




8 AbsolutelyNew, Inc.

Purchase-Order Requirements

This is an example of our Standard Purchase Order.



Vendor-Compliance Manual

Regulatory Compliance

AbsolutelyNew, Inc. requires that the design, manufacture and packaging (including all warnings and  
disclaimers) of Vendor’s merchandise comply with all applicable federal, state, provincial and local laws, 
codes, ordinances, rules, regulations and requirements of the country of origin, the country of transit or  
any applicable country or jurisdiction (collectively the “law” or “laws”).

•	�This section outlines a selected list of regulatory compliance standards that will aid you, the vendor,  
in meeting your regulatory compliance obligations to AbsolutelyNew, Inc.

•	�The standards listed herein are not meant to be comprehensive and serve only as a guide. Regulations are 
constantly being updated. New ones continue to be published. 

•	�It is your responsibility to review this section and the official standards that are referred to in this section, 
other applicable laws, and to comply with the relevant standards for your specific product category. 

•	�You, the vendor, will receive a Regulatory Compliance Checklist, a sample of which can be found at the end 
of the manual (Appendix B). This checklist must be completed, signed and turned in for each product SKU. 
If you do not receive a checklist form, kindly request a copy from AbsolutelyNew, Inc. 

•	�If your product complies with any other regulatory standard not referred to in this document, kindly list it in 
the “Others” section of the checklist.

•	�You, the vendor, must also sign the “California Proposition 65” and “California RoHS” (Appendices C & D) 
Declarations of Compliance and return it with the checklist form. 

•	�You, the vendor, must also complete the VENDOR DETAIL SHEET and the PRODUCT DETAIL SHEET.

�
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Regulatory Compliance

Regulatory Compliance Checklist

Table of Contents

1.	� Product Safety/UL/ETL Rechargeable Batteries

2.	� FCC/EMC

3.	� EPA – Environmental Protection Agency

4.	 “�California Proposition 65”

5.	� California Appliance Efficiency Regulations

6.	� “California RoHS”

7.	� Mercury

8.	� Toys and Bedding

9.	� FDA – Food and Drug Administration

10.	�ENERGY STAR

11.	�Claims Substantiation

12.	�Others

Forms and Declarations to be completed and executed at the end of this manual:

  A. Regulatory Compliance Checklist for each product SKU

  B. “California Proposition 65” Vendor Declaration of Compliance

  C. “California RoHS” Vendor Declaration of Compliance



Vendor-Compliance Manual

Regulatory Compliance

1. Product Safety

Scope: 
AC-powered products must comply with their relevant product-safety standards and must bear the mark of 
an accredited safety lab i.e. UL, ETL, CSA, TUV, etc. 

Documentation: 
Proof of product-safety approval must be furnished as early as possible. 

Please provide an electronic or a scanned copy. If the product is listed on the UL or ETL Website, please 
include this information.

1.1 Products That Contain Rechargeable Batteries

In addition to the end-product safety requirements, rechargeable batteries must be investigated  
to reduce the risk of fire and explosion. Please submit UL 1642 Document of Compliance to  
operations@absolutelynew.com.

Resources: 
www.safetylink.com

2. FCC/EMC

Scope: 
All digital devices must comply with the relevant FCC Part 15 regulations.

Digital Device: 
“A digital device is a device or system that generates and uses digital timing signals operating at greater than 
9,000 cycles per second (9 kHz). Many types of electronic equipment and consumer products are digital 
devices because they contain circuitry using digital timing signals.”

Examples of digital devices include computers, calculators, digital watches and clocks, telephones,  
microwave ovens and DVD players.

Documentation: 
If your device falls under the FCC definition of a digital device, you must submit a copy of the FCC report 
from an accredited test lab documenting your product’s compliance to the FCC Part 15 regulations.

Resources: 
www.fcc.gov

11
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Regulatory Compliance

3. EPA – Environmental Protection Agency

Scope: 
Pesticides and Pest-Control Devices.

Pesticide: 
A pesticide is any substance or mixture of substances intended for preventing, destroying, repelling or  
mitigating any pest. Although often misunderstood to refer only to insecticides, the term pesticide also  
applies to herbicides, fungicides and various other substances used to control pests. 

