and certification should be made available to House of Fraser 

upon request. 
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List of Restricted Substances 
 

Home (Non Electrical), Apparel & Accessories 
 

Table 1 – Prohibited & Restricted Substances 

  
Material Restricted Limit 
Aliphatic Chlorohydrocarbons  Prohibited 

Antimony & its compounds  Restricted 

Arsenic & its compounds  Prohibited 

Asbestos  Prohibited 

Azo-Colourants  Restricted 

Barium  Restricted 

Beryllium & its compounds  Prohibited 

Benzene  Restricted 

Brominated Dioxins & Furans  Limits based on sum of substances by group: see Table 3 

Cadmium & it's compounds  Restricted 

CFC's & Halons  Prohibited 

Short Chain Chlorinated Paraffins  Restricted 

Chlorinated Dioxins & Furans  Limits based on sum of substances by group: see Table 3 

Creosotes  Prohibited 

Formaldehyde  Restricted 

Hexavalent Chromium & its compounds  Prohibited 

Lead & it's compounds  Restricted 

Mercury & its compounds  Restricted 

Nickel  Restricted 

NPEs  Prohibited 

PBBs  Prohibited 

PCBs & PCTs  Prohibited 

Phenols - Pentachlorophenol (PCP) & Salts Prohibited 

PFOS  Prohibited 

PAH’s  Restricted 

Phthalate Plasticisers  Restricted 

Polybrominated Biphenyls  Prohibited 

Polybrominated Diphenyl Ethers  Prohibited 

Toluene & Trichlorobenzene  Prohibited 

Tar Oils  Prohibited 

Tetrabromobisphenol A  Prohibited 

Thiourea  Prohibited 

Tri Phosphate  Restricted 

Tributyl Tin, Tributyl Tin Oxide &  Triphenyl Tin Restricted 
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List of Restricted Substances 
 

Home (Non Electrical), Apparel & Accessories 
 

Table 2 – Azo Dyes 
 

0-Aminoazotoluene  4-amino-azo-benzene 

0-Anisidine  

2,4,5-Trimethodylaniline  

2-Naphthylamine  

3,3'-Dichlorobenzidine  3,3'-Dimethyl-4,4'-diaminodiphenylmethane 

3,3'-Dimethyoxybenzidine  

3,3'-Dimethylbenzidine  

4,4-methodylenedi-o-toluidine  

6-methodoxy-m-toluidine  

4,4-methodylene-bis- (2-chloro-aniline)  

4,4-oxydianiline  

4,4-thiodianiline  

4-methodyl-m-phenylenediamine  

4-Amino azobenzene  

4-Chloro-o-toluidine  

5-nitro-o-toluidine  

Benzidine  

o-toluidine  

p-Chloroaniline  

4-methoxy-m-phenylenediamine  

4,4-methylenedianiline  4,4'-Diamino-diphenylmethane 

Azo Dyes  

Biphenyl-4-ylamine  4-aminobiphenyl xenylamine 
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List of Restricted Substances 
 

Home (Non Electrical), Apparel & Accessories 
 

Table 3 – Dioxins & Furans 
 

Group 1 

2,3,7,8 – Tetrachloro-dibenzo-p-dioxin 

1,2,3,7,8-Pentachloro-dibenzo-p-dioxin 

2,3,7,8-Tetrachlorodibenzofuran 

2,3,4,7,8-Pentachlorodibenzofuran 
Group 2 

1,2,3,4,7,8-Hexachloro-dibnzo-p-dioxin 

1,2,3,7,8,9-Hexachlorodibenzo-p-dioxin 

1,2,3,6,7,8-Hexachlorodibenzo-p-dioxin 

1,2,3,7,8-Pentachlorodibenzofuran 

1,2,3,4,7,8-Hexachlorodibenzofuran 

1,2,3,7,8,9-Hexachlorodibenzofuran 

2,3,4,6,7,8-Hexachlorodibenzofuran 
Group 3 

1,2,3,4,6,7,8-Heptachloro-dibenzo-p-dioxin 

1,2,3,4,6,7,8,9-Octachloro-dibenzo-p-dioxin 

1,2,3,4,6,7,8-Heptachloro-dibenzofuran 

1,2,3,4,7,8,9-Heptachloro-dibenzofuran 

1,2,3,4,6,7,8,9-Octachloro-dibenzofuran 
Group 4 

2,3,7,8-Tetrabromo-dibenzo-p-dioxin 

1,2,3,7,8-Pentabromodibenzo-p-dioxin 

2,3,7,8-Tetrabromodibenzofuran 

2,3,4,7,8-Pentabromodibenzofuran 
Group 5 

1,2,3,4,7,8-Hexabrom-dibenzo-p-dioxin 

1,2,3,7,8,9-Hexabromdibenzo-p-dioxin 

1,2,3,6,7,8-Hexabromdibenzo-p-dioxin 

Dioxins & Furans 

1,2,3,7,8-Pentabromdibenzofuran 
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 2.3.7.3 REACH Regulation (EC) No. 1907/2006 & REACH Directive  
 2006/121/EC 

 REACH is short for Registration, Evaluation, Authorisation and Restriction of 
Chemicals and is an EU Regulation for the management of chemicals. 
REACH will eventually reform the whole EU approach to regulating 
chemicals; REACH requires all manufacturers; importers and downstream 
users to register the chemicals they use so that it can be determined if these 
uses are safe or whether the use of certain  chemicals needs to be restricted 
because of their adverse affect human health or the environment. 

 
   What does REACH mean for House of Fraser? 
 REACH will have an impact throughout the supply chain on products and 

preparations. The Regulations sets out a number of obligations for 
producers and importers of “articles”. The provision is set out as a safety 
clause to ensure that there will not be any unknown substances coming on 
the market via an article produced outside the EU. 

 
 Retailers are producers when they are selling products under own label.  

Accordingly, House of Fraser is required to ensure that the manufacturer of 
the product has registered the use of the substance contained in the same. 

 
 REACH Requirements: 
 Registration 

- All producers and importers of chemicals in volumes of 1 tonne or more 
per year and per producer/importer must register them with the EU 
Chemicals Agency 

-  Information regarding their properties, uses, and instructions for safe 
handling must be submitted to the EU Chemical Agency. 

-  This safety information must also be passed onto downstream users 
(manufacturers that use these chemicals in their production processes). 

-  Non-confidential information can be made available to the public. 
 

 Evaluation 
-  Public authorities will evaluate registration dossiers and highlight 

substances of concern, requesting more information where necessary. 
-  Animal testing proposals will be scrutinized by the public authority. 

 
Authorisation 
-  Use-specific authorisation is required for all chemicals that are known to 

cause cancer, mutations, or problems with reproduction or that 
accumulate in human bodies and the environment. 

-  Authorisation for use will only be granted by the EU Chemical Agency to 
companies that show that the risks are adequately controlled or if social 
and economic benefits outweigh the risks where there are no suitable 
alternatives or technologies. 

 
Restrictions 
-  Use of certain dangerous substances will continue to be restricted in the 

EU until the current Directive is revoked and replaced as of 31 May 2009 
by the REACH regulation. 

-  REACH will eventually mean that clearer procedures will be in place and 
decisions on the use of certain chemicals will be able to be taken more 
quickly. 

 
 When importing products from outside the EU, Suppliers will be required 

to perform the following administrative checks: 
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• Identify all chemical substances used in all products; 

• Work out the total of each chemical used; 

• Define if they are dangerous and if the total amount used exceeds 
the thresholds stipulated in the Regulation; 

• Find out if the chemical is already been registered for that end use 
and if not the EU Chemical Agency should be contacted for further 
advice (http://ec.europa.eu/echa/). Please note that the process of 
“Pre-registering” a chemical started in June 2008; and 

• Once pre-registered, a company will have a time window of between 
2 and 7 years to complete full registration depending on the 
chemicals concerned. However if the company does not pre-register 
by Dec 2008, they will need to complete a full registration before 
sale. 

 
 2.3.7.4 RoHS: The Restriction of the use of certain Hazardous   

 Substances in Electrical and Electronic Equipment 2006 
 The Restriction of the use of certain Hazardous Substances in electrical and 

electronic equipment (RoHS) Regulation aims to limit the environmental 
impact of electrical and electronic equipment when it reaches the end of its 
life.  It does this by minimising the use of hazardous substances and 
ensuring the harmonisation of legislation controlling hazardous substances 
in electrical and electronic equipment across the Community. 

 
 A producer may not place new Electrical and Electronic Equipment (EEE) on 

to the EU market that contains any of the following substances in amounts 
exceeding the set maximum concentration values: 

• Lead; 

• Cadmium; 

• Mercury; 

• Hexavalent Chromium; 

• Polybrominated Biphenyls (‘PBB’) and 

• Polybrominated Diphenyl Ether (‘PBDE’). 
 
   Maximum Concentration Values: 
 For the purpose of the RoHS Regulations, a maximum concentration value 

of up to 0.1% by weight homogenous materials for lead, mercury, 
Hexavalent chromium, PBB and PBDE, and of up to 0.01% by weight in 
homogenous materials for cadmium will be permitted in the manufacture of 
new EEE. 

 
 There is no prescribed method to demonstrate compliance, but producers 

can base compliance on material declarations and/or material analysis. 
 
 EEE covered by the RoHS Regulations: 

• Large Household Appliances; 

• Small Household Appliances; 

• IT and Telecommunications Equipment; 

• Consumer Equipment; 

• Lighting Equipment (Including electric light bulbs and household 
luminaires); 

• Electrical and Electronic Tools (With the exception of large scale 
stationary industrial tools); 

• Toys, Leisure and Sports Equipment; and 

• Automatic Dispensers. 
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 Exemptions include: products where electricity is not the main power source, 
products where electrical/electronic components are not needed to fulfil the 
primary function, items placed on the market before 1st July 2006, Batteries, 
Medical devices, & Military equipment. 

 
 Compliance: 
 A producer shall at the request of the enforcement authority submit within 28 

days of the date of request, technical documents, or other information 
showing that EEE placed on the market complies with the requirements of 
the regulations. 

 
 A producer shall ensure that he retains the technical documents or other 

information for a period of 4 years from the date that he places EEE on the 
market. 

 
 IMPORTANT: Compliance & Monitoring 
 All House of Fraser Suppliers should ensure products are certified to ensure 

compliance with legal requirements. 
 
 Test reports and certification should be made available to House of Fraser 

upon request. 
 
 2.3.8  The House of Fraser Timber Sourcing Policy (‘TSP’) 
 House of Fraser has chosen ProForest as its monitoring partner. ProForest 

(www.proforest.net) is an independent company working with natural resource 
management and with their assistance we have committed to progressively 
sourcing from credibly certified legal and well-managed forest sources and 
supporting the continual improvement of responsible timber sourcing by our 
suppliers. 

 
 2.3.8.1 Principles 

 The House of Fraser TSP constitutes Part II of the House of Fraser ESP and 
applies to both own bought and branded timber product.  The main objective 
of the policy is to encourage the promotion and enhancement of 
environmental sustainability and good forest management amongst House 
of Fraser Suppliers. 

 
 House of Fraser recognizes that its Suppliers have their own complex supply 

chains  and aims to understand the diverse needs within it. House of Fraser 
has adopted a step-wise approach in implementing the TSP with the 
eventual goal of Suppliers achieving recognised certification. 

 
 Where non-compliance is reported, House of Fraser will discuss the 

proposed remediation programme with the Supplier and agree a review of 
the changes within a realistic period. Where a Supplier is unable or unwilling 
to make the proposed changes, House of Fraser will disengage from that 
Supplier without hesitation. 

 
 The House of Fraser TSP is communicated to all employees involved in the 

procurement of timber products. This is to ensure employees take a 
collective and  active role in influencing good practices, in addition to 
encouraging open and honest dialogue with House of Fraser’s Suppliers. 

 
 The TSP applies to both own bought and branded timber products and 

contains guidelines on timber sourcing for all products supplied to House of 
Fraser. 
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  2.3.8.2 House of Fraser’s Approach 
 House of Fraser’s approach is realistic, objective and geared towards 

continuous improvement. In its relations with Suppliers, House of Fraser 
does not intend to impose unachievable conditions which may be socially 
and economically counterproductive for the workers or which may 
encourage dishonesty amongst its supply chain. Instead, House of Fraser 
endeavours to realize the diversity of its supply chain, embrace local cultures 
and through trading relationships, enhance environmental sustainability and 
good forest management. 

 
  2.3.8.3 Timber Sourcing Code 
 It is the Supplier’s responsibility to communicate and implement House of 

Fraser’s TSP within their supply chain. The Supplier must assign a senior 
manager with the responsibility of implementing the code. All Suppliers are 
required to comply with each principle within the Timber Sourcing Code for 
all timber products supplied to House of Fraser. 

 
 Where a supplier already holds a Chain of Custody (‘CoC’) certificate, or is 

sourcing from an external CoC certified source, House of Fraser will review 
the standards of the certification scheme used to establish compatibility with 
its policy. 

 
 The code is founded on, and comprises the following principles:- 
 

A. Known and Legal Origins 
A.1 All timber products supplied to House of Fraser shall originate from 

a known forest source, with evidence to demonstrate at a minimum 
the country of forest origin. 

A.2 For timber products originating from high risk countries (as listed in 
High Risk Areas for Timber Sourcing below), evidence to 
demonstrate that the forest origin is a legal source is required as a 
minimum (see Monitoring and Certification, below). 

 
B. Compliance with Legislation 

B.1 Suppliers must be able to ensure that timber products supplied to 
House of Fraser originate from forest sources which are managed 
in compliance to all applicable local and national legislation. Where 
sourcing is from a high risk country (as listed in Tree species in 
CITES Appendices and EU Wildlife Trade Regulation below), the 
appropriate levels of evidence is required (see Principle 4). Where 
sourcing from a low risk country, evidence of country source is 
sufficient. 

 
C. Compliance with International Regulations 

C.1 For all manufacture of House of Fraser products, the use of timber 
species within 

 Appendix I of CITES is prohibited. (Please see Tree species in 
CITES Appendices and EU Wildlife Trade regulation below). 

C.2 Use of species contained within Appendix II and III of CITES, as 
well as those species listed as Critically Endangered or 
Endangered on the IUCN Red List, shall only be accepted by 
House of Fraser with documented evidence that it is sourced from 
a certified forest area. (Please see Tree species in CITES 
Appendices and EU Wildlife Trade regulation below). 

 
 



 

20 

D. Sourcing from High Risk Countries 
D.1 Where timber is sourced from a ‘high risk’ country as listed in High 

Risk Areas for Timber Sourcing below, the Supplier is required to 
provide evidence that all timber or timber products are fully 
traceable from forest source to point of sale and have been 
sourced from an accepted House of Fraser verification scheme 
(see Monitoring and Certification). 

D.2 Where timber or timber products are sourced from countries not 
contained within Tree species in CITES Appendices and EU 
Wildlife Trade regulation (below), evidence of country of origin is 
sufficient. 

 
  2.3.8.4 Monitoring and Certification 
 In implementing the TSP, Suppliers are responsible for the auditing, 

monitoring, reporting and implementation of corrective action plans within 
their supply chains. 

  
 House of Fraser recommends that suppliers undergo CoC certification as 

this ensures that all activities within the supply chain; administration, 
purchasing, production and sales are accurately documented. In addition 
CoC provides assurance that the timber products originates from well 
managed certified forests. 

 
 House of Fraser currently endorses the FSC and PEFC certification 

schemes. However where neither FSC nor PEFC certification is available, 
House of Fraser will consider other forms of verification in a preferential 
step-wise manner. 

 
Category 1 National certification schemes whose principles are 

compatible with those set out in this policy. Where available, 
this is the preferred form of assurance. 

 
Category 2 Independent schemes to verify progress towards forest 

certification, which meets the requirements of this policy. 
Where no other forms of certification are available, this form 
of assurance is preferred. 

 
Category 3 Assurance of known and legal source. This category will only 

be accepted with an agreed remedial scheme in place for the 
specified Supplier. 

 
Additionally, House of Fraser uses independent consultants to verify the 
accuracy of evidence provided for compliance to the policy, reporting and to 
assess the progress on any remediation programme in place. Suppliers 
must ensure that access to all facilities within the supply chain is not 
restricted and must provide all the information requested by the independent 
consultant for verification. 

 
Suppliers will maintain on file, all documentation necessary to demonstrate 
compliance with the House of Fraser Timber Sourcing Policy. 

