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UK Authorised Economic Operator




ISO 9001:2015 M06 Annexe 1

ISO 9001: 2015  Section 8.4 (8.4.1 to 8.4.3) M06 Annexe 1
Departmental responsibility for the shared management of KC’s UK domiciled sub-contractors/vendors (e.g. hauliers, shipping lines, warehouses, other forwarders, non-overhead suppliers): 
· Sales: Establishing relationship, appointing, issuing KC’s ‘documentary requirements pack’ to vendors. Maintaining overall control, relationship, and service level performance monitoring as per this annex.

· Finance:  Maintaining and monitoring vendor compliance records, including returns of KC’s ‘documentary requirements pack’; goods-in-transit (GIT) insurance certification and renewals (hauliers only), insurance ‘uplift’ checks (wines/spirits only) and periodic  reviews of financial viability, as per this annex,
· Operations: For wines and spirits traffic only, validating KC’s records for wines insurance ‘uplift’ (cased / bottled), including hauliers’ GIT certification for bulk spirits ‘uplift’.

Control of externally provided processes, products and services

Vendor selection criteria, appointment and approval process  
1.0
Introduction

1.1 To demonstrate that KC Group Shipping’s Quality and AEO security objectives relating to vendor (subcontractors/non-overhead supplier) selection, approval and monitoring competence and performance have been satisfied, by meeting its and its customers’ business needs. Electronic records of agreement, approval and control documents will be maintained by appropriate users on the shared drive.
2.0
Main Process
2.1 Terms (including any Service Level Agreement) for the provision of services by the vendor should be agreed in writing between KC Group Shipping and the vendor. The agreement, amendments and terms (insofar as these are company confidential) should be circulated to all concerned and then be filed by the Sales Department onto MS Sharepoint against the appropriate records for access by  managers and staff delegated by them, for example for the approval of costs, and for audit purposes.  

2.2 Existing and potential suppliers (vendors) should be given, by the Sales department, KC’s documentary requirements pack of forms to complete and return: QMF 10(b) KC Group Vendor Form and Questionnaire and, if not already on file, QMF 10(c) KC Group Contract Agreement and Security Declaration (AEO Procedure AEO 37.0) before any work is allocated.  
2.3 QMF 10(b) KC Group Vendor Form and Questionnaire is designed to give KC Group Shipping insight into the levels of compliance provided or to be provided by the vendor in respect of its: 

· Financial remittance details to ensure correct information is used.
· Credit terms offered to ensure financial advantage is maintained or protected with respect to the payment of costs and receipt of revenues.
· Financial resilience by means of a credit check to assess the adequately capitalised and going concern status and, in turn, indications of operational reliability the ability to service customer needs in full. 
· Quality, Health, Safety, Security & Environment management systems to assess the level of internationally recognised certification, if any, held by the vendor as Badges of Quality.
· Legal Compliances and Documented Standard Operating Procedures to ensure the vendor, at the least, has audited documented procedures to maintain expected standards and existing legal compliance obligations.  

· HMRC AEO status, if any, to determine if the vendor has (or is considering applying within 12 months for) AEO status which will give further reassurance as to the levels of security to be provided and enable the vendor to be put under selection should ‘AEO certified only’ vendors be required in the future.
· Liability/Goods-in-Transit Insurance cover. A simple declaration that the vendor has undertaken to meet all its insurable liabilities backed by first class insurance cover with the ability for KC to access the necessary certification if required. Standard liability limits of vendors’ terms and conditions are required to be “uplifted” from the usual £1300/kg (Road Haulage Association 2020 terms) or 2SDR’s/Kg (BIFA 2021 STC’s)  to £15000/1000kg (cased/bottled) and £25,000/1000kg (in bulk) wines and spirits. £350,000 per vehicle for CMR (European road haulage). 
· Standard Trading Terms and Conditions to determine which terms and conditions apply or accompany terms and conditions applicable to business undertaken on behalf of KC Group Shipping. This to enable KC to safely sub-contract services to the vendor and to help prevent exposing KC to more risk exposure and liability than is limited under KC’s own terms and conditions.

2.4 QMF 10(c) / AEO Procedure AEO 37.0 KC Group Contract Agreement and Security Declaration is designed to enable KC Group Shipping to comply with the requirements of AEO in respect of the vendor’s : 

· Arrangements adequately to manage and protect information and goods entrusted by KC Group Shipping to the vendor.

