THO MAS NELSON RECEIVING GUIDELINES
Effective May 1, 2011

Hours of Operation
1 Receipts of finished good%:00 a.mMondayi 11:00p.m.Friday
1 Receipts of return merchandise: 7:00 a.m. Morid8y00 p.m. Thursday

Receiving Appointments

Appointments must be made 24 hours in advanceThe Thomas Nelson Receiving Department will
receive inbound freighty appointment onlyTo schedule an appointment, email
receiving@thomasnelson.cowr call the Receiving Department at (615) &80, ext. 1342, or (800)
251-4000, ext. 1342MondaythroughFriday 7:30 a.mJ 3:00 p.m After hours schedulingdaily after
4:00p.m.call (615) 9021181 to schedule your appointment.

No appointment will be scheduled without:
1 vendor name
M truck line
1 purchase ordemanufacturerder or work ordernumber
9 number of pallets (or cartons for bemhded containers)
9 any special information (such as banded pallets)

Only valid purchase ordemanufacture ordeorwork order numbers will receive an appointment.
After an appointment haseen scheduled, a copy of the packing list must be faxed to (615)6#3R
When the appointment is scheduled, you will receive a confirmation nufitieeconfirmation number
must appear on the delivery bill of ladingny deliverythat islate for a schaded appointment by
more than 15 minutes will have to wait for the next available time slot, if anydfiaerydoes not
arrive on the day that it is scheduled, a new appointment must be made.

*Please emaibcheduling of Finished Goodsgjuestions, commats or concerns b:
receiving@thomasnelson.com

Returns Appointments
All customer returns aralsoreceived by appointment only. To schedule an appointreems;jl
returns@thomasnelson.cowor call the Returns Departmeat (615) 889 9000, ext 1347, or (800)
2517 4000, ext. 1347, Monday through Friday 7:30 &.r8:00 p.m.

*Please email scheduling of Returns questions, comments or concerns to:

returns@thomasnelson.com
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Packing Slips and Bills of Lading

T Al i nbound shipment s o fmudthe accosnpaeied byyaopacligslips upp !l i
attached to the last pallet loaded onto the trailer or to the inside door of a container.

1 A second padkg slip must be presented to the Receiving Office at the time of the scheduled
appointment.

1 All BOL& mustlist the confirmation number.

Pallet Construction, Configuration & General Guidelines

1 Mixed pallets with multiple stock numbers are not allowé&gproved sipments with nixed
pallets must be approved Bjomas NelsofProduction and Distributiom advanceof delivery.All
cartons of a particular product number or title must not be mixed on more than one pallet. Mixed
pall ets must be identan8i2dxwlid @ #XED B opidiamted d
PALLETO .
1 Pallets must be wooden and meet or exceed NWPCA 2005 or 1200 >XELedpallet
specifications, and be in good to excellent condition. Do not ship freight to us on broken pallets.
General guidelines are provided on Appendixa#nd A2(pages 1lnd D).

T Pd 1l ets must be wthdwawlordentryPad 8 @tilsondat are 480 wi
are unacceptable.

1 All international shipments must be on heat treated or fumigated pallets as outlined from NWPCA
in Appendix B(page B).

1 Do not load palletsideways in a trailer.

9 Skids may be doubistacked onlyfiskids are bandednd haveskid tops

1 Maximum pallet heightfor any single skilmay not exceed 560
1 No carton ovethang wer edge opallets

1 All pallets should be wrappeuwith clearwrap. Colored @ nontransparent film is not permissible.
Pallets can be banded, but must not be metal bands. No loose cartons.

1T Merchandise should be Abrick | ayereddo when pal |l
pattern, with the orientation of the stackinattern alternating with each layer.
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Carton Construction

The minimum requirement ofctons shoulde made of singlevall cardboardat a minimunthat
corresponds witlthe weighs listed in Appendix Qpage #). UPS Box Strength Guidelingse., a
cartonweighing 33 Ibs. should be 200 burst test and 40 EG& link
http://www.wamaco.ca/pdfs/ups_box_strength.pdf

|l

Doublewall construction may be used if desired.

Cartan construction mugtave seled cornerghat are gluedr stapledthat correspontb the
strength or weight capacity.

Finished artons must be properly sealed with adhesive tape to ensure maximum protection for the

product from loss or damage.

Cartons must be stampedrmarked withbox certificationor carton certification must accompany
packing slip(see appendig&, page #).

Maxi mum carton size is 200 x 140 x 1206,k unl
numbers bearing a singl8BN and considered as carton qugnof (1).

