ORDER PROCESSING AND HANDLING PROCEDURES 

The following order processing and handling procedures have been established in order to provide our customers with the quality and of service they both require and deserve. Failure to comply with and or deviations from the below processing and handling procedures may cause undo service delays and may even result additional charges. 
INBOUND DELIVERIES
· AN APPOINTMENT IS REQUIRED FOR ALL INBOUND DELIVERIES. THE APPOINTMENT MUST BE MADE A MINIMUM OF 48 HOURS BEFORE DESIRED DELIVERY TIME. 

· AMFEX CAN NOT ACCEPT FREIGHT COLLECT AND/OR C.O.D. SHIPMENTS

· AMFEX WILL REFUSE ANY CRUSHED, OPEN, LEAKING OR OTHERWISE DAMAGED CARGO

· AMFEX MUST BE NOTIFIED OF ALL INBOUND EXPRESS/SPECIAL DELIVERIES, SUCH AS UPS, DHL, FEDEX, AIRBORNE, ETC. 

· ALL EXPRESS/SPECIAL DELIVERIES, UPS, DHL, FEDEX, AIRBORNE, ETC. MUST HAVE A PACKING LIST ATTACHED TO THE OUTSIDE OF ONE OF THE CASES RECEIVED. THIS IS THE ONLY WAY AMFEX WILL BE ABLE TO ASSURE CORRECT HANDLING OF SUCH ORDERS.

· ALL CARGO MUST BE PALLETIZED. ANY CARGO NOT PALLETIZED WILL BE BILLED ADDITIONAL LABOR CHARGES FOR PALLETIZING AND WILL BE DONE ON AN AVAILABLE TIME BASES.

INBOUND SIGNATURE POLICY


ALL INBOUND DELIVERIES TICKETS, BILLS OF LADING, PACKING LISTS AND OR OTHER INBOUND DELIVERY DOCUMENTS WILL BE TIME/DATE STAMPED AND ALSO STAMPED WITH ONE OF TWO AMFEX RECEIVING STAMPS AND SIGNED BY RECEIVING PERSONNEL.

CLEAR RECEIVING SIGNATURE STAMP

1. RECEIVED (NUMBER OF CASES) ON (NUMBER OF PALLETS)

X (SIGNATURE OF PERSON RECEIVING)

ALL CASES & ITEMS COUNTED & VERIFIED. ALL OS&D IS NOTED HEREIN



This is a clean, clear receiving signature and AMFEX has 


counted and checked all items and case counts, and has
noted all OS&D.

CONDITIONAL RECEIVING SIGNATURE STAMP

2. Received (number of pallets), said to contain a total of (number of cases) cases not counted, items not verified. Accepted as shippers load and count. Actual cases or items may vary.

This is NOT a clean, clear receiving signature as AMFEX is only signing for the pallets received. Actual items and or cases count may vary from what was ordered, shipped and or received. There may also be damaged cases within the pallet, or incorrect item, 
or short shelf life items on pallet. A clean and clear signature stamp can be granted however the delivering driver must work with receiving person and all items must be counted and verified. Under the terms of the “conditional receiving signature” AMFEX is only providing a good faith signature and will not accept responsibility for any OS&D claims that may accrue when items and cases count is verified during re-work or prior to loading, after loading or upon receipt at final destination. 

OUTBOUND SHIPMENTS

· A DETAILED PACKING/LOAD LIST WITH SHIPPING INSTRUCTIONS MUST BE SUPPLIED IN WRITING OR E-MAIL FOR EACH OUTBOUND SHIPMENT 72 HOURS (THREE WORKING DAYS) PRIOR TO THE REQUIRED SHIPMENT DATES FOR BOTH EXPORT & DOMESTIC ORDERS. 

· EXPORT CONTAINER BOOKING INFORMATION ALONG WITH A BLANK DOCK RECEIPT MUST BE RECEIVED IN WRITING OR E-MAIL A MINIMUM OF 72 HOURS (THREE WORKING DAYS) PRIOR TO THE SCHEDULED SHIPPING LINE CUT-OFF DATE. 
· DOMESTIC DELIVERY INSTRUCTIONS MUST BE RECEIVED IN WRITING OR 

E-MAIL 72 HOURS (THREE WORKING DAYS) PRIOR TO THE REQUIRED DELIVERY DATES.

