STA Elements

Vendors Manual




Whether you are a new Vendor or established partner of STA Elements Inc. our Purchase Order (PO) is incorporated into all agreements relating to purchase of merchandise. The STA Elements Inc. Master Purchase Order sets forth the terms and conditions of the purchase process, including payment, shipment and delivery, cancellation, Vendor indemnification, safety and testing requirements, insurance and product specification. 
The instructions set forth in this Vendors Manual apply to all Purchase Orders issued by STA Elements Inc. and are incorporated by reference into the terms and conditions of our Purchase Orders. 

TERMS AND ORDER INFORMATION
Please review all the information on the purchase order. Should there be any changes, they must be communicated to us. All purchase orders are automatically acknowledged three days after transmission or we assume it is accepted. 

1. ACKNOWLEDGEMENT: 

a. All STA Elements Inc. Pos are transmitted via e-mail; no printed copies are mailed to you. 

b. The Vendor must review all terms and order information (UPS, pricing, carton cube, quantity, ETA, country of origin, etc.) immediately upon receipt of the PO. 

c. The order will not be binding until the Purchase Order Acknowledge has been signed and returned to STA Elements, provided however that delivery by Vendor and acceptance by STA Elements of any item specified in this order shall constitute acceptance by the Vendor of the terms and conditions of this order. 

2. MODIFICATION OF AGREEMENT:

a. If discrepancy in the PO is detected, Vendor must inform us within 48 hours otherwise the terms and order information noted on the PO governs with no exceptions. 

b. If change is accepted the Vendor will receive a revised PO.
c. No modification of this agreement shall be binding upon Buyer, unless made in writing and signed by President or STA Elements’ authorized representative. 

d. PO changes will not be processed if the request within 4 weeks of the ship window. 

3. CANCELLATION:  

a. Either party shall have the right to cancel this order if the other party becomes bankrupt, or insolvent, or makes an assignment for the benefit of the creditor.

b. STA Elements may elect to terminate this PO or cancel all or any part of this PO under the following circumstances with no liability:
i. The goods or materials are not timely shipped or delivered in accord to the terms of this PO

ii. If the goods or materials shipped are not in compliance with this PO

iii. If STA Elements is prohibited by any valid order, decree or process of law from accepting, shipping, selling or distributing the materials listed in the terms of this PO

iv. Any finding by the United States Trade Representative that additional duties may be due on the product.
In no event shall STA Elements Inc. be liable for prospective or anticipated profits by reason of any termination or cancellation.

SHIPMENT TERMS

All shipments shall be made per the shipping terms and to such location(s) as designated on the PO. Merchandise must be shipping in accordance to the guidelines in this Manual. This Manual overrides all previous Vendor Manuals. It contains detailed instructions for freight handling, booking, documentation, and packaging of merchandise for shipment to the company’s consolidator or shipping port. The Vendor is responsible for forwarding this Manual to all parties responsible for the delivery of product to STA Elements Inc. 
1. MODE OF DELIVERY:

a. It is understood and agreed that Vendor grants STA Elements Inc the right to specify the carrier and/or the best/ most cost efficient mode of transport in delivery of materials expressed in the order. 

b. Following unloading and customs inspection at company’s consolidator or shipping port, STA Elements will be responsible for all subsequent shipping and insurance agreements. 

2. OVER-SHIPMENTS: 

a. Materials shipped on this purchase order must not be in excess of the quantity ordered. 
b. Over-shipments may be returned at the Seller’s expense.

3. LATE SHIPMENTS:

a. If Vendor fails for any reason whatsoever, including force majeure (A force that cannot be controlled by the parties to a contract and prevents said parties from complying with the provisions of the contract), to ship goods in conformity with this purchase order on or before the last ship date shown on the purchase order, STA Elements has have the option of:

i. Reducing the contract price for the goods prior to shipment thereof by an amount equal  to the actual cost of air/sea freight, but by no more than the purchase price, so STA Elements may maintain its delivery schedule for the goods to the extent possible under the circumstances; or

ii. Demanding specific performance on the purchase order so STA Elements may maintain its delivery schedule for the goods to the extent possible under the circumstances. 

