
                                                                      01/05/2014 
  

 

1 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Operational instructions for Fruit and Vegetables PAXD 
Suplliers via DC METRO Rostov 

 / DC METRO ROSTOV) 
 
 
 

 / CONTENT 
 
 

 
1. Operational instructions /  
2. Request for shipment (SWR user manual) /          

) 
3. TTN /  ( )  
4.  Waybill /  
5. Transport label /  
6. Map /          

    

 
 
 
 
 
 
 
 
 
 
 
 

 



                                                                      01/05/2014 
  

 

2 

1.  
 

 
 ( ) : 

 
 
, , . , 

. , 35-  
 
 
2.  

 
 

: 
-  – , 

 
-  –  

, ,  
. 

 
,  

 
 

. 
 

, . 
,  

 
. 

 
 
2.1.  

,  
 : 

 
-  1 3, 

 
-  300 ,  
-    10. 
 

 
.  

 
. 

 
2.2.  

 
,  

 : 
- ,  

 10 
-  0,1 3 

. 0,60  x 0,40  x 0,40 );  
 1 3 

-  30 . 
-  300 . 
-  

 
,  
. 

 
 

1. Delivery address 
 
Goods shall be delivered by Supplier to the 
Cross Docking Center (XDC) of METRO: 
 
ZAO STS Logistics 
Rostovskii district, Aksaiskii region, Aksai city, 
Zapadnaya street 35 E 
 
 
2. Groupage and parcel shipments 
 
The METRO XDC accepts for delivery two types 
of shipments: 
- Groupage shipment – palletized goods 
 
- Parcel shipment - parcels, loose colli, 
boxes, etc. 
 
One shipment is considered as the sum of 
deliveries from one Supplier to one METRO 
store on one day at one temperature range. 
 
 
A shipment is either defined as a groupage or a 
parcel shipment. Therefore it is not allowed to 
send in one shipment groupage and parcel 
package units. 
 
 
 
2.1. Definition of groupage shipment 
A shipment is considered as a groupage 
shipment if it meets ONE of the following 
criteria: 
- Volume of the shipment is more than 1 cbm, 
or 
- Weight of the shipment exceeds 300 kg, or 
- Number of parcels, loose collies, boxes is 
more than 10. 
Groupage shipments shall be sent on euro-
pallets. For groupage shipments each pallet is 
defined as a package unit. 
 
 
2.2. Definition of parcel shipment 
 
A shipment is considered as a parcel shipment 
if it meets ALL of the following criteria: 
- Number of parcels, collies, boxes is 10 or 
less 
- Volume of 1 parcel does not exceed 0.1 
cbm (e.g. 0,60m x 0,40m x 0,40m); volume of 
the shipment does not exceed 1 cbm 
- Weight of 1 parcel does not exceed 30 kg 
- Weight of the shipment does not exceed 
300 kg. 
For parcel shipments each parcel, loose colli, 
box is defined as a package unit. 
    
In case one of the above stated criteria is 
violated the shipment shall be considered as a 
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groupage shipment. 
 
3. Preparation of goods for shipment 
- All shipments shall be accompanied with all 
the documents necessary for transportation of 
goods. 
 
- All package units shall be packed securely 
for transportation and safe against access of 
third party.  
Package ensures secure (safe) goods fixation 
on the pallet in order to avoid spilling and 
upturning of goods during transportation. 
 
For groupage shipments - every single 
package unit shall be secured by min 5 layers of 
foil and Supplier’s company tape criss-crossing 
the top of the pallet and rounding the bottom of 
the pallet. 
 
For parcel shipments - every single package 
unit shall be secured by min 3 layers of foil and 
Supplier’s company tape criss-crossing the 
package unit. 
 
 
For all shipments of “high value goods” it is 
recommended to use additionally black 
nontransparent polypropylene foil (fixed 
thermally) and for groupage shipments - 
stapping band 3 turns across pallet edge 120 
cm and 2 turns across pallet edge 80 cm. 
METRO reserve the right to make this 
recommendation obligatory. 
 
 
For all groupage shipments with heavy pallets it 
is recommended to use stapping band 
packaging in tight manner. METRO reserves the 
right to make this recommendation obligatory. 
 
 
 
For all groupage shipments all packaging 
means should overlap the pallet.  
 
 
 
All package units should have a shipment 
marking (series A4, or A5 in exceptional 
circumstances, it is strongly recommended 
to use self-sealing paper, marking should be 
posted over foil, avoiding logjam and 
deformation), in compliance with: 
 
 
 
- Marking should be pasted on two 
oppositional sides of the pallet above the 
packing on the shot side edge 80 sm, the 
bar-code is to be absolutely legible. Should 
the height of the pallet be not more than 1,2 
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m, the marking should be posted from 
overhead. 
- Each package should have the marking 
relevant to its item number. 
 
- For groupage shipments Suppliers are 
obliged to use only euro-pallets with dimensions 
of 80 cm x 120 cm. Shipments delivered on 
non-euro-pallets shall not be accepted. Goods 
placed on pallet shall not overlap. 
 
