VENDOR CODE OF CONDUCT
<insert your name here>    <insert  mission statement>        Sample mission statement  “ is a conservation, education, and recreation organization dedicated to the reproduction, protection, and exhibition of animals, plants, and their habitats.  The Merchandising Department is dedicated to producing revenues to support the Society and its Mission.  The merchandise that is sold, its type, quality and setting enhance the Society’s image that cultivates an abiding respect for all animals and the environment.  It is our goal that our business associates should share these same principles.”

<insert your name here>vendors and their manufacturers shall conduct their business activities in full compliance with all applicable laws and regulations of their respective countries, including those relating to human rights, labor practices, and the environment.  

Guiding Principles:

· Adherence to all local laws and international standards including workplace safety, compensation, child labor and working conditions.  Respecting the rights of individuals and to treat all workers fairly and ethically. 

· Demonstrates responsible environmental practices.  Compliance with all applicable laws and regulations of their respective countries, for environmental protection.

· Operates in a responsible and ethical manner in all business dealings.

· Engages in culturally responsible business practices that provide social and economic benefits to the people and places in which they operate.  

· Protects all <insert your name here> D trademarks and copyrights, and prohibits improper sales and distribution.  

Specific Requirements: 

· Product Safety- <insert your name here>  requires all vendors and suppliers to comply with all applicable California state and federal laws and regulations, including those that govern consumer product safety standards.  Vendors and suppliers providing "Children's Products" to the  <insert your name here> will meet all testing and certification requirements to ensure such products do not contain prohibited content, will maintain certificates of conformity on all such products, and will provide them to the <insert your name here>  upon request.  Further, vendors and suppliers must be informed and aware of all legal requirements, including staying abreast of changes in the standards and interpretation thereof.  <insert your name here> requires its vendors and suppliers to notify the <insert your name here> promptly of any changes affecting the salability of previously purchased or ordered inventory.
· Labor Law Compliance – <insert your name here> expects its manufacturers and suppliers to take all steps necessary to ensure legal compliance in the facilities where they produce merchandise for <insert your name here>, whether the facilities are operated by them or by their contractors.  Such steps should include programs and procedures, through monitoring or other means, specifically designed to maintain labor compliance in their facilities. If there is credible evidence indicating that one of the <insert your name here> manufacturers or suppliers, or one of their contractors, is violating the legal compliance provision of our contracts, <insert your name here> may suspend current business activity, cancel outstanding orders, prohibit subsequent use of the violating factory, or terminate its relationship with the supplier. 

· Forced Labor – <insert your name here>  will not work with the manufacturers and suppliers that use forced labor, whether in the form of prison labor, indentured labor, or other types of compulsory labor. 

· Child Labor – <insert your name here>  will do business only with the manufacturers and suppliers which comply with local laws governing child labor or which agree not to employ anyone younger than the age for completing compulsory education in the country of manufacture. <insert your name here>  supports the development of legitimate workplace apprenticeship programs for the educational benefit of younger people.

· Disciplinary Practices - <insert your name here> manufacturers and suppliers must agree to treat their employees with respect and dignity and agree not to use corporal punishment or other forms of mental or physical coercion. 

·  Health and Safety –<insert your name here> will do business only with manufacturers and suppliers that provide their employees with a safe and healthy working environment.  Vendors which provide residential facilities for their workers must provide safe and sanitary facilities. 

· Discrimination – While <insert your name here> recognizes and respects the cultural difference found in the global marketplace, we believe that workers should be employed on the basis of their ability to do the job, rather than on the basis of personal characteristics or beliefs. <insert your name here> will favor manufacturers and suppliers, which share this value. 

· Wages and Benefits – <insert your name here> recognizes that wages are essential to meeting employees’ basic needs and will only do business with companies that both provide legal mandated benefits and pay employees at least the minimum wage required by local law or the prevailing industry wage, whichever is higher. 

· Working Hours and Overtime Pay – <insert your name here> will do business only with manufacturers and suppliers who (1) do not require their employees to work more than 60 hours per week on a regularly scheduled basis, except for appropriately compensated overtime in compliance with local laws, or the maximum number or regular and overtime hours allowed by the law of the country of manufacture, whichever is less, and (2) provide employees with a least one day off in every seven day period.  In addition to their compensation for regular hours of work, employees of <insert your name here> manufacturers and suppliers must be compensated for overtime hours at such premium rate as is legally required in the country of manufacture or, in those countries where such laws do no exist, at a rate at least equal to their regular hourly compensation rate.

These guiding principles reflect our commitment to ethical business practices and sound environmental policy.  It is the responsibility of our vendors to ensure understanding and compliance with this Vendor Code of Conduct.  

A Vendor Letter of Compliance must be on file along with W9 for payment
<Enter YOUR LOGO> HERE
Merchandising Department    
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The Merchandising Department is dedicated to producing revenues to support the Society and its Mission. The merchandise that is sold, its type, quality, display and setting enhance the Society’s image that cultivates an abiding respect for all animals and the environment.
Phone: 555-555-5555
Fax: 555-555-5555
BILLING INFORMATION 

Send invoice to InvControl@________  or

<insert your company address here>
Terms of payment are Net 30. Payment options include PayMode Electronic Funds Transfer (EFT) and standard paper checks.  Direct AP questions to (555) 555-5555.
REsale Permit Number
<enter your resale number here>
Bank Reference

<enter Bank information, address and >

Contact:  Ms. Pat Thompson 555-555-5555 x5555
Checking Account # __________
Federal Tax ID# _________
Company founded in _____
No Bankruptcy Ever Filed
Trade Reference

Please write to the following companies for references, do not call.