4. TIME OF DELIVERY
a. Delivery must be effected within the time stated on the PO. The Vendor, however, shall notify STA Elements promptly of any delays and of any actual or potential labor dispute which is delaying or threatens to delay the timely performance of the order. 

b. The PO number must appear on any bill of lading and any and all shipping and/or delivery documents. 

PAYMENT TERMS
Payment will be issued based on the terms agreed upon between STA Elements’ Buyer and Vendor. Payment terms cannot be changed without the Buyer’s approval. Please review the payment terms on your purchase orders and contact the buyer if you have any questions. 

1. PURCHASE PRICE: 
The term “Purchase Price” shall mean the Seller’s (to include manufacturer, vendor or export supplier) ex-factory (or F.O.B. foreign port of exportation) selling price unless a different pricing method is agreed to in writing by STA Elements’ Buyer and Vendor. 

2. INVOICING AND PAYMENT:


a. A separate invoice shall be issued for each shipment

b. Each invoice must contain accurate and complete descriptions of the merchandise and the names of the appropriate suppliers, if other than the Vendor. 

c. All commercial invoices for merchandise produced, grown, assembled, or manufactured outside the United States must meet all requirements as set forth by the United States Customs Service. 
d. The invoice must also show that the merchandise was produced for or sold to STA Elements Inc.


STA Elements Inc. has established item packaging guidelines that are most beneficial to our ability to sell your products successfully. 

MARKING GUIDELINES
All item packaging must comply with the following marking guidelines:

1. ITEM NUMBER:
Must be printed on all packages

2. COUNTRY OF ORIGIN:

a. Must be printed on packages

b. Lettering must be the same size or larger than the company name and address.

c. Must be printed on one (same) panel with the company name and address

d. DO NOT print company name, address, and country of origin on more than one panel. 

3. COMPANY NAME & ADDRESS:
Our name and address to be printed on cartons, unless PO states otherwise. 

4. UPC/ EAN CODE:
Either UPC or EAN code must be printed on some cases

5. LANGUANGE:
US package must include all instructions and warnings (if applicable) written in English. 

6. NON TOXIC MARKING:


a. If you have a non-toxic claim on your product or package, you must be able to provide a copy of a laboratory report substantiating your clam, addressing acute oral toxicity, and primary skin and eye irritation. 

b. The report cannot be more than 5 years old. 

c. Only a documented report from a testing laboratory will be accepted.

7. AGE GRADING & WARNING CLAUSE:

a. Product which is not suitable for children under 3 must have a warning statement printed on the package indicating the article contains small parts which pose a hazard to children under 3.  

b. The warning statement is only required when the product contains one or more small parts. 

c. Appropriate age grading must be printed on packages

8. MEASUREMENT REFERENCE:

Inches, feet, pounds, etc. are to be used as the unit of measurement. 
9. WEIGHT OF CARDS, HEADERS & BOXES

a. Cards and headers up to 5’ x 7’ – 450 lb. board minimum

b. Cards and headers over 5’ x 7’ – 500 lb. board minimum

c. Individual boxes must be of 450 lb. board minimum

10. BLISTER FILM:
Must be a minimum of 0.01 inch (0.254 mm) thickness

11. POLY BAGS:



a. All poly bags with an opening perimeter of 14” or larger must have a “suffocation warning”

b. The film the bag is made of must be at least 0.0015 inch (0.0381 mm) in nominal thickness; actual thickness of the poly bag is 0.00125 inch (0.03175 mm)

12. PEG HOOK HOLES:

Must be a minimum of 3/8” in diameter, leaving a minimum of ½” space from the top of hole to the top of card

13. J- HOOK:

A reinforced J-hook must be used if the item is an assortment.

Note:
If U.S. Customs determines that the package or item is not legally marked and require further manipulation to bring goods into compliance, STA Elements Inc. will charge back your account for these fees. 
Special Instructions:

PRIVATE LABEL MERCHANDISE

Packaging for Private Label brand merchandise will be sent to you from STA Elements Inc. Private Label packaging will be compliant with STA Elements Inc. packaging requirements. 