Pesticide Device: 
A pesticide device is defined as any instrument or contrivance (other than a firearm) intended for trapping, 
destroying, repelling or mitigating any pest. A mousetrap is an example of a pesticide device. The EPA also 
has a role in regulating devices used to control pests. 

Devices are subject to certain labeling, packaging, recordkeeping and import/export requirements.  

Documentation: 
For pesticides, documentation of pesticide registration with the EPA must be provided. For pest-control  
devices, please provide the EPA Establishment Number for your device, along with confirmation that the  
Establishment Number appears on the product’s packaging as required by law.

Resources: 
www.epa.gov/pesticides/about/index.htm

www.epa.gov/opp00001/factsheets/antimic.htm

www.epa.gov/pesticides/factsheets/devices.htm

4. “California Proposition 65”

Briefly, Proposition 65, the Safe Drinking Water and Toxic Enforcement Act of 1986, was enacted as a  
ballot initiative in November 1986. The Proposition was intended by its authors to protect California citizens 
and the State’s drinking water sources from chemicals known to cause cancer, birth defects or other repro-
ductive harm, and to inform citizens about exposures to such chemicals. Proposition 65 requires the  
California Governor to publish, at least annually, a list of chemicals known to the state to cause cancer or 
reproductive toxicity.

Since AbsolutelyNew, Inc. wholesales its products to many retailers in the state of California, we must have 
all products comply with this regulation.

Scope: 
This regulation applies to all products intended to be sold in the State of California. 

Documentation: 
Vendors must comply with and sign the included “California Proposition 65” Declaration of Compliance at the 
end of the manual.

Resources: 
www.oehha.ca.gov/prop65.html

www.prop65news.com



Vendor-Compliance Manual

Regulatory Compliance

5. California Appliance Efficiency Regulations

Scope: 
The California Energy Commission’s Appliance Efficiency Regulations were established in 1976 in response 
to a legislative mandate to reduce energy consumption. The scope of the regulations is diverse. Among the 
products covered are air conditioners, freezers, consumer audio equipment, etc. Recently, the scope of the 
regulations was expanded to cover external power supplies.

Documentation: 
If your product falls under the scope of the Appliance Efficiency Regulations, proof of compliance must  
be provided.

Resources: 
http://www.energy.ca.gov/efficiency/appliances/index.html

6. “California RoHS”

Scope: 
The California Electronic Waste Recycling Act of 2003, and the regulations as amended (“California RoHS”), 
preclude from sale, or being offered for sale, covered electronic devices if they contain certain hazardous 
substances.

Currently, “California’s RoHS” law applies only to the following:

1.	� Cathode ray tube containing devices (CRT devices).

2.	� Cathode ray tubes (CRTs)

3.	� Computer monitors containing cathode ray tubes

4.	� Laptop computers with liquid crystal display (LCD)

5.	� LCD containing desktop

6.	� Televisions containing cathode ray tubes

7.	� Televisions containing liquid crystal display (LCD) screens

8.	� Plasma televisions.

Vendor is responsible for complying with “California RoHS” and ensuring that its merchandise does not con-
tain prohibited substances.

Documentation: 
Vendor must comply with and sign the included “California RoHS” Declaration of Compliance.

Resources: 
http://www.dtsc.ca.gov/HazardousWaste/EWaste/upload/Restriction_on_Electronic_Devices_ 
01-05-06.pdf

http://www.dtsc.ca.gov/HazardousWaste/EWaste/index.cfm

7. Mercury

Scope: 
Products that may contain Mercury (Hg).

Documentation: 
Disclosure on packaging/user manual/product that the product/part contains mercury and must be disposed 
of properly.

13
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Regulatory Compliance

8. Plush Toys and Bedding

Scope: 
Applies to all bedding and plush-toy product purchases. The material used to fill plush toys and bedding is 
subject to various State regulations.  

Documentation: 
Plush toys: A copy of the license for the States of OH, MA and PA must be provided. 
Bedding: A copy of the proposed law label with the Registration Number must be provided.