 
- The Supplier may stack pallets if two or 
more pallets are sent to the same store. 
Thereby the Supplier shall consider the nature 
of goods to prevent damages through stacking. 
Those two or more pallets can be treated then 
as one package unit. In order to be considered 
as one package unit these two or more pallets 
have to be foiled together, wrapped as one 
pallet and one transport label has to be attached 
to it. 
 
- The maximum height of the pallet / package 
unit shall not exceed 2 m (pallet plus goods) 
and maximum weight shall not exceed 1200 
kg. 
- The Supplier may combine goods of more 
than one purchasing order in one package unit. 
 
- It is not allowed to combine in one 
package unit orders belonging to different 
Supplier numbers. 
 
- In case the goods are delivered to XDC 
by more than one truck the delivery of one  
shipment in different trucks is not allowed. 
 
 
- Deliveries of non-standard goods like: 
bulky, requiring special control or any other 
special treatment, via the XDC are only 
permitted upon the approval of METRO. 

- For groupage shipments: if the goods are 
overlap the pallet up to 4 cm from each side 
such pallets are considered as non-standards. 
 
If the goods on  pallets are oversized more than 
4 cm from each side the possibility of 
acceptance of such pallets should be 
preliminary agreed with METRO. 
 
 

 
- The Supplier is obliged to fill in the 
Waybill and the Tovarnaja Nakladnaja (TN) 
with reliable and accurate information. 

 
- The Supplier  should fill in the Waybill with 
information about security measures applied to 
the shipment (e.g.: color of stretch foil, 
company tape, polypropylene foil, type and 
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- In case the order exceeds 32 pallet spots 
or 20 000 kg, the Supplier has to ask for 
splitting up the order in the way that each order 
does not exceed the above parameters. 

 
 
- METRO verifies data put by the Supplier 
in the Waybill (e.g. weight, number of package 
units, date and time of delivery to XDC). 
Finding that information in the Waybill filled in 
by the Supplier is different from the real one, 
METRO reserve the right to refuse acceptance 
of goods and / or charge the Supplier with 
additional costs arising from incorrect 
information put into the Waybill. 

 
 
4. Request for shipment, goods acceptance 
time at  the XDC 
4.1.  Notification 
The Suppliers shall notify XDC METRO of the 
shipment and its details in the established 
manner provided by the “Request for Shipment” 
at least ONE day before delivery to  the XDC 
not later than 16:00 h and provide the following 
information: 
- Supplier name and number 
- Order and Metro mail number (if necessary) 
and planned delivery date to the store 
 
- TN number 
- Store number 
- Value and gross weight of shipment 
- Delivery date and time at  the XDC 
- Amount and type of package units 
- Type of goods 
- Applied security measures 
- Required temperature range. 

- Applied security measures. 
All changes in the shipments, which have 
been created and already registered in the 
system, it is necessary to make until 14:00 at 
day, previous of day of delivery at the XDC. 
 
The Supplier should notify and deliver 
shipments according to the schedule defined in 
Delivery schedule.  
 
XDC METRO may reject notification in case if: 

- Data in notification do not comply with 
these Operational Instructions (e.g. Pallet 
weight > 1200 kg). 
 

- Planned delivery date to the XDC is 
planned earlier than planned delivery date to the 
store minus lead time defined in Delivery 
schedule (e.g. planned delivery date to 
Krasnodar is 15.02, lead time is 1 day: Goods 
can not be accepted before 14.02). 
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This Request for shipment is currently done 
through the internet registration.  METRO shall 
inform the Supplier in case the way of 
notification shall be changed. 
 
 
4.2. Goods acceptance time at the XDC 
- Goods acceptance time at the XDC is 
from 09:00h till 12:00 h every Thursday. 
 
- The Supplier shall deliver goods in time 
window declared in his Request for shipment. 

 
- Unloading and acceptance of the goods 
not delivered within given time window will be 
handled without priority. 
 
- Goods will not be accepted after 12:00. 

 
5. Delivery documents 
5.1. TN (Tovarnaja Nakladnaja) 
-          The  TN  shall  be  issued  in  2  (two)  
originals in the form requested by Russian 
legislation, include information defined in the 
Contract, and meet the requirements of 
METRO. The Supplier should also add to the 
TN in the field “Recipient of goods” after the 
address of the METRO store: 
 
- “via ZAO «STS Logistics» 
Rostovskii district, Aksaiskii region, Aksai city, 
Zapadnaya street 35 E 
- All necessary shipment documents, 
inclusively two TN (original) for each order, shall 
be packed in transparent polyethylene self-
sealing envelope series A4. In case of 
confidential all documents shall be placed with 
printed side down. Envelope shall be placed on 
package unit number 1, moving to store. 
 
 

 
TN sample contains in  the “Manual for 
suppliers” 
The Supplier  is in a charge with document mix  
 
5.2. Waybill 
Each Waybill shall be issued in 3 (three) 
originals. Each Waybill should be signed and 
stamped by the Supplier.  
 