The visible and accurate pricing of customs products in the stores is critical to visual merchandising, store labor productivity, and ultimately our guest satisfaction with the in-store experience. Certain products require that our vendors pre-price products. These are products that typically cannot be merchandised in shelf locations where we create a shelf tag providing our guests clear visibility of unit pricing. 
PRE-TICKETING GUIDELINES
Upon item creation, the Buyer will determine if the item will belong to a predefined merchandise department requiring these services. 
If your item requires pre-pricing, the Buyer will select the approved ticket type for your product. There are three valid ticket types:

1. Hang Tag (yellow cardboard tag affixed to item with Swiftach or plastic loop)

2. Space label (orange adhesive label)

3. Roll label (orange adhesive label)

UPC LABELS
1. UPC labels not preprinted on the packaging must be tamper-resistant. Sample labels must be submitted to Merchandise Information Operations Groups and approved prior to the product being shipped.
2. UPCs must be of the correct height and contain sufficient “white space” around them in order for the scanner to read them. Specific guidelines regarding the printing of WPC symbols are available from the Uniform Code Council. 

3. Assortments must have a unique UPS for each and every item in the assortment. A single “assortment UPC’ is unacceptable and makes it impossible to track sales. 

PLEASE NOTE: 
The Vendor must notify the STA Elements Buyer immediately each time there is any change to the product, such as pack, weight, UPC, master carton or selling package dimensions, in order to have the STA Elements item master updated. 

BARCODE ON ALL ITEMS


PACKAGING GUIDELINES
STA Elements Inc. requires the Vendor to adhere to specific carton and packing requirements identified in this section. Failure to comply with carton weight, size or corrugated requirements may result in lost or damaged merchandise and excessive handling by the Distribution Centers. Each Vendor is responsible for the quality of packing used to transport product. This includes utilizing high quality packaging as it relates to cartons, tape and dunnage. Each carton must sufficiently protect merchandise from damage during transportation. To avoid unnecessary delays and additional expense, Vendor must adhere to these carton and packing requirements. We strongly urge all Vendors to use recyclable, ecologically safe materials when packaging their product. 
CARTON REQUIRMENTS
It is important that you must use STRONG export carton (at least double corrugated cardboard) to pack your merchandise. A stronger carton will avoid any damage to merchandise during the entire transportation process. Packaging must be capable of withstanding, without failure, the compression, vibration, abrasion, grasping, temperature, and humidity normally associated with the distribution process. Any defects of merchandise caused by the poor quality of export carton, considered to be defective goods, will be claimed to your account. 

1. All merchandise must be packaged in cartons that fully enclose the merchandise. There should be no open sides that expose the product to potential damage.

2. All items must be shipped in master pack quantities.

3. Cartons that are rectangular in shape, with a low center of gravity (weight and placement of contents within the master carton determine this) are best suited for conveying. Square-shaped master cartons should NOT be used. 

4. All sides of the master carton must be flat to ensure optimum conveying characteristics

5. All merchandise should be packaged in conveyable cartons and weigh less than 50 lbs unless the overall size or weight of the item prevents this. (See below table for acceptable dimensions)

6. All cartons must be sealed with reinforced paper tape, plastic tape, or when practical- glue. 

7. Staples must NOT be used on any cartons

8. Master cartons are NOT to be wrapped in any type of plastic film

9. Conveyable cartons are NOT to be sealed with metal or fiber banding or strapping of any kind

10. Oversized or overweight non-conveyable cartons, and multi-part items are exempted from banding restrictions. 

CARTON WEIGHT AND DIMENSION
Must be printed on cases.

	
	Length (in.)
	Width (in.)
	Height (in.)
	Weight (lbs.)