· Engagement of reliable, briefed and trusted staff for the administration and management of information and goods entrusted by KC Group Shipping to the vendor.

· Engagement of reliable and adequately briefed and trusted sub-contractors, who shall provide their own declaration to the vendor, for the administration and management of information and goods entrusted to the sub-contractor by the vendor.

· Willingness to permit KC Group Shipping, with reasonable, cause and notice, to audit the vendor’s supply chain processes. 

2.4 Competency and Performance Monitoring (Sales Department).  The Head of Sales whose department negotiates terms and initiates or renews the relationship with the vendor is also responsible for monitoring the performance of and taking action with the vendor by means of initiating and requesting information including:
· Issuance of KC Group Vendor Form and Questionnaire and KC Group Contract Agreement and Security Declaration to each new vendor

· Price and value for money of the service
· Consistency of levels of quality and availability of service 

· Non-conformance by the vendor 
· Working with Finance Dept on any issues obtaining required documentation as per this annex including GIT insurance certificates. 
· Forwarding to the MD any customer request (including within any RFQ or  tender) concerning GIT insurance uplifts for wines/spirits and, where any uplift is agreed, recording and communicating KC’s agreement to uplift to Operations. 
2.5 Competency and Performance Monitoring (Finance Department).  The Financial Controller is responsible for:

· monitoring the performance of the vendor’s compliance by means of receiving, logging and maintaining adequate records and information including KC Group’s Vendor Form and Questionnaire and KC Group’s Contract Agreement and Security Declaration on the Vendor Control Sheet (VCS) and in individual vendor folders on MS Sharepoint
2.6 Only for customers where the MD has specifically agreed to uplift KC’s liability limits. Validation checks of wines & spirits insurance ‘uplifts’  (Operations).  
· The Operations Supervisor is responsible for the department’s monitoring:

· For customers only where the MD has agreed to uplift KC’s liability limits in response to customer request. Prior to instructing any hauliers the Vendor Control Sheet (VCS) must be checked to identify hauliers who have the corresponding uplifts of £15,000 per 1000kg for cased/bottled and £25,000 per 1000kg for bulk,  
· checking the haulier’s in-date and valid insurance certification for wording (for all the haulier’s customers) of a £25,000 per 1000kg uplift (for all customers) of  bulk wines and spirits i.e. shipped in bulk containers or trailers..If in doubt check with writing with the haulier.
· Blocking the allocation of wines and spirits job and advising Sales or Finance, as appropriate, should any insurance discrepancies be detected (e.g. missing or expired certification) and helping to resolve queries prior to placing wines and spirits jobs with the haulier. Recording any discrepancy in the haulier records folder. 
3.0
Responsibility

3.1
It is the responsibility of the KC Sales, Finance, and Operations Management to ensure, respectively, that as defined hereabove:

· The appointment terms and approval process is pro-actively managed and is properly documented on Sharepoint. 
· That Multifreight partner codes are not to be allocated until all the new vendor documentation has been returned by the vendor. 

· No work is to be allocated to a new vendor without the vendor approval process being completed and signed off by the managing director. 
· Any exceptions to the previous two bullet points must be signed off by the Head of Sales and the Financial Controller and such agreement entered in the vendor’s folder.   

· The monitoring and re-validation  (by Sales and by Finance) of vendors is undertaken, if required, on a regular basis as evidence of consistent provision of a quality service.

· Documents are properly controlled and approved and are readily available to those personnel that need to use them. 

· Sufficient records are maintained and these are legible and readily found.
· For wines/spirits where the MD has agreed to provide insurance uplifts for  particular customers, validation checks on intended hauliers’ insurance uplifts/receipt of certification for wines and spirits are performed by the Operations department prior to processing bookings of wines or spirits from the particular customers. 
4.0
Process for the maintenance of records
4.0
The Sales department will send all vendors KC Group Vendor Form 
and Questionnaire and KC Group Contract Agreement and Security 
Declaration to complete and shall monitor and chase up (if required) their 
return.
4.01 
Once the forms have been returned the Finance Department will begin 
the approval process by checking (or entering) the information on Page 1 of 
the QMF 10(b) KC Group Vendor Form and Questionnaire on the main 
systems (MF and Sage) and by obtaining a credit check on the vendor and 
completing Page 3), making any brief comments prior to recommending 
approval. 

