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OnepaumoHHble MHCTpYKuum / Operational Instructions

1. Aapec aocTaBKku

ToBapb! A0NXKHbI 6bITb AOCTaBAeHbI [OCTaBLMKOM
(3akasumkom)
B PacnpegenutensHbiii LenTp (PL) METPO lpyn:

OO0 «MIT1 METPO Tlpyn Jloructukc», Tepputopma
»HOrMHCK-TexHonapK” 4.8
HornHckuin paiioH, 142 407 MockoBcKas obnacTtb

2. OnpeaeneHna U TepMUHbI

— MocTtaBKoit cuMTaeTca CyMmapHOe KOMYecTBo
TOBapoB, [A0OCTaBAAeMblX OAHMM [locTaBLMKOM
(3aka3zumkom) Ha PL, HorMHcK ana ogHol Toproeoi
NnHUKM (MCC) B 0AMNH A€Hb.

— ToBapHana eguHMUA —  MMHMMaNbHaA
HeZesMMaA 3aKynoyHad eauHuua, nojaJjekallan
TOYHOMY nepecyeTy Ha PLL, coaeprkaHue KoTopown
onpeaeneHo B 3aKase — Kopob.

— TpaHcnopTHaa ynakoBKa (TpaHCNOPTHbIM
Kopo6) — p[ononHUTENbHaA YNaKoBKa KaxaoWn
TOBAapHOM eAMHWLDbI, KOTOpas [AOo/XKHa 6biTb

paccunTaHa Ha eé 6e3onacHoe UCNO/b30BaHWE BO
BpeMA CKNAACKMX onepaumii U  AanbHenwyto
TpaHCNOPTMPOBKY 6e3 pucka nospexaeHua
COAEPHKMMOTO.

— [py3oBaa eauHMUA — nannet, coaeprKaliuni
TOBapHble eANHULbI.

— Toprosasa anHus:

000 «MeTtpo Kaw 3HAa Keppu», panee no TeKCTy
MCC.

3. MoarotoBKa TOBApPOB K NOCTaBKe

PacnpegenutenbHblid  LleHTp  npuHUmaeT K
[OCTaBKe OAMH TWN MNOCTaBOK — TOBapHble
eAVHULDI B TpaHcNopTHOM ynakoBKe
(TpaHcnopTHOM  Kopo6e), ynaKkoBaHHble Ha
nannerte.

Bce nocTaensemblie TOBapbl AOMXKHbI  MMETb
Poccuitckyto ceptTudmrKaLlmio 7 apyrve

HeobxoaMMmble [OKYMEHTbl, B COOTBETCTBMM C
3aKoHogaTenbctBom PO n npasmnamu MCC.
Kakpan rpy3oBas eauHuua (manneT) 4oxKHa 6biTb
OKJieeHa MapKMPOBKOM B COF1acOBaHHOM popmaTe
(MpunoxkeHun Ne3).

3a WCKAYEeHMEM TOBAPOB, MO COFMIACOBAHUID C
MoKynaTenem Hy»XAaoLWMXCA B CNeunanbHoN Tape
ANA nepeBo3ku, ToBapbl AOMKHbI ObITb 3arpyKeHbl

1. Delivery Address

Goods shall be delivered by Supplier (Customer) to
the Distribution Center (hereinafter referred to as
DC) of METRO Group:

MGL METRO Group Logistics LLC, Territory of
“Noginsk-Techno park” 8
Noginsk district, 142 407 Moscow Region

2. Terms & Definitions

— One delivery is considered as the sum of all
shipped goods by one Supplier (Customer) to the
DC for one Sales Line (MCC) on one day.

— Product Unit — a minimal indivisible unit of
purchase, as a subject of exact recalculation on the
DC, which content is defined in the order - box.

— Transport packing (transport box) — additional
packing of each product unit, which has to be
optimized for its safe use during warehouse
operations and further transportation without risk
of damage of contents.

— Package Unit — pallet with Product Units.

— Sales Line:
“Metro Cash and Carry”, LLC hereinafter referred to
MCC.

3. Preparing Goods for delivery

The DC accepts for delivery only one type of
shipments — Product Unit in Transport packing
(transport box), packed on pallet.

All delivered goods have to be certified in Russia
and all other necessary documents required by law
and MCC.

Each package unit (pallet) should be papered with
the special A4 label (Annex No3).

Except for any goods that require special tare for
their carriage, as agreed upon with the Buyer, the
goods are to be loaded on trays (hereinafter
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Ha noAadoHbl (panee TakXe -  nNannethbl),
COOTBETCTBYIOLLME CNEeAYIOLLMM XapPaKTEPUCTUKaM:
-LeNOoCTHble noAaAOHbI 6es BUAMMbBIX
nospexaeHui pasmepom 120 cm x 80 cm;
-noaAoHbl  cooTBeTcTBYOT TpeboBaHuam [OCT
33757-2016. «MeKrocyaapCTBEHHbIN CTaHAaApPT.
MoponoHbl MNOCKME JepeBAHHble. TexHuyeckue
YyCNOBUAY;

- NoA4AO0HbI
NPoémom,
- rpy30noabeMHOCTb NoAA0HOB He meHee 1 000 Kr.
- NogdoHbl  He  HWKe  BTOPOro  copTa
(skcnnyatnposanuce He 6onee 5 pas; uenble
WaLLKK; He3HayuTesIbHble 3arpA3HeHus;
LapanuHbl, TPELLMHbI, CKOMbl U 0630/1bl, TOpYaLLMeE
rBo34uM OTCYTCTBYIOT; HE NOABEpPrajnucb PEMOHTY).

OAHOHACTU/IbHbIE CO CBO60,CI,HbIM

ToBapbl, MOCTaB/eHHble Ha NOAAOHAX, He
COOTBETCTBYIOLUMX BblEYKAa3aHHbIM YC/0BMAM, B
TOM uuCle Ha «obneryeHHbIX» nogaoHax (c
rpysonogbemHoctbto 600 Kr), noamoHax 3
(TpeTbero) copta, He 6yayT NPUMHMMATLCA
MokynaTenem. HenpuHATbIE MO AaHHbIM NPUYMHAM
ToBapbl cymTatoTcA HeAonocTaBAEHHbIMU
MoCTaBWMKOM, 4YTO ABAAETCA OCHOBaHMEM A/A
NPMMeHeHUA WTpadHbIX CaHKUMMN,
npeaycMOTPEHHbIX 4OTOBOPOM MOCTABKM.