	Minimum
	9”
	6”
	2”
	No less than 1lb

	Maximum
	39”
	30”
	31”
	No more than 50lbs


** Any item falling below minimum dimensions will be processed using a conveyable tray**


The proper marking of cartons is essential to the identification of the Vendor’s shipments through the supply chain. Improper marking may delay the processing of the Vendor’s shipments to the selling floor, resulting in lost or damaged merchandise, and excessive handling by the consolidators and distribution centers. 

MASTER CARTON MARKINGS
Master Cartons require the following markings:


       Front and Back Markings


        Side Markings (on 2 sides)


· All markings must be stenciled or printed on the master carton.

· Do NOT use paper labels as they can be peeled off easily from export cartons. 

Special Handling
Special handling notations must be on all cartons if applicable. Examples of such notations are:

1. Fragile

2. This End Up

3. Hazardous Material

4. Protect from Heat/ Freezing

INNER CARTON MARKING

In order to assist our store associates in identifying the Vendor’s product in our storerooms, STA Elements Inc. requires the following identification on one side of all inner cartons:


ITEM DIMENSION SETUP
The accuracy of item dimensions, both in precision and in position, is critical to many aspects of our supply chain. The dimensions MUST be provided to STA Elements in a manner reflecting the diagram below:


[image: image1]
Item Width is calculated by measuring the widest point, right-to-left with the item facing forward, as in the above diagram. The facing is the side of the product that will be displayed toward the front of the store shelf.

Item Height is calculated by measuring the vertical height on an item at the tallest point. The tallest point may be a point other than the facing. 

Item Depth is calculated by measuring the front to back of an item. This measurement determines the capacity of a row of product on the shelf.

All item dimensions are calculated in inches.

Any goods purchased by STA Elements Inc. that are shipped into the United States are required to provide documentation of compliance with the following regulations. 
SHIPPING ORDER DOCUMENTS
The following documents are to be prepared by you and delivered complete. The shipping order will not be signed without these documents in hand. 

	Document


	ORIGINAL


	COPY



	COMMERCIAL INVOICE
	1
	3

	PACKING LIST
	1
	3

	CERTIFICATE OF COMPLIANCE

       Regular items

       For retest items
	0
1
	3
2

	DROP TEST REPORT
(if applicable)
	0
	3

	VIASED INVOICE
 (Item under quota)
	1
	3

	FUMIGATION CERTIFICATE
(where applicable)
	0
	3

	NEGATIVE DECLARATION
(where applicable)
	1
	3

	CERTIFICATION OF NO FORCED OR INDENTURED CHILD LABOR
	1
	0


DOCUMENT REQUIREMENTS
Below is the list of information that required on each of the documents. All documentation must conform to the requirements listed in this section. Any delays caused by accurate, incomplete information will result in a chargeback to your account. 

I. COMMERCIAL INVOICE
U.S. Customs regulations dictate that the commercial invoices clearly and completely define the transaction. Information contained on the invoices clearly and completely defines the transaction. Information contained on the invoice and supporting documents must be accurate. Invoices must contain sufficient information to enable the Customs Service to examine, release, appraise and classify the merchandise. 
A commercial invoice can only cover on purchase order. The invoice you submit to our consolidator or for payment negotiation MUST be typed on your company’s letterhead, and must reflect the same FOB price indicated on our purchase order. 

a. Invoice number and date

b. Port of Delivery

c. Port of Discharge

d. Purchase order number

e. Country of origin

f. Terms of payment

g. Export carton marking

h. Item number, style number and complete description of each item*

i. Total pieces of each item number

j. HTS number per item number

k. Unit FOB in US Dollars

l. Declaration for “No Solid Wood Packing Material”

m. Your company name with authorized signature

* A complete, detailed description will include the name by which the item is known (trade or retail name), number under which it is sold in the country of origin (manufacturer number), and the marks and numbers of the package in which it is packed (carton marks). The description must also include what the item is, and ingredients and materials the item is made of. If the item is a set, the individual components need to be listed. Where the components would be classified under different tariff classifications if sold separately, a value breakdown is required. 

Note: Please ensure that all information on your invoice is correctly typed before you submit to our consolidator or for payment negotiation. Any errors to the commercial invoice will result in a charge of US$250.00 per invoice on any discrepancies found. 