 
 All information provided is used in confidence. 
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  2.3.8.5 High Risk Areas for Timber Sourcing 
 Countries in which there is a risk of illegal timber harvesting or where there 

are other environmental or social concerns about the sourcing of timber 
products: 

 
 Eastern Europe 
 1. Estonia 
 2. Latvia 
 3. Russia 
 4. Bulgaria 
 5. Ukraine 
 6. Lithuania 
 
 Africa 
 1. Cameroon 
 2. Equatorial Guinea 
 3. Gabon 
 4. Ghana 
 5. Liberia 
 6. Congo Brazzaville 
 7. Côte d’Ivoire 
 8. Democratic Republic of Congo 
 9. Central African Republic 
 
 Asia Pacific 
 1. China 
 2. Indonesia 
 3. Malaysia 
 4. Papua New Guinea 
 5. Burma 
 6. Philippines 
 7. Thailand 
 8. Vietnam 
  
 Latin America 
 1. Brazil 
 2. Ecuador 
 3. Peru 
 4. Honduras 
 5. Bolivia 
 6. Guyana 
 
 N.B. This list is not exhaustive. 
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Tree species in CITES Appendices and EU Wildlife Trade Regulation 
Species Common name(s) Native region Use 

Species Common Name(s) Native Region Use 
CITES Appendix I / EU Wildlife Trade Regulation Annex A 

Abies guatemalensis Guatemala Fir Central America Timber 
Araucaria araucana Monkey Puzzle Argentina, Chile Timber 

Balmea stormiae Ayuque Central America 
Mexico 
Brazil 

Timber 

Dalbergia nigra Brazilian Rosewood 
Bahia Rosewood 

Central America 
South America 

Brazil 

Timber 

Fitzroya cupressoides  Alerce 
Chilean False Larch 
Patagonian Cypress 

Argentina 
Chile 

Timber 

Pilgerodendron uviferum Chilean Cedar 
Pilgerodendrib 

Argentina 
Chile 

Timber 

Podocarpus parlatorei White Pine 
Palatore’s Podocarp 

Argentina 
Bolivia 
Peru 

Timber 
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Species Common Name(s) Native Region Use 
CITES Appendix 2 / EU Wildlife Trade Regulation Annex B 

Aquilaria malaccensis Agarwood 
Aloeswood 

Eaglewood or Gaharu 

S. Asia 
S.E. Asia 

Timber/medicinal 

Caryocar costaricense Ajo 
Garlic tree 

Columbia 
Costa Rica 

Panama 
Venezuela 

Timber 

Gonystylus spp.* Ramin S.E. Asia Timber/medicinal 
Gyrinops spp.* Agarwood 

Aloeswood 
Eaglewood or Gaharu 

S. Asia, S.E. Asia Timber/medicinal 

Guaiacum spp Lignum Vitae Honduras 
Nicaragua 
Panama 
Mexico 

West Indies 
Colombia 
Venezuela 

Timber 

Oreomunnea pterocarpa Caribbean Walnut Central America 
Mexico 

Timber 

Pericopsis elata Afrormosia 
African Satinwood 

African Teak 

West Africa Timber 

Platymiscium Pleiostachyum Cristobal 
Granadillo 

Quira Macawood 

Costa Rica, Panama Timber 

Podophyllum hexandrum Himalayan May-Apple Himalaya Medicinal 
Prunus Africana African Cherry 

Blackwood 
Red Stinkwood 

Red Ivory 

Tropical Africa 
Madagascar 

Timber/medicinal 

Pterocarpus santalinus Red Sandalwood 
Saunderswood 

Algum 
Almug, 

India Timber/medicinal 

Swietenia humilis Mexican Mahogany 
Honduras Mahogany 

Central America Timber 

Swietenia macrophylla 
 (all populations  
in the Americas) 

Big-Leaf Mahogany S. America Timber 

Swietenia mahagoni Caribbean Mahogany Caribbean Timber 
Taxus chinensis* Chinese Yew S. Asia, China Timber/medicinal 
Taxus cuspidate* Japanese Yew China 

Japan 
Korea 

Russia Far East 

Timber/medicinal 

Taxus fauna* Chinese Yew China Timber/medicinal 
Taxus sumatrana* Chinese Yew Philippines  

and Indonesia 
Timber/medicinal 

Taxus wallichiana Himalayan Yew S. Asia Timer/medicinal 
* Inclusion to Appendix II at the 13th Conference of Party, October 2004
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Species Common Name(s) Native Region Use 
CITES Appendix III / EU Wildlife Trade Regulation Annex C 

Cedrela odorata 
(Population of Colombia 

And Peru) 

Central American Cedar 
Spanish Cedar 

Peru 
Colombia 

Timber 

Dipteryx panamensis 
(Costa Rica) 

Almendro 
Eboe 

Tonka Bean Tree 

Costa Rica 
Panama 
Colombia 

Timber 

Magnolia liliifera var. 
Obovata 

Safan 
Magnolia 

Bhutan 
China 
India 
Nepal 

Papua New Guinea 

Timber 

Podocarpus neriifolius Black Pine 
Brown Pine 

Yellow Wood 

China 
Nepal 

Timber 

Tetracentron sinense 
(Nepal) 

 Central & Western China 
North Burma 

Nepal 

Timber 

* Inclusion to Appendix II at the 13th Conference of Party, October 2004 

 
  Sources of Information: 

CITES Appendices (17 February 2005)  
http://www.cites.org/eng/app/appendices.shtml 
CITES World, Official Newsletter of the Parties, December 2004 
http://www.cites.org/eng/news/world/14.pdf 
Traffic Europe, Looking Under the Veneer Implementation manual on EU timber 
trade control: focus on CITES-listed trees, March 2004 
http://www.traffic.org/publications/Looking_Under_the_Veneer_TEUR04.pdf 
CITES UK, February 2005  
http://www.ukcites.gov.uk/pdf_files/GN15%20Timber.pdf 
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 2.3.9 Waste Electrical and Electronic Equipment (WEEE) 
  The WEEE Directive sets out measures for collecting waste electrical and electronic 

equipment for recovery, recycling and re–use. 
 
 Under this legislation, it is the responsibility of the retailer to meet a ‘Consumer 

Information Obligation. This obliges retailers to inform customers as to the 
availability of WEEE collection facilities throughout the UK, and assist in developing 
their knowledge of recycling issues surrounding WEEE.   

 So that House of Fraser’s customers can get their waste electrical goods recycled, 
House of Fraser contributes towards a national fund to assist local councils to 
further develop their existing waste electronics collection facilities. In order to assist  
its customers in remembering that electronic goods can be recycled and therefore 
should not be placed in the general waste, all products of this type are to be marked 
by the Supplier with a crossed out wheeled bin symbol.  
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3.  Terms and Conditions of Purchase 

 
TERMS AND CONDITIONS OF PURCHASE 
 
HOUSE OF FRASER (STORES) LIMITED 
 
Store Support Centre 
27 Baker Street, London, W1U 8AH 
� 020 7003 4000 
 
Registered Office: Granite House, 31 Stockwell Street, Glasgow, G1 4RZ 
 
Registered in Scotland No: 10677  
 
VAT Registered No: 259 97 68 79 

 
 3.1 Definitions 

 In these terms and conditions: 
 

“Authorised Representative” means a director of the Company, or a buying 
director or a manager of the Company duly authorised by a director of the Company 
to deal with the Supplier in the ordinary course of business; 
 
“Business Day” means any day which is not a Saturday, Sunday or a Bank 
Holiday in England and Wales under the Banking and Financial Dealings Act 1971 
(as amended and replaced from time to time).  A Business Day shall be deemed to 
begin at 9am and end at 5.30pm GMT or BST (if in force at the relevant time);  
 
“The Company” means House of Fraser (Stores) Limited, or any company which is 
for the time being a parent company, a subsidiary undertaking or an associated 
undertaking thereof as defined in the Companies Act 1985; 
 
“Customer” means a customer of the Company in relation to the Goods; 
 
“The Goods” means the subject matter of an Order including (but not limited to) 
raw materials, finished or semi-finished materials or articles, machinery, parts, 
spares, commodities, and whether one or a number of items, whether or not 
identical or similar (including any such materials, articles and commodities supplied 
in connection with any Services performed by the Supplier for the Company 
pursuant to the Order); 
 
“NDC” means the Company’s National Distribution Centre at Park Farm Industrial 
Estate, Shaw Close, Wellingborough, NN8 2BN or such other address as notified by 
the Company to the Supplier from time to time; 
 
“Order” means the Company’s purchase order in respect of Goods or Services 
ordered issued to the Supplier either by electronic commerce or other comparable 
means as agreed between the parties or on the Company’s official order form and 
duly signed by an Authorised Representative; 
 
“The Services” means any work and/or services or any of them performed by the 
Supplier for the Company pursuant to an Order; 

 
“Store(s)” means the premises from which the Company trades; 
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“Supplier” means any person, firm, company or other entity supplying Goods or 
Services to the Company and to whom an Order is addressed; and 
 
“Supplier Manual” means the Company’s supplier manual containing information 
and further trading terms and conditions provided to the Supplier, and all updates in 
respect of this provided by the Company to the Supplier from time to time. 
 
The headings in these Terms and Conditions do not affect their interpretation: 

 
3.2 Acceptance of Order 

3.2.1 Acceptance by the Supplier of an Order or other contract or agreement of 
the Company constitutes acceptance of these Terms and Conditions. These 
Terms and Conditions shall be deemed to incorporate the provisions of the 
Supplier Manual and any other communication regarding trading standards 
or Health and Safety requirements as communicated by the Company to the 
Supplier from time to time. 

3.2.2 No Order, contract or agreement of the Company shall be subject to any 
other terms and conditions or to any modification of these Terms and 
Conditions unless an Authorised Representative expressly agrees in writing 
to accept some other term or condition or to modify or amend these terms 
and conditions. 

3.2.3 The Company shall not be deemed to have accepted any such other terms 
and conditions or to have waived any of these Terms and Conditions by 
failing to object to provisions contained in any invoice or any other 
communication from the Supplier. 

3.2.4 These Terms and Conditions prevail over any inconsistent terms or 
conditions contained or referred to in the Supplier’s quotations or 
acceptance of an Order or correspondence or elsewhere or implied by trade 
custom, practice or course of dealing.  

 
3.3 The Order 

3.3.1 Orders will be sent electronically to all suppliers; either via EDI or e-mail. 
Method to be agreed at the point of supplier set up.  

3.3.2 Any verbal Order shall not be binding on the Company, even if given by an 
Authorised Representative.  

3.3.3 The Company’s name and address and the full Order number must appear 
on the Supplier’s invoice, the Supplier’s packing note, the nominated 
carrier’s delivery advice, any other correspondence relating to the Order and 
on the outside of the carton containing the Goods.  The Supplier’s packing 
note must accompany the Goods delivered (unless the order is delivered via 
cross dock).  Any Goods which do not carry this information may be refused 
by the Company. 

3.3.4 The Supplier shall ensure that all necessary import licences and other 
governmental authorisations have been obtained and that all duties, imposts 
and taxes including any import duties have been satisfied prior to delivery of 
the Goods to the Company. The Supplier agrees on request to supply the 
Company with any necessary declarations and documents stating the origin 
of the Goods. 

 
 3.4 Quality, Quantity and Description 

3.4.1 It is a condition of the Order that: 
a) the Goods meet the specifications referred to in the Order as to 

quantity, quality and description and other information or instructions 
specified or made known to the Supplier; 

b) the design construction and quality of the Goods will comply in all 
respects with any statutory rule or regulation in force of the time of 
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delivery and with all applicable European and United Kingdom safety 
standards including British Standards, General Product Safety 
Regulations 2005, the Sale of Goods Act 1979 and the Supply of 
Goods and Services Act 1982;  

c)  The Goods will be fit and suitable for the purpose intended by the 
Supplier, of satisfactory quality and of good material and workmanship 
and free from defect; 

d)  The Supplier warrants that the provision of the Services will comply 
with any statutory rule or regulation which may be in force at the time 
the Services are provided; and 

e)  The Services are provided in accordance with the terms of the Order 
and are executed with reasonable care, skill and diligence by properly 
qualified and experienced persons. 

3.4.2 The Supplier undertakes immediately to repair or replace, free of charge to 
the Company, any defective Goods or immediately to re-supply free of 
charge to the  Company, any defective Services in either case notified to the 
Supplier within twelve (12) months (or any longer warranty period expressly 
agreed) from the date of receipt of the Goods or Services by the Company. 

3.4.3 The Supplier shall pass to the Company the benefit of any additional 
warranties secured from the Supplier’s supplies. 

 
 3.5 Inspection and Testing 

3.5.1 The Company or its representative or agent may, upon giving reasonable 
notice to the Supplier, inspect or test the Goods or Services at the Supplier’s 
works or at the works of any permitted sub-contractor or assignee.  For this 
purpose, the Supplier will give the Company or any nominee of the 
Company, or otherwise arrange for, reasonable access to the Supplier’s 
works or any such other works. 

3.5.2 If specified by the Company, the Supplier will give adequate notice of works 
tests which the Company is entitled to attend and will provide the Company 
with such test  certificates as the Company or its Customers may reasonably 
require. 

3.5.3 Such inspection does not relieve the Supplier of any liability nor does it imply 
acceptance of the Goods or Services by the Company. 

3.5.4 The Company reserves the right at its option either to reject any Goods or 
Services in whole or in part (whether or not the same have been delivered to 
and accepted by the Company) or to cancel the Order or any part of the 
Order or to delay acceptance of the whole or any part of it without any 
further payment or charge for storage or delay in any of the following 
circumstances: 
a)  failure by the Supplier to comply strictly with any description, 

specification, drawing or standard relating to Goods to be supplied or 
Services to be carried out; or 

b)  If the Goods or Services fail to pass any inspection or test in 
accordance with these terms and conditions; or 

c)  If the Supplier otherwise fails to comply in all respects with any of its 
obligations under these Terms and Conditions. 

3.5.5 The Supplier warrants that it will not employ children in the process of the 
manufacture, production and delivery of the Goods in contravention of any 
applicable laws, rules, regulations, interpretations of the law or 
administrative practices of any government department, agency or 
regulatory body in the territory in which the Goods are manufactured.  

 
 3.6 Delivery 

3.6.1 All Goods must be properly packed to protect them before and during 
delivery and delivered carriage paid to the Company’s premises in 
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accordance with the Order or any relevant delivery instructions document, 
unless previously agreed otherwise in writing by an Authorised 
Representative.  Packing instructions are contained in a further section of 
this Supplier Manual (for packing instructions please refer to module 7.1.11 
B, C, D, E & F).  The Company accepts no liability for packing materials or 
cases unless previously agreed. 

3.6.2 Goods delivered to the NDC or to a Store must be delivered to the official 
goods inward area at those premises and not to any buying or customer 
department at the Company’s premises. 

3.6.3 The Supplier shall deliver Goods between the delivery date and the 
cancellation date specified to it by the Company and/or in accordance with 
any schedule contained in the Order. 

3.6.4 Goods delivered must be pre-booked by the Supplier or its agreed carrier 
and delivered to the Company at the time and date specified by the 
Company when a booking is confirmed with the Supplier or its agreed 
carrier. Unless otherwise agreed in writing, any time or period given for 
delivery, despatch, performance or completion shall be strictly complied with 
by the Supplier.  The Supplier shall immediately notify the Company of any 
apprehended delay in delivery, despatch, completion or performance.  The 
date for delivery of Goods may only be varied by an amendment to the 
original Order by an Authorised Representative or by the issuance of a new 
Order.  The Supplier recognises that the Company in the ordinary course of 
its business contracts to purchase Goods on the basis of specific seasonal 
sales to defined customer groups identified by the Company suffering loss, 
wasted expense, loss of anticipated profits and damage to its reputation.  
Time is of the essence in the performance by the Supplier both of the Order 
and for delivery. 

3.6.5 The Company reserves the right to reject goods or Services not delivered or 
performed on time and/or to cancel the whole or any part of the Order of 
which such Goods or Services form part and/or return any Goods already 
delivered irrespective of the cause of delay without prejudice on the 
Company’s right to damages and any other remedies against the Supplier 
for breach of contract and without any liability of whatever nature on the 
Company. 

3.6.6 In respect of Goods delivered directly to a Customer’s address by the 
Supplier at the Company’s request, the Supplier must provide to the ordering 
Store proof of delivery of the Goods in the form of the Supplier’s delivery 
advice duly signed as accepted by the Customer. 

3.6.7 The Goods delivered to the Company are to be in the manner specified in 
the Order and the Supplier’s Manual (except where written agreement to 
vary is given by an Authorised Representative), such specification to include 
product packaging, ticketing and delivery information.  Any Goods outside 
the Company’s required specifications may be rejected by the Company or 
brought up to the specification standard at the Supplier’s own expense  

3.6.8 The Company reserves its right to cancel an Order in respect of Goods 
delivered which are not equal in every respect to the appropriate sample 
and/or identical with  the specification or description agreed with the 
Supplier or with any specification or description contained in the Order. 
Notwithstanding such cancellation, the Company shall be entitled to claim 
damages for breach of contract from the Supplier. 

3.6.9 The Company will not accept any delivery of Goods by instalments except 
where this has previously been agreed in writing by an Authorised 
Representative. 

3.6.10  House of Fraser does not create their own delivery advice notes, and will 
use the supplier’s documentation, provided that it contains the correct 
information including  House of Fraser references. 
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3.6.11  All deliveries must be accompanied with the following details: 
a) Supplier name and address; 
b) Supplier account number; 
c) House of Fraser Purchase order number; 
d) House of Fraser line numbers (9 digits); 
e) Quantity of cartons / hanging units; and 
f) Quantity of sales units. 

3.6.12  Suppliers are required to provide detailed, accurate delivery information. 
Each order must be accompanied by its own separate delivery 
documentation.  (For example, if the delivery comprises four orders, then 
there must be four separate delivery documents), together with an electronic 
ASN for all deliveries in to the National Distribution Centre. 

3.6.13 A consignment note will be signed for by a HOF representative (signed and 
printed) to confirm the receipt of an order and the number of outers/ pallets 
received. This paperwork shall be stamped “Received unchecked” and 
therefore does not constitute receipt of contents within.  

3.6.14  For bulk deliveries the paperwork should be attached on the first carton of 
the first pallet as the vehicle is opened. The paperwork should be inside a 
document pouch and should be easily visible and accessible. 

3.6.15  For the hanging stock the delivery documentation should be found on the 
first garment to be unloaded on every purchase order number   

3.6.16 When the Supplier delivers both hanging and boxed stock, they must ensure 
that they provide two individual sets of paperwork. 