Mi ni mum carton si foeconveyableitetns. x 806 x 2 7/ 80

Maximum carton weight not to excedd Ibs, unless it is a display or a kit of multiple stock
numbers bearing a single ISBNMinimum carton weight is-llb.

Carton Packing

All cartons must contain only one stock number.
All single title hardcover booksnust bestacked with books placed spHi@-sping facing the same
direction(coverup orcoverdown). Trade Paper or seftover books must be packed thuitab

spine.

Thevoidspae i nsi de the carton cannot exceed 10
filled with appropriate packing material.

Bands cannot be used to seafeinforceindividual cartons.

Parti al cartons need to be lazdlbop of the cartoh, ara bd vy
stacked on the top level of the pallet. Only one partial carton per stock number per load.
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Carton Labeling

All cartons must be clearly marked, and labeled with bar coded labels asluezoridedhe BISG
o0Guidelinedor Shipping Container Label@gstupdated July 20@&ference website at
http://www.bisg.org/)

The carton labels are separated into three zand the information required for each zone is listed
below.*Information regarding software and printers that can agoodate these requirements can be
found on Happeagdi 240

Zone 1 Information (Printed Text Only):

9 Title or Description

M1 Author

91 Publisher

1 On sale date (if applicable)

1 Country of origin

Zone 2 Information (Human Readabjeand Barcode data fieldghere indicatey

9 Purchase Order number (PO) / Work Order number (WO)

1 Manufacture Order number (MO)

1 BARCODE EANareausE homas Nel shumides Pr oduct

1 Barcode Symbology ldentifier for items within the carton

Zone 3 Information (Human Readable and Barcode data fields):

1 ISBN *See special instructions for formattirtige ISBN1 3 o nb & Agpéralix G pg23.

9 Carton quantity

1 Carton weight

1 CoverPrice(if applicable)

One carton label must be placed on the long sfdEach carton. The maximum spacing from the right

edge of the carton shall not exceed 1.25 inches. The maximum spacing from the bottom edge of the
carton shall not exceed 1.25 inches. If the carton is too short to permit placing the label on the long side
of the carton, labels are to be placed on the top of the carton. A second label must be placed in the
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center of either end of the carton. Each carton must have a total of two Béel&ppendix Opage
15).

Carton labels must behite kraft-stockthermdlabels4 6 x 6 0

See Appendik, Exhibit2 (page 1621) for label design and formatting specifications

**Special Instructions for the ISBN-13 formatting:

The ISBN13 barcode is created based on the GIMNormat. This includes the (01) identifievelbas
the 1 prefix {i.e. (01X KXXXXXXXX C}. The format is (01) identifiel to signify a case of only one
item, then followed b978then theltem Number with the last digif the item numbelbeing the check

digit. Note: The parenthes(s) mustbe omitted from being imbeddecdemchbaicode, not to be
included as part dhescanThey are only used as the human readable part of the text.

ISBN-13: 978-1-4185-2743-3

AN

(0119781418527430

The ISBN13 text field above the barcode is the standard-1SBbrmat without the identifier and
withoutusing the check digit.

1 Information concerninSBN-13 conversions can be foundhép://www.bisg.org/whatwe-do-
11-43-conversiongalculations.php

1 The calculation for criélag the check digit can be found withinBhe SG 0 Gui del i nes f o
Shipping Containdr a b e kathtip:gwiww.bisg.org/whatwe-do-12-6-guidelinedor-shipping
containedabeling.phpor on page 23 of these guidelines.

0 Example: Given the ISBN 978-418527433
Prefix the | SBN with 616 (carton ind
Drop the check digit of 6306 (l ast di
Resulting Number 1978141852743 B$86& instructions on page 23 of
these guidelines use calculator link beldar instructions to calculate
check digjt

After adding calculated check di®781418527430

There aralsoon-line calculators available to use to determine the correct check digit for tHAGTIN
format. http://www.gs1.org/barcodes/support/check_digit_calculator
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Merchandise

All merchandisanust have a UPC or EAN barcode as specified on the Purchase Order number (PO)
Work Order number (WQ)r Manufacture Order number (MOlhat includes:

1 ISBN 13, EAN, or other industry standard identifier witlhiman readable nomenclature.

91 Price, price supplemental barcode, country of origin, and category

1 TheBISG minimum barcodepedficationis1 6 hi-hl &0 2wi de at 1A0% magni
80% magni fication, the over al3l/ 4s0i awd dies. avpapgrna xfii no:
be any size between 80% and 200 %. (NOTE: Wi dth |
either side of bars. Bight is measured from the top of the bars to the bottom of the numbers below
the bars.YReference website at http://www.bisg.org/documents/barcoding.html)