II. PACKING LIST
a. Invoice number and date
b. Port of Delivery
c. Port of Discharge
d. Consignee
e. Purchase Order number
f. Item number

g. Item number description

h. Carton numbers of each item number

i. Total number of pieces in each carton*

j. Total number of pieces per item number

k. Total number of cartons and pieces

l. Grand total of cartons and pieces

m. Gross weight of shipment in pounds
n. Total gross weight pf shipment in pounds
o. Carton dimension in inches (length x width x height)

p. Cubic feet per carton

q. Total measurement per shipment
r. Export carton marking

s. Declaration for “No Solid Wood Packing Material”

t. Your company name with authorized signature

*Note: All cartons must be of equal pack and must conform to the carton pack list on purchase orders. In the event the packing is changed, notify Lash Tamaron Disrtibutors and TRU (HK) at once. 

III. CARGO RECEIPT – This will be issued by ECS

IV. CERTIFICATE OF COMPLIANCE (COC) A COC is issued by a Bureau Veritas Company facility.

V. VISAED INVOICE


For any product under quota agreement between U.S. and export countries such as textile, goods, etc., the invoice must be visaed by the Quota Control Authority in the Country of Origin. 

It is your responsibility to verify that the visaed weight is sufficient to cover the shipment. Do not make payment if the weight stated on the visa is less that the weight of the item covered. 

Shipments entered into the U.S. with documents showing insufficient visa weight or two documents (packing list and visa) showing different weights are subject to fines, penalties and seizures. All such charges will be deducted from your accounts. 

VI. DROP TEST REPORT
If you are shipping any breakable items, you MUST submit a drop test report in addition to our regular test report. 

VII. TOXIC SUBSTANCES CONTROL ACT (TSCA) CERTIFICATIONS
TSCA regulates any products of chemical substance that are shipped into the U.S. 

Compliance is mandatory and requires that manufacturers and importers meet the notification, reporting, and labeling requirements specified within the Act. While TSCA has been in effect since October 11th, 1976, increased monitoring by US Customs has created delays for manufacturers and importers of products without proper documentation. 

Generally, any product that is intended to release a chemical substance must comply i.e. Detergents, Household cleaners, Air fresheners, etc.

ACTS Testing Labs can review and evaluate products for compliance with TSCA requirements preventing delays and facilitating the importation of regulated products for clients. 

VIII. CERTIFICATION OF NO FORCED OR INDECTURED CHILD LABOR
The US Customs Service will be enforcing Section 307 of the Tariff Act of 1930 (19 U.S. Code § 1307) prohibiting the importation of any merchandise produced in whole or in part with prison labor, forced labor, or indentured labor includes forced or indentured child labor!
The law applies to merchandise produced “wholly or in part” with prohibited labor. Goods produced in a factory that does not employ prohibited child labor would nonetheless not be eligible for import into the US if the factory relied on supplies made with forced or indentured child labor.

· US Customs has the authority to detain merchandise if the Commissioner of Customs finds that the information available reasonably, but not conclusively, indicates that the merchandise has been produced with prohibited child labor.
· The importer has the opportunity within 3 months from the date the merchandise was detained to demonstrate that it was not produced with child labor.  
· Where merchandise is subject to a detention order and proof is not timely submitted or does not establish the admissibility of the merchandise, the merchandise will be deemed abandoned and destroyed 60 days after notice is issued. 
· Civil sanctions can be applied. The amount of penalty equals the value of goods introduced. A person involved with the introduction would be subject to a similar penalty. 
It is a felony offense for a person to fraudulently or knowingly imports or brings into the U.S., merchandise contrary to law. 
Effective immediately, each supplier exporting merchandise to STA Elements Inc. will now be required to complete a form certifying no forced or indentured child labor was used in the production of each product on that Purchase Order. A new certification statement (form) is to be completed for each shipment and Purchase Order. 
The new form is to be included as permanent part of the TRU “Customs Document Package” that accompanies all freight bound for STA Elements Inc., USA. 