3.6.17  House of Fraser will not be able to accept any delivery if it has insufficient 
accompanying documentation. 

3.6.18 The delivery documentation is not required for cross dock deliveries as the 
delivery details are contained within the electronic ASN, and should be left 
out of the cartons / hanging packs where possible. 

3.6.19 The Supplier must familiarise itself with Section 7 of the Supplier Manual. 
 

 3.7 Rejection of Goods  
3.7.1 The Company reserves the right to examine and to reject all Goods which do 

not conform with these Terms and Conditions and all other relevant sections 
of the Supplier Manual, which have not been delivered by the specified date 
set out in its Order or which are in excess or short of quantity ordered. 

3.7.2 All rejected Goods will be held by the Company awaiting the Supplier’s 
instructions, at the risk of the Supplier for a maximum period of 3 days and 
may be subject to storage, administration and handling charges.  If the 
Goods are not collected after this period, the Company reserves the right to 
arrange for the return of the Goods via the Company’s nominated carried to 
the Supplier at the sole expense and risk of the Supplier.  Alternatively, the 
Company shall be entitled (without liability) to dispose of the Goods at cost 
in such a manner as it sees fit, and to deduct its expenses of doing this from 
such disposal and pay the balance (if any) to the Supplier. 

 
 3.8 Sale or Return of Goods 

3.8.1 Where the Supplier agrees with the Company that the Goods can be 
purchased by  way of Sale or Return, the Supplier will collect the Goods that 
remain unsold upon being informed by the Company that the Goods are 
ready for collection. The Goods will be held by the Company for a maximum 
period of 3 days.  If the Goods are not collected after this period, the 
Company reserves the right to arrange for the return of the Goods via the 
Company’s nominated carried to the Supplier at the sole expense  and risk 
of the Supplier. Alternatively, the Company shall be entitled (without liability) 
to dispose of the Goods at cost in such a manner as it sees fit, and to charge 
its expenses in doing so to the Supplier. 
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 3.9 Title and Risk 

3.9.1 The delivery of Goods by the Supplier to the Company shall not constitute 
any change of ownership.  Risk of damage to or loss of the Goods shall pass 
to the Company upon delivery to the Company in accordance with an Order. 

3.9.2 Title to the Goods shall pass to the Company upon payment for the Goods 
to the  Supplier or as otherwise agreed between the parties without 
prejudice to any right of rejection or other right which may accrue or have 
accrued to the Company under these terms and conditions or otherwise.  
The Company reserves the right prior to payment for the Goods to unpack 
ticket, transport, alter or amend the Goods as is reasonable to enable the 
Company to prepare the goods for sale to its Customers. 

 
 3.10 Labelling  

3.10.1 All Goods must be clearly labelled to conform with the Trade Description Act 
1968 (as amended and replaced from time to time) and all other labelling, 
packaging and marking requirements as specified by the Company or as 
required in accordance with any law, rule, regulation, interpretation of the 
law or administrative practice of any government, government department, 
agency or regulatory body in the UK or the European Union. 

3.10.2 The Supplier shall unconditionally and irrevocably indemnify and hold 
harmless the Company from and against any and all losses, liabilities, 
pending or threatened suits,  proceedings, actions, damages, claims or 
demands and any costs, charges or expense of any character (including all 
reasonable legal fees on an indemnity basis) which may be incurred by or 
made asserted against the Company by reason of the breach by the 
Supplier of any of its obligations under Condition 3.10.1 above.  

 
 3.11 Ownership and Custody of Materials 

3.11.1 All designs, tools, patterns, drawings, dyes, materials, specifications and 
other items supplied by the Company or provided to the Company by the 
Supplier shall be or become the Company’s property and shall be 
maintained by the Supplier in good condition, be kept confidential and not 
used for any purpose other than carrying out an Order or any subsequent 
order placed by the Company and shall be returned or delivered to the 
Company carriage paid on request.  The Supplier will be responsible for 
making good any loss of or damage to any such items howsoever arising. 

3.11.2 The Supplier agrees neither to quote nor to supply parts made with the 
Company’s designs, tools, patterns, drawings, dyes or specifications to any 
third party without the prior consent in writing of the Company. 

 
 3.12 Use of Information – Confidentiality / Intellectual Property 

3.12.1 All information supplied by the Company shall be treated as confidential and 
shall not be disclosed or used other than to satisfy the requirements of an 
Order unless the information is or comes into the public domain otherwise 
than by breach of this Condition 3.12.1.  Similarly, any written material or 
drawings supplied by the Company to the Supplier shall remain subject to 
the Company’s copyright and shall not be copied or used for any purpose 
other than satisfying the requirements of an Order.  The Supplier shall 
promptly return, when requested by the Company, all written material and 
drawings supplied.  

3.12.2 The Company’s Intellectual Property rights (‘IP rights’) includes, but is not 
limited to, registered designs, unregistered designs, trade marks, copyrights, 
distinctive signs or rights of any nature relating to the product the Company 
solely creates and manufactures.  Where the Supplier has been instructed to 
create designs on the Company’s behalf, all rights attached to the designs, 
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including drafts, preparatory work etc, the Supplier creates are automatically 
assigned to the Company upon creation.  The Company gives the Supplier 
permission, for the term of these Terms and Conditions or as per the 
Company’s instructions, to use its IP rights in connection with the designs 
the Supplier is instructed to create.  The Supplier undertakes to not use any 
designs created by the Supplier for the Company in relation to any 
consultancy services the Supplier may provide for any other organisation or 
individual outside the scope of these Terms and Conditions, since the rights 
of such are vested in the Company.  The Supplier confirms that, as far as it 
is aware, the Supplier’s designs will not knowingly infringe that of a design 
created by a third party. 

 
 3.13 Liabilities and Indemnities  

3.13.1 The Supplier is liable for damage to or loss of the Company’s property in the 
Supplier’s possession. 

3.13.2 The Supplier shall indemnify the Company its agents, employees, officers, 
subsidiaries, associated companies and assigns against each loss, liability 
and cost directly or indirectly arising from or consequential upon: 
a)  an alleged or actual infringement of a patent, registered design, 

copyright, trade mark or other right of property vested in another 
person, firm or company resulting from the purchase, use or resale by 
the Company, its agents, employees, officers, subsidiaries, associated 
companies, assigns or customers of the whole or any part of the 
Goods or the Services; 

b)  an act or omission in the performance of or in connection with the 
obligations undertaken by the Supplier pursuant to the Order, whether 
due to the negligence of the Supplier, its agents, employees or sub-
contractors or their agents or employees, or otherwise, including, 
without limitation to the generality of the foregoing, any loss, liability or 
cost arising from any injury to a person or persons but excluding any 
loss, liability or cost arising directly from the negligence of the 
Company; 

c)  the Supplier has no obligation to indemnify the Company under 
Condition 3.13.2 if and to the extent that the relevant loss, liability or 
cost incurred was only incurred because the Supplier delivered the 
Goods or provided the Services strictly in accordance with the designs, 
plans or specifications  supplied by the Company; 

3.13.3 Without prejudice to any right or remedy available to the Company under 
statute or common law, the Supplier will irrevocably and unconditionally 
indemnify and hold harmless the Company from and against any and all 
losses, liabilities, pending or  threatened suits, proceedings, actions, 
damages, claims or demands and any costs, charges or expenses of any 
character (including all reasonable legal fees on an indemnity basis) suffered 
or incurred by the Company as a result of the supply or use by the Supplier 
of defective goods or workmanship in carrying out the Order or as a result of 
the performance or non-performance of the Order or Services or which arise 
as a result of any breach of the conditions, warranties, inducements or 
representations expressed or implied in the Order or any other defect or fault 
in the construction of the Goods, or any other breach of contact on the part 
of the Supplier, including but not limited to consequential or indirect loss and 
loss of profits. 

3.13.4 The Supplier shall unconditionally and irrevocably indemnify and hold 
harmless the Company from and against any and all losses, liabilities, 
pending or threatened suits,  proceedings, actions, damages, claims or 
demands and any costs, charges or expenses of whatsoever nature 
(including all reasonable fees on an indemnity basis) arising out of any loss 
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or damage to any movable or immovable property of any nature or type 
whatsoever of the Company or any third party and against any claim in 
respect of the death of or personal injury to any person whether in contract 
or tort or otherwise arising under common law, statute or otherwise as a 
result of breach of any statutory or common law duty or of any act or 
omission on the part of the supplier or any of its employees, sub-contractors, 
assignees or agents or as a result of the performance or non-performance of 
the Order or otherwise howsoever arising wherever such loss, damage, 
death or personal injury occurs (including but not limited to the Company’s 
premises). 

 
 3.14 Price 

3.14.1 Unless the Order expressly accepts or stipulates any provision for price 
variation and the basis of such variation, the price or rate for the Goods or 
Services is fixed and not subject to variation unless an Authorised 
Representative expressly agrees in writing. 

3.14.2 Failure by the Supplier to attend to any of the following details may mean 
delay in payment (but with no prompt payment discount to be forfeited by the 
Company):- 
a)  failure by the Supplier to send on the day of despatch in respect of 

each consignment of Goods, a separate advice note and invoice under 
separate cover to the invoice address specified on the Order and/or 
any delivery instructions received from the Company; or 

b)  failure by the Supplier to mark clearly the Order number on the 
consignment package, packing notes, invoices, monthly statements 
and all other correspondence relating to each consignment of Goods. 

3.14.3 The Company reserves the right to deduct from any monies due or 
belonging to the Supplier any monies due from the Supplier to the Company 
on any account. 

 
 3.15 Advertising  

3.15.1  The Supplier shall not, without the prior written consent of the Company, 
advertise or publish in any way whatsoever the fact that the Supplier has 
contracted to supply the Goods and/or the Services to the Company, unless 
with the prior written permission of an Authorised Representative. 

3.15.2  The Supplier shall provide permission to the Company for the Company’s 
use of the Supplier’s Trademarks (registered or unregistered) in relation to 
the Goods for display and intended sale transactions on the Company’s 
website. 

 
 3.16 Assignment and Subcontracting  

3.16.1 The Supplier shall not without the consent in writing of the Company assign 
or transfer the Order or any part of it to any other person. 

3.16.2 The Supplier shall not without the consent in writing of the Company sub-
contract the Order or any part of it other than for materials, minor details or 
for any part of the Goods of which the makers are named in the Order or any 
specification. Any such consent shall not relieve the Supplier of any of its 
obligations under the Contract.  

  
 3.17 Inventions and Improvements  

3.17.1 When the Order includes manufacture to the Company’s designs, the 
Supplier agrees to inform the Company of any invention or improvement in 
design or method of  manufacture whatsoever arising out of the 
performance of the Order by or on behalf  of the Supplier, and any such 
invention or improvement and any patent or registered design rights in 
respect thereof and copyright in any drawings, documents or specifications 
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relating thereto shall be the property of the Company.  The Supplier will 
provide to the Company at the Company’s expense, all necessary 
assistance to enable the Company to obtain any patents, registered designs 
and other similar rights throughout the world. 

 
 3.18 Health and Safety 

3.18.1 The Supplier warrants that the Goods and Services supplied in accordance 
with the Order will be safe and without risk to health when properly used and 
shall provide all necessary information and instructions in connection with 
the design, testing and safe use of the Goods (whether or not such 
information has been requested by the Company). 

 
3.19 Termination 

3.19.1 The Company may cancel the whole or part of an Order at any time by 
written notice  to the Supplier if the Supplier: 
a)  fails to comply with any of the terms and conditions of an Order; or 
b)  passes a resolution for its winding up or dissolution or an 

administration order is made in relation to the Supplier or a receiver is 
appointed over or an encumbrancer takes possession of or sells an 
asset of the Supplier or the Supplier makes an arrangement or 
composition with its creditors generally or makes an application to a 
court of competent jurisdiction for protection from its creditors 
generally; or 

c)  ceases to trade; or 
d)  is acquired by or merged with any third party. 

 
 3.20  Insurance 

3.20.1 Without prejudice to its liability to indemnify the Company, the Supplier shall 
at all times have in force and maintain at its own cost (and cause any sub-
contractor to  have in force and maintain at its own cost) such policy or 
policies of insurance with  insurers of good repute which would give the 
Supplier (or its sub-contractor) adequate cover in respect of all of the 
Supplier’s insurable liabilities under these Terms and Conditions.  The 
Supplier shall, as requested by the Company, provide the Company with all 
such documentation as is necessary to prove the Supplier’s continuing 
compliance with its obligations to insure under this condition. 

 
 3.21  Warranties  

3.21.1 The warranties and remedies provided for in Condition 3.4 (Quality, Quantity 
and Description) and Condition 3.5 (Inspection and Testing) are in addition 
to those implied by or available at law or in equity and will continue in force 
notwithstanding the acceptance by the Company of all or part of the Goods 
and/or the Services to which those warranties and remedies apply. 

 
 3.22 Notices and Service  

3.22.1 Any notice, order or other communication required or authorised pursuant to 
the Order or these Terms and Conditions to be given by either party to the 
other may be sent by first class pre-paid post, facsimile transmission, e-mail, 
electronic commerce or other comparable means of communication as 
agreed between the parties to the  other party at the address referred to in 
Condition 3.22.2 below. 

3.22.2 Any such notice, order or other communication given, made or served 
pursuant to Condition 3.22.1 above shall be deemed to have been received 
and effectively served:- 
a)  upon the day of delivery of transmission, if transmitted by facsimile, e-

mail, electronic commerce or other comparable means of 
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communication as agreed between the parties before the end of a 
Business Day; or 

b)  upon the next Business Day, if sent by first class prepaid or registered 
mail after the end of a Business Day or on any other day not being a 
Business Day. 

3.22.3 Service of any legal proceedings concerning or arising out of the Order or 
these Terms and Conditions shall be effected by causing the same to be 
delivered to the Company Secretary of the party to be served and in the 
case of the Company, at its principal place of business at 27 Baker Street, 
London, W1U 8AH, United Kingdom, or in the case of the Supplier at its 
principal place of business as set out on the Order and/or the Supplier’s 
invoice, or to such other address as may from time to time be notified in 
writing by the party concerned. 

 
 3.23 Invoicing Instructions  

3.23.1 The following invoice requirements are given for information and apply to all 
Suppliers’ invoices.  Failure to comply will result in an invoice being returned 
unpaid. 

3.23.2 Payment of invoices will be in accordance with the Company’s settlement 
terms which are set out in the Supplier Manual or as otherwise agreed in 
writing with an Authorised Representative.  The Supplier Manual may be 
varied from time to time by the Company. 

3.23.3 There must be a separate invoice submitted for each HOF purchase order 
number for each department for each delivery address. 

3.23.4 Payment is against Suppliers’ invoices received (less debits raised) and can 
only be made once the Goods have been checked and receipted as against 
the original Order. 

3.23.5 An invoice should reflect merchandise charges at one rate of VAT only. 
3.23.6 Invoices must not be submitted with the Goods but sent under separate 

cover to the invoice address specified on the Order and/or any delivery 
instructions received from the Company. 

3.23.7 The Supplier must familiarise itself with Section 4 of the Supplier Manual. 
 
 3.24 General 

3.24.1 A reference to a statutory provision includes a reference to the statutory 
provision as modified or re-enacted or both from time to time and any 
subordinate legislation made under the statutory provision. 

3.24.2 These Terms and Conditions shall take precedence over any term or 
condition appearing on any quotation, acceptance form, delivery form, 
invoice or other document or letter emanating from the Supplier and such 
term or condition shall have no effect whatever except insofar as they are 
expressly accepted in writing by the Company. 

3.24.3 If any special conditions of purchase applicable to an order which are in 
writing signed on behalf of the parties are inconsistent with these Conditions, 
the special conditions prevail. 

3.24.4 A failure to exercise or delay in exercising a right or remedy provided by 
these Conditions or by law by the Company does not constitute a waiver of 
the right or remedy or a waiver of other rights or remedies.  No single or 
partial exercise of a right or remedy provided by these Conditions or by law 
by the Company prevents further exercise of the right or remedy or the 
exercise of another right or remedy. 

3.24.5 A person who is not a party to the Order has no right under the Contracts 
(Rights of Third Parties) Act 1999 to enforce any term of the Order but this 
does not affect any right or remedy of a third party which exists or is 
available apart from that Act. 
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3.24.6 The Supplier shall obtain any permit or licence from any government or other 
authority required for the performance of the Order. 

3.24.7 These Terms and Conditions may be varied from time to time by the 
Company. 

 
 3.25 Governing Law and Jurisdiction  

3.25.1 The Order is governed by English law. 
3.25.2 The Courts of England have exclusive jurisdiction to settle any dispute 

arising from or connected with the Order. 
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4.   Accounts Procedures  
 
 4.1  Payment Terms  
  Settlement discount terms are as agreed with House of Fraser. 
 
  Payment is always made against invoices received less debits raised. 
 
 House of Fraser will not make payment to a Supplier before the goods have been 

receipted, signed for and checked against the terms of the order.  If the goods have 
not been received within the invoice periods described, payment will be delayed to 
the subsequent period.   

 
 Any delay in processing invoices caused by fault on the part of the Supplier will not 

affect House of Fraser’s entitlement to settlement discount. 
 
  90 days @ 5% 

 
  Invoices will become due for payment 90 days from date of the invoice or goods 

received date, whichever is the latter. Invoices will be included in the next available 
payment run following the due date. All payment runs at House of Fraser are 
processed on a Saturday and include invoices with a due date in the previous 
week. 

 
  The remittance advice will be posted out on the Monday following the Saturday 

payment run and funds will be lodged into the Supplier’s bank account 2 working 
days later. 