1 See AppendiE (page 22 for a sample barcode.

Generallnformation

1 Emptycartons may be used to fill out a pallet if the shipment is from an overseas vendor. All such
cartonsmat be c | ear | withmaaololeelabel Applimgto thedtop of the box. Such
cartons may only be placed on the top layer of the pallet

9 Carton quantitynustbe consistent with carton quantity specified on purchase ofdermas
Nel sondéds WMS programs will only support one | SBI

Delivery Guidelines

9 Driversmustcheck in at the receiving offic&he Bill Of Lading anda copy of thepacking slip
must be presented to receiving office persomteheck inA dock doorwill be assigred after
check in Do not back into a dock door before checking in.

9 Trailer wheels must be chocked prior to being unloaded.

1 Driversmaymonitor unloading of the trailer if freight for another customer is on the trailer.

1 Thomas Nelsomhas designated smoking arels. smoking is allowed inside the warehouse

T Al i ot he r/DHLUEPSpaEkagesBhadre notfinished goods (i.e., samples,
manuscripts, preview copies, etcé) must be mar Kk
(Receivers Namé&)s ampl es, manuscripts, preview copies,

Thomas Nelson, Inc.
501 Nelson Place
Nashville, TN 3724
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ASN Reaquirements

1 Thomas Nelson Publishers will be requiring ASN compliance on a Vendor to Vendor basis
going forward. Each vendor will be contacted well in advance to their company being required
to become compliant for review, testing and to establish an ingwitation timeline.

1 Othernecessargonsiderations will be made to determine the relevance of and ASN integration
with vendorsas well.
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The following charge backs are intended to recoveostsincurred to process roympliant
shipments and to ensure finished goods meet receiving requirements. As merchandise is received
into the distribution center, the shipments will be auditedcdlopliance of a shipment will
result in violation chardpacks.

Section 1- Cartons

Code Violation

1.1

1.2

1.3

1.4

1.5

1.6

Insufficient carton packing (void >0/
Cartons overweight (> 40 Ibsr)underweight (<ib)

Partial cartons not identified

Cartonsexceedilg0 6 | engt h x 1406 wi

Incorrect carton specifications, or no box certification

Incorrect label placement on cartons

Section 20 Carton Quantity

Code Violation

2.1

2.2

Incorrect carton quantity oarton label

Incorrect carton quantity vs. P.O. carton quantity

Section 30 BarcodegCarton labels

Code Violation

3.1

3.2

3.3

3.4

Incorrect or urscannable barcodes on cartons
Incorrect or urscamable barcodes @roduct
Incorrect nastercaselabel format

Incorrect information on carton labels

IncludesTitle, Author, Publisher, PO#, MO#, Product #,
Ctn Qty, Ctn Weight, ISBM3 and cover price.

Charge Back
$250
$250

$250

258 x 126 hei ght

$250

$250

Charge Back
$500

$500

Charge Back
$500
$500
$500

$500
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Section 49 Delivery and Receiving Violations

Code Violation

4.1

4.2

4.3

4.4

4.5

4.6

No delivery appointment
Less than 24 hours notice of delivery
No packing list or Bill Of Lading

Invalid purchase order, manufacture order, or work order
number on labels

Invalid purchase order, manufacture order, or work order
number on packing slip

Incorrect list price on produ

Section 506 Pallets

Code Violation

5.1

5.2

5.3

5.4

5.5

5.6

Incorrect pallet dimensions
as listed oAppendix Aand A2

Poor pallet condition, or incorrect pallet construction
Pallet with multiple stock numbers

Pall et height over 56060
International pallets not fumigated or heat treated

Palletdoaded sideways on the shipment trailer
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Charge Back

$250
$250
$250

$500

$500

$500

Charge Back

$250

$250
$250
$250
$250

$250

* Any additional work required wi# bharged at a peour rate 0f$36.00.

**Charge back amounts will be deducted from your invoice
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Primary Carrier List(U.S. Domestic)

U Shipments weighing less than 350 Ibs., 9 cartons or lesg¢Jnited Parcel Service
Collect

Address to:
Thomas Nelson, Inc.
565 Royal Parkway
Nashville, TN 37214

U Shipments weighing from %1 Ibs. t09,999lbs. -

UPS Freight LTL (Collect)
Addressto:

Thomas Nelson, Inc.
565 Royal Parkway
Nashville, TN 37214

U Shipments weighing over9,999Ibs.