Resources: 
http://www.toy-tia.org/Content/NavigationMenu/Toy_Industry_Association/safety2/ 
US_Safety_Standards/Stuffed_Toy_Licensing_and_Labeling_Laws/ 
Stuffed_Toy_Licensing_and_Labeling_Laws.htm

http://www.bhfti.ca.gov/laws/bhfti_regs.pdf

9. FDA – Food and Drug Administration

Scope: 
Applies to products that make medical claims and products that come into contact with food.

Documentation: 
If your product makes medical claims, please provide compliance substantiation as per your device classifi-
cation (I, II, or III) i.e. a copy of the substantially equivalent (SE) letter from the FDA, verification of entry in the 
FDA Device Listing Database, or 510(K) information for your product.

If your product comes into contact with food, meets the FDA definition of a food additive, or is considered 
a food contact substance, you must either provide us with a copy of the FDA FCN final letter or point us to 
your listing in the Inventory of Effective FCS Notifications.

Resources: 
http://www.accessdata.fda.gov/scripts/cdrh/cfdocs/cfRL/listing.cfm

http://www.accessdata.fda.gov/scripts/cdrh/cfdocs/cfpcd/315.cfm

http://www.accessdata.fda.gov/nara/cfr/waisidx_06/21cfrv3_06.html

http://www.cfsan.fda.gov/~dms/opa2pmna.html

10. ENERGY STAR

Documentation: 
ENERGY STAR materials.

11. Claims Substantiation

Submit any test reports that would support your product claims.  



Vendor-Compliance Manual

Manufacturing Directives

Each of the following manufacturing directives must be complied with as applicable.

Color Gift Box
Unless otherwise specified:

I) BOX ART (FOR BOTH INTERNATIONAL & PRIVATE-LABEL DOMESTIC SHIPMENTS)

Package dielines must be received 4 weeks before final artwork is required.

Exact and accurate dielines should be provided by the vendor for AbsolutelyNew, Inc. to create a box art. 
Any late changes on dielines by the vendor will be subject to penalty by ANI.

Send dielines to operations@absolutelynew.com.

Box art is supplied by ANI’s Creative Department and will be supplied as Adobe Illustrator digital files on CD 
or transferred via FTP. Digital files can only be altered and used with the permission from AbsolutelyNew, Inc. 
Artwork will be accompanied by a positive proof that must be used to match against the first and all future 
press runs.

II) SAMPLE APPROVAL (FOR BOTH INTERNATIONAL & PRIVATE-LABEL DOMESTIC SHIPMENTS)

Before printing, the Creative Department must be provided with a press proof sample for final color  
corrections. After getting first approval from AbsolutelyNew, Inc. on vendor’s sample in terms of  
technical specifications and color box, a set of 3 boxes should be sent to ANI (AbsolutelyNew, Inc.,  
650 Townsend Street, Suite 475, San Francisco, CA 94103 Attention: Elaine Wong) for final approval. 

Date Coding (Lot Number) 
(For Both International & Domestic Private-Label Shipments)
Unless otherwise specified: 
A manufacturing lot number (date code) must be affixed to EVERY unit of AbsolutelyNew, Inc.’s products. 
The placement of the lot number on the product will be specified by ANI Operations (most likely inside of a 
battery compartment, if there is one). Lot number can also be applied to the product label in which case, 
a separate label/silkscreen for the lot number is NOT needed. Lot number must be applied to “permanent” 
labels, labels with moisture-resistant properties (e.g. metalized, PVC, glazed surface with non-peelable  
adhesive) or silkscreen with indelible ink for all products with any agency approval (UL, ETL, CE…).

It should also legibly appear on: 
  – Master and inner cartons. (Please refer to master and inner carton policies.) 
  – Color/gift box, near the UPC bar code (general white label stock with 8 point type).