 
  There will be exceptions due to Public Holidays. 
 
  Both the National Distribution Centre (‘NDC’) and individual stores are allowed up to 

three business days from the date of delivery to receipt merchandise on a line-by-
line basis.   

 
 Invoices cannot be cleared for payment until they have been checked against the 

information on the goods received note. 

 
 4.2  Invoice arrangements  
  Each invoice must refer to only one House of Fraser Purchase Order (‘PO’). 
 

 House of Fraser requires a separate invoice for each delivery made against a PO.   
 

The cross dock invoice should detail a Delivery Advice Number (‘DAN’) and this 
number should match the number on the corresponding Advanced Shipping Note 
(‘ASN’) file.  An ASN is an electronic document which provides House of Fraser with 
the details at Line Item Number (‘LIN’) level of what is included within the delivery. 

 
All invoices must be sent to Financial Services, Glasgow (contact details can 
be found in Section 10 – Contact Details). 

 
  The following information must be quoted on all Supplier invoices: 

• The invoice number and date; 

• The House of Fraser PO number; 

• The House of Fraser selling department number as detailed on the order; and 

• The name and address of the delivery location. 
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  Invoices must show the following: 

• Details of the goods—quantity, description, unit price and House of Fraser 
product detail; 

• The total cost value—net of any trade discount and unit cost tax exclusive; 

• The total of any agreed additional charges (with details); 

• The total value of VAT and the level of VAT—one VAT level per invoice; and 

• The grand total of the invoice. 
 
  Settlement discount or any other allowance in favour of House of Fraser must not 

be calculated or shown on the invoice as this will calculated by the automated 
payment system. This includes reductions taken for Supply Chain contribution (see 
point 4.3.5). 

 
  Delays will occur if invoices are received which do not conform to the above 

requirements and they will be returned to the Supplier without being 
processed. 

 
  Payment of invoices will be made by BACS.  A remittance advice will be either 

posted or e-mailed (whichever is preferred) on the following Monday which will show 
the following details for each invoice: 

• The delivery location; 

• The date of the invoice; 

• The number of the invoice; 

• The total value of the invoice, including VAT; and 

• The amount of settlement discount deducted. 
 
  The remittance advice will also show details of any debit notes issued and deducted 

from the payment. 
 
 Suppliers should not send statements on a monthly basis.  Invoices received and 

processed by House of Fraser will be paid automatically on the date due provided 
that the merchandise has been received and checked. 

 

 4.3  Issue of Debit Notes 
 When an invoice is received from a Supplier, it is processed into House of Fraser’s 

matching system and matched against the delivery and order information. 
 
 Should this matching reveal any discrepancies, a Debit Note will be sent to the 

Supplier and the amounts deducted from the next remittance. 
 
 There are various reasons as to why a debit note may be raised which are listed 

below: 
4.3.1 Non-Delivery - No delivery has been made against the order number 

quoted on your invoice.  
4.3.2 Shortage - At the point of receipt if there is a discrepancy between the 
 number of units on the packing note and the number in the container, a copy 
 of the Goods Received Note will be e-mailed to the Supplier by the NDC 
 Helpdesk within 48 hours of the goods being receipted.  If an appeal is to be 
 made, it must be submitted to the NDC Helpdesk within 48 hours. 
4.3.3 Price Discrepancy - The product price on the invoice is greater than 
 what is listed on the House of Fraser price file. 
4.3.4 Excess/Faulty stock - Additional stock has been sent to House of Fraser or 

the stock is faulty and has to be returned back to the Supplier.  House of 
Fraser will provide a Proof of Return if requested by the Supplier.  A “returns 
debit note” will accompany the stock and a subsequent financial debit note 
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will follow listing the returned items.  NB. Please note all Proof of Return 
requests must be submitted to Accounting Services within 6 months. 

4.3.5  Supplier Contribution - All deliveries into the NDC are subject to a 5% 
distribution discount (for bulk deliveries) or 2.5% (for cross dock 
deliveries), to be taken on gross invoice value on a monthly retrospective 
basis.  This discount is in addition to any other commercial terms agreed 
with the House of Fraser Buying Team.  This debit note is calculated for all 
invoices matched against deliveries up to the 17th of each month. Should 
any queries arise you should telephone Store Support, Glasgow on 0141 
553 4900 (quoting your Supplier Account number). 

4.3.6  Marketing Contribution - 3% of invoice value – A contribution to the 
overall marketing for House of Fraser and its brands. 

4.3.7  Recognition Contribution - 1.8% of invoice value - A contribution to the 
loyalty scheme for over 1 million House of Fraser customers. 

4.3.8  RIBS - A replacement of the Incentive Bonus Scheme to provide rewards for 
both House of Fraser and their Suppliers for a growth in business.  This 
ensures both parties actively encourage a partnership that maintains a 
common goal.  

 
 All debit note queries must be sent to Store Support, Glasgow (please refer to 

Section 10 of this Manual) within 14 days. (Failure to do so may result in Store 
Support, Glasgow not being able to investigate your query). 

 
 Debit Notes for damaged merchandise and or stock returned for other reasons will 

be initiated by the NDC or individual stores. For more information please refer to 
Section 7.14 of this Manual. 
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5.  Business Controls  
 

5.1  Independent Review  
 It is necessary for House of Fraser to independently check a sample of deliveries 

that Suppliers’ send via the NDC.  
 
 This will give both partners assurance that merchandise received matches the 

invoice House of Fraser pays.  
 
 5.2  Pure Cross Dock Checks  
 House of Fraser will check a sample of Supplier deliveries to confirm that the 

Advanced Shipping Note (‘ASN’) matches the stock received.  House of Fraser will 
amend the ASN on any differences found and you will be informed accordingly with 
a letter showing any variances.  If the variances are material, this may constitute a 
requirement to review whether or not House of Fraser will continue to offer the cross 
dock process or to suggest other alternatives. It is important to note that compliance 
charges will apply where there is evidence of inaccurate ASN files or inaccurate 
deliveries.  

 
 5.3  Warehouse Visits  
   There may be a requirement for the House of Fraser Business Controls Team to 

visit a Supplier to give assurance that the pick and pack process in place is in line 
with the agreed procedures.  House of Fraser welcomes Supplier support and the 
opportunity to review Supplier’s existing controls within their supply chain.  

 
 Any visits will be arranged with Suppliers in advance.  
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6.  Electronic Trading  
 As part of House of Fraser's continuing drive to enhance the efficiency of its 
 operations, it is a requirement that all Own Bought, UK and Import Suppliers trade 
 electronically with House of Fraser’s Buying Teams, the National Distribution Centre and 
 Store Support, Glasgow in terms of receiving orders, sending Advanced Shipping Note’s 
 (‘ASN’) and (where possible)  invoices. 
 
 For Purchase Orders (‘PO’), Suppliers can choose to receive orders by either: 

• Email (as a .PDF file); or 

• Electronic Data Interchange/File Transfer Protocol (‘EDI / FTP’) - where Suppliers 
already trade electronically that way with other customers. 

 
 6.1  Receiving Your Orders 
 To ensure the Supplier is ready to receive their orders electronically from House of 

Fraser, the Supplier must register for the relevant electronic option by referring to 
House of Fraser’s Supplier’s Information website at www.hofsuppliers.co.uk/info.  
This is applicable whether the orders are by: email, electronic message formats for 
EDI / FTP or ASNs (see section 6.3). 

 
 From this website, the Supplier should select the relevant registration form: 

a) Cross dock deliveries – if agreed with House of Fraser’s Supply Chain Team 
(where the Supplier packs the cartons by individual House of Fraser store for 
delivery to the NDC); or  

b) Bulk deliveries (non-cross dock - for deliveries to the NDC where the stock is 
delivered as a single Stock Keeping Unit (per carton/outer)  

 
 The Supplier should then complete the relevant registration form and email it to 

HOFIS-Supplier-registration@hof.co.uk. 
  
 The Supplier will then receive confirmation of their set-up and will be ready to start 

trading electronically with House of Fraser. 
 
 This must be done before the Supplier can receive their first PO from House of 

Fraser. 
 
 6.2  Product Details 

 All Suppliers will need to ensure that the House of Fraser Buying teams have set up 
the relevant supplier barcodes (EAN13 barcodes and supplier references) where 
relevant in House of Fraser’s retail system to ensure that these are visible via the 
PO and Invoice numbers.  Suppliers should discuss this requirement directly with 
their contact in the Buying team. 

 
 6.3  Deliveries  
 All deliveries in to the NDC require House of Fraser Suppliers to provide an 

electronic ASN to support the delivery. Failure to provide an ASN will result in non-
compliance charges being applied. 

 
  ASN messages can be sent by: 

a) the House of Fraser Extranet website (via the Internet).  A username and 
password will be given to the Supplier by House of Fraser,  following the 
Supplier’s request); or 

b) EDI / FTP - where despatch advice messages are created & sent using a 
software package or the Supplier’s own bespoke system. 
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Application to access the House of Fraser Extranet is by completion of the 
registration form referred to in Section 6.1. 

 
 Where a Supplier is to deliver to House of Fraser using the cross dock method 

(cartons packed by store and delivered centrally to the NDC), this can also be 
achieved using any of the above options. This must be agreed by the House of 
Fraser Supply Chain Manager. 

 
 If you have any queries, please contact B2Bsupport@hof.co.uk . 
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7.  Deliveries into House of Fraser 
 
 Introduction 
 There are two sections to this part of the manual: 
 
 Part A explains the delivery standards and procedures. 
 Part B gives details on delivery non-compliance and charges. 
 
 The purpose of this part of the Supplier Manual is to make the Supplier aware of the 
 logistics standards and procedures that need to be followed to make a compliant delivery to 
 House of Fraser’s National Distribution Centre (‘NDC’). 
 
 All Goods for House of Fraser are delivered to the NDC in Wellingborough: 

  
House of Fraser  
Park Farm Industrial Estate 
Shaw Close 
Wellingborough 

 
NN8 2 BN 

 
The exceptions to these procedures are those furniture suppliers who are delivering to 
Pacemaker & Home & Retail. These suppliers should follow a separate set of procedures  
(please refer to http://www.hofsuppliers.co.uk/info/Furniture.html). 

 
 It is important that Suppliers and everyone in their factories, warehouses and distribution 
 operations read and understands this section of the Manual. This will ensure Suppliers 
 deliver stock as is required, thereby avoiding the goods being delayed and non-compliance 
 charges being incurred.  
 
 Each section explains what is required and what actions should be taken to deliver to the 
 NDC. For any queries and any points covered in this document or any further questions 
 please contact the Supplier Compliance Team: 

  
NDC COMPLIANCE TEAM 

� Direct number 0844 800 3777 
���� NDC-compliance@hof.co.uk 

 
 For all imported stock (i.e. bought on freight terms: Free on Board, Ex works, Cost and 
 Freight (C&F/CFR)) please use this module in conjunction with the Imports section 
 (Section 8) of the Manual.  

Section 8 gives details of the relevant freight forwarder who will arrange the 
booking/shipping process. 

 
 For Cross Dock deliveries please use this Manual in conjunction with the Cross Dock 
 Information Pack available on www.hofsuppliers.co.uk/info/pdf/xdock_information_pack.pdf. 
 

The delivery parameters within this Supplier Manual supersede all those listed in 
previous versions of the House of Fraser Supplier Manual and must be adhered to. 
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 7.1 PART A: Delivery standards and procedures   

 
  7.1.1  Purchase Orders (‘POs’) 
 Prior to POs being issued by House of Fraser, the Supplier should ensure 

that their product details have been agreed and set up by the House of 
Fraser Buying team. Purchasing multiples (carton quantities) and stocking 
multiples (inner packs which should have individual packaging to protect the 
product) should be agreed between the Supplier and the Buying Team to 
ensure that House of Fraser orders in the correct carton and pack quantities. 
If the Supplier’s EAN13 barcodes are to be used, then these should be 
provided to the Buying Team, to ensure that they are entered into House of 
Fraser’s retail system and therefore enable product barcode scanning in the 
NDC and stores. 

 
 Suppliers should contact their House of Fraser Merchandiser if they receive 

orders outside of the agreed multiples, and should not fulfil products not 
ordered in agreed multiples.   

 
 Suppliers will receive PO’s electronically from House of Fraser via email or 

FTP/EDI (please see Section 6.1 of this Manual). 
 
 When the Supplier receives a PO from House of Fraser, they should check 

the PO number and version number of the PO. POs that have been 
amended may have a new version number and could supersede a previous 
PO (if in doubt they should contact the Buying Team).  

 
 Suppliers should also ensure that they can deliver prior to reaching the 

cancellation date, as goods cannot be booked in or received for delivery on 
or after this date. If the Supplier cannot achieve the expected delivery date 
or is unable to deliver before the cancellation date they should inform the 
Buying Team. 

 
    Please see Appendix 2 (Example of House of Fraser Purchase Order). 
 
  7.1.2  Delivery Methods 
 Suppliers can deliver either bulk stock or via the cross dock method. Cross 

dock is the most efficient way for House of Fraser to receive and distribute 
stock and ensures that the product lead time from Supplier to House of 
Fraser’s stores is minimised. This can lead to increased NDC throughput, 
which maximises sales and reduces markdown. 
For new suppliers, delivery via the Cross Dock method must be agreed with 
the House of Fraser Supply Chain Manager prior to completion of the 
Supplier Account set up form. 

 In very exceptional circumstances, it may be allowable for deliveries to be 
made direct to the stores. This should be agreed, prior to delivery, with 
House of Fraser’s Supply Chain Team. 

 
7.1.3  Advanced Shipping Note (ASN) 
 Prior to booking a delivery into the NDC, an Advanced Shipping Note (‘ASN') 

must be created and transmitted to House of Fraser for ALL DELIVERIES 
(excepting furniture) regardless of origin of shipping. An ASN is an 
electronic document which provides House of Fraser with the details at Line 
Item Number level of what is included within the delivery. 

 
   The ASN file must mirror the physical delivery exactly. 
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   The ASN file can be created / transmitted in one of 3 ways: 

a) The House of Fraser Extranet.  The Supplier must log on to House of 
Fraser’s free of charge Extranet site and confirm the ASN details on 
the screen. To register for the Extranet, the Supplier needs to fill in the 
same registration form as described in Section 6.1 of this manual; 

b) EDI / FTP – the format for the ASN can be XML, CSV or EDI. If the 
Supplier currently communicates messages via EDI, this option allows 
them to send an EDI formatted message via FTP without the 
associated Value Added Network (‘VAN’) cost; or 

c) VAN – ASN is transferred over an EDI VAN. This option should only be 
used if the Supplier is already communicating to House of Fraser by 
EDI. 

 
 The ASN file must be received by House of Fraser before the Supplier can 

make a booking.  
 
 Technical guides to accompany the above options can be found on House of 

Fraser’s website at www.hofsuppliers.co.uk/info, along with the answers to 
frequently asked questions. Once the Supplier has decided which option 
they will adopt, they must complete the relevant section of the Supplier 
Registration form (see Section 6.1). 

 
  7.1.4  Excess Quantities  
 House of Fraser does not accept any substitution or excess product ordered. 

After the detailed receipt of the merchandise, House of Fraser will confirm 
the quantities received and will only pay for those items delivered as detailed 
in the PO and listed on the Goods Received Note (produced on completion 
of the order receipts). Any other items may be rejected and a debit raised. 
The cost of returning the merchandise will be charged to the Supplier if 
applicable.  Please also refer to Section 4.3.4 of this Manual. 

 
  7.1.5  Nominated Carrier Scheme & Backhaul Collections 
 Within the nominated carrier scheme there are 7 nominated carriers for UK 

based suppliers (including HOF Backhaul process*) and 2 for European 
based suppliers that House of Fraser are working with in partnership to 
deliver to the NDC. Each nominated carrier will provide the Supplier with a 
House of Fraser preferred supplier rate if chosen by the Supplier to deliver 
their stock into the NDC. House of Fraser’s nominated carriers will then 
make bookings for the Suppliers, based on the information provided by 
them.  

 
 Standard delivery requirements are agreed with these carriers, however the 

commercial relationship is between the Supplier and the nominated carrier 
chosen. 

 
The nominated carriers and backhaul contacts are listed below on the 
following page 

  
If a supplier has their own liveried vehicles, if suitable they may be used with 
agreement by the House of Fraser Supply chain team.  
Furniture suppliers may use their own fleet to deliver in to the NDC. 
 
