


Introduction

This booklet is intended to provide you with the information you require to ensure that your deliveries to Dunstable DC
follow the correct delivery procedures.

You can obtain a copy of the booklet by logging onto the WH Smith web site at www.whsmithplc.co.uk. Click on site
map, other links, supplier delivery info and How to Deliver to Dunstable DC to download a copy.

ATLTQ "L We provide a distribution solution to WHSmith Suppliers
1\' Hb]nl{h using spare capacity on store delivery fleet,
Col | ectio n For more information, contact us directly

Sarah Shearman 07813 061374
Andrew Isaac 07747 T6043]

S e rVI ce email: collection.service @whsmith.co.uk

WH SMITH COLLECTION SERVICE

4+ WH Smith operates a collection service for suppliers
4+ A central team manages the collection and all bookings related to this

<+ As a supplier all that is required of you is to send a booking request form to the Collection Service and
WHSmith will do the rest for you which includes:

Organisation of a collection day and time from your warehouse
Booking of this into the WHSmith Distribution Centre

Full confirmation of bookings made

Collection by a WHSmith delivery fleet vehicle

Full proof of delivery

Invoicing for service at agreed rates
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+ Please note normal WHSmith compliance still applicable. Please see within this manual the sections reference
presentation of stock, pallet specification and stock non-conformance.
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Appointment Scheduling

1.
2.

3.
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All deliveries to Dunstable DC must be as a result of a scheduled appointment.

Appointments are to be made by telephone using the Booking Line telephone number shown or E-Mail
GoodslIn.Dunstable @whsmith.co.uk Appendix 1.

As delivery slots are limited you are recommended to schedule appointments as far in advance of the
intended delivery date as possible. We recommend you schedule your appointment when Purchase Orders
are received.

When scheduling an appointment you will be required to provide details of the Purchase Orders to be
delivered and the quantity of pallets to be delivered.

Once an appointment has been agreed you will be provided with an appointment number and the date and
time of delivery. Please ensure this information is included on all delivery paperwork.

If you no longer require an already scheduled appointment please telephone the Booking Desk to cancel.
Failure to do this may impact on the opportunities for other suppliers to deliver.

If you are delivering a small quantity of cartons through a courier/parcel service you are still required to
schedule an appointment. However, you are requested to instruct the courier/parcel service that delivery can
be made between the hours of 08:00 — 12:00 Mon — Friday.

A Pre Delivery Advice Note is required for courier/parcel deliveries.

Please note deliveries can only be unloaded from the rear of trailers against a dock leveller.

Pre Delivery Documentation

A Pre Delivery Advice Note must be faxed Dunstable DC for all deliveries at least 24 hours prior to the
appointment. Please see Appendix 1 for fax details by E-Mail

A blank Pre Delivery Advice Note is provided at Appendix 2. An electronic copy is available by e-mailing
Goodsin@whsmith.co.uk.

Please ensure that every field in this document is completed prior to sending to the DC

Failure to provide a Pre Delivery Advice Note will result in rejection of your delivery.

Delivery Punctuality

1.

2.

All deliveries are given a 30 minute window in which to arrive at the DC. This constitutes 15 minutes either
side of the scheduled appointment time.

If your delivery vehicle is delayed you must telephone the Booking Desk or Goods in Office (contact number
can be found in list of contacts) and advise the reason for delay and the expected time of arrival. This will
allow the DC to assess if the delivery can still be made and if this is the case and is it not possible to unload
due to other scheduled delivery constraints the driver will be informed at this time.



3. Failure to advise delays may result in a long wait before unloading or in extreme circumstances your delivery

may be rejected.
Arrival at DC

1. A map and directions to Dunstable DC are provided at Appendix 3.

2. All delivery drivers will need to be wearing a hi-viz jacket and safety shoes. Safety shoes must be completely
enclosed shoes and not clogs. If footwear does not comply then entry onto the site will be refused.