The lot number (date code) should specifically read: “yymmmrr” where “yy” is the last 2 digits of the year in 
which the product is made; “mmm” is the 3-letter abbreviation of the month in which the product is made; 
and “rr” is the 2-digit revision code representing changes implemented to the product up to the time of  
production. For example, “08MAY0B” refers to units produced in the month of May of the year 2008 and  
according to changes effective up to and including revision 0B. A change is ANY modification to the  
product, including modifications to the retail box, EXCEPT updating the revision code on the date code label/
sticker that is applied to the product, retail box and master/inner cartons. A log or file referencing the change 
details to the revision codes MUST be kept and updated as changes are approved/implemented. ANI is to 
be kept informed of all changes.

Size of font for the lot number (date code) should be 8-10 points for the color box and the actual product. 
Size of the sticker/label, when needed, should be appropriate to the font size. Date code marking on master/
inner cartons should be the same size as other markings.

Note: AbsolutelyNew, Inc. must be notified via email when a revision is made. An updated MS Word or Excel 
record with dates, lot number (date code) and specific details of the changes must be available at all times 
for unannounced audits.
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Manufacturing Directives

Clarifications and questions about this issue should be addressed to the attention of  
operations@absolutelynew.com.

Please note violations to this Manufacturing Directive are considered MAJOR defects in third party final  
random inspection.

Please note that this is mandated for all products effective immediately.

Manufacturing Partner Directive
AbsolutelyNew, Inc. Mission Statement

The AbsolutelyNew, Inc. policy is to do business only with manufacturers who operate their facilities in  
conformance to local workplace laws, including being completely free of any illegal child or forced labor.  
The company commits extensive financial and human resources to complying with Social Accountability 
standards, including the use of independent monitoring agencies to regularly inspect selected manufacturers 
and factories. AbsolutelyNew, Inc. strongly believes in the human rights of workers.

Vendor Code of Conduct

We require that all Vendors (manufacturing facilities) meet the following standards:

    �Age of Workers: Manufacturers must not use “child” labor. The term “child” refers to a person younger 
than 16 or, if higher, the local legal minimum age for employment or the age for completing compulsory 
education. Manufacturers employing young persons must also strictly comply with any laws and  
regulations applicable to such persons.

    �Health and Safety: Manufacturers must ensure employees and on-site contractors working and living  
areas meet all applicable local laws and regulations on health and safety. Basic necessities such as fire 
safety, ventilated sanitation facilities, adequate lighting and potable water should be easily accessible and 
always in working condition.

    �Coercion and Harassment: Manufacturers must treat each employee in compliance with all applicable  
local laws and regulations on fair management practices and workplace harassment.

    �Involuntary Labor: Manufacturers must not use involuntary labor, including but not limited to: prison, 
bonded, indentured or otherwise.

    �Non-discrimination: Manufacturers must not practice discrimination in hiring and other employment  
related functions, such as salary, benefits, promotion, discipline, termination or retirement based on  
gender, religion, age, ethnic origin, political opinion, sexual orientation or disability.

    �Compensation: Manufacturers must recognize that wages are essential to meeting employees’ basic 
needs. Except in extraordinary business circumstances, manufacturers will not require employees to work 
more than the limits on regular and overtime hours allowed by local law or, where local law does not  
limit the hours of work, the regular work week plus 12 hours overtime per week. In addition, except  
in extraordinary business circumstances, employees will be entitled to at least one day off in every  
seven-day period.

    �Environmental Concerns: Manufacturers must comply with all local laws and regulations on  
environmental protection.

    �Other Laws: Manufacturers must comply with all other applicable laws and regulations on  
business conducts.

    �Monitoring and Compliance: Manufacturers must authorize ANI’s designated agents to conduct socially 
accountable audits upon ANI’s request without advance notice. Manufacturers must allow our auditors 
access to all forms of inspection stated by the auditors and acknowledged by the manufacturers prior to 
the actual audit. Upon finding non-compliance, manufacturers are expected to correct all issues and pass 
a re-audit within 60 days. For further details, please contact operations@absolutelynew.com.



Vendor-Compliance Manual

Quality Control and Inspection

For International Shipments, the company conducts Supplier Surveys at all vendor factories that allow  
us to assess the Quality performance level of each factory. This service is contracted to CTSL Limited of 
Hong Kong who also performs the audit of merchandise quality to conformance with ANI’s requirements.  
All vendors must contact CTSL and pre-arrange an audit appointment. Their HKG phone number and  
contact information is K.C. Cheung, Survey Manager. Email: info@CTSL.com.hk. Phone: 852.2712.8211.