REWORK SCHEDULES
ORDERS FOR REWORK ARE SCHEDULED ON A FIRST IN FIRST OUT BASES, HOWEVER SPECIAL SCHEDULING CAN BE ARRANGED TO MEET REQUIRED SHIPPING DATES. 

Note: e-mail is the preferred form for all instructions, packing list, bookings & general information. This provides you, your customer and AMFEX a valuable record for back-up and future reference.


AS A RULE AMFEX WILL NOT START WORK ON PARTIAL ORDERS? RE-WORK WILL BE SCHEDULES WHEN ALL ITEMS ARE RECEIVED AND ALL RE-WORK INSTRUCTIONS ARE FINALIZED. THIS INCLUDES ALL SHELF-LIFE REQUIREMENTS AND LABEL DETAILS. SHOULD OTHER SCHEDULING BE REQUESTED THIS MAY BE PROVIDE AT ADDITIONAL COST.
CONSOLIDATIONS & STORAGE


AMFEX can provide international consolidations and long term storage. AMFEX can and will provide consolidation services, however the entire order must be consigned to a single consignee and all items must arrive within 25 working days. If all products do not arrive within the allotted 25 days short term storage rates will apply. 


AMFEX can now provide long term storage services. Long term storage is defined as holding product over 25 days. This holding time will not apply to re-work orders that are being held due to reworking schedules or related re-work circumstances. Any items received that are not to be reworked and are not part of a scheduled consolidation order with a specified shipping date will be deemed “short term storage” and short term storage rates will be applied. AMFEX will consider all order that do not require re-work service as “consolidation” and the consolidation rates will apply.
SPECIAL REQUESTED SERVICES


Special services include, but are not limited to, Order pick & sort, re-palletizing, expedited air orders or split shipments, palletizing item from inventory, tagging service and all services not specified or covered herein. All such services will be invoiced at the appropriate hourly and or per case rate. Hourly rated service will be invoiced at a minimum 2 man hours per invoice. 
MINIMUM SERVICE CHARGE:

Although AMFEX has no minimum orders requirement there is a minimum service charge for all order. Should any herein rated service total less the $75.00 it will be invoiced at the AMFEX minimum of $75.00.

ADJUSTABLE CHARGE:

 
The following charges are based upon variables that are beyond AMFEX control and therefore are subject to change without notice. Such charges include but are not limited to:

1. Fuel surcharge, (subject industry percentage points / fuel costs)

2. Express delivery services domestic & international (billed as per provider plus service fee)

3. International document legalization (billed as per provider plus service fee)

PAYMENT TERMS:
· All domestic invoicing is net 15 days unless additional terms are authorized.

· All international invoicing is payable by wire transfer prior to shipment loading. There is a wire transfer service fee added to each international invoice NO exceptions are available. 

· A late payment fee of 2.5% will automatically be applied to each invoice that exceeds the established payment terms. An additional 2.5% will automatically be applied for each additional 5 days the invoice remains unpaid. Open invoices that exceed the established payment terms may cause service interruption. Excess late payment may result in orders being held until payment is received.

ON-LINE SERVICES:

AMFEX PROVIDE AN ONLINE SERVICE FOR YOU TO OBTAINED INFORMATION PERTAINING TO YOUR ORDERS. WE WILL BE HAPPY TO PROVIDE DETAILS TO HELP YOU ESTABLISH CONNECTIVITY AND HOW TO UTILIZE THE SERVICE. 
IN ORDER TO AVOID BILLING AND OR SERVICE ISSUES WE URGE YOU TO TAKE THE TIME TO REVIEW ALL THE INFORMATION PROVIDE HEREIN. PLEASE FEEL FREE TO CONTACT US WITH ANY QUESTION YOU MAY HAVE. 
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