3. Drivers must report to Goods In upon arrival and provide the delivery paperwork upon request.

4. A site conditions of entry document will be supplied to the driver and he will need to sign to confirm that he
has read and understands that it his responsibility to adhere to them (appendix 5).

5. Goods In will check the delivery paperwork against our Purchase Ordering system and if the product is as
required unload your delivery.

6. WH Smith sign for all deliveries as ‘unchecked’. Any discrepancies will be notified to you within 48 hours of

delivery.

Delivery Documentation

1.
2.
3.

A Delivery Advice Note must be provided with all deliveries to Dunstable DC.
Failure to provide this document will result in rejection of your delivery.
Your Delivery Advice Note must provide the following information:

WH Smith Purchase Order numbers
SKU number for each product

SKU description/title for each product
Units per carton for each product
Number of cartons for each product
Number of loose units for each product
Total quantity of units for each product
Supplier name and address

Presentation of Delivery

arLOdOE
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All deliveries should be on pallets as per Apperdix

The maximum height of a pallet plus product is 1.2m

Euro pallets 1000 x 800 are not acceptable; weadtave the correct MHE equipment to handle thedlets safely
The maximum weight of pallet plus product is 800kgs.

Deliveries must be presented on the basis of one SKU per pallet unless quantities equal less than one layer of
a pallet.

Any mixed SKU pallets must display a pallet label detailing the SKU’s contained therein.

All SKU’s must be securely shrink wrapped to the pallets to ensure safety in transit.

Product Packaging and Labelling

Packaging must be in accordance with WH Smith Transit Trial requirements. If in doubt please contact our
Quality Assurance department on 01793 616161.

Cartons must be identified by appropriate labelling detailing:

SKU'’s should be delivered on the basis of one SKU per carton unless the quantity is equal to or less than 10
units.

Any mixed cartons must have a contents list attached to the outside of the carton.

The maximum weight of any carton must not exceed 17kgs. Any cartons in excess of this weight will be
rejected.






Appendix 1
APPOINTMENT SCHEDULING

Telephone 01582 604985 or E-Mail: GoodsIn.Dunstable@whsmith.co.uk

Facsimile 01582 609487

SITE ADDRESS

WH Smith

Verey Road
Woodside Ind Estate
Dunstable

LU5 4NT

CONTACTS DETAILS

GOODS IN MANAGER; Graham Smith

PHONE 01582 887811
DELIVERY COMPLIANCE Danny Cooper

PHONE 01582 600101 Ext 7801
STOCK NON CONFORMANCE Danny Cooper

PHONE 01582 600101 Ext 7801

GOODS IN BOOKING IN DESK
PHONE 01582 604985



Appendix 2
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Appendix 3
WH SMITH DUNSTABLE DISTRIBUTION CENTRE MAP AND DIRE CTIONS
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DIRECTIONS

Exit M1 at Junction 11

Head towards Dunstable along Dunstable Road
Turn right at roundabout onto Poynters Road
Turn left at next roundabout onto Porz Avenue
Turn left at next roundabout onto Lovett Way
Turn right at roundabout onto Eyncourt Road
Turn first right onto Verey Road.



Appendix 4 PALLET SPECIFICATION

Any other pallet specification other than this will not be accepted.

o Pallet dimensions 1200mm x 1000mm
o0 Maximum height of pallet & product is 1200mm

. P
v

9 élat blocks per pallet minimum size 90mmx90mmx90mm







APPENDIX 5 WH Smith Vehicle & Site Conditions of  Entry

All Drivers
Must wear hi viz jacket / safety shoes
Report to dock edge controller
Hand vehicle keys in before unloading
Deliveries can only be unloaded from the rear of trailers against a dock leveller

Deliveries
Will be signed as unchecked
Refused if unsafe
Rejected if late / or told to wait if early

Postal Deliveries
Each carton must be checked off the vehicle
Only full consignments accepted
Invoices must be on the outside of the first carton