MoanoHbl He ABNAKOTCA BO3BPATHbIMM U He
nognexart o6meHy npn nocCtaBke TOBaApPOB B
METPO.

JonkHbl _ cobnoaatbca  HUMXKEeNnepeyncaeHHble
KpuTepuun. Bbicota nannerta / rpy3osoi eanHuULbI
OO/KHa bbiTb B npegenax 1,60m — 1,80m, a
MaKCMMa/bHbIN Bec B npegenax 700kr-1000kr,
MaKCMMaabHbI Bec ToBapHON eanHNLbI (Kopoba)
— 18 «kr. Ha opgHoM nannete MOXKET ObiTb
pasmeLLeHo He 6osee 4 apTUKY0B.

MocTaBWMK (3aKa3uMK) He MOXKeT 0b6beaAnHATb B
OAHY Tpy3oByl0 eauHUUy (nannet) ToBapbl,
OTHOCALLMECA K pasHbiM Homepam [locTaBLyMKa
(3akasuuka).

MocTaBwMK  (3aka3umKk) o06f3aH  yKasbiBaTb
OOCTOBEPHYIO U TOYHYO MHOpMaLMIO Npwu
3anonHeHnn TOBapPOCONPOBOANTE/IbHOM

OOKYMeHTaL MM " HeobxoaMMbIX
OOKYMEHTOB Ha rpys.

ToBapbl YNaKoBbIBAKOTCA Ha NaANETbl NO NPUHUMNY

ApYTUX

OAMH nanneT -— OAUH  apTUKyn, T.e.
MOHOManNeTamMm.

B cnyyae, ecanm 3TO HEBO3MOMHO, [locTaBUIMK
(3aKasumk) Oo/KeH  pa3sMecTMTb  TOBapHble

egunHunubl B TpaHCHOPTHOVI YNakKoBKe Ha nannete
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referred to as pallets as well) that meet the
following criteria:

- trays are intact, without any visible damage, with
dimensions of 120 cm x 80 cm;

- trays meet the requirements of GOST 33757-
2016. Interstate Standard. Flat Wooden Pallets.
Specifications;

-trays are one-decked four-way, free-entry,

- tray capacity is at least 1,000 kg.

- trays are not lower than grade two (have been
used no more than 5 times; feet and posts are
intact; soiling is slight; there are no scratches,
checks, chips, rough edges and protruding nails;
pallets have not been repaired).

The Buyer will not accept any goods delivered on
trays that do not meet the above conditions,
including “light-load” ones (with a capacity of 600
kg), and on trays of grade three (3). Any Goods that
are not accepted for these reasons are deemed
short-delivered by the Supplier, which is the basis
for fine sanctions as provided for by the supply
contract.

Trays are not returnable and are not to be
exchanged when goods are delivered to METRO.

The following criterias must be met. The height of
the pallet / loading unit must be within 1.60m -
1.80m, and the maximum weight within 700kg-
1000kg, maximal weight for box is 18 kg. No more
than 4 articles can be placed on one pallet.

The Supplier (Customer) may not combine goods
from different orders or pertaining to different
Supplier’s (Customer’s) number in one package unit
(pallet).

The Supplier (Customer) is obliged to fill all the
necessary shipping documents and other
documentation for the goods with reliable and
accurate data.

The goods shall be palletized based on the
principle: one pallet — one article i.e. homogeneous
pallets.

If it’s impossible, Supplier (Customer) should place
Product Units in Transport packing on pallet vertical
columns (by towers), using separator material
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BEPTUKA/IbHbIMU cronbuamu (baweHkamn),
nUcnonb3ya pasfenuTenbHblii maTepuan (bymara,
KapToH, donbra u T.n.), HO He 6onee 4 (4eTbipex)
apPTUKYJIOB Ha Nannete.

Bce moHonannetbl Npy noctaBkax Ha PLL fomKHbI
6bITb OKNeeHbl GUPMEHHbIM cKoTYeM [ocCTaBLMKa
(3akaszumka).

MocraBwunK (3aKasuumK) npu nocraBkax Ha PLU
[OMKEH OCYWeCcTBAATb 3arpysky naaner B
TPAHCNOPTHOE CpPeAcCTBO TPOUKamu (BIMHHOMU
CTOPOHOM BAO/Ib Ky30Ba).

PasmeLlieHne ToBapHbIX egNHUL, OAHOTO apTUKyAa
B Pa3HbIX TPAHCNOPTHbLIX CPeACTBaX B pPaMKax

oAHOro Homepa 3aKa3a KaTeropuyecku
3anpeLieHo.

PasmelleHne TOBapHbIX eAMHUL, B  paMKax
HECKO/MIbKMX  3aKa3oB Ha OAHOM  najjerte
HeAoNycTMMO, Ha oAaHoM nannete [locTaslMK
(3aKka3umMk) He MoxeT o06beAuHATbL ToBapHbIEe

€AMHWLbI M3 Pa3HbIX 3aKa30B.

ToBapHble eauHWUUbl (Kopoba) B TpaHCMOPTHOM
yNaKOBKe Ha MnanfieTe cnefyeT pasmellatb Takum
obpasom, uTobbl MHPOpMaLMA Ha ITUKETKe,
HeobxoamMmasa Aana ObICTPOro onpepeneHns mx
COOEPKMMOro (B MepByld ovepegb LWTPUX-Koa)
6blna BUAHa CHapyXu cdopMUpPOBAHHOW FPY30BOIA
eanHuubl. OHa 065A3aTeNIbHO A0NKHa coaepKaTb:

- Ha Kaxkaom Kopobe B 06a3aTesibHOM NopaaKe
OOJ/IKEH NPUCYTCTBOBATL WUTPUX-KOA, KOTOPbIi
COOTBETCTBYET NPOAYKLMUN BHYTPU HETO.
N306parkeHne WTPUX-KOLA AOHKHO ObITb YETKMM
N CYMTbIBATLCA CKAHEPOM MPU NPUEMKE

- Tak»Ke Ha MapKNpPOBKe AOMNOJHUTENIbHO
[0nycKaeTca ykaszaHue 13-TM 3Ha4YHOro apTuKyna.
Homep apTuKyna npepoctaBnserca
npeAcTaBUTENAMU TOPFOBOM CETU Ha KaXayto
nosuumio (apTukyn), noctasasemyto yepes PL,

- HanmeHoBaHMe NOCTaBLLMKA U MPOM3BOAUTENA.