*HOF backhaul process is where House of Fraser’s transport fleet is used to 
collect and deliver the Supplier’s stock into the NDC. This can often be 
provided at a competitive rate, subject to the collection point and volume 
being delivered.   
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Nominated Carrier & Backhaul Details 

 
UK CARRIERS 

BACKHUAL- Amrit Thandi     All types of stock – Boxed, Hanging & Palletised  

℡℡ 0844 800 3777 

� ndc-backhaul@hof.co.uk 

TNT FASHION GROUP - Michelle Bodey   All types of stock – Boxed, Hanging & Palletised 

℡℡ 0116232 0011 
� michelle.bodey@tntfashion.com  
 
UPS LOGISTICS - Tony Meadows    All types of stock - palletised only   
℡℡ 01924 876108  
� tony.meadows@ups-scs.com 

 
DT SERVICES - Adrian Dalton     All types of stock – Boxed, Hanging & Palletised  

℡℡ 0208 3477730 

� dtservices@btconnect.com 

 
CLIPPER GROUP - Susan McKeown        All types of stock – Boxed, Hanging & Palletised 
℡ 0208 8054343 

� smckeown@clippergroup.co.uk 
 
EUROPA WORLDWIDE LOGISTICS - Dave Hands  All types of stock – Boxed, Hanging & Palletised  
℡ 01604 707770  

� dhands@europa-worldwide.co.uk 
 
UKMail Retail Logistics – Fiona Dyson   All types of stock – Boxed & Palletised 
℡ 01213 351167 

� nicolabywater@ukmail.com 
 
TOLL PRIMA UK LTD – Alastair Ruston   All types of stock – Boxed, Hanging & Palletised 
℡ 01270 879448 
� alastair.ruston@tollgroup.com 
 
 
EUROPEAN CARRIERS 

 
DAVIES TURNER - Dave O’Brien    All types of stock – Boxed, Hanging & Palletised  
℡ 01618 734447  

� daveobrien@daviesturner.co.uk 

ALPI  – Martin Reeves     All types of stock – Boxed, Hanging & Palletised 

℡ 01268 535300 

�  m.reeves@alpiuk.com  
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7.1.6 Booking In 
 

 The following section describes the procedure to book a delivery into the 
NDC. Please  note: a nominated carrier will do this on behalf of the Supplier.  
If using backhaul, the  Supplier must contact the NDC bookings team 
personally: 

 
   NDC BOOKINGS TEAM 

   � Direct number 0844 800 3777 
   � ndc-bookings@hof.co.uk  

 
   The NDC booking office is open between Monday to Friday 09:00 hours to 
   17:00 hours to confirm deliveries and bookings.   
 

 The NDC is open for the acceptance of merchandise between: 
 Monday to Thursday 06:00 to 12:00 (off peak) 
 Monday to Friday: 06:00 to 18:00 (peak) 

  

A booking request requires a minimum 72 hours notice. 
 
All purchase orders must be authorised and the order dates must  permit the 
booking date requested. The NDC will not issue bookings outside the 
published delivery window.  
 
When making a booking the Supplier must have the following information to 
hand and should also be very clear about the number of vehicles the 
delivery will arrive upon:  

• Carrier (Nominated); 

• ASN number belonging to a confirmed ASN: 

• Booking Date; 

• Booking time;  

• Purchase Order number; and 

• Number of singles/cartons/pallets per order.   
 
The Supplier must not attempt to book more singles than are currently 
outstanding on the order.   
 
The unique booking reference number provided by the NDC requires strict 
adherence to a specified date and time. Deliveries may be  refused if they 
fail to arrive within 15 minutes either side of the agreed time.  
 
Any anticipated delays should be communicated to the NDC booking office 
prior to delivery. At this point a decision will be made at the discretion of 
House of Fraser’s agent to accept, reject or re-book the delivery for an 
alternative date and time. 
 
If the Supplier needs to cancel a booking, they must contact the booking 
team 24 hours in advanced of the booking slot to cancel the delivery and 
then they must follow up the call with an email confirming their request; this 
alone will be used to cancel the slot. 
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  7.1.7  Loading the Vehicle 
 
 All stock for Electrical and Homeware non cross dock deliveries must be 

stacked on GKN Chep blue pallets measuring 1.0m x 1.2m.  The contents 
must be secured by either clear shrink-wrap or stretch film. For cross dock 
deliveries GKN Chep blue pallets are not required.  

 
 The stock must not overhang the pallet and its total height must not exceed 

1.8 metres or  6ft, including the pallet itself (Furniture is exempt from this 
requirement due to the nature of the product). 

 
 Orders must be segregated so that the stock can be unloaded by order 

number. Orders must not be mixed across several pallets.  If circumstances 
mean there must be more than one order on a pallet, they should be 
consolidated and clearly segregated and each pallet should have a Pallet 
Label stating the PO numbers.  
 
All orders delivered with 30 cartons or over needs to be palletised. 
 
For cross dock deliveries, all packs for a store from a PO need to be 
grouped together and clearly segregated on a pallet. 
 
Cartons must arrive as specified and will not be accepted if split, damaged, 
open, or crushed. Any spilt pallets or damage to cartons will lead to the 
rejection of the total consignment, with all expenses charged to the Supplier.  
 
When the number of hanging garments exceeds 100 units, these should be 
delivered using a vehicle with minimum requirement of 7.5 tonnes in order to 
be unloaded through the Gartner system. When delivery is less than 100 
units, these can be delivered using a Transit / Sprinter van (nominated). 

 
 The garments must be available to unload in block colour and block size per 

order. 
 
The interior of the vehicle should be free of oil, grease or leaks. 
 

 The correct mode of transport must be used for furniture deliveries in order 
to avoid toppling, e.g. chairs should not be stacked on sofas. All items must 
also be fully restrained during transit, e.g. blankets and straps should be 
used so as to avoid damage such as chipping, rubbing and breakage. 

 
Furniture must be presented upright except for beds and mattresses.   
 
Furniture Suppliers delivering to the NDC should state the weight of the 
product on the outside of the box. 
 

 
  7.1.8  Delivery Documentation  
 
 House of Fraser does not create its own Delivery Advice Notes, and will use 

the Supplier’s documentation, provided that it contains the correct 
information including House of Fraser references. 

 
All deliveries must be accompanied with the following details: 
a) The Supplier’s name and address; 
b) The Supplier’s account number;  
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c) The House of Fraser Purchase order number; 
d) The House of Fraser line numbers (9 digits); 
e) The quantity of cartons / hanging units; and 
f) The quantity of sales units. 

 
  7.1.9 Proof of Delivery 
 
 A consignment note will be signed for by a House of Fraser representative 

(signed and printed) to confirm the receipt of an order and the number of 
outers received. This paperwork will be stamped “Received and 
Unexamined” and therefore does not constitute receipt of contents within.  

 
 Suppliers are required to provide detailed and accurate delivery information. 

Each order must be accompanied by its own separate delivery 
documentation (e.g. if the delivery comprises four orders, then there must be 
four separate delivery documents). 

 
 For bulk deliveries the delivery documentation should be attached on the 

first carton of the first pallet so that it can be seen as the vehicle is opened. 
The paperwork should be inside a document pouch and should be easily 
visible and accessible. 

  
 For hanging stock, the delivery documentation should be found on the first 

garment to be unloaded for each PO. 
 
 When the Supplier delivers both hanging and boxed stock, they must ensure 

that they provide two individual sets of paperwork. 
 
 House of Fraser will not be able to accept any delivery if it has insufficient 

accompanying documentation. 
 
 The delivery documentation is not required for cross dock deliveries, and 

should be left out of the cartons / hanging packs where possible. 
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Example Delivery Advice Note 

   

To:  House of Fraser From:  Sample LTD

National Distribution Centre 1 Greenland Street

The Apex Building London

Northfield Drive

Milton Keynes

MK15 0DB

Supplier A/C No: 1122334 Booking Ref:  0093659A

Dept No: 242 Order No:  123456

Qty Crtn #

5

5

11 2

11 3

TOTAL 132 units 4 crtns

014 359 217

014 359 225

DescriptionHoF 9 digit barcode 

014 359 194

014 359 209 28B Ornatus

jn sculpt stght leg denim drk ing 26

jn sculpt stght leg denim drk ing 27

Supplier Reference

28B Ornatus

28B Ornatus

28B Ornatus

1

jn sculpt stght leg denim drk ing 28

jn sculpt stght leg denim drk ing 29
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  7.1.10  Carton & Pallet Labels 
 
 Each carton / hanging set on a bulk delivery should be labelled with the 

following information: 
a) The House of Fraser PO number; 
b) The House of Fraser 9 digit barcode item number; 
c) The colour / description; 
d) The size; 
e) The quantity; and 
f) The carton / set number (e.g. 1 of 10, 2 of 10 etc where 10 is total 

number of cartons delivered on the PO). 
 
 The information on the carton label should relate exactly to the carton 

quantities. 
 
 For bulk orders, except for the balance carton at the end of the order, 

cartons should not contain mixed Line Item Numbers (‘LIN’) 
 
 For single LIN per carton or mixed LIN per carton, a price ticket per LIN 

should be attached to the outside of the carton beside the carton label. 
 
   Bulk Label – single LIN per carton / hanging set   
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

ORDER NO

ASN NO

LIN NO 

DESCRIPTION

QTY

731 239 540

shea butter sweet lemon soap

60
CARTON  1  of  2

=====elrpb=lc=co^pbo

845825

123456

ORDER NO

ASN NO

LIN NO 

DESCRIPTION

QTY

731 239 540

shea butter sweet lemon soap

60
CARTON  1  of  2

=====elrpb=lc=co^pbo

845825

123456

ORDER NO

ASN NO

DEPT NO

LIN NO 

DESCRIPTION

QTY

HOUSE OF FRASER

CARTON 1 OF 2

60

371 005 385

842027

0371

button fly boxer short BLK medium

123456

ORDER NO

ASN NO

DEPT NO

LIN NO 

DESCRIPTION

QTY

HOUSE OF FRASER

CARTON 1 OF 2

60

371 005 385

842027

0371

button fly boxer short BLK medium

123456
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Bulk Label – mixed LIN per carton (these cartons must be clearly  marked “MIXED”) 
 
 
 
 
 
 
 
 
 
 
 
 
 

ORDER NO

ASN NO

LIN NO 

LIN NO 

LIN NO 

QTY 60
CARTON  1  of  2

731 239 477 x 48

845825

123456
731 239 469 x 12

=====elrpb=lc=co^pbo

ORDER NO

ASN NO

LIN NO 

LIN NO 

LIN NO 

QTY 60
CARTON  1  of  2

731 239 477 x 48

845825

123456
731 239 469 x 12

=====elrpb=lc=co^pbo
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 Each carton / hanging set on a cross dock delivery should be labelled with 
the following information: 
a) The House of Fraser PO Number; 
b) The House of Fraser four digit store number; 
c) The House of Fraser store name; 
d) The ASN Number; 
e) The Human readable unique pack id number; and 
f) A scannable barcode of the unique pack id number (as appears on the 

corresponding ASN). 
 
   Cross Dock Label 
 

 
 
 
 All pallet labels must show the order number and pallets must be numbered 

in sequence (1 of 2, 2 of 2). 

 
   Pallet Label (for bulk and cross dock orders) 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 Consignments not marked with the House of Fraser PO number may not be 

accepted. 
 
  

elrpb=lc=co^pbo

m^iibq=i^_bi

ORDER NUMBER 632227 

Pallet 1 of 12
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  7.1.11 Presenting the Stock 
 

A. Ticketing 
 All merchandise (i.e. each individual item) must be correctly ticketed 

with the House of Fraser price ticket obtained from one of the agreed 
ticketing bureaus. The tickets supplied are of several different types 
and will be specified by House of Fraser’s Central Buying Office 
(‘CBO’) when placing the official order: 

• Swing ticket – attached to the garment with a 40mm nylon barb or 
by ‘secure tie’; 

• Sticky (size small or large) labels – attached by or near the 
existing product bar code or as specified by CBO; 

• Dumbbell ticket – wrapped around the neck of the item; 
 
 All items need to be individually ticketed with the appropriate House 

of Fraser ticket. The ticket must be clearly visible through the 
packaging with the 9 digits facing up. 

 
Tickets should be ordered from one of House of Fraser’s nominated 
bureaux – W-Print or Avery Dennison. Tickets and the cost of 
carriage are at the Supplier’s expense. Suppliers will automatically 
receive ticket ordering guidelines from the appropriate bureau.  

Details of how to set up an account and order tickets are provided by 
Avery Dennison and W-Print in the Vendor Packs on the supplier 
information website. 
 
W-Print   
� +44 (0) 1773 766300 
� ukcentralorders@w-print.com 
 
Avery Dennison  
� +44 (0) 115 989 6539 

    � Danielle.ungless@eu.averydennison.com  
 
 Any issues with tickets obtained from one of the ticketing bureaus 

should be directed to the Customer Services Team at the bureau.  
 
 Lack of ticketing causes serious delays and this area will be 

monitored by House of Fraser as a benchmark for Supplier 
performance. 

 CBO must be informed of any issues relating to the placement of 
tickets. 

 
   B. Packaging 

 House of Fraser is keen to minimise excessive waste packaging, and 
is taking steps to ensure that all applicable environmental standards 
and legislation are stringently observed in the operation of its 
business. 

  
 House of Fraser requires that goods should be packaged in 

protective materials whilst in transit. 
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 Where relevant, advisory symbols should be added to the outer 
carton advising the requirement of special handling (e.g. ‘Fragile’, 
‘This Way Up’). 

 
   C. Cartons  

 Suppliers must use the minimum amount of packaging possible to 
adequately protect the goods.  The following forms of fill material 
cannot be used: Loose fill polystyrene, shredded newspaper and 
loose waste products.  Only Bubble Wrap, Air-Pac and Eco-Flo are 
acceptable.  Cardboard or Corrugated boards are only to be used as 
separators or for protective purposes. 

 

 Product dividers must be used to avoid chipping, rubbing and 
chaffing. 

 

 House of Fraser will not accept any cartons wrapped with Hessian or 
cloth, or secured with plastic/metal strapping/bandings or 
staples/clips. Plastic bandings are only acceptable on cross dock 
deliveries and on furniture. Metal staples on top of a box are not 
acceptable.  

 
 Branded products must be delivered in their own branded transit 

packaging, which must meet the minimum protection as specified 
above. 

 
 A 'card protector' must be placed over the inner contents prior to 

sealing. This will avoid any damage to contents as the carton is cut 
open. 

 
 Due to the possible size limitations of the product, it may be 

necessary to source a larger carton than the maximum size 
specified. This must be agreed prior to the delivery being made by a 
member of House of Fraser’s Supply Chain department.  All fashion 
merchandise must be individually poly bagged, using a min 120 
gauge. Bags must be made of BHT free material; bags less than 
0.038mm thick should not be used. Poly-bags should carry the 
following warning: ‘Plastic bags are dangerous. To avoid the 
danger of suffocation, keep away from babies and children’.  
Cellophane-based bags must not be used. 

 
 Suppliers must clearly mark component parts that constitute one 

product (i.e. lamp and shade, base & top unit etc). 
 
 

 Cartons must be in accordance with British Health and Safety 
Council guidelines: 
a) The maximum gross weight of any individual carton, regardless of 

the carton  used, must not exceed 25 kg.  The only exemption is 
furniture, due to the weight of individual product. 

b) Each carton must be presented with the correct label (as 
specified in Section 7.1.5.2); and 

c) Each House of Fraser LIN must be packed in separate cartons 
(unless it is a cross dock delivery). 

 
D. Hanging Garments 

Each Buyer will specify that the product is to be either hung on the 
Supplier’s own-branded hanger or on a House of Fraser hanger. 
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 Hanging garments must be presented in single poly bags, which 
must be a protective and transparent bag of at least 80-gauge BHT 
free material. Bags less than 0.038mm thick should not be used. 
Poly-bags should carry the following warning: ‘Plastic bags are 
dangerous. To avoid the danger of suffocation, keep away from 
babies and children’. 

 
 The bag must be at least 10cm longer than the garment and be heat 

sealed at the base and not taped.  This will help reduce damage to 
garments dropped in transit. House of Fraser’s physical handling 
systems will not accept bundles or sets of garments (unless it is a 
cross dock delivery)  

 
 The House of Fraser price ticket needs to be clearly visible and 

facing out through the plastic bag to speed up the receipting process. 
 
 For cross dock deliveries each set must be covered with an 

additional over-bag. Each over-bag will have an individual pack label 
(please refer to cross dock pack label requirements at 7.1.5.3). 

 
 Garments must not be crushed or held too firmly by vehicle load 

restraints (e.g. tie bars) which will create unnecessary creasing.  
Long garments need to be handled with care so as to avoid damage 
to hems etc.  

 
 Hanging garments must not be presented packed in wardrobe boxes. 
 
 The total weight per hanging pack for cross dock should not exceed 

26kg. 
  

E. Sales Packaging 
 During the development of the own label products, the Buying Team 

will decide how the item will be presented on the sales floor. It is 
essential that any point of sale packaging provided by the Supplier or 
user meets the standards specified by the House of Fraser. 

 
   F. Product specific packing requirements 
    Please see Appendix 1 
 
  7.1.12 Rejecting Orders 

 
 Any orders delivered that cannot be processed will be dealt with as quickly 

as possible so they do not cause delays to the inbound receipting process. 
Suppliers will be contacted so that the stock can be returned to them. 

 
  If they are able to remedy the problem and the order is still required, House 

of Fraser will accept re-delivery as long as the PO is still within the delivery 
window. 

 
 If House of Fraser receives orders that are closed or out of date, they will be 

rejected and placed back on the vehicle.  As per House of Fraser’s current 
procedures, each order will have a rejection letter stating why the orders 
have been refused at the NDC.   

 
 If House of Fraser are unable to get the goods returned instantaneously, 

then the rejected order(s) will be placed on the next available vehicle.  
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Failing this, if the stock is not collected by the Supplier / carrier within 3 days, 
House of Fraser will return the stock at the cost of the Supplier. (Please also 
see Section 3.7 of this Manual.) 

 
 Examples of reasons for rejection are: 

a) Health & Safety; 
b) House of Fraser stock is in the middle of the load of the vehicle; 
c) Vehicle is contaminated with chemical/s or pest/s; 
d) Vehicle contains hazardous & flammable goods; or 
e) Transit / Sprinter van contains more than 100 units of hanging 

garments. 
 
  7.1.13  Product Re-Call  
   It may be necessary for both parties to agree a product recall due to either 
   faulty manufacturing or non-fulfilment of legal and safety requirements. The 
   complete cost  of the re-call will be charged to the Supplier. 
 