Special Instructions:
SOLID WOOD PACKING MATERIAL FOR IMPORT SHIPMENT
The US Government is enforcing an interim ban that prevents shipments from China that contain solid wood packing material (SWPM) entry into US. The ban is intended to prevent the import of the Asian Longhorn Beetle into US. In order to comply with this new import regulation, at time of documentation, all shippers are required to made declaration for:

Shipper’s load and count (Factory Load, CY) shipments to carrier yard

· If Solid Wood Packing Materials was used in loading of the container that documentation required to receive an ECS Forwarders Cargo Receipt (FCR) must include certification that material was properly treated. 
· If No Solid Wood Packing Material was used then a statement “No Solid Wood Packing Materials were used in the load of this container #____________” must be submitted before CY closing intended vessel for inclusion of documents to be sent to ECS. The statement must be on the shipper’s letterhead. 
CFS shipment to ECS warehouse

ALL shippers are required to make SEPARATE declaration for each shipment on the Commercial Invoice, Packing List and ECS shipping order form stating that “The shipment does not contain SWPM”

VENDOR AUDIT PARTNER
STA Elements Inc. has partnered with an experienced company in the area of government security and international trace compliance to ensure that our organization follows all the requirements of C-TPAT. 

CONTACT INFORMATION
FREQUIENTLY ASKED QUESTIONS
Since Phase 1 is complete, the questions below focus solely on Phase II of C-TPAT:

1. How can I be exempted fro participating in this validation audit?
You are considered exempt only if you are already C-TPAT qualified by U.S. Customs and have received a C-TPAT certification letter. You must submit a copy of your C-TPAT certification to the attention of:

STA ELEMENTS INC

ATTN: Supply Chain Manager

7575 Kingspointe Pkwy, ste 25

Orlando, FL 32836

2. Why did I have to participate in the validation audit?

In an effort to protect our borders and be a “best –in-class” importer, STA Elements Inc. has made the decision to become C-TPAT certified.

3. Who will perform the validation audits and where will they take place?

STA Elements Inc. has chosen _____________ to execute the audits. 

4. Do I need to contact STA Elements Inc. to schedule a validation audit; how will I be selected?

5. How much will a validation audit cost and how long does it take?

6. What can I expect when ____________ audits me? Are there forms involved?


Through participation in either a Non-Allowance RGD program or the Allowance RGD program, the vendor is responsible for the expenses associated with defective merchandise. STA elements RGD program is as follows:

“Auto Disposition RGD”
Cost of goods + 10% flat charge + return freight if instructions are to return + cost of revenue

Upon initiation, the vendor is automatically entered in the Non- Allowance RGD program. 

NON-ALLOWANCE RGD
Typically, non-allowance merchandise consists of high-ticket items such as large gift basket sets, luxury pet beds, etc. STA Elements Inc. processes all defects, records the data in the in the point of sale system by item and vendor, generates a credit request, and then places them in pallet storage locations pending disposition instructions form the vendor. The vendor will be charged back on credit requests for defective merchandise, 10% handling costs, inbound freight, and return freight charges, if applicable. 

A credit request is the first and last notice the vendor will receive regarding the specified defective merchandise, 10% handling costs, inbound freight, and return freight charges, if applicable. A copy of the credit request should be forwarded to the vendor’s Accounts Receivable department. The dollar amount shown will be automatically deducted from the vendor’s next invoice due for payment. Credit requests must be returned within 21 days with vendor’s disposition instruction for the defective merchandise. The vendor must provide a return authorization number for the merchandise to be returned. In this case, the vendor will pay for the freight charges to a vendor’s designated location, as well as the freight cost, if any, that STA Elements Inc. has incurred for the original in-bound shipment. The vendor’s credit request must be returned, along with instruction for disposition, and sent directly to the following address:

STA ELEMENTS

ATTN: RGD Department

7575 Kingspointe Pkwy

Orlando, FL 32836, ste 25

If disposition advice is not received within 21 days, or if the vendor does not wish to pay freight for return, the defective merchandise will be destroyed. 
PURCHASE ORDER
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