- HanmeHoBaHWe apTMKyia U ero onucaHue;

- Konnyectso eguHuy, (WTyK) NpoayKumm B
OAHOM Kopobe 1 Bec bpyTTO KaxaoM U3 HUX
(dvKcMpoBaHHOE YMCno ANA AaHHOro ToBapa);

- CPOKM rogHOCTN TOBApa M YC/I0BUA XPaHEHUS;

- [laTa 1 Bpemsa U3roToBAEHMA U YNAKOBbIBAHUS;

- MaHMnNynsuMoHHble 3HaKK («He KaHToBaTb» U
Ap.);

- 06wt Bec BpyTTO M HETTO TOBAPHOM eANHULLbI
(kopoba).
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(paper, carton, foil etc.), but no more that 4 (four)
articles per pallet.

Inbound monopallets to be wrapped with
Suppliers’ original sticky tape.

The Supplier (Customer) for all deliveries to DC
should load the pallets into a vehicle by triples (with
the long side along the truck).

Placing of the Product units are belonging to the
one article in different vehicles within single order
number is strictly prohibited.

One pallet should be contained with the goods
from one order only. It is forbidden to consolidate
goods from different orders on one pallet.

Product units (boxes) in transport packaging on a
pallet should be arranged so that the information
on the label required for quick identification of
their contents (primarily the barcode) is visible
from the outside of the formed load unit. It
necessarily have to include:

- Each box must have a barcode that corresponds
to the product inside it. The barcode image must be
clear and scannable upon receipt.

- Additionally, the 13-digit article number may be

indicated on the label. The article number is
provided by the retail chain representatives for
each item supplied through the DC.

- Supplier's and(or) manufacturer's name;

- Article’s name and it’s description;

- Quantity of production units (pieces) in one box
and gross weight of each of them (it should be fixed
guantity for one article per one box);

- Expiry date for product in and storage conditions;

- Date and time of production and packing;

- Handling stamp («Not to be tipped » and other);

- Gross and bulk weight of the Product Unit (box).
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KayecTBO ynakoBKM (KapToHa) TOBapHbIX eauHUL,
OOMKHO 6bITb paccyntaHo Ha wx bHesonacHoe
MCNO/Ib30BaHME W Aa/ibHENLWYIO TPAHCMOPTUPOBKY
6e3 pucKa NoBpeEXKAEHMA COAEPKUMOTO.
MocTaBWMK (3aKa3uMK) AOMKEH PACNONONKUTL U
ynakoBaTb ToBapHble EAMHMUbBI B TpPaHCNOPTHOM
YyNaKOBKe Ha nannete Takmm obpasom, Ytobbl BO
BpeMA BCEX NOrPYy304YHO-PA3rpy304HbIX Onepaumii
c [pysoBoit EauHuueit, nonoxeHue ToBapHbIX
EAVMHML, 0CTaBanoCb CTabUNbHBIM.

B cnyyae HapyLweHus 0o4HOro us3
BbILLEMNEPEYNCAEHHbIX YCIOBUIA B NpMeMKe ToBapa
6yaeT oTKasaHo.

4. lOKyMEeHTbl A 0CTaBKU

MepeyeHb TOBapOB B AOKYMEHTax AO/IKeH 6biTb
OTCOPTUPOBAH MO BO3PaCTaHWNIO apTUKY/IOB.

4.1. YN4 (YHuBepcanbHbii nepepaToOUHbIN
BOKYMEHT)
YNA- OpurnHan [OKYMeHTa, 3aMeHAWwmi

KOMMNIEKT AOKymeHTOB ToBapHaa HaknagHaa wu
CyeT-dakTypa, 0dOPMAEHHDLIN B COOTBETCTBUU C
TpeboBaHuamn MCC; npepocTaBndetrcs B 2-X
aksemnnspax (MpunoxeHune No 4).

B YN HeobxoAMMO yKasbiBaTb HOMep 3aKasa Ha
noctasKy (45XXXXXX).

B cnyyae, Korga o6bem ogHOro 3akasa npesbillaeT
1 (ogHO) TpaHCMOpPTHOE CpeacTBO WAW ToBap
OOCTaBAAeTcA C pasHbiXx cKnagos, YMNO (vau
TosapHas HaknagHan) coCTaBAAeTCA Ha Kaxkgoe
TPAHCNOPTHOE CPeACTBO C MepeyvyHem MpPoayKuum
HaxogsaLWenca B Hem, NpM 3TOM B MOJie KHOMeEp
3aKa3a» yKa3blBaeTcA:

«HOMep 3aKasa /1 13 2»

«HOMep 3aKasa /2 U3 2» N T.4.

BarkHo: Heobxoammo npocTaBuTb Npobesn mexkay
HOMEPOM 3aKa3a 1 3HAKOM «/».

MpumeyaHume:
B cnyyae HeBO3MOXXHOCTU npepoctasneHuna YN/,

MOCTaBKa MOXKET CONPOBOXKAATLCS KOMMIEKTOM (B
2-X aKsemnaspax): ToBapHasa HaknagHaA
(Mpunokenune Ne 3) un Cuet-daktypa (MpunoxkeHue
Ne 5).

B cnyyae ecnn npepoctaBneHue cyeTa-daKTypbl
HaCTPOEHO B 3J/IeKTpoHHOM Buae no TKC (EDI-
INVOIC + 3C® B XML Ha nopTane onepaTtopa 340)

MCC
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Quality of packing material (cardboard) of Product
Units should be calculated on safe use and
transportation without risk of damage of their
contents.

It is required that Product Units in transport
packing are placed on pallets and wrapped round
by a foil in such a way that it remains stable during
all platform operations.

If one of the listed conditions is not met, the goods
won’t be accepted.

4. Delivery Documents

The list of goods in the documents should be sorted
by item ascending.

4.1. UTD - Unified Transfer Document

Original of UTD document, aimed to replace set
documents Tovarnaya Nakladnaya and Invoice
should be provided 2 copies (Annex No 4).