 When recalls are agreed, a returns debit note will be raised by each store 
and this will be submitted to the Supplier with the returned stock. A 
subsequent financial debit note will be raised and a copy sent to the Supplier 
from House of Fraser’s Accounting Services. This debit note will be 
deducted from the Supplier’s next remittance if there are funds within the 
account. If there are no available funds in the Supplier’s account a statement 
will be submitted showing the balance due to House of Fraser and a cheque 
should be forwarded direct to Accounting Services to clear the balance. 

 
   If a dispute arises with any of the stock received, this must be submitted to 
   Accounting Services for investigation. 
 
  7.1.14  Direct to Store Deliveries 

 In exceptional circumstances, it may be agreed that Suppliers can deliver 
their PO direct to a House of Fraser store.  This must be agreed before 
delivery with the House of Fraser Supply Chain Team and a loading bay slot 
agreed with the store.   
 
A. Booking in and Presentation of Deliveries 

    For all deliveries to the back door of stores: 
A.1 The Supplier must book in the delivery with each 

individual store by contacting the store’s loading bay. This 
is to ensure the delivery does not arrive at the store at the 
same time as any other scheduled vehicles. The Supplier 
must phone the store at least 24 hrs prior to their delivery. 

A.2 The person making the booking must quote the Supplier 
name and number, the House of Fraser PO number and 
the number of cartons/packs to be delivered. 

A.3 Each carton/pack must be clearly marked with: 

• The Supplier’s name and account number; 

• The House of Fraser PO number (which must be in 
date); 

• The delivery documentation must be fixed to the 
outside of the cartons using a window envelope, and 
must list the number of cartons and selling units; and 

• The cartons must be numbered 1 of, 2 of etc. 
A.4 Suppliers should use one of the following nominated 

carriers to deliver to stores: 

• ALLPORT; 
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• Citylink; 

• TNT; or 

• Parceline. 
 
   B. On Arrival at a Store 

B.1 The order will be checked to see if it is in date; 
B.2 The driver’s paperwork will be signed for the number of 

cartons received; and 
B.3 For concession deliveries, the concession managers may 

be encouraged to sign for their own deliveries to avoid 
any delivery discrepancies. 

C. Delays 
 If the carrier is going to be delayed for any reason, the store should 

be contacted to ensure it is still possible to deliver on that day as 
some stores have restricted windows in which to accept deliveries. 

 
   D. Refusal of Deliveries 
    Deliveries may be refused for one of the following reasons: 

• It has not been booked in with the store; 

• It was not delivered at the agreed time (unless the store has been 
previously notified); 

• Packs are damaged within the consignment; 

• Orders are out of date; or 

• Cartons are labelled incorrectly. 
 
   E. Loading Bay Restrictions 
  Suppliers are encouraged to confirm with each store if any 

 restrictions exist at their loading bay, e.g. a store is not able to accept 
 a vehicle without a tail lift, to prevent any issues with unloading 
 vehicles. 

 
7.2 PART B: Supplier Compliance Parameters  
 
 7.2.1  Supplier Performance 
 House of Fraser is working closely with its Suppliers to maximise efficiency at all 

stages of the Supply Chain. 
 
 As part of this process, a number of key factors are monitored by the Supplier 

Compliance Team, based at the National Distribution Centre (‘NDC’).If a delivery is 
received at the NDC that does not meet the required standard, then this will take 
more time to process and the cost of this unplanned work will be passed to the 
Supplier as a compliance charge. This charge will be communicated in a form of a 
debit note from House of Fraser’s Supplier Compliance Team. The team can also 
assist Suppliers in identifying any issues and suggest potential solutions when a 
non-compliant delivery occurs.  This will in-turn help Suppliers to avoid non-
compliance issues in the future. 

 

 7.2.2 Performance Measures: 

• Accuracy; 

• Order fulfilment; 

• Timing; 

• Presentation; 

• Ticketing; 

• Carrier Used; 

• Quality of Product. 
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 For details of measures, implications and charges please see the table below. 
 
 

All Paperwork Supplied - Each order must be accompanied by 

its individual packing list / invoice copy (documentation which 

lists the order content by line item & qty, also with the total 

delivery quantity).

Any queries or disputes over quantities received 

are more difficult to resolve with the absence of 

such delivery documentation. 

£50 per order Bulk

ASN Completion - Suppliers are required to provide an ASN 

(Advanced Shipping Note) detailing the line numbers and 

quantities for all PO's prior to delivery in to the NDC

The NDC will need to manually create the ASN 

based on what volume is actually delivered, this 

creates additional clerical duties within the NDC.

£15 per every 

line or £100 

(which ever is 

greater)

Bulk

Cartons to be Free From Metal Staples / Banding - Carton 

openings must not contain metal staples, nor be secured by 

plastic or metal banding.  

Delays within the receipt process as these bands 

must be removed from each carton. Also have 

potential for personal injury.

£15 per carton Bulk 

Correct Carton Label - Each Carton label must contain a House 

of Fraser label containing the purchase order number, line item 

number, size, colour and quantity of carton content. 

Major delays to the receipts process as the 

contents of the stock must be validated by 

handling every unit in every carton.

£15 per carton Bulk

Incorrect Fill Material within Cartons - Loose fill polystyrene, 

shredded newspaper and loose waste products must not be 

used.

Delays within the NDC, increased costs in 

processing waste.
£15 per carton Bulk 

Single LIN per Carton - Individual products (Line item 

numbers) must not be mixed within a carton, with the exception 

of  the balance of the order. Each carton should contain only one 

unique line item number. 

Major delays at the receipts process, as mixed 

line items must be segregated and accounted for.

£15 per every 

hour or part 

thereof

Bulk

Stock on GKN blue Chep Pallets - All Homeware and Electrical 

stock must be delivered on GKN blue Chep pallet for storage 

purposes.

Delays at the storage process as Homeware and 

Electrical orders will need to be transferred onto 

GKN pallets before they can stored in the 

palletised racking at the NDC.

£15 per every 

hour or part 

thereof

Bulk

ASN Accuracy - Suppliers should ensure that the details and 

quantity of the ASN (Advanced Shipping Note) created for an 

order should match the line numbers and quantities they intend 

to deliver into the NDC. 

Delay in receipting process.

£15 per every 

line or £100 

(which ever is 

greater)

Bulk

Extra Orders - Suppliers should ensure that ALL orders are 

booked in before being delivered in to the NDC.

Unaccounted extra labour cost and volume of 

intake due to unbooked order.
£250 per order

Bulk & Cross 

Dock

No Show - All confirmed Bookings must be honoured. Any 

cancellations must be called into the Booking Team 24hrs in 

advance of the booking time and an email must follow the phone 

call as confirmation.

Labour has been allocated to process specific 

orders, if these orders fail to be delivered it 

results in unnecessary cost.

£250 per order
Bulk & Cross 

Dock

Nominated Carrier - Suppliers must use one of the nominated 

carriers. This streamlines the inbound distribution and ensures 

that suppliers are given appropriate booking time.

Delays in unloading vehicles at the NDC and 

delays in processing individual orders.
£100 per order

Bulk & Cross 

Dock

Over-bag per Garment - Each hanging unit must be 

individually fully covered by a polythene bag.

If several garments are covered in one single 

bag, this has to be removed as the stock is 

separated.  The stock then has to be individually 

covered by the NDC to protect the quality of the 

garment.

£1.50 per unit
Bulk & Cross 

Dock

Single Order Per Pallet - House of Fraser purchase orders 

must not be mixed across several pallets. E.g.. Several small 

orders on a pallet is acceptable (only when they are consolidated 

and properly segregated) but several of the same order split 

across several pallets is not acceptable.

Delays the identification and receipting of orders 

at the NDC.  
£50 per order

Bulk & Cross 

Dock

Ticketing - All products should be price ticketed either with a 

HoF ticket or the supplier's own ticket (which would have to be 

agreed with the HoF Supply Chain Team, Buying Team and 

verified by the NDC).

Un-ticketed stock will have to be ticketed by the 

NDC team, prior to it being sent out to stores 

which casues delays in the processing of the 

stock through to the sales floor.

£1.00 per unit
Bulk & Cross 

Dock

Carton Accuracy - The individual carton contents must exactly 

match the products and quantities listed in the ASN file.

House of Fraser stock holding will be incorrect, 

causing lost sales and stock issue. 

gross error 

percentage less 

0.5% applied to 

all invoices 

delivered during 

the 13 week 

period

Cross Dock

Correct Carton Label - Each carton label must contain the 

House of Fraser purchase order number, store number, store 

name and unique carton barcode / carton ID.

Inaccurate/missing carton labels causes major 

delays with the receipt process.
£15.00 per carton Cross Dock

Late ASN - The ASN created for every cross dock purchase 

order must be live by the time the order arrives at the NDC.

The NDC cannot process an order without a live 

ASN.

£15 per every 

hour or part 

thereof

Cross Dock

Supplier Compliance Parameters / Implication of Charges

ALL debits raised ( Bulk & Cross Dock) will be subject to £75.00 administration cost and VAT (when applicable).

Applicable to

Charge / Cost at 

NDC. 
Implications of non-complianceCompliance Measure
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8.  Import Procedures   
 
 8.1  Introduction  

Please view this section in conjunction to section 7 Deliveries in to House of Fraser 
 
The imports procedures are managed by House of Fraser’s Imports Team. 
 
Where Suppliers are unsure about any of the imports procedures, they should 
contact the Imports Team for more information.  Alternatively, if a query relates to 
the products, quality, price, delivery dates etc, then Suppliers should speak to their 
House of Fraser contact person within the Buying Team. 
 

HoF Import Team Contacts: 
First contact 
Stephanie Currier 
Client Manager – Allport Cargo Services 
� 07884 117 658 
�Stephanie.Currier@allport.co.uk 

Escalation 
Matt Rogers 
Head of Inbound Logistics - HoF 
� 0207 003 4363 
� mrogers@hof.co.uk 

 
House of Fraser has nominated Allport Supply Chain Management (‘Allport’) as their 
global nominated freight forwarder (carrier) and all sea/air imported merchandise 
must be shipped via Allport.  

The responsibility of booking import goods into House of Fraser’s National 
Distribution Centre (‘NDC’) rests solely with Allport. 

However it remains the responsibility of the supplier to create the ASN prior 
to the goods arriving at the NDC. Please refer to section 7.1.3 for further 
details. 

The Imports team’s objective is to ensure that House of Fraser receives goods on 
time and in full to the NDC. This section of the Manual should be read in conjunction 
with Section 7 (‘Deliveries into House of Fraser’) to ensure that Suppliers’ comply 
with our requirements.  

 

All direct import orders managed by Allport must be on an ‘Ex-works’ or ‘FOB’ 
basis. 
 
The import of any orders raised on a C&F basis must be fully managed into 
the NDC at Wellingborough by the supplier. 
 
The NDC has a compliance programme to check that Suppliers’ deliveries meet 
these requirements. If Suppliers do not comply they may have to pay charges to 
cover the remedial costs incurred to House of Fraser’s operation.  Suppliers will be 
informed of any non compliance charges via a ‘supplier compliance debit report’ 
which is produced each month. 
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  8.2  Direct Import Process (Critical Path) 
 House of Fraser’s Suppliers and agents need to be aware of the ordering, shipment 

and despatch process for House of Fraser goods.  Note: Allport will not accept any 
goods for shipment unless authorisation to ship has been confirmed by House of 
Fraser. 

 
 A PO will be issued by House of Fraser and, once production is underway, the ex-

factory date becomes the key date in the process.  
 

An Allport Origin Partner (AOP), will contact the vendor at least 14 days prior to 
shipment, vendors will be required to confirm the following 

 

• Production started (Y/N) 

• Planned inspection date (DD/MM/YR) 

• Intended ship date (DD/MM/YR) 

• PO quantity complete (Y/N) 
 
The ex-factory date should be the date goods are made ready for despatch and a 
booking should be made with Allport for collection 14 days in advance of this date. 
The authorisation process will then come into effect.  See Section 8.10 regarding 
Ex-factory Date. 

 
 Once the shipment has been authorised for despatch (Quality and Ship approval), 

goods will either be collected by Allport (ex-works) or delivered to the Allport freight 
station (FOB) where goods will be consolidated and prepared for shipment. At the 
point of despatch, all documents for shipment need to be made ready by the 
Supplier / Agent. It is important that the correct documents are provided.  Allport will 
then take control of the goods and ensure they are shipped and delivered to the UK.  
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 Critical Path 
 

 
 
   

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Agree payment terms and freight method 

HoF order placed 

Goods manufactured 

Gold Seal sample approved by HoF 

Booking requested from Allport 

Booking approved by HoF 

Goods handed over to Allport 

Loads consolidated if required 

Documents presented 

Goods shipped 

ASN created 

Goods arrive in UK 

ON or BEFORE Ex-factory date 

14 DAYS before ex-factory date 
 

Goods delivered to HoF 

14 DAYS before sailing date 
 

Allport request Progress check from vendor  At least 14 DAYS before ex-factory 
date 
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8.3  House of Fraser Purchase Order (‘PO’) 

 The House of Fraser PO includes one critical date which must be adhered to by 
you.  

 
 Ex-factory date - the date the goods must leave the Supplier’s premises and be 

delivered to Allport (FOB) warehouse or collected by Allport  (ex-works). 
 
  Orders that fail to meet the ex-factory date are subject to cancellation. 
 

8.4 Booking Procedure 
 
Gold Seal samples must be approved by House of Fraser before any booking 
request can be confirmed by Allport 
 

• AOP will make contact with the Supplier / Agent 21 days prior to the early 
shipment date to confirm that the ex-factory date can be met. 

• Vendors must submit their booking to AOP by the latest 14 calendar days 
prior to ex-factory date (Cargo Ready Date). 

• Vendors must submit bookings via the standard Allport booking form (SO) to 
the local assigned AOP . In instances where the booking has too many line 
items for one SO, vendors should expand onto another SO form making it 
clear that there is a continuation form by using the “page ___of ___” part of 
the form The vendor must provide, as a minimum, details on the booking form 
(SO) as per below:  

- Vendor Name 

- Manufacturer Name and Address 

- House of Fraser ASN (advance shipping number) 

- Origin 

- Consignee 

- Final Destination 

- PO Number 

- House of Fraser Item Number (s) 

- Description of Item (s) 

- Quantity of each item  

- Style number (s) (article code) 

- Line Item Number (‘LIN’); 

- Season Code (s) 

- Number of Cartons 

- Weight in KGS and CBM (per PO item) 

- Number of Pallets (where applicable)  

- Packing Marks (Shipping Marks) 

- Shipment Mode: CY, CFS, LCL or AIR 

- Shipment Terms (i.e. FOB, FCA or EXW) 

- Container Size and Type (CY Loads only) 

- Number of Containers Required (CY Loads only) 

- Port of Loading 

- Port of Discharge 

- Cargo Ready Date 

- Solid Wood Packaging Material Yes or No (where applicable) 

- Quota / Non-Quota; 

- Goods on Hangers (‘GOH’) / Boxed; 

- Indicate the payment method – Letter of Credit (‘L/C’) or Telegraphic 
Transfer; 
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- A Forward Cargo Receipt (‘FCR’) will be issued unless an Original 
Bill of Lading (‘OBL’) is requested on the booking form, clearly stating 
the consignee; 

- If an OBL is required, L/C numbers need to be indicated with the 
request; and 

• AOP will use the Supplier’s / Agent’s information to check against the House 
of Fraser PO.  

• If any discrepancies are noted AOP will send an exception report to House of 
Fraser on the same day for approval. 

• Please note that House of Fraser will authorise all booking requests once the 
booking has been made with AOP.  

• House of Fraser provides status updates to the AOP origin offices, who will in 
turn advise the Supplier / Agent. 

• If House of Fraser provides the Supplier’s / Agent’s with instructions that differ 
to those from AOP , please forward the supporting email to AOP, who will 
follow up with the House of Fraser on the same day. 

• The Supplier / Agent must inform the AOP  office at once of any change / 
update or amendment. 

 
 
 
The AOP contact list is shown below 

 
 
 

If you have any issues relating to booking through the AOP please contact the  
Allport Cargo Services (HK) Account Management Team 
 
 

 
  8.5  CFS Cargo Receiving Procedures 

• Vendor must deliver cargo by purchase order, by SKU/item, LIN, by 
colour, by size, so that cargo can be loaded, block stowed nose to tail in 
complete purchase order/by item sequence. Non-compliance from 
vendors could result in application of a sorting charge as per Allport local 
tariff.  

• Vendors must deliver cargo as follows: cartons should be received into 
the CFS loose loaded and GOH can be received on rails. 

• Ensure that GOH are: Individually wrapped and individually ticketed.  
Tickets must be face up and visible.  The order number and style number 
must be shown on the over-bag; and not in sets or bundles of garments.  

- Cargo should be delivered in such a manner that cartons are 
easy to count and labels are outward facing. Number each carton 
in sequence and ensure that it is referenced on the packing list; 

- Ensure that only the last carton in an order contains mixed LINs 
and is labelled ‘MIXED’; 

- A stamped mate’s receipt will then be issued provided that 
customs clearance is completed. 

• Upon receipt of goods in the AOP facility, cartons will be inspected as to 
condition and conformance with count to match the booking. Vendor 
should also ensure that cartons are marked according to the S/O (please 
refer to Section 7.1.5). House of Fraser does not accept shortages or 
overage. 

• Any discrepancy or damage will also be noted on the tally sheet/mate’s 
receipt which the vendor would receive. 
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• Check the condition of the carton. House of Fraser does not accept:  
� Wet; 
� Damaged; 
� Open; 
� Crushed; 
� Loose; 
� Metal strapping; 
� Metal staples/clips; 
� Metal clasps; or 
� Hessian. 