	Aurora World
8820 Mercury Lane

Pico Rivera, CA 90660

Customer Acct. #______
Fax: 562-948-1661 
Contact: Remington Pae        malene@auroragift.com
	Cadona Inc.
33401 Central Avenue

Union City, CA 94587

Customer Acct.# 

Fax: 510-429-1758 johnson@cadona.com

	Mission Imprintables

6060 Business Center Crt, Ste 200

San Diego CA 92154
Customer Acct. #   wendys@missionimprintables.com
	Barron’s Educational

250 Wireless Blvd

Hauppaugh, NY 11788

Customer Acct. # 

dyarris@barronseduc.com

	Zarah Jewelry
1825 Henry Ridge Motorway

Topanga, CA  90290

Customer Acct. # 

Fax: 310-455-0895 
info@zarah.com
	Fiesta

2834 East 46th Street

Vernon, CA 90058

Customer Acct. # SA101             Contact: Carol Ransley carole@fiestatoy.com

	Dennis Foland

1500 South Hellman

Ontario, CA 91761

Customer Acct. # 

Fax 909-773-1761                        Contact: Sheila Moffat melaniem@folandgroup.com
	Stoneage Arts Global Ltd.

900 Armstrong Blvd.

Kissimmee, FL 34741

Customer Acct. # 

Fax: 407-933-8242 pshaw@stonagearts.com

	Dorfman Pacific
2615 Boeing Way

Stockton, CA 95206

Customer Acct. # 
 Fax:866-247-4624
	San Diego Hat

2793 Loker Avenue

Carlsbad, CA 92010

Fax: 760-721-8973 
Contact: Trisha trisha@sandiegohat.com

	Style Eyes

824 West 16th Street

Costa Mesa, CA 92627

Customer Acct. #

Fax 949-548-5655 
Contact: Cheryl ccull@styleeyes.com
	Sales Away

1060 Florence Way

Campbell, CA 95008

Fax: 408-376-0106 
Contact: Debby saideb@gmail.com


Freight Routing Instructions                                                    
Ship To: 

<insert company shipping address here>
Contacts:

PH 

FX
 
Email

The receiving hours  open Monday- Friday, AM/PM

 Please note this on the bill of lading.

Cartons MUST be marked with the Vendor’s Name and Address, PO#, and our ship-to address

Orders must include a Packing Slip and a copy of Invoice (or email the invoice to address above).  Help us quickly find the paperwork by clearly marking this box.

Freight-connected charges (packing, handling, etc) will not be honored without prior approval by Zoo Buyer

Any extra or excessive charges incurred because these instructions weren’t followed will be charged back to you.

WHEN WE ARE RESPONSIBLE FOR FREIGHT:

SMALL PACKAGE ORDERS
FedEx discounts shipments to our facility when it is sent “FedEx Ground Collect”.

If your company has negotiated a ‘sizable’ discount with a carrier for this type of order, please use them and add the cost to our invoice.

Otherwise, use FedEx Ground Collect.

FedEx Tech Support if you have difficulties:

1-877-339-2774 (press #2 for software)
Box dimensions are a factor when considering shipping FedEx.  Larger sized boxes cost significantly more to ship.  If shipping oversized boxes, please compare with Fusion Logistics rates.

Many small boxes may be cheaper via with Fusion Logistics - please compare rates.
2015 ALERT:  FedEx and UPS now use ‘Dimensional Weight’ pricing for most packages.  Most light boxes will have a higher ‘billable weight’ than before.  Some options to consider:

· Minimize box size when possible.

· Fusion Logistics for shipments of multiple boxes (see other box)

USPS Priority Mail as an alternative to FedEx where Dimensional Weight creates a prohibitive cost.

LTL SHIPMENTS

(Less Than Truck Load)

If you have a preferred discounted freight carrier, please call us with the quote. We will complete a price comparison and notify you of the least expensive carrier.

PICKUP ARRANGEMENTS: 

     Fusion Logistics 
1-888-326-9939

     Freight@fusionlogistics.com (preferred method)   
     Account #

    Clearly state “Freight Collect” on the Bill of Lading 

     when using Fusion Logistics
List all PO numbers on the Bill of Lading

IF IN DOUBT ON WHICH METHOD TO USE, PLEASE CONTACT US 

AS A CONDITION OF DOING BUSINESS WITH THE <insert your name here>  WE REQUIRE OUR VENDORS TO COMPLY WITH ALL APPLICABLE LAWS, INCLUDING BUT NOT LIMITED TO PRODUCT SAFETY REQUIREMENTS. NOTE: THIS INCLUDES ADHERENCE TO THE COMPREHENSIVE "CONSUMER PRODUCT SAFETY IMPROVEMENT ACT OF 2008". SHIPMENTS LACKING THE REQUIRED DOCUMENTATION AS SPECIFIED IN THE CPSIA MAY BE REFUSED.
Revised 4/8/2015
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