The delivery orders (45XXXXXX) should be specified
in UTD.

In case the volume order is exceeds one (1) truck or
goods are delivered from different warehouses the
UPD (or Tovarnaya Nakladnaya) is made for each
truck separately with list of products contained in
it. Wherein in the field of document «number of
order» indicated:

«number of order /1 from 2»

«number of order /2 from 2» and so on.

Attention: It is necessary to put a space between
the order number and the sign "/".

Note:

In case of impossibility to provide UPD, delivery
may be followed by a set (2 copies) of Tonarnaya
Nakladnaya (Annex No 3) and Invoice (Annex No 5).

If the invoice is sent via EDI then TN must contain
the stamp "the invoice is sent in electronic form".
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6e3 MCnonb3oBaHUA ByMaskHOro Hocutens, TO
byMarkHaa  ToBapHaA  Hak/fagHas  [A0/KHA
06s3aTeNIbHO COAEp!KaTb OTMETKY «c4yeT-daKTypa
HanpaBe/ieH B 3/IEKTPOHHOM BUAEY.

4.2. Mpouune TOoBapoconposogutesibHble
[ OKYMEHTbI
MoMMMO  nepeyncneHHbIX  Bbille,  KOMMJIEKT

AOKYMEHTOB A0/1XKEH BK/N1HO4ATb B cebn:

- Peectp CeptuduKartos/Oexknapayuii
COOTBETCTBUA, Ha  OTrpy)Kaemble  TOBapbl,
3aBepeHHble nedvaTblo gepxkatend.  [JOKymeHT

ABnseTca npunoxkeHnem K YMNAO (nam K ToBapHoW
HaKnagHoM), M nNpPeaoCTaBAseTCA MpPU  KaxKgoM
nocrtaske Ha PL,.

MNepen nepsoi noctaskon B PL, Heobxoammo
oTnpasuTtb, cTporo B d¢opmate Excel, ¢opmy
Peectpa cepTMdumKaToOB KayectBa U AeKAapauui
COOTBETCTBMS Ha BCe MNOCTaB/AAEMble apPTUKY/Ib
(MpunoskeHne Ne 9), B Teme nncbma HeobXo0AMMO
yKasaTb «Peectpbl cepTudUKaToBY, Ha
3/IeKTPOHHbIE agpeca:
databaseofqadocument@metro-cc.ru

[aHHoe TpeboBaHMe [OEWCTBYET TaKXKe Mpu
HeobxoaMMoCTH 06HOBNEHUA paHee
NpegocTaBAEHHbIX AOKYMEHTOB M NPWU 3aBeaeHnn
HoBoro(bIx) apTuKyna(os).

- OpurnHan BeTepuHapHOro CBMAETENbLCTBA
dopmbl N22 unm BeTepuHapHOM cnpaBKkM Gpopmbl
Ne4 (Ha NPoAYKLMIO }KMBOTHOTO MPOUCXOXKAEHUA);
C 01.07.2018 B3CH odopmneHHble B TUC
Mepkypui.

Ons odopmaeHns 31eKTPOHHbIX BeTEpPUMHAPHbIX
ceptudumkatos B TMC MepKypuii, Heobxogmmo
PYKOBOACTBOBATbCA  MHCTPYKUMEN (CM. MyHKT
peructpauma noctaBok B T[UC  MEPKYPUM
MpunoxkeHne Ne 8) c TpeboBaHUAMM K macTep-
OaHHBIM U MAEHTUOMKALMM  IOTUCTUYECKMX
eauHuL,

[aTa M3roToBseHMA  MOCTaBAEHHOW  napTun
NPOAYKLUMM AO0NXKHA BXOAMTb B CPOK AeNCTBUA
COMNPOBOAUTE/bHbIX AJOKYMEHTOB.

M, ecnm Heobxoaumo, ApyrMe OOKYMEHTbl B
cooTBeTcTBMM C TpeboBaHuamu [lorosopa w
Poccuiickoro 3akoHoaaTe1bCcTBa.

MCC
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4.2. Other necessary documents

Besides listed above, the complete set of
documents should include:

- Register of acting certificates, assured by the
press of the holder. The document is an annex to
the UPD (or Tovarnaya Nakladnaya) and should be
given for each delivery to the DC.

Before the first delivery Register of acting
certificates (Annex No 9) should be sent (in excel
format) to the DC by e-mails:
databaseofgadocument@metro-cc.ru

Also this requirement applies during the updating
of information about certificates and during the
institution of new article number.

- Original of Veterinary Certificate form Ne2 or
Veterinary Note form Ne4 (for goods containing
zoogenic products);

From 01.07.2018 VEC created in GIS Mercury.

For registration of electronic veterinary certificates
in GIS Mercury, it is necessary to be guided by the
instruction (see the item registration of shipments
to GIS MERCURY Annex Ne 8) with requirements to
master data and identification of logistic units

Date of manufacturing of delivered goods should
correspond to period of validity of accompanying
documents.

And, if it is necessary, other documents according
to requirements of the Contract and the Russian
legislation.
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5. 3akasbl

KoHconmanpoBaHHble (nnaTpopmeHHble) 3aKasbl
otnpasnatoTca  MocTaBwmKy  (3aKasumky) no
3/IeKTPOHHOM noute uam EDI, B cooTBeTcTBUM C
aencrteyrowmm  gucno-rpadmukom  lMNocrasBlimKa
(3akaszumka).

Homep KOHCONMAMPOBAHHOIO 3aKa3a COAEepPXMUT 8
umdp mn Bceraa HaumHaeTca Ha 45XXXXXX.

B cnydyae, ecnm 3aka3 He COOTBETCTBYET 3TUM
napameTtpam, [locTaBWMK (3aKasumk) [ONKeEH
nponHdopmmnposatb MCC.

B cnyyae HeponocTaBku, He no3aHee 48 yacos Ao
BbINO/IHEHUS 3aKa3a, HeobxogMMO OTnNpaBUTb
MHGOPMAUMIO NO 3/IEKTPOHHOM NouyTe:
bbxdplan.robot@metro-cc.ru
Support.MGLNoginsk@metro-mgl.ru
aleksandr.gruzdev@metro-mgl.ru
Olga.Kashina@metro-cc.ru
vyacheslav.natiev@metro-mgl.ru
yuliya.mareeva@metro-cc.ru

MCC
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5. Orders

Consolidated (Platform) orders should be sent to
the Supplier (Customer) via electronic mail or EDI,
according to current Supplier's (Customer’s)
dispatch graphic.