• Late deliveries should be applied for with the local AOP. Late deliveries 
are subject to approval and the late delivery charge will be applied as per 
the origin local tariff. All Late deliveries must be agreed to and co-
ordinated locally. 

• Vendors must also adhere to the below procedures: 

- Notify AOP of any partial shipments; 

-  Not make partial shipments outside the ship window (this is not 
permitted); 

-  Complete and deliver partial shipments within three days; and 

-  Not deliver cargo on the last day of window date ; 

• If there are no problems in receiving the goods, the tallymen will sign and 
record the actual receiving information on the mate’s receipt; 

• Cut off time for Cargo Freight Service (‘CFS’) will be advised locally by 
AOP . 

• If Suppliers / Agents need to apply for a late delivery, please contact 
AOP for approval. Late Come cut off is subject to request and at the 
discretion of AOP  team.  

 
 
  8.6  CY Cargo Receiving Procedure 

• CY/CY loads must be booked by the vendor using the standard 
ALLPORT S/O giving PO number, cartons quantity, item numbers, item 
quantities, weight in KGS, CBM, number of containers, size & type of 
containers and all details as per section VI, part 4 

• Factory loading may only be authorised by HoF as the majority of 
shipments are expected to be consolidated via the CFS. CY/CY loads for 
items such as large homeware items (furniture) would typically be 
expected to load CY/CY. Once a vendor factory load booking has been 
approved by Allport UK the local AOP will continue with the booking 
release.   

• Vendors must book a minimum of 14 calendar days prior to the Ex 
Factory Date (Cargo Ready Date) or ESD. 

• The vendor must book using the individual line item quantities. Should 
the vendor only provide the booked quantity in number of cartons or 
pallets, then AOP origin should request to the vendor to advise the total 
line item quantities. 

• After receiving the booking, AOP will check if there are any booking 
exceptions and will confirm that HoF have given the order authorisation.  

• Once the booking has been released by AOP to the vendor, any 
amendments to the S/O must be communicated by the vendor to AOP 
for validation.  

• Vendor should collect and load container and then return it to the 
location advised by AOP and before the CY closing day/time. 
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• Vendor must have a Container Load Plan including packing list details 
attached to the inside of the container door. 

• POs should not be split into two containers unless the volume of the 
purchase order exceeds one container or prior instructions have been 
received from House of Fraser. Vendor should ensure that Pos are 
segregated by PO number, LIN, colour then size. Large sizes should be 
loaded first, left to right, bottom to top. 

• For GOH, the House of Fraser ticket must be clearly visible on the 
garment with the 9 digit LIN facing up; 

• GOH garments must be loaded by colour and size with the largest sizes 
first; 

• Each change of colour and size must be marked with a flag divider; 

• After AOP releases carrier booking to the Supplier / Agent for FCL, the 
container must be delivered directly to the steamship line yard before the 
vessel closing/cut-off date; 

• Accurate weight and dimensions must be given by item and by LIN and 
must be provided when making and submitting a cargo declaration; 

• Vendor submits a copy of the Factory Pack Declaration (FPD) and 
copies of all commercial documents to AOP on the same day as the 
container being loaded or container delivery to the CY. NB. Vendors 
must ensure that all vendor documentation contains the relevant PO 
number reference. 

• Failure to submit timely documentation might result in a penalty 
assessment; 

• The Supplier / Agent has to submit the mate’s receipt to AOP as soon as 
possible once the container is delivered in to the terminal; 

• For any additional amendment after the declaration, the Supplier / Agent 
will be responsible for the amendment fee issued from the carrier and an 
additional administrative charge from AOP; 

Shipper is responsible to ship to the same PO/LIN as the booking indicates; 
 
  8.7  Documentation  

• The Supplier / Agent must submit a full set of documents (one original 
and 2 copies) to AOP on the day of loading the CY container to delivery 
to the CFS, and no later than five days of the vessel sailing; 

• For deliveries by air freight, all documentation should accompany the 
cargo, therefore should be submitted to AOP upon delivery of the cargo 
to the CFS; 

• For all shipments, the Fowarder’s Cargo Receipt (‘FCR’) / Bill of Lading 
will be provided to the Supplier / Agent unless a special request has 
been made on the S/O and approved by House of Fraser; 

• If appropriate, the original Export Licences (TTR) & original quota 
document should be submitted to AOP prior to the CFS or CY closing; 

• All cargo will be held if the original Export Licences (TTR) & quota 
document have not been received before closing and House of Fraser 
will be notified by AOP. ; 

• The confirmation number and EDI Licence copy should be faxed to AOP 
office before closing; 

• If appropriate, the original Generalised System of Preference Certificate 
should be submitted within 5 days after the vessel sails; 

• If appropriate, the original Fumigation Certificates should be submitted 
within 5 days after the vessel sails; 

• The FCR or Bill of Lading will be issued when: 

- a complete set of documents has been received; and  

- the vessel has sailed; and 
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- all origin charges have been paid. 

• AOP will use the shipper name / address shown on the S/O; 

• FCRs are never back-dated; 

• The items below should be included when the FCR/Bill of Lading is 
picked up: 

- Company cheque/cash for payment; or 

- Mate’s receipt; or 

- Company CHAP. 
If the Supplier / Agent does not pick up the FCR/Bill of Lading in person, the Supplier / 
Agent must issue an authorisation letter on their company letter head, with an authorised 
signature, to the nominated person who picks up the FCR/Bill of Lading. 
Where a Supplier is unsure of the documents required, they should check with their 
local AOP contact before proceeding. 

   
  8.8  Consignee (Who to Address Goods to) 
 
  Consignee: 

 House of Fraser 

c/o Allport Limited 

Allport House 

Thurrock Park Way 

Tilbury 

Essex 

RM18 7HZ 

+44 1375487900 
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Notify Party Airfreight Consignments Only: 
Sonia Ellis 

 House of Fraser 

c/o Allport Limited 

Hayes Road 

Heathrow Airport 

UB2 5ND 
+ 44 208 867 7800 
 

  Notify Party Sea Freight Only: 
Paul Tyler 

 House of Fraser 

c/o Allport Limited 

Allport House 

Princes Street 

Northam 

Southampton 

SO40 5RP 
+ 44 2380 835873 

    
8.9  Transit Schedule 
 Transit schedules will be issued on a four weekly basis direct to the vendor. All 

closing days and sailing days are as per Allports’s guidelines. 
 

Orders raised by House of Fraser will be scheduled for delivery according to the 
following transit schedules,  

   
Origin POL ENS CFS Cut off CY cut off ETD Transit Time 

China Dalian Tues Fri Tues Thurs 33 days 

China Hong Kong Mon Fri Tues Thurs 23 days 

China Huangpu Sat Fri Tues Wed 27 days 

China Ningbo Tues Tues Thurs Sat 28 days 

China Qingdao Tues Mon Wed Sat 31 days 

China Shanghai Mon Fri Tues Thurs 32 days 

China Tianjin Sun Thurs Mon Thurs 33 days 

China Xiamen Thurs Wed Fri Mon 30 days 

China Yantian Fri Thurs Mon Tues 21 days 

Indonesia Jakarta Sat Wed Mon Tues 30 days 

Malaysia Port Klang Thurs Tues Fri Mon 23 days 

Philippines Manila Mon Wed Sat Wed 30 (via SIN) 

Taiwan Keelung / Kaohsiung Wed Fri Tues Wed 30 day 

Thailand Bangkok Fri (1700) Wed Fri (1700) Mon 29 days 

Vietnam Vietnam Fri Wed Sat Mon 28 days 
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  8.10  Rejected Goods 
 If House of Fraser rejects the Supplier’s goods on delivery to NDC, the Supplier 

must collect them (see section 3.7). If the Supplier has stated that they do not 
require the goods to be returned then the goods will be disposed of and the cost of 
disposal charged to the Supplier. 

 
  8.11  Invoices 
  Each Purchase Order (‘PO’) must be invoiced separately. 
   

Suppliers on open account must send their invoices to: 
 
 House of Fraser 
 4th Floor South Wing 
 Granite House 
 31 Stockwell Street 
 Glasgow 
 G1 4RZ 
 
 �: +44 (0)141 553 4900 
  Fax: +44 (0)141 553 4995 
 

Suppliers on bank payment (Direct Account, Direct Payment or Letter of Credit) 
must instruct their bank to forward documents to: 
 
HSBC Bank PLC 
Trade & Supply Chain Service Centre 
PO Box 322 
3rd Floor, 4 Hardman Square 
Spinningfields 
Manchester 
M3 3EB 
 
Any Agent’s commission payable on the invoice should be split out from the invoice 
total and shown separately as Agent’s commission on the invoice. This will allow all 
duty payments made at the destination to be calculated correctly. 

  
  8.12  Payment Terms  
  Settlement discount terms are as agreed with House of Fraser. 
 
  Payment is always made against invoices received less debits raised. 
 
 House of Fraser will not make payment to a Supplier before the goods have been 

receipted, signed for and checked against the terms of the order.  If the goods have 
not been received within the invoice periods described, payment will be delayed to 
the subsequent period.   

 
 Any delay in processing invoices caused by fault on the part of the Supplier will not 

affect House of Fraser’s entitlement to settlement discount. 
 
  Invoices will become due for payment 90 days from date of the invoice or goods 

received date, whichever is the latter. Invoices will be included in the next available 
payment run following the due date. All payment runs at House of Fraser are 
processed on a Saturday and include invoices with a due date in the previous week. 
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  The remittance advice will be posted out on the Monday following the Saturday 
payment run and funds will be lodged into the bank account 2 working days later. 

 
  There will be exceptions due to Public Holidays. 
 
  Both the NDC and individual stores are allowed up to three business days from the 

date of delivery to receipt merchandise on a line by line basis.   
 Invoices cannot be cleared for payment until they have been checked against the 

information on the goods received note. 
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9.  Quality Assurance   

 
 9.1  The House of Fraser Quality Policy 
 It is essential that the Quality Assurance procedures described in this section are 

understood and consistently applied by Suppliers. The procedures have been 
designed to control the quality of goods available in House of Fraser stores and will 
ensure that the merchandise detailed on the order is delivered to the correct 
specification at the right time. 

 
 Suppliers must operate a Quality Assurance system that ensures that all 

merchandise is: 
 

1. fit for purpose  
2. of satisfactory quality  
3. safe when used in a reasonable manner  
4. in accordance and conforms to all relevant legal requirements  

 
 All Suppliers to House of Fraser must take ownership for providing a quality assured 

service as part of their trading agreement. Suppliers are required to read and fully 
understand the Terms and Conditions of Purchase (please see Section 3 of the 
Manual) which they will have received at the commencement of their set up with 
House of Fraser. 

 
 Suppliers must ensure all members of staff fully understand the requirements set 

out in this Manual. 
 
 By supplying House of Fraser, you are bound to our Terms and Conditions of 

Purchase which require the Suppliers to comply with all the Quality Assurance 
procedures as set out in this pack. 

 

 9.2  Legal Requirements 
 It is the Supplier's responsibility to ensure that goods supplied to House of Fraser 

conform to UK and European Regulations, in addition to British Standard Institute 
(BSI) guidelines. Suppliers must be fully aware of all current Regulations and 
Standards applicable to their products. 

 
 The guidelines offered under this section are based on extracts from the original 

documents, which are subject to revision and amendment without notice. It is 
strongly recommended you purchase copies of the relevant documents from HMSO 
bookshops: www.hmso.gov.uk. 

 
 Suppliers of specialist products are required to demonstrate their expert 

knowledge, including risk assessment procedures and due diligence within 
their supply chain 

 
 For the Full Details of Quality Assurance Information please follow the link to QA 

section within the House of Fraser Supplier Website:  
  
 www.hofsuppliers.co.uk/info/suppliermanual.html  
 
  
 and follow the link to Supplier Manual / QA Section 
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10.  Contact Details  

 
Company Name and 
Address 

House of Fraser (Stores) Limited 
Store Support Centre 
27 Baker Street 
London 
W1U 8AH 
 

� 
Fax: 

0207 003 4000 
0207 003 4001 

Registered Company 
Address 
 

Granite House 
 31 Stockwell Street 
 Glasgow 
 G1 4RZ 

  

 
Company Registration 
Number 
 

 
10677   

VAT Number 25 99 78 879 
  

Trading since 1948 
 
 
 

  

Invoice Address House of Fraser 
Accounting Services 
Granite House, 4th Floor 
31 Stockwell Street 
Glasgow 
G1 4 RZ 
 

� 
Fax:    

0141 553 4900 
0141 553 4995 

House of Fraser 
Delivery Address 

House of Fraser 
National Distribution Centre 
Park Farm Industrial Estate 
Shaw Close 
Wellingborough 
NN8 2BN 
 

� 
    

0844 800 3777 
 

 

HoF Furniture Paresh Maisuria 
Logistics Manager 
 

 
 
 
� 
� 

0207 003 4142 
pmaisuria@hof.co.uk 

HoF Imports 
 

Matt Rogers 
Head of Inbound Logistics 
 

� 
� 
 
 

0207 003 4363 
mrogers@hof.co.uk 
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Supplier Compliance 
Team 

House of Fraser 
National Distribution Centre 
Park Farm Industrial Estate 
Shaw Close 
Wellingborough 
NN8 2BN 
 

� 
� 

0844 800 3777 
ndc-compliance@hof.co.uk 
 

NDC Helpdesk 
 

As above � 
� 

0844 800 3777 
ndc-helpdesk@hof.co.uk  

 
NDC Bookings 
 

 As above 
 

� 
� 

0844 800 3777 
ndc-bookings@hof.co.uk  
 

Store Support, 
Swindon 

IT Helpdesk � 
� 
 

B2BSupport@hof.co.uk 
01793 640 345  
 
 

Furniture Delivery 
Depots 

   

1635 Pacemaker Pacemaker 
Units 12 & 13 International Trading 
Estate 
Southall 
Middlesex 
UB2 5LF 

 
� 
 
� 
 
 

Donnell 
0208 574 2400 
0208 813 8042 
lucy.walford@nightfreight.co.uk  

1636 Edmondson’s Edmondson & Sons 
Southgate 
White Lund Industrial Estate 
Morecombe 
LA3 3PB 

 
� 
 
� 
 
 

James 
01524 382211 
01524 60729 
james@edmondsonfreight.co.uk  

1637 Ballard Ballard Removals Ltd 
Ballard Lodge 
British Fields 
Ollerton Road 
Tuxford 
NG22 0PQ 

 
� 
 
� 
 
 

Matthew Ballard 
01777 871090 
01777 872400 
matthew.ballard@ballards-
move.co.uk  

1638 Peter Graeme Peter Graeme Ltd 
Unit 14 Flemington Industrial 
Estate 
Motherwell 
ML1 2NT 

 
� 
 
� 
 
 

Alex 
01236 782273 
01698 269666 
admin@peter-graeme.co.uk  
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11.  Glossary of terms  

 
ASN Advanced Shipping Note 
  
BACS Bank Automated Clearing System 
  
BDC cartons Bulk Delivery Cartons- cartons in accordance with British Health and 

Safety Guidelines 
  
BHT free A protective bag free of Butyl Hydroxyl Toluene that stops textiles 

becoming yellowed by the effects of light 
  
BHTA test method Safety test to check the volume shed by pile fabric 
  
B/L Bill of Lading: documents of title issued by ALLPORT for all HoF 

shipments. Used as leverage by the suppliers to guarantee payment 
for the goods 

  
Bonded status Term used by HM customs to describe goods held in a nominated site 

prior to distribution, where import duty has not yet been paid 
  
  
CBO House of Fraser’s Central Buying Office 
  
CBM Cubic Meters 
  
C&F / CFR Cost and Freight 
  
Certificate of Origin Certificate stating the original country where the goods were sourced. 