 
5.3   Other necessary documents (e.g. 
certificates, approvals etc.) 
The Supplier is obliged to deliver Goods with all 
the necessary documents required by Russian 
legislation and the Contract. 
 
6. Delivery schedule 
Shipments are delivered according to the 
schedule defined in Delivery schedule. 
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All shipments delivered not under the 
current schedule will not be accepted at 
XDC. 
 
7. Hand over of the package units to the XDC 
 
7.1. Unloading at the XDC 
The driver of the Supplier shall: 
- When entering the DC  handover the 
waybills for all shipments at the security 
point for scanning.     
- Present a medical book to XDC 
employees (according to requirements of 
Russian legislation). 
- Go to the reception point, handover all the 
necessary documentation to the reception 
personnel (TTN, waybills, etc.) and receive 
instructions when and where he should dock 
his truck. 
- Unload all the package units at the XDC 
to the inbound area according to the XDC 
personnel instructions. 
- Segregate the package units per store 
destination and per waybill. 
- Hand over sets of original Waybills to the 
responsible person at the XDC. 
 

Parcel shipments are recommended be 
delivered on pallets for faster handling (secured 
by foil). 
 
7.2. Acceptance and endorsement of 
delivery documents 
The XDC confirms by stamping and signing: 
- The LSP Waybill (4 originals). The XDC 
confirms only the number of accepted package 
units (without checking the content). METRO  
does not bear responsibility for the content of 
package units. The Supplier’s driver receives 
back one original Waybill. 
 
 

7.3. Euro-pallet exchange 
Euro-pallet are not exchange between the 
Supplier (Customer) and METRO.  
 
 
8. Logistics liability for the goods from the 
XDC to METRO stores 
The Supplier is obliged to prepare shipment in 
the way that ensures damage free 
transportation. 
The Supplier shall use proper packaging 
materials and foil etc. as well as the company 
tape to secure the shipment. When palletizing 
the goods, heavy goods should be placed on 
the bottom of the pallet. Pallet with heavy goods 
should be packed with stapping band in tight 
manner. 
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METRO take over the transportation 
responsibility after the shipment has been 
unloaded by the Supplier on the XDC ramp and 
the Supplier received signed and stamped by 
the XDC Waybill. 
 
From this moment METRO  is responsible for 
the damage free and complete transportation of 
package units from the XDC to METRO stores. 
This means the following: 
 
- Groupage shipments - METRO  is 
responsible for delivering the exact number of 
pallets handed over by the Supplier. METRO  
is NOT responsible for the content of these 
pallets, i.e. number of collies on these pallets 
or content within the collies. 

 
- Parcel shipments - METRO is responsible 
for delivering the exact number of parcels 
handed over by the Supplier. METRO is NOT 
responsible for the content of these parcels, 
collies, boxes. 

 
In case delivery needs special regime, the 
Supplier should notify METRO and their LSP 
about it in the Request for Shipment. The 
Supplier is liable for breach of the temperature 
controlled regime in case he does not make 
proper notification in the Request for Shipment 
or registers delivery for the day which is not 
agreed for temperature controlled regime 
transportation. . 
 

9. Transportation damages 
METRO shall accept at the XDC package units 
without outer damages only. 
The package units have to be prepared by the 
Supplier in the way to ensure safe 
transportation. 
 
In the case of shipments without visible outer 
damages, METRO is not responsible after the 
delivery for the quantity of cartons inside the 
package units and for other shortage inside. 
METRO is not responsible for transportation 
damages caused by insufficient packing and 
other damages not related to the transportation. 
Transport damage that occur because of 
insufficient packing of goods inside pallets or 
non-palletized packages as well as other 
damages not related to transportation will be 
claimed by the store to the Supplier. 
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10. Controlled temperature deliveries 
There is  the following temperature control 
regime: 
 
- +2o C – +7oC 
 

Suppliers are obliged to deliver the controlled 
temperature goods to the XDC within the 
required temperature range (+2o C – +7o C). In 
case the temperature deviates from this range, 
the XDC reserves the right to refuse the 
acceptance of the shipment. 
 
 
 
11. Refusals 
METRO stores or the XDC may refuse to accept 
the goods in the case of the following Supplier’s  
violations: 
 
- Breach of transportation units 
packaging requirements 
- Breach of execution and value for 
supporting documents and marking 
requirements 
- Sending non-ordered goods 
- Goods sent on non-euro pallets 
- Goods sent too early or too late (unless 

this is the METRO fault) 
- Delivery of wrong articles 
 
- Missing delivery documents 

 
- Breach of the current Delivery Schedule 

 
- Other violations of the Contract. 

The XDC has the right to refuse acceptance of 
goods with damages or defects or if the goods 
can impair properties of the cargo, for which the 
XDC is responsible, impose danger to it, any 
other object or person interacting with the 
goods. 
 
 
12. Returns 
METRO does not return goods from METRO 
stores. 
 
13. Validity 
Operational Instructions are valid from the Date 
of Commencement of Deliveries through the 
XDC. 
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