Consolidated order consists 8 numbers and always
starts with 45XXXXXX.

Supplier has to inform MCC in case the orders is
different.

In case of non-delivery information should be sent
(48 hours in advance) to the email:

bbxdplan.robot@metro-cc.ru
Support.MGLNoginsk@metro-mgl.ru
aleksandr.gruzdev@metro-mgl.ru
Olga.Kashina@metro-cc.ru
vyacheslav.natiev@metro-mgl.ru
yuliya.mareeva@metro-cc.ru

Neo Neo

nocra No 13-3H. Kon-Bo nocra Neo 13-3H. Kon-Bo

BLUMK 3aKas APTURY Kopobo BLUMK 3aKas APTUKRY Kopobo

a a n B MpuynHa | a a n B MpuynHa
Ecnm geHb noctaBku — cyb660Ta, BockpeceHbe Uan  In case when delivery day is on

noHeAeNbHUK nHpopmaumto HeobxoaMMOo
HanpaBuTb He No3aHee NATHULbI, 14:00.

6. 3asABKa Ha MnepeBO3Ky, TemnepaTypHble
YCNI0BUA NOCTAaBOK, Bpemsa NpuemMKu ToBapa Ha PL,

6.1. 3aaBKa Ha nepeBO3Ky

MocTaBLWMK (3aKa3umnK) gonKeH ysegommutb METPO
fpynn o nocTaBke W ee pgetanax (nytem
ocyllecTBneHna peructpaumm B cucteme CBP) B
nopagKke, npeaycMoOTpeHHOM  «3asaBKOW  Ha
nepeBo3ky», mMHUMym 3a OAUH pabounin aeHb
[0 OCyLLecTBAeHNA NOCTaBKKU, He no3aHee 14:00 u
npesoCcTaBUTb CAeayoLLY0 MHGOPMaLMIO:

- HasBaHue MNocTaBwuKa (3akasynka) n ero Homep
- Homep 3aKasa (cTporo obasaTesibHO)

- Homep nonyuyatens (cm. npunoxkenne Nol)-

CTtommocTb, 06BeM M BEC MOCTABKMU

Saturday/Sunday/Monday information should be

provide at least 14:00 Friday.

6. Request for shipment, temperature conditions,
goods acceptance time at the DC

6.1. Request for shipment

The Suppliers (Customer) shall notify METRO Group
of the shipment and its details (Via the system of
web-registration) in the established manner
provided by the “Request for Shipment” at least
ONE day before delivery to the DC not later than
14:00 h and provide the following information:

- Supplier’s (Customer’s) name and its number

- Order number is obligatory

- Receiver number (see Annex Nel. Request for
shipment)


mailto:Support.MGLNoginsk@metro-mgl.ru
mailto:aleksandr.gruzdev@metro-mgl.ru
mailto:Olga.Kashina@metro-cc.ru
mailto:vyacheslav.natiev@metro-mgl.ru
mailto:Support.MGLNoginsk@metro-mgl.ru
mailto:aleksandr.gruzdev@metro-mgl.ru
mailto:Olga.Kashina@metro-cc.ru
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- [aty n Bpema npubbiTMa A0CTaBKM Ha PL,
COrNacHo 3aKasy

- Konunyectso nanner

- Tvn ToBapos

- Tpebyembli  TemnepaTypHbih  pexum  (He
TpebyeTca TemMnepaTypHOro pexnma, sbiwe 0°C, oT
+14°C po +18°C).

- CpeacTBO KOHTPOIA 6€30NacHOCTM

- 3anonHuTL none «JononHuTenbHas
MHPopMauma», yKasaB obuiee  KOAMYEeCcTBO
KopoboB.

Mpu peructpaumm nocraBok B cucreme CBP
Heobxoaumo cobaloaaTbh NPaBuao, O4HA MaLLUHA
= ofHa oTrpy3Kka CBP (Homep peructpauum).

METPO 'pyn mO»KeT OTK/IOHUTb 3aABKY eC/n:

- WHPopmauma B 3aABKe He COOTBETCTBYET
OAHHOM WMHCTPYyKUMM (Hanpumep, Bec nannerhbl
>1000 Kr).

- [ata noctaBkm Ha PL, oTtamyaetcA oT patol,
YKa3aHHOM B 3aKase.

Mocne pernctpaunm «3adABKM Ha MNEPEBO3KY» B
cucteme CBP, Ho He no3gHee, yem 15:30 AaHA,
npeALwecTBYOWEro AHO MOCTaBkKM, [loCTaBLUUKY

(3akazumky) HeobxoaMmo OTNPaBUTb
nHpopmaumto:
- Homep TC, ®UO 1  MOBUABbHBLIA  Ten.
Boautens(en);

- YN4 (vnn ToeapHas HaknagHaa) — ckaH vMau B
dopmaTe Excel Ha aneKTpPOHHbIN agpec:
customer-support@metro-mgl.ru

6.2. TemnepaTypHble yCNOBUA NOCTAaBOK

Ha paHHbIA MOMEHT yCTaHOB/IEHbI Cneaytolume
TemnepaTypHble peXnmbl:
- 200 He TpebyeTca
- 201 Bbiwe 0°C
- 202 +14°C—-+18°C
Mpu 3asBKe Ha nepeBo3Ky rpysa (cm. n.6.1),
Tpebytowero ocoboro TemMNepaTypHOro pexmnma
TPaAHCNOPTMPOBKM, MoCcTaBLMK (3aKa3umK) AOMIKEH
Y4YMTbIBATL CieaytoLLee:
- MocTaBWMKKM (3aKa3umKkKM), YbM TOBapbl MO
FOCTy\TO TpebyioT ocoboro TemnepaTypHOro
peMma TpaHcnopTMpoBkM oT PLL no Toprosbix
ueHTpoB MCC, 0653aHbl OCYLLECTBUTb O0CTaBKY
ToBapa Ha PL, c BbinoNHEHWEM YCNIOBUIA JAHHOTO
pexuma (B [AManasoHe pPeXUMOB, YKa3aHHbIX
Bbilwe). B ciyyae HecobtogeHUsA JaHHOMO pexxmMma
MocTaBwMKOM (3aKa3uMKoM) Npu AoCTaBKe ToBapa

MCC
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- Value, volume and weight of shipment

- Delivery date and time at the

DC, according to a order

- Amount of pallets

Type of goods

- Required temperature range (ambient, above
0°C, from 14°C to 18°C).