Used for custom clearance in the UK 
  
CFS Cargo Freight Service 
  
Completion date 
 

Final date by which the order must be delivered to the National 
Distribution Centre 

  
Cross Dock Pre-allocated deliveries into the NDC 
  
CY Container Yard 
  

Debit note This is a note which is raised to cover for example, shortages, items 
not delivered, handling or processing charges. The figure on the debit 
note is the amount of the invoice that will not be paid 

  

EAN European Article Number 

  

EDI Electronic Data Interchange 
  
ETA Estimated time of arrival of goods into the UK 
  
ETD Estimated time of departure 
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Export licence (E/L) 
 

A licence in the form of a certificate, issued by the country where the 
goods are manufactured, certifying that they may be exported 

FCL 
 
FCR 

Full Container Load 
 
Forwarder’s Cargo Receipt 

  
GKN blue pallets An easily recognisable blue wooden pallet that is hired for the efficient 

transit of merchandise between suppliers and the NDC 
  
GOH Goods on Hangers 
  
GRN Goods Received Note – raised by HoF stores and the NDC when 

they receive the goods 
  
GSP Generalised System of Preference – A separate export agreement 

issued by suppliers to allow a reduced rate of duty to be claimed at 
customs clearance on the UK. Intended to encourage certain 
countries to export goods 

  
GWP Gift With Purchase 
  
HMSO Her Majesty’s Stationary Office 
  
IMT International Monetary Transfer 

  
LC Letter of credit: payment method where the supplier will conform to 

specific requirements laid out by HoF and in turn be guaranteed 
payment where all terms of the LC are adhered to 

  
LIN 
 

Line Item Number – the HoF identification for individual colour and 
size options 

  
L/T Letter of Credit 
  
NDC National Distribution Centre for delivery of all goods before despatch 

to store 
  
Nominated Carrier A transport company nominated by HoF to deliver merchandise to the 

NDC or to stores 
  
OBL Original Bill of Lading 
  
OTB Open to buy. The amount of money available to buy merchandise 

  
Own Bought Merchandise selected by House of Fraser buyers 
  
Packing list A detailed list of delivered merchandise 
  
Pre-ticketed Merchandise ticketed with the correct House of Fraser price ticket 

prior to delivery at the NDC or to stores 
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QA Quality Assurance – A process of setting product development 
procedures and quality assurance processes to ensure the necessary 
quality is achieved and products comply with UK and European 
regulations and good practices 
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Quota This is a trade agreement between the EEC and particular countries 
that can limit the quantity of goods into the EEC. It allows the EEC to 
control their flow of goods. There are different types of quota 

  
Remittance advice Confirmation of payment to the supplier 
  
S/O Shipping Order 
  
Settlement discount A discount deducted by House of Fraser for prompt payment 
  
SKU Stock Keeping Unit – The lowest level of identification for individual 

colour and size options 
  
Supply Chain The process of events involved in moving stock from where it is made 

to where it is sold 
  
Terms and Conditions The Terms and Conditions of dealing with House of Fraser 
  
T/T Telegraphic Transfer 
  
Transit packaging Packaging used to protect the merchandise whilst being transported 
  
Waybill A receipt for cargo, issued by the freight forwarder or the main line 

carrier 
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Appendix 1 

 
Product Specific Packing Requirements 

 
Bags / Purses / Luggage / 
Belts 

• All buckles and clasps are to be protected by wrapping to avoid 
them rubbing on the leather or leaving imprints on the main body 
of the product material. 

• Inner fill must be sufficient to “inflate” the item; however the 
supplier must not use any loose fill polystyrene or newspaper. 

• Each single sales unit must be individually poly bagged and 
sealed with tape. 

 

Jewellery • Must be correctly packed as specified by the buyer dependent 
on the point of sale unit that will be used in stores, i.e. card or 
boxed sets. 

 

Hosiery and Lingerie • All products are to be ticketed with the House of Fraser price 
ticket, placed adjacent to the existing bar code. 

• Any items that are specified by the buyer to be hung on hangers 
must have a swing ticket attached with a 40mm nylon barb to the 
size label. 

 

Sunglasses • These are to be individually protected by a poly bag within its 
own presentation case. 

 

Hats 
 

• Hats are to be packed with the stuffer within the head area and 
any stiff brims suitably protected at the edges. 

 

Soft Accessories • Gloves and scarves to be individually packed in poly bags with 
the price ticket attached and visible. 

 

Toiletries • Any glass bottle items are to be suitable protected by 
individually bubble wrap or alternatively using dividers between 
the items, to avoid any rubbing or breakage. 

• Items with stoppers and caps are to be sealed with either a 
plastic protective seal or tape to avoid spillage and tampering. 

• Soaps are to be suitably packed to avoid chipping and 
splintering. 

 

China, Ceramics, Glass 
 

• Boxed presentation packs must contain the item securely to 
avoid contact with other contents. 

• Single items must be individually boxed within the outer carton. 

• Where it has been agreed to ship loose product, this must have 
suitable protective wrapping around each item before being 
placed into an outer carton. 

• In all cases, modern packing materials such as padded craft 
paper, foam wrap & blocks, bubble wrap, air cap bags and 
corrugated paper should be utilized to protect the product whilst 
in transit. 

 

Mirrors and Pictures 

 
• All individually presented pictures and mirrors must have 

protective corners, bubble wrap and contained in a carton of 
double wall thickness.  
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Lighting • Bases should be bubble – wrapped and presented in cartons 

• Shades are to be individually wrapped 
 

Rugs • All rugs should be individually rolled ‘pile in’, and placed in 
polybag 

• Multiples should then have a woven polyprop bag as an outer 
containing the agreed quantities. 

 

Cushions • All cushions are to be individually wrapped unless it has been 
agreed to pack in stocking multiples. 

 

Photograph Frames 
 

• All frames should be individually boxed and the glass within the 
unit must be secure and have protective wrapping in order to 
prevent breakage. 

 

Basketware • Where basket ware will not reasonably fit into standard size 
cartons because of irregular shapes and sizes, it may be packed 
in polyprop bags and held firm on the pallet with stretch film. 
Packing quantities must be agreed in order to maximise stocking 
multiples and reduce additional processing. 

 

Upholstery 
 

• All facings and edges are to be protected with bubble wrap, 
foam padding or similar ‘cushion type’ impact resistant material. 

• ‘Skirts’ of the units are to be tied off. 

• The unit should be placed in either a full or half – corrugated tray 
which must extent to at least 15 cm up the sides, front and back. 
If half trays are used, each side should cover at last one third of 
the length of the base. 

• Castors / bun feet must be fitted into protective ‘blocks’ within 
the tray. Any product with stub legs which are likely to protrude 
outside / through the tray must be bound with bubble wrap, foam 
padding or similar ‘cushion type’ impact resistant material. 

• The entire unit must be sealed in an outer poly wrap of a 500-
gauge minimum, taped at the corners, and NOT stapled. 

 

Cabinets - Assembled 
 

• All facings and edgings are to be protected with a scratch 
resistant liner, then bubble wrap, foam padding or similar 
‘cushion type’ impact resistant material. Plastic or foam corner 
blocks should be used on all prominent edges. 

• All internal fittings must be wrapped and secured within the unit 
with a diagrammatic user instruction guide where required. 
Internal lighting connections and bulb replacement should be 
specified. 

• Glass shelves must be wrapped in bubble wrap and packed with 
the unit in a secure fashion. A "Fragile Glass" label must be 
attached to the exterior of the unit. Permissible weight and 
replacement information should also be included. 

• The outer casing / carton must be of double wall-fluted 
corrugated cardboard and taped NOT stapled. Where top and 
base caps are used, these must be secured so they stay in 
place whilst the unit is being transported. Transit strips should 
be added where the weight of the unit determines that it needs 
additional protection. 

• If the weight of the single unit exceeds 85 kilos, this must be 
stated on the carton to alert distribution personnel that additional 
handling support may be required. 

• Universally accepted pictograms should be printed on the carton 
to illustrate correct handling and storage procedures. 
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Tables and Chairs – 
Assembled 
 

• Tabletops should be protected with a scratch resistant liner, then 
bubble wrap, foam padding or similar ‘cushion type’ impact 
resistant material. Plastic or foam corner blocks should be used 
on all prominent edges. 

• Centre Leafs should be protected in the same way as tops and 
secured to prevent movement, within the frame of the table. 
Where design does no allow integral storage, the leafs must be 
clearly labelled to indicate where they belong. 

• The outer tabletop capping must be of double wall-fluted 
corrugated or similar and taped. 

• Table legs / castors / underframes must be bound with bubble 
wrap, foam padding or similar ‘cushion type’ impact resistant 
material.  

• Chairs are to be individually protected with bubble wrap, foam 
padding or similar ‘cushion type’ impact resistant material and 
boxed, fully corrugated or bagged. Pairs should have cardboard 
liners to protect from chafing. 

 

Self-assembly cabinets 
and Bed frames 
 

• These items must be packed in double wall corrugated cartons 
with all components secured to prevent movement within the 
cartons. All products should have a full set of assembly 
instruction with details of the parts kit, which should be contained 
in a polybag. 

• Universally accepted pictograms should be printed on the carton 
to illustrate correct handling and storage procedures such as, 
“This way up” markings. If glass is packed within the carton, this 
must be particularly identified on the box. 

 
 
 

• The gross weight should be marked on the outer carton. 

• Component parts that make up the final sales unit must be 
clearly labelled. 

• Ensure the delivery and order information label is placed in a 
highly visible position and not obscured by any packaging 
material. 

 

Self-assembly Tables • These items must be packed in double wall corrugated cartons 
with all components secured to prevent movement within the 
carton. and protected with bubble wrap, foam padding or similar 
‘cushion type’ impact resistant material. 

• All products should have a full set of assembly instruction with 
details of the parts kit which should be contained in a polybag. 

• Handling, weight and identification details will be identical to 
cabinets. 

• Components parts that make up the final sales unit must be 
clearly labelled. 
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Beds and Mattresses 

 
• All bases are to be protected at the corners and edges by either 

bubble wrap, foam padding or similar ‘cushion type’ impact 
resistant material 

• Legs are to be detached and placed with the unit or attached to 
the base in a separate bag. 

• All zips or sharp edges must receive special attention to ensure 
they do not pierce the outer bag. 

• Mattresses should have protective corner caps or be double 
bagged. 

• All bases and mattresses are to be protected by an outer poly 
wrap of a 500 minimum gauge, or purpose made bag and taped 
NOT stapled. 

 

Headboards 
 

• Headboards are to be boxed and protected at the corner and 
edges with either bubble wrap, foam padding or similar ‘cushion 
type’ impact resistant material. 

 

Garden and Conservatory 
Furniture 

• All products must be packaged as per the previously stated 
‘tables and chairs’ section with relevance to either the 
assembled or self – assembly specifications. 

 

Rattan • All rattan furniture must be either boxed individually or covered 
entirely by protective wrapping. This protection must NOT take 
the form of waxed paper or cardboard. 

• Loose items must be covered with suitable protective wrapping 
around each item then placed in an outer carton so as to 
prevent rubbing. 
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Appendix 2 
BOX A: Purchase Order Header Information 

 

 

 

 

 

 

SUPPLIER / Account No. 
The Suppliers Address & Account Number 

Date Printed 
Date this copy of the 
Purchase order was 
produced 

Purchase Order No 
The Purchase Order 
reference number and 
version number 

Department 
The HoF department 
placing the order 

Order Type 
a) Original = Initial Order (Version / First print) - Always sent at purchase Order placement 
b) Amended = Amendment print (Version 2 or greater / First print) - Sent if Purchase Order dates / 
quantities / etc. are changed 
c) Reprint = Second or further copy of an order (any version / 2

nd
 or greater print) - Sent if original 

copy is lost 
d) Cancelled = Cancelled order  

Ex-Works Date 
The date goods are due to leave the 
manufacturing premises 

Delivery Date 
The date when the 
merchandise is to be 
delivered 

Cancellation Date 
The date when the order (and 
any outstanding quantity on the 
order) will be cancelled if it has 
not been fully delivered 

Freight Method and Port 
The agreed freight method detailing the 
form of transport, the shipping terms,  
the delivery point and (if an import order) 
the port of dispatch    
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BOX B: Purchase Order Details 

 

 

 

 

 

 

 

 

 

 

 

 

Special Instructions 
Special Instructions are printed as the first details on the Purchase Order. They are specific 
instructions to the supplier related to the specific order. Compliance is a contractual obligation.    

Article / Item No. 
The article number is a HoF style code.  

Description 
A description of the article  

Delivery address 
The address where the goods 
items are to be delivered  

Description of key attribute of 
product (often colour)  

Description of additional 
product attribute (often size)  

Purchasing Multiple 
The purchasing unit quantity (e.g. Carton (6))  
  

Supplier Reference 
Supplier product reference 
code  

Totals no 
of units 
ordered 
per item 

Unit cost price per 
item in purchase 
currency 

Total cost price 
per line 
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BOX C: Order Summary Details 
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Appendix 3 
Allport Contact Details  
 

 

1. CONTACTS AND DETAILS 

ORIGIN Company Name Designation Tel. # Email: 

China  Hong Kong Account 

M.ment 

Allport  

Cargo 

Services  

Fiona Lai 

Gloria Leung 

Angel Ng* 

Senior Manager - O-CMT 

Account Manager – O-CMT 

Account Executive – O-CMT 

+852 2439 3933 

+852 2439 3949 

+852 2439 3867 

FionLai@cargofe.com 

GloriaLeung@cargofe.com 

AngelNg@cargofe.com 

China Dalian Allport Cargo 

Services 
Willa Wang 

Dawn Qi* 

Op’s and Doc’s Manager 

Section Chief 

+86 411 8277 9247 

+86 411 8277 9250 

WillaWang@cargofe.com 

DawnQi@cargofe.com 

China Fuzhou Allport Cargo 

Services 
Betty Huang 

Jolin Weng* 

Operations Manager 

Section Chief 

+86 591 8727 9856 

+86 591 8727 9856 

BettyHuang@cargofe.com 

JolinWeng@cargofe.com 

China Guanzhou 

&  

Shunde 

Allport Cargo 

Services 
Guo Ping 

Karen Yu 

Mark Yu* 

Op’s and Doc’s Manager 

Section Chief 

LIMA Clerk 

+86 208 130 1795  

+86 208 102 2499 

+86 208 107 1643 

GuoPing@cargofe.com 

KarenYu@cargofe.com 

MarkYu@cargofe.com 

China Hong Kong 

Operations 

Allport Cargo 

Services 
Fennie Mak 

Bee Lee 

Sylvana Zhang* 

Operations Manager 

Asst. Supervisor 

Operations Clerk 

+852 2439 3827 

+852 2439 3857 

+86 755 3339 8520 

FennieMak@cargofe.com 

BeeLee@cargofe.com 

SylvanaZhang@cargofe.com 

China  Ningbo  Allport Cargo 

Services  
Andrew Zhang 

Carol Zhou* 

Assistant Operations and Doc’s Manager 

Section Chief 

+86 574 8702 8605 

+86 574 8702 8677 

AndrewZhang@cargofe.com 

CarolZhou@cargofe.com 

China  Qingdao  Allport Cargo 

Services  
Kiki Liu 

June Lei 

Ashley Li* 

Operations & Documents Manager 

Section Chief 

Operational Contact 

+86 532 6809 5121 

+86 532 6809 5129 

+86 532 6809 5001 

KikiLiu@cargofe.com 

JuneLei@cargofe.com 

AshleyLi@cargofe.com 

China  Shanghai  Allport Cargo 

Services  
Alex Chen 

Eva Yan 

Eva Xia* 

Operations Manager 

Asst Operations Manager 

Section Chief 

+86 21 23207660 

+86 21 23207661 

+86 21 23207652 

AlexChen@cargofe.com 

ChampionChen@cargofe.com 

TracyTang@cargofe.com 

China  Yantian / Shenzhen  Allport Cargo 

Services  
Isabella Jiang 

Susan Huang 

Kery He* 

Op’s and Doc’s  Manager 

Section Chief 

Senior LIMA Clerk 

+86 755 3339 8599 

+86 755 3999 8212 

+86 755 3339 8157 

AntonioLeug@cargofe.com 

SusanHuang@cargofe.com 

KeryHe@cargofe.com 
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China Xiamen Allport Cargo 

Services 

May Shi 

Leif Liu 

Sophie Shen* 

Asst Operations Manager 

Operations Executive 

LIMA Clerk 

+86 592 5677 632 

+86 592 5677 625 

+86 592 3301 863 

MayShi@cargofe.com 

LeifLiu@cargofe.com 

SophieShen@cargofe.com 

India Mumbai Jeena & Co Francis Fernandes 

Bilal Hajwanay 

General Manager 

Supervisor 

+91 223 0809 100 

+91 224 4222 187 

+91 224 4222 204 

FFernandes@jeena.co.in 

BHajwanay@jeena.co.in 

SaJadhav@jeena.co.in 

Indonesia Jakarta Speedmark Shinta Kristianti Supervisor +62 21 7980 660 shinta.kristianti@ritra.com 

 

Pakistan Karachi Allport 

Pakistan 

Shoaib Siddiqui 

Johar Husnain 

Export Manager 

Account Supervisor 

+92 21 3246 6419 

+92 21 3246 6419 

Shoaib@pakistan.allport.net 

Johar@pakistan.allport.net 

Sri Lanka Colombo Speedmark S. Paathirange 

Sajeewa Fernando 

Sea Export Manager 

Account Supervisor 

+94 112 686 354 

+94 112 686 354 

Suresh@smtcmb.com 

Sajeewaf@smtcmb.com 

Taiwan Kaohsiung & 

Keelung 

Cargocare Carol Chen 

Vivian Chen* 

General Manager 

Operational Contact 

+88 622 758 4095  

+88 622 758 4095  

Carol@cargocare.com 

Vivian@cargocarge.com 

Thailand Bangkok Allport 

Thailand 

A. Sahawoot 

P. Pattahom 

General Manager 

Operational Contact 

+66 2246 4030 

+66 2246 4030 

anusorn@thailand.allport.net 

paphada@thailand.allport.net 

Vietnam Ho Chi Minh Sunny Trans Juli Thanh 

Nini Khanh 

General Manager 

Operational Contact 

+84 839 411213 

+84 839 402741 

juli.thanh@sunnytrans.com.vn 

nini.Khanh@sunnytrans.com.vn 

DESTINATION Company Name Designation Tel. # Email: 

Destination Client Management (D-CMT) 
Allport Cargo 

Services 

Rowena Roberts 

 

Stephanie Currier 

Divisional Senior Manager 

 

Client Manager 

+44 1895 206155 

+44 7748623024 

+44 1895 206158 

+44 7500 66 441 

Rowena.Roberts@allport.co.uk 

 

Laura.Crow@allport.co.uk 

 

Destination Port Operations (D-OP) 
Allport Cargo 

Services 

Paul Tyler 

Daphne Wightman 

TBC 

Office Manager 

Team Leader 

Operational Contact 

+44 2380 835 873 

+44 2380 835 866 

+44 2380 835 800 

Paul.Tyler@allport.co.uk 

Daphne.Wightmanr@allport.co.uk 

STN_YEL@allport.co.uk 
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