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Standard Purchase Order Requirements 
Domestic Shipments 

 
Delivery Dates:  The date on the Purchase Order is the expected delivery date at our dock. Contact your 
Buying Team if this date cannot be met. 
 
QA Requirements:  The items that are the subject of each Purchase Order must strictly conform to the 
Product Specification(s) approved by the Supplier. The Supplier must adhere to the current Product 
Specification number and date listed in the item description.  Any alteration, change, or deviation from the 
Product Specification, or any change in your suppliers, is strictly prohibited without prior notification to us 
and receipt of our express prior written consent.  Failure to comply with this provision shall be deemed to 
be a breach of contract for which your company will be liable to us for all costs, expenses, and damages; 
and you agree to defend (by counsel acceptable to Buyer), indemnify, and hold Buyer and its successors 
and their representatives harmless from any resulting claims, damages, costs, expenses (including 
reasonable attorney’s fees), or penalties. 
 
Proper Labeling:  We have mandatory labeling requirements. Please refer to the Supplier Compliance 
Manual for specifics. 
 

 Retail Price Labeling:  Product must be free of retail price labels – please refer to the Supplier 
Compliance Manual for specifics. 

 
Routing Instructions:  Please contact the Corporate Transportation Department for routing instructions. 
 
 Phone: 608-328-8903 
 Fax: 608-328-8846 
 Email:  traffic@colonybrands.com 
 

 Call 48 hours or more in advance for routing and/or scheduling delivery appointments. 
 See the Supplier Compliance Manual and Shipment Control Form (Domestic Cargo) for additional 

contact information and routing procedures. 
 
Packing Lists:  A Packing List must be included with all shipments.  For UPS/RPS shipments, a Packing 
List must be attached to each carton.  For less than truckload or truckload shipments, a Packing List must 
be attached in a visible location to one of the pallets / cartons in the shipment.  In addition, please provide 
the carrier with a copy of the Packing List with the Bill of Lading.  Please refer to the Supplier Compliance 
Manual for further Packing List requirements. 
 
NOTE:  We reserve the right to cancel any Purchase Orders and/or Releases or the resulting 
Contracts or to reduce the quantities purchased for any shipments that arrive past our in-house 
due date unless we granted prior written approval for the delays associated with those quantities.  
We will not be responsible for any costs associated with reduced or canceled Purchase Orders, 
contracts and/or Releases that result from late shipment and delivery by your company. 
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