Applied security measures

- Fill “Additional Information" by total number of
boxes.

During registration of delivery in the TMS system
should be observe the rule 1 (one) truck = 1 (one)
shipment of TMS (registration number).

METRO Group may reject notification in case if:

- Data in notification do not comply with these
Operational Instructions (e.g. Pallet weight > 1000
kg).

- The delivery date on the DC differs from date
specified in the order.

After registration of “Request for Shipment” in TMS
system, but not later than 15:30 of day prior to the
day of delivery, it is necessary for the Supplier
(Customer) to send next information:

- Number of vehicle(s), Name of driver(s) and his
(their) mobile phone number(s);

- UPD (or Tovarnaya Nakladnaya) — scan copy or in
Excel form to the email:
customer-support@metro-mgl.ru

6.2. Temperature Conditions

The following
currently active:
- 200 not required
- 201 above 0°C
- 202 +14°C—-+18°C
At the request for delivery (see p. 6.1), requiring
special temperature regime of transportation, the
Supplier (Customer) should consider the following:

temperature parameters are

- Suppliers (Customers), whose goods require a
special temperature regime of transportation from
the DC to the Stores of MCC, are obliged to carry
out delivery of the goods to the DC with condition’s
observance of this regime. In case of non-
compliance with this regime by the Supplier
(Customer) on delivery the goods to the DC, the DC
reserves the right not to accept this shipment by
itself.
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Ha PLU, PL, octaBnAaet 3a coboir npaBo He
NPUHUMATb AAHHYIO OTIPY3KY.

Mpwn 3asBKe Ha MepeBO3Ky MPOMO-OTIPY30K, He
BK/IIOYEHHbIX B  KOHCO/JIMAMPOBAHHbIN  3aKas,
npeaycMoTpeHbl AONOSIHUTENbHbIE
TemnepaTypHbie pexXumbl (cm n.6.3).

6.3. Perucrpauma otrpyskm npomo-maTepuanos.

[Ons nocTaBOK, Ha KoTopble He Obla nosyyeH
KOHCONMAMPOBAHHbIN 3aKa3, HO KoTopble Mo
cornacosaHuio ¢ MeTpo pyn NOCTaBLMK AONKEH
oTrpysutb B TLL MeTpo (Hanpumep, peknamHble
mMmaTepuanbl An8 NpPoBeAeHUs MPOMO-aKLuK),
MocTaBWwMK (3aKasumk) npu peructpauum B CBP
(MpunoskeHune Nel) OOJIXKEH BbIOMpaTh
nosiyyaTesiem OTIPYy3KM KOHKpeTHble Toprosble
UeHTpbl MeTpo Mpyn (He nnatdpopmy BBXD_MCC),
M «3afABKa Ha NEepeBO3Ky» [AO/IXKHA ObiTb
pasmMellleHa Ha c/eaylowme TemnepatypHble
PEeXUMbI, CrneuManbHO NpPeayCMOTPEeHHble Ans
TAKOro TMNa OTrpy3okK:

- 220 He TpebyeTcA

- 221 Bbiwe 0°C

- 222 +14°C-+18°C

Mpyn 3TOM TeMNEPATYPHbIN PEXUM 0/1KEH BbITb
BbibpaH B COOTBETCTBMM C TpeboBaHMAMMK

nepeBo3nMOro ToBsapa.

6.4. Bpema npuemku ToBapa Ha PL

- PL ocywecTtBnAer npuemky ToBapa C
noHezeNbHUKa NO BOCKpeceHbe.

- TlocTaBKM  OCYLLECTBAAKOTCA B CTPOro
onpeaeneHHbI AeHb Hegenun u Bpems (YKasaHHble
JaHHble COr1acoBbIBAOTCA c KaxabIim
NOCTAaBWMKOM  WHAMBUAYaANAbHO, 40  Ha4yana

NocTaBoK Ha PLL).

- B panbHenwem MCC ocTtaBnsetr 3a coboi
NpaBo MeHATb fAeHb W BpemA MOCTaBKU AA
nocTaBLUMKa, OnoBecTMB ero o6 3Tom 3a ABe
HeZenu oo AeNcTBUS N3MEHEHHOTOo AHA\OKHa.

- Bpemsa nocTaBKM onpeaensetca Kak 3apaHee
COrNacoBaHHOe BpemMA NnoAayn TPAHCMNOPTHbIX
cpeacte [MoctaBwuKkom (3akasumkom) Ha PL.
MocTaBLWMK JOMKEH 06ecneynTb NPUXoa NOCTABKM
K OTBEAEHHOMY eMy BPEMEHMU.

- Ecnn MocTaBwwmK (3aKka3uMK) He ycnesaeT K
Hayany CBOEro BPEMEHHOro OKHa, OH J0J/KeH
HemeANeHHOo coobLWUTL 06 3TOM Ha 3N1EKTPOHHYHO
nouyty PLL yKasaHHyto B n.6.1.

MCC
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There are special temperature modes for promo-
supplies, which have to be delivered to the Stores
out of consolidated orders (see cl.6.3).

6.3. Registration of shipment of promotional
materials.

Supplies that are to be delivered out of
consolidated orders (for inst., promo goods) — have
to be registered in TMS system (see Annex Nel.
Request for shipment) for definite Store as
recipient and special temperature mode has to be
chosen for such deliveries:

- 220 not required
- 221 above 0°C
- 222 +14°C—-+18°C

Temperature mode must correspond goods’
demand in any case.

6.4. Goods acceptance time at the DC

- Goods acceptance out from Monday to
Sunday

- Deliveries are carried out in strictly certain day
of the week and in the definite time, this
information is coordinated with each supplier
individually, prior to the beginning of deliveries on
the DC.

- Further, MCC reserves the right to change the
date and time window for Supplier’s (Customer’s)
delivery, informing him about two weeks before
the date of the modified day/time window.

