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HAWORTH

Walls Delivery Review

This module will describe Haworth’s Best Practices for all Wall Deliveries. It will
describe:

Registering Product for Storage page 3

« Delivery Paperwork page 4-5
. Shipment Information / Bill of Lading

. Circle Sheet

. Packing List

. Time Fence for submitting Claims and Deficiencies page 6
« Customer Service Information (CSI) / CALM Label page 6
« Submitting a Claim or Deficiency page 7
« Mixed Contents Label and Content Label page 7
. Bill of Material Sheet with Associated Parts Listing page 8
« Panel ID Location Label page 8
« Component Label page 9
. Lock Hardware Label page 9
« Hardware Inspection Process page 10

« Haworth Trailer Loading Guidelines page 11
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HAWORTH

Registering Product for Storage

We will no longer require that Haworth be notified of these instances in advance
but will request that you advise us of unexpected storage requirements within
20 gays ofhproduct delivery. The Maximum storage period allowed will be capped
at 6 months.

. No storage related exceptions will be allowed for “missing cartons” or
“transportation damage”.

. The maximum storage duration is 6 months from receipt of delivery. After 6
months Haworth will not be responsible for concealed damage, missing items
within a carton and wrong or incorrect product within a carton.
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HAWORTH

Delivery Paperwork

For all FULL truckloads and multiStops a paperwork package will be given to the
driver and will be presented to the receiving team at the job site or warehouse

For all Less Than Full (LTL) or Parcel shipments will be adhered to one box on
the order in a orange protective sleeve.

Both types of packages will have the same contents that include:

« Bill of Lading
« Circle Sheet
« Packing List

Bill of Lading

HAWORTH ~ BILLOFLADING
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HAWORTH

Circle Sheet
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HAWORTH

Time Fence- Claims and Deficiencies
Submitting a Claim or Deficiency

Circle Sheet indicating the missing cartons

Pictures of the damaged products, cartons
and labels, Signed BOL

Signed BOL, time sheets and late truck form
Haworth will not be responsible for shipments
refused

Pictures of the damaged product and product label

Pictures of the CALM/CSI or product label

Pictures of the product and CALM label or Product label

Use the Remedy Force system to submit a claim or deficiency

. If you do not have access to Remedy Force system please work with your Ha-
worth Field Project Manager or your Regional Serviced Manager.

« When submitting a Remedy Force ticket and contacting the Corrections Team
you must supply the following information/documentation

. Original Order Number
. Outbound Delivery #
. Line Number within Order

. Photo of Panel ID (if applicable)
. Photo of Manufacturing Part #

. Carton # from Circle Sheet

. Photo of Component Label

. Photo describing Quality issue
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Customer Service Information (CSI) / CALM Label

HAWORTH
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HAWORTH

Bill of Material Sheet with Associated Parts Listing
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HAWORTH

Component Label

When submitting a Deficiency regarding Product Replacement please submit a
Photo of all component label, this will help Haworth to quickly identify the de-
fective or wrong part and allow for a quicker resolution to the issue.

Lock Component Tagging

When submitting a Deficiency regarding Lock Components (cylinders, thumb-
turns, levers, locksets, passage sets, ...) it is critical to attach a photo of the la-

bel on the box that the lock part was shipped in. This will greatly assist our sup-
plier in understanding the issue/concern and decreasing Correction processing.

| PART# 0Y1181876000000 X 1
PO# PHL596301
SPALDING HARDWARE
MADE IN USA AUG 06 2015
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HAWORTH

Hardware Pack Inspection Process

« An Electronic Inspection Process is used for all Hardware Pack Shipments

. Each item in the Bill of Material is verified and the inspection record is kept
on file

. Each box shipped will have a photo taken to verify what was packed in the
box

If you are missing Hardware in a box it is imperative that Corrections Team is
contacted and given a copy of the Bill of Material Sheet (found inside of box).
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HAWORTH

Haworth Trailer Loading Guidelines

»W.&LLS STACKABILITY

BASE FLOOR LOAD OMLY ¥Y/N

Class No. Class Name

- Wood door<5 N
2000 Misc Hardware N
2000 Ceiling track N
2000 Connectors N
2000 Starters N
1000 | Lifespace Glass Walls Y
1000 Glass Doors Y
1000 Tiles Y
1000 Wood door>=5 Y
1000 Enclose Solidwall Y
1000 Enclose frames Y

Enclose Glass Wall

1000 Y

There is discussion to only allow floor loading of wood doors. Until decided
transportation will continue to allow doors to be loaded above wall pallets on
load bars.

deliveryReview 2028 .pub—oneDriv e/ Install Taining Documentation/