All Merchandise ordered may be subject to inspection and tests by ANI at any time, at the place of manu-
facture and prior to shipment. Notwithstanding any prior inspections or payments made hereunder by ANI,  
all Merchandise shall be subject to final inspection and acceptance at ANI’s facility. No inspection or test 
made prior to final inspection and acceptance shall relieve Vendor from responsibility for defects or other 
failure to meet the requirements of this Order.

The criteria for acceptance of all Merchandise shall be compliance with Vendor’s published specifications in 
effect, as of the effective date of this Agreement, unless such specifications have been superseded by other 
specifications, drawings, samples or descriptions and agreed to in writing by ANI and Vendor.

In the event that ANI determines that any Merchandise is defective or does not meet all specifications,  
either before acceptance or under the terms of Paragraph “Warranties,” ANI shall have the right, at its sole 
option, to:

    1. �reject such Merchandise and obtain a refund of the purchase price; or

    2. �require repair or replacement of the Merchandise by and at Vendor’s expense and risk.

If Vendor fails to repair or replace defective Merchandise within twenty (20) days after ANI’s request thereof, 
ANI may, at its sole option:

    1. �repair or replace such Merchandise and charge to the Vendor any cost incurred by ANI; or

    2. �without further notice, terminate this Order for default in accordance with this Paragraph hereof; or

    3. �require an appropriate reduction in the price.

Payment for any Merchandise hereunder shall not be deemed an acceptance thereof. Failure to inspect the 
Merchandise shall not be deemed to constitute:

    1. �acceptance of any defective or non-conforming Merchandise; or

    2. �a waiver of ANI’s rights or remedies arising by virtue of any defect or nonconformity with the  
requirements of this Order.

ANI’s rights under this Paragraph shall be in addition to all other rights and applicable laws under this manual.  
Specifically, vendor acknowledges that its failure to comply with the terms may result in delays and conse-
quential damages to ANI. Vendor will be responsible for any and all such injury to ANI.

For International shipments: The final random inspections (FRI) should be booked at least 5 working days in 
advance through CTSL. The contact information is below:

CTSL Limited 
Attention: KC Cheung – Survey Manager 
info@CTSL.com.hk 
Phone: 852.2712.8211 
Fax: 852.8712.8131
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Quality Control and Inspection

Power Adapter Efficiency Requirements
Unless otherwise specified:

•	�The Directive applies to single voltage external AC-DC power adapters for all ANI products. The power 
adapters must comply with both the State of California’s Appliance Efficiency Standard (CEC) and the 
ENERGY STAR Program Requirements for Single Voltage External AC-DC Power Supplies.

•	�There are two categories with different specifications and different effective dates as outlined below. 

Category I effective since July 1, 2007

Table 1 Energy Efficiency Criteria for Active Mode Category I External Power Supplies

Nameplate Output Power (Pno) Min. Avg. Efficiency in Active Mode

0 to ≤ 1 watt ≥ 0.49 * Pno

> 1 to ≤ 49 watts ≥ [0.09 * Ln (Pno)] + 0.49

> 49 watts ≥ 0.84

Table 2 Energy Consumption Criteria for No Load Category II External Power Supplies

Nameplate Output Power (Pno) Maximum Power in No-Load

0 to ≤ 10 watts ≤ 0.5 watts

≥ 10 to ≤ 250 watts ≤ 0.75 watts

Category II effective since January 1, 2008

Table 3 Energy Efficiency Criteria for Active Mode Category II External Power Supplies

Nameplate Output Power (Pno) Min. Avg. Efficiency in Active Mode

0 to ≤ 1 watt ≥ 0.50 * Pno

> 1 to ≤ 51 watts ≥ [0.09 * Ln (Pno)] + 0.50

> 51 watts ≥ 0.85

Table 4 Energy Consumption Criteria for No Load Category II External Power Supplies

Nameplate Output Power (Pno) Maximum Power in No-Load

Any output 0.5 watts
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Quality Control and Inspection

•	�Power Adapters must display the Efficiency Mark as visual proof of compliance to the Standards: 
  Format: Roman Numeral ‘III’ for compliance to Category I or ‘IV’ for compliance to Category I and II 
  Font: Times Roman preferred (or other plain serif fonts) 
  Size: Legible and indelible 
  Placement: On the power supply nameplate. Exact location is at the discretion of the manufacturer.