- Certain time is defined as in advance
coordinated unloading time of trucks at the DC of
transport

- If the Supplier can’t make it within its time
window, he should immediately inform about it to
the platform’s email, specified at p.6.1 of this
instruction
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- Pa3rpyska v npvemKa ToBapa, A0CTaBAEeHHOro
B Hecor/nacoBaHHoe Bpems, byaeT NponsBoaAnTbLCA
6e3 npeaocTaBieHMA MNpUopuUTETa U B pamKax
rpadpuka pabotsi PLL.

7. Nepepava rpysa Ha PL,

7.1. Npasuna nepepaum rpysa Ha PL,

Bbirpyska TOBapa B 30Hy npuemkm  PL|
ocyuwiectsaseTca cunamu MNoctasymKa (3akasumka).

CotpyaHukn PL, npepoctasnatoT npeacraBuUTento
MocTaBwMKa (3aKa3umnKa) BoguTeNto/akcneguTopy:

— CootBetcTBylowee obopyaoBaHue (pydHas
TenexkKa)
— HeobxoauMmoe KosuyecTBO  nassieTr  Ans

COpPTUPOBKK (BOoauTenem/3aKkcneantopom) ToBapa
no NPUHUMNY: OAMH apTUKYA — OAWH MaNneT, B
cnyyae AOCTaBKM C HapyLlleHMeMm N.3 AeCTByoLWen
WMHCTPYKLUMH.

7.2. Mpoueaypa nepepayum rpysa Ha PL,

MpuemKa ToBapa Ha PLL ocywecTtBnsercs npwu

06s3aTeNIbHOM  MPUCYTCTBUM  NpeacTaBuUTens
MocTaBwMKa  (3akasumka) no  credyroWmm
KpUTepuam:

— CooTBeTcTBME  KOAMYECTBA MOCTaBJAEHHOrO

TOBapa yKa3aHHOMY B LLOKYMEHTax Ha NOCTaBKy.
— Hanuuue nonHoro, NpasuabHO 0POPMAEHHOTO
KOMMEKTa CONPOBOAMUTENbHbIX JOKYMEHTOB.

— KoHTpoAnb KayecTBa NPMHMMaeMOro ToBapa, B
TOM YMCNE: COCTOSHME U BHELLUHWI BUA YNAKOBKMY,
CPOK rOAHOCTW, OCTaTOYHbIA CPOK FOAHOCTH,
CYUMTbIBAHME WTPUX-KOAA.

— CooTtBsetcTBue $HaKTUYECKOro TemnepaTypHOro
pexunma 3anasneHHomy B CBP M HaknagHOM /ucTe,
a TaKxe cooTBeTCcTBUE daKTnyeckoro
TEMMNEPATYPHOro  pexuma  TpeboBaHMAM K
TPaHCMNOPTMPOBKE U XPaHEHWID AaHHOro BMAA

rpysa.

Boautenb MNocTaBuiMKa (3aKkasumKka) 0bsa3aH:

— MNopmontv B npuemHyto PL, nepepatb
coTpyAaHuKam, PL, Bce Heobxoanmble LOKYMEHTbI
(MeaKHUKKY Npy NnepeBo3Ke NPOLOBOJIbCTBEHHbIX
Tosapos; YN/ (nmau TosapHaa HaknagHasa n C/d u
NMakeT C AOKYMeHTaMM) Ha MOCTaBAEHHbIM ToBap
ONA NPOBEPKMU.

— Mocne npoBepKu 7 noAaTBepXaeHus
TOBapOCONPOBOANTENbHbBIX AOKYMEHTOB, NOYYUTb

MCC
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- Unloading and accepting of the goods
delivered within unconfirmed time window will be
handled without priority.

7. Handover of Goods at the DC
7.1. Rules of handover goods at the DC

Goods unload onto the DC acceptance area is made
by efforts of Supplier (Customer). The DC
employees provide to responsible person of
Supplier (Customer) (driver/expeditor):

—  Equipment (handcart) for unloading goods

— Necessary number of pallets for sorting
(driver/expeditor) goods according to rule: one
article- one pallet, in case of shipment without
accordance to p.3 of current instruction.

7.2. Procedure of Handover

Goods acceptance at the DC is perform in presence
of the Supplier (Customer) representative by
following criteria:

—  Conformity of quantity of the delivered goods,
with specified in shipping documents.

— Availability of the complete, correctly arranged
set of accompanying documents.

— Conformity of quality of receiving goods,
including: condition and appearance of packaging,
expiry period, residual expiry period, bar code
reading.

— Temperature mode is to be checked on
correspondence to the temperature mode in
system registration and in Waybill as well as
correspondence to the transport and storage
requirements.

Supplier’s (Customer’s) driver is obliged to:

—  Come to the reception of the DC, give to the
members of the DC staff all necessary documents
(in case of delivery food goods, provide medical
history sheet and, UPD (or Tovarnaya Nakladnaya
and invoice and set of documents) for the delivered
goods for control.

—  After the control and acceptance of the
shipping documents, driver receives the
instructions of where he can move his vehicle.
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WMHCTPYKLMM, Ha KaKylo pamny OH MOKeT noAaTb
CBOE TPaHCMNOPTHOE CPeacTBO.

—  Mpu npoussoacTse norpy3o4YHo-
pa3rpy3oyHbIXx paboT 0b6sA3aTeNbHO UCNOb30BaTb

NPOTUBOOTKATHbIA YyNOpP B  COOTBETCTBUM C
Mpasunamm 3KCnayaTauum rpy3oBbIx
aBTomobunen.

— [ocne NocTaHOBKM Ha pamny TPaHCMNOPTHOrO
CpencTBa pasmMecTUTb KJYM OT TPAHCMOPTHOro
CpeAcTBa B CMeLManbHO OTBEAEHHOM MecTe (CM.
cTpanuuy 14) [0 OKOHYaHWA  MOrpy304HO-
pasrpy3oyHbix paborT.