4.02 The Finance dept should check that QMF 10(c) KC Group Contract Agreement and Security Declaration has also been completed and returned. Once returned it should be attached to AEO Procedure 037 Appendix on the AEO section of the shared drive. If the form has already been received (by checking the Appendix to AEO Procedure 037) then no further chasing will be necessary otherwise a reminder should be sent that completion is an AEO condition of continuing vendor appointment. 4.03

4.03 If the finance check is satisfactory the Head of Sales (or whomever has negotiated terms with the vendor) should review the credit check for any information which may negatively impact service delivery and then complete the  QHSSE checks (Page 2 of the QMF 10(b) KC Group Vendor Form and Questionnaire, by assessing the responses. 
4.04 Should any vendor response give cause for concern on the ability of the vendor to provide a consistent and reliable service, advice should be sought from the Quality Representative (Systems and Process Manager). For example, the vendor not having ISO or AEO certification, unless required by any of KC’s customers or HMRC, are not by themselves necessarily causes for concern. Not completing the AEO Security Declaration; not having audited documented procedures, having a poor credit check are each a cause for concern and further investigation. 
4.05 The next stage is to recommend approval to the Managing Director, who should sense check the application and sign it off, if and when he is satisfied.
4.06 Monitoring of the vendor’s performance should be regularly undertaken by the manager responsible for negotiating terms or as delegated by the managing director or whenever there is a negative change in status or performance in which case a re-validation of the vendor’s application should be undertaken.  
4.07 The manager negotiating terms or re-negotiating terms should ensure all agreements and amendments are confirmed in writing and stored against the customer records with accessibility by all. This should be in addition to and not be instead of informing all concerned by e-mail.

4.08 The Financial Controller is responsible for ensuring the timely and accurate completion and logging of data supplied on the KC Group Vendor Form and Questionnaire and KC Group Contract Agreement and Security Declaration  on the Vendor Control Sheet (VCS) and in individual vendor folders on MS Sharepoint. 

4.09 Vendors who are hauliers (or other companies arranging haulage), i.e. not shipping lines, must send in their certification of “Goods-in-transit” insurance every year. This is not optional as KC Group Shipping will have no liability insurance cover itself if no valid vendor insurance certification is retained on file and for use in the event of claims (e.g. theft, loss or damage). 
4.010 The Financial Controller is also responsible for:  

· Obtaining valid up to date haulier insurance certificates including when certificates are renewed annually. 
· Monitoring haulier’s insurance renewal dates, requesting new certificates one to two weeks in advance of expiry of existing certificates. 

· Identifying that all hauliers identified on the questionnaire  and in  the VCS have minimum £1300 /1000kg liability cover for all cargoes (except wines and spirits) and £350,000 per vehicle of cover for CMR jobs (European Road Haulage).  

· Notifying the Sales and Operations department if haulier renewal certification is not received by the expiry date despite reminders.  
· Identifying on the supplied insurance certification if the haulier has  “uplifts”, for all its customers, for cased / bottled wine and spirits and bulk wines and spirits of £15,000 per 1000kg for cased/bottled and £25,000 per 1000kg for bulk. These hauliers can then be used for bookings where KC’s MD has agreed that the  customer can benefit from such an uplift. 
· Working with Sales Dept on any other issues obtaining the required documentation as per this annex including haulier GIT insurance certificates and uplifts (including renewals) in place. 
· Using Creditsafe (or other approved financial performance / credit scoring agency) to periodically check and score the vendor on the VCS. The lower the score, the more frequent the checks and vice versa. 
4.1
Document and Data Control

4.1  
The Manager negotiating terms with the vendor should ensure a copy of  the terms agreed with the vendor (including any service level agreement is recorded and maintained on the shared drive). Any verbal agreements or amendments to agreements should be confirmed in writing and filed on the appropriate vendor record on Sharepoint (as well as being circulated by e-mail).   
4.1
The Finance Department should maintain QMF 10(b) KC Group Vendor Form and Questionnaire as scanned documents on the shared drive.
4.2 
The Finance Department should maintain QMF 10(b) QMF 10(c) KC Group Contract Agreement and Security Declaration as scanned documents on the AEO section of the shared drive ref: AEO 037.
4.3.   Access to the above records should be available to all managers and staff whom they designate as appropriate to their job function. 
5.0
Associated Documents
QMF 10(b) KC Group Vendor Form and Questionnaire 

QMF 10(c) KC Group Contract Agreement/Security Declaration (AEO 037)
Vendor Control Sheet (on Sharepoint)

Vendor folders (on Sharepoint)  for all records, messaging 
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