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                                               SUPPLIER STANDARDS 

I. REPORT MANAGEMENT

Allegis Group, Inc. requires all suppliers to provide flexible reporting capabilities.  Allegis Group may request management reports by:

1. Allegis Group (all companies).  A report of products and/or services purchased, shipped, received, provided, used, inventoried, and/or warehoused by all companies.

2. Business Unit Specific. A report of products and/or services purchased, shipped, received, provided, used, inventoried, and/or warehoused by a specific business unit.

3. Division.  A report of products and/or services purchased, shipped, received, provided, used, inventoried, and/or warehoused by a specific division within a business unit.

4. Profit Center/Branch Office.  A report of products and/or services purchased, shipped, received, provided, used, inventoried, and/or warehoused by a specific cost center.  A cost center is defined as a branch office and may encompass various business units and/or divisions.

5. Product and/or Services.  A report of products and/or services purchased, shipped, received, provided, used, inventoried, and/or warehoused.

Allegis Group requires all suppliers to provide reports to the Purchasing Department and/or the branch offices on a monthly or quarterly basis, annual, and/or in any event, upon request.  In addition, Allegis Group requires all suppliers to furnish the reports (in order of preference) via electronic data interchange (EDI), electronic mail, CD-ROM and/or hardcopy.

II. SHIPPING STANDARDS (If applicable)
· Allegis Group requires all suppliers to drop ship all authorized orders to the designated locations via a reputable ground service, unless otherwise specified by Allegis Group.  

· All shipments will be FOB Destination with title passing upon receipt and acceptance by Allegis Group.  

· The supplier is required to pay for all shipping and/or insurance costs.  

· Allegis Group requires all suppliers to supply a detailed packing slip with each delivery.

III. SALES TAX

Allegis Group requires all suppliers to identify the states in which products and/or services will be charged sales or use tax.

IV. INVOICING REQUIREMENTS

In order to expedite the review, approval and payment process, Allegis Group requires all suppliers to submit applicable invoices according to the following guidelines.

1. Billing Cycle.  Allegis Group will make payments to all suppliers no less than thirty (30) days from invoice receipt and/or receipt and acceptance of products and/or services, whichever is later.

2. Invoices.  Allegis Group requires all suppliers to provide consolidated invoices, or otherwise as stipulated in an executed agreement.  To help facilitate the accounts payable function, Allegis Group requires suppliers to furnish a summary of all of the P-card charges or invoices (in order of preference) via electronic data interchange (EDI), electronic mail, CD-ROM, 3.5” diskette, and/or hardcopy.

3. Invoice Detail.  Unless otherwise stated in an executed agreement, Allegis Group requires all suppliers to include a detailed breakdown of the following information:

A. Business Unit

B. Division Number

C. Profit Center

D. Office Number Address

E. Purchase Order Number (when referenced)

F. Project Number (when referenced)

G. Items ordered, shipped, and received, including, but not limited to; descriptions, quantities, unit of measure, unit price, extended price, discounts, shipping charges (if applicable), sales tax (if applicable), shipping dates, receipt dates, and grand totals.

H. For P-Card use we would require level 3 reporting capabilities. 

4. Summary Bill. Unless otherwise stated in an executed agreement,  Allegis Group requires all suppliers who provide products and/or services on a national, regional, or multi-location basis to furnish summary invoices in addition to the detailed invoice. The summary invoices must include the following information:

A. Company

B. Division Number

C. Profit Center

D. Office Number

E. Product totals, discounts, shipping charges (if applicable), sales tax (if applicable), grand totals.

5. Bill To Address.  Allegis Group requires all suppliers to submit invoices to the following address: 

Allegis Group  
7312 Parkway Drive

Hanover, MD 21076

V. ORDER TRACKING AND RECEIVING STANDARDS

1. Order Tracking.  Allegis Group prefers to have either Electronic Data Interface (EDI) or a web based order-tracking system.  If an EDI or web based order tracking system is not available, then Allegis Group requires that a dedicated customer service team be assigned to support and manage the account.

2. Receiving Reports.  Allegis Group, at any time, may require receiving reports or proof of delivery.  Again, Allegis Group prefers to have either EDI or web based receiving report.  If an EDI or web based receiving report is not available, Allegis Group requires that hard copies be readily accessible, at any time.

VI. WAREHOUSING AND INVENTORY MANAGEMENT STANDARDS ( If Applicable)
All suppliers must have the capability to warehouse, inventory, pull, pack, and ship any contracted item ordered by Allegis Group to the designated location on an as needed basis and at no additional cost to Allegis Group.  In addition, Allegis Group requires all suppliers to provide proof of insurance.

VII. SERVICE AND SUPPORT STANDARDS

1. Allegis Group requires all suppliers to provide an 800 number that will be available to all Allegis Group locations for customer service and support.

2. Depending on the type and nature of the account, Allegis Group may require suppliers to furnish a dedicated account team with customer service and support, twenty-four (24) hours per day, seven (7) days per week.

3. Allegis Group requires all suppliers to provide an organizational chart that identifies key personnel within their companies who would be responsible for servicing and supporting the Allegis Group account, including escalation procedures.

4. Depending on the type and nature of the account, Allegis Group may also require a current supplier’s Policies & Procedures manual.

5. Allegis Group requires that any available web based or online services offered will be free of charge.

VIII. PAYMENT REMITTANCE PROCESS

Allegis Group may remit payment via Purchasing Card, EFT, or check.  Allegis Group will require all vendors who desire payment by EFT must fill out an EFT Request Form.

In addition, Allegis Group may remit payments via check to the vendor’s accounts receivable department or to designated lock boxes.  Payment via Purchasing Card is the preferred method of payment.  Suppliers should provide level III reporting to Master Card.
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