Please email traffic@thomasnelson.com, or call (615)}B®P1 for routing instructions

Send all freight bills to:
Thomas Nelson, Inc.

Attn: Accounts Payable
P.O. Box 141000

Nashville, TN 3724-1000

*Any questions concerning payment contact:

APinvoices@ ThomasNelson.com
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Appendix Al

Stringer Design

‘-\_\_\-,l

B e el s Top Deckboard
~ Lead Board °

Deck Spacing Chamfer

stnnger

MNoteh for o —
Four-Way Eﬂtfy""---.______
Opening Height £

-~
Batom Deckboard

PALLET GUIDELINES

The following pallet specifications are intended to provide general informatilyn detailed
specifications (allowable wood types, defl ection
manufacturerdés associations.

This pallet is rated for a load carrying capacity of 2000 Ibs. across a 44" free span.* It is a 48" x

40" ndched stringer, forway entry for fork tines and twma@y entry for pallet jacks; flush non
reversible, multiplese pallet.

NWPCA or National Wooden Pallet& Container Association

More information can be found at the provided Ihtkp://www.nwpca.com/
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Appendix A2
1200mm X 1000mr&uro pallet Specifications
Dimensions and tolerances of pallet components
Dimensions at 22 % moisture content
Part Componentd Number of components
Length in mm \Width in mm Thickness in mm
1 |Bottom deck lead board 2 1200+3 100+ 3 22 +2/0
2 |[Top deck lead board 2 1200+3 145 +5/-3 22 +2/0
3 |central bottom deck 1 1200 +3 145 +5/-3 22 + 2/0
board
4 |Stringer board 3 1000 £ 3 145 + 5/-3 22 +2/0
5 |Centraltop deck board 1 1200+ 145 + 5/-3 22 +2/0
6 Intermediate top deck 2 1200 +3 100 + 3 22 4 2/0
board
7 |outer skid block 6 145 +5/-3 100+ 3 78 + 1/0
8 |Center skid block 3 145 +5/-3 145 + 5/-3 78 + 1/0

L) See figure above
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Appendix B

Heat Treated Pallet Specifications

Treatment and marking of wood pallets must conform to the International Standards for Phytosanitary Measures Publication
No. 15 (ISPM 15) Guidelines for regulating wood packaging material in international trade. ISPM 15 has been adopted by
trading partners of the United States as their import requirements for wood pallets.

Treatment or quality mark (Figure 21) should include the following:

a. IPPC logo

Two-letter U.S. abbreviation

Unique number assigned by an inspection agency to the facility
HT or MB abbreviation

Inspection agency logo

Ppoom

US - 000 US - 000

WNIPECTION L]
HT " Mg "

© w0 wo-
€2 0 o -

Figure 21. HT and MB treatment marks.

Wood pallets can be ISPM 15-compliant by adhering to any of the following:

12.1.  Heat treated (HT) wood pallets
Heat treatment and marking of wood pallets shall conform to the enforcement regulations and policy of the American
Lumber Standards Committee (ALSC) Wood Packaging Material (WPM) Program.

12.2.  Methyl bromide (MB) fumigated pallets
MB fumigation and marking of wood pallets shall conform to the enforcement regulations and policy of the Export WPM
Fumigation Program.

12.3  New pallets
New pallets that will be used for export shipment must be ISPM 15-compliant.

124  Recycled pallets

Reusing ISPM 15-compliant wood pallets do not require retreatment and remarking. However, repaired, remanufactured and
combo pallets must be retreated and remarked.
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Appendix C

Box Certificate Markings

+ Cq
O THIS P
Q" SINGLEWALL ¢

BOX MEETS ALL CONSTRUCTION

REQUIREMENTS OF APPLICABLE
FREIGHT CLASSIFICATION

resr e 200 sa neH

MIN COMB
WT FACINGS 84 kdBSSQPE'?

SIZE LIMIT 75 INCHES

‘W 65

UPS Box Strength Guideline (UPSBS@)ttp://www.wamaco.ca/pdfs/ups_box_strength.pdf

Box Strength Guidelines For SingldVall Corrugated Containers
A B c D
Maximum Weight of Size Limit Bursting Edge Crush
Contents
Of Box (inches) Test Test (ECT)
(Ibs)
L+W+H (Ibs. per sq. in.) (Ibs. per in. width)

Up to 30 Ibs. 75 200 32

31 to 40 Ibs. 75 200 40

41 to 50 Ibs. 85 250 44
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Appendix D

Label Placement
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