— Haxoautbca Ha Tepputopum PL, TONbKO B
cneumanbHon obysBu (pesunHoBble canorn wau
NoNy6oTUHKM / BOTUHKM C 3aLLUTHBIM MOAHOCKOM),
WK B 3aLNTHBIX MOAHOCKAX, BblAaBaemMbix Ha PLI.
— [Mocne 3amepa TemnepaTypbl BHYTPU Ky30Ba U
NPOBEPKM €ro TEeKYLLEero CaHMTAPHOrO COCTOAHMUA
Ha COOTBETCTBME YC/NIOBUAM MOCTAaBKM, Pa3rpysutb
BCE rpy30Bble eauHuubl B 30HY npuemku PLL B
COOTBETCTBUM C MHCTPYKUMAMMU COTpyaHMKOB PLI,
npy HeobXoAMMOCTM PACCOPTMPOBATL TPy30Bble
eguMHULbl MO  apTUKy/NaMm, MPUHATb y4vactue B
BbIOOPOYHOMN NPUEMKE TOBAPOB.

— B cnyyae oOHapy)KeHWMA PacxXoXKAeHW no
KO/IMYecTsy 1U/MNM KayecTBy TOBapa, pacnmncartbea B
COCTaB/IEHHOM AKTe O pacxoKaeHuax (cm. B
MpunoxkeHnn No7), KOTOpbIA MNOAMMCbIBaETCA
npeacrasutensamm obeux CTOpoH, 3abpaTb OAMH
9K3emMnaap JaHHoro AKTa 4na  nepegaumu
MocTaBWMKY (3aKa3umKy) M BbIBE3TU HENPUHATHIN
ToBap c Tepputopum PLL.

8. OTKa3sbl

PLL METPO Tpyn umeeT npaBO OTKasaTbCcA OT
npMemMKu TOBapoB B cnayyae, ecau [locTaBLmK
(3aKkasumk) gonyctuna cneaytowme HapylweHus:

- OTrpy3un ToBapbl, Ha KOTOPbIE HeT 3aKasa.

- OTrpy3un ToBapbl HEHagNeXallero KayecTsa.

- OTrpysun  ToBapbl, B  TMOBPEXAEHHOWN
TPAHCMOPTHOM, NOTPebUTeNbCKON Tape.
- Otrpysun TOBapbl, c HenpasuIbHOM

noTpebumTeNbCKON MapKUPOBKOMN.

- OTrpy3un ToBapbl C HAPYLIEHHbIM CPOKOM
ro4HoOCTU

- Hapywun TemnepaTtypHbIit pexKum.

- ToBapoconpoBoAuTE/NbHbIE AOKYMEHTbl He
COOTBETCTBYIOT TPe6OBaHUAM AaHHOM MHCTPYKLUK
NMb6o OTCYTCTBYIOT.

- Koauvectso NOCTaB/EHHbIX
NpeBbllWaeT 3aKa3aHHOe KOANYecTBO.

TOBapoB
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— Itis obligatory to use the chocks in accordance
with the Rules for the Operation of Trucks is
nessesary to use wheel chock during unloading

—  After putting the vehicle on the ramp, place
the keys in a special place (see the page 14).

— To stay on the territory of the DC only in
special shoes.

—  After gauging of temperature in a vehicle body
and checking of its current sanitary condition on
conformity to terms of delivery of food goods,
unload all package units to the inbound area of the
DC according to instructions of employees of the
DC, if necessary to sort package units under article
numbers, to take part in selective goods receiving.

— In case of discovering divergences in quantity
and/or goods quality, sign the issued Act of
Discrepancy (See in Annex Ne7), which should be
undersigned by representatives of both parties,
take one original of the given Act for transfer to the
Supplier (Customer) and remove unaccepted
goods from the DC territory.

8. Rejections

The METRO Group DC is entitled to reject goods in
case of Supplier’s breach as follows:

- Shipped goods that have not been ordered.

- Shipped poor-quality goods.

- Shipped goods with damaged transportation,
consumption package.

- Shipped goods with wrong consumer marks.

Shipped goods with expiry period

Failed to observe the temperature conditions.
- Shipping documents are inconsistent with this
instruction or are absent.

- The quantity of delivered goods exceeds the
ordered quantity.
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- [octaBka Ha PLU, TOBapHbIXx eauHUY, ¢
BnoxeHmamm (LUT nam ME), He COOTBETCTBYHOLLMMMU
YKa3aHHbIM B 3aKa3e B/IOKEHUAM.

- Jata daKtnyecko poctaBkM Ha Pl He
COOTBETCTBYeT [paTe [OCTaBKM, YKasaHHOM B
cucteme CBP npu perncrpaumm oTrpysKu.

- Hapywwun gelicteytolLee pacnncaHue noctaBok
Ha PL.

- [Opyrve HapyweHua ycnosuin  [lorosopa
3aKYMNKKU U NONOKEHNIN HACTOALLEN NHCTPYKLMM.

9. Bo3sparthbl

Bce Bo3BpaTbl TOBapoB [locTaBuwMKy (3aKasuuKy)
OCYLLEeCTBAAKOTCA B COOTBETCTBUU C YCAOBUAMM,
YKa3aHHbIMK B [lOroBope 3aKymnKu.

10. NMopaaok pacyeTos 3a ToBap

Bce pacyeTbl 3a ToBap MocTaBUMKOM (3aKa3uMKom)
npoussBogAaATcA B cooTeeTcTBuM C  [lorosopom
3aKynKu.

11. Cpoku aeiicreusa

OnepauyoHHble UMHCTPYKUMKM BCTYMAKOT B CUAY C
Jatbl Havana lMocTtaBokK yepes PLL.

12. KoHTaKTHas nipopmauma
000 «MI'/1 METPO I'pyn JIorMcTukc»

Ten.:+7(495)663-75-00
Support.MGLNoginsk@metro-mgl.ru
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- Supply to DC the goods with box enclosure
(units, MU) which is different from enclosure in
order

- Date of actual delivery on the DC doesn't
correspond to the delivery date specified in system
TMS at registration of shipment.

- Breach of the current deliveries schedule.

- Other violations of the Purchase Contract and
this Operational instruction.

9. Returns

All returns of the goods to the Supplier (Customer)
are performed according to conditions which are
specified in the Purchase Contract.

10. Order of Settlements for the Goods

All settlements for the goods shall be made by
Supplier (Customer) according to the Purchase
Contract.

11. Validity Term

Operational Instructions are valid from the Date of
Commencement of Deliveries through the DC.

12. Contacts
MGL Metro Group Logistics LLC

tel.+7(495)663-75-00
Support.MGLNoginsk@metro-mgl.ru
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