More details can be found at 
http://www.energy.ca.gov/appliances/2005regulations/index.html.

http://www.energystar.gov/ia/partners/prod_development/downloads/power_supplies/Final_EPS_
Specs_Notes.pdf.

Clarifications and questions about this issue should be addressed to the attention of  
operations@absolutelynew.com.

Please note that this is mandated for all electrical products using power adapters.
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Quality Control and Inspection

Third Party Inspection and Scheduling 
(For International Shipments)
Unless otherwise specified: 
•	��Inspection sampling plan will be: MIL-STD 105 Single Sampling Plan for Normal General Inspection 

Level II.  AQL for Critical Defects = 0%, Major Defects = 2.5%, Minor Defects = 4.0%.

•	��General Defect Classification:

-	�Critical Defect – AQL 0%. A defect that experience and judgment indicates is likely to result in a  
hazardous and/or injurious situation to the user, or makes the product subject to government seizure.

-	�Major Defect – AQL 2.5.0%. Any unit having a defect other than critical is likely to result in failure  
or to reduce materially the usability of the unit for its intended purpose. Any unit having an aesthetics  
defect or construction problem, which is deviated from the standard, and as a result, will cause a  
customer return.

-	�Minor Defect – AQL 4.0%. Any unit having a defect that is not likely to reduce the usability of the unit for 
its intended purpose or is a departure from established standards having a minor impact on the effective 
use of the product.

-	�Other Defect. The following described are those most commonly found but not necessarily cover all  
possible defects. Any functional or visual defect shall be initially classified according to the above.

•	��All manufacturers MUST apply for Third Party Final Random Product Quality Inspection for every shipment 
of products. Refer to CTSL information in this manual.

•	��All applications for third party final random quality inspection should be submitted by the manufacturer and 
approved by the inspection company on a timely basis PRIOR to actual inspection.

•	��All third party final random quality inspections are to be scheduled with ANI-approved inspection  
companies only.

•	��All third party final random quality inspections are to be scheduled on weekdays, Monday through Friday 
during normal business hours only. Overtime inspections can be arranged on Vendor’s account.

•	��There should be only one inspection performed per inspection application.

•	��Extra inspections, due to manufacturer’s non-conformance (quality, scheduling, quantity…), will be paid for 
by the manufacturer and debited to the vendor by ANI.

•	��Disagreements about inspection findings/conclusion should be communicated to ANI in writing within  
24 hours of receipt of the inspection report.

•	��ANI’s evaluation and disposition of inspected merchandise are final.

Clarifications and questions about this issue should be addressed to the attention of  
operations@absolutelynew.com. ANI will send formal acceptance of approval.
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Labeling and Packaging Requirements

UPC Barcode Requirements:
1.	� DO NOT USE EAN BARCODES. EAN BARCODES WILL NOT BE ACCEPTED AND USAGE WILL 

RESULT IN A SEVERE CHARGEBACK.

2.	� Mark all Vendor merchandise with a vendor generated UPC (UPC-A) barcode. Ensure that Vendor UPCs 
are accurately affixed to the merchandise and to two sides of the master carton. UPC codes can be  
obtained through the GS1 (formerly Uniform Code Council) “UPC Marking Guidelines for General  
Merchandise and Apparel.” Website is http://www.gs1.org/.

3.	� Ensure that the Vendor-produced barcode will scan and complies with the above industry standard.

4.	� If Vendor is unable to produce barcode labels in-house, we suggest contacting an outsource service. 
Sources are abundant on the Web.

5.	� Create and affix Vendor UPC barcode labels securely to the merchandise, following the Uniform Code 
Council guidelines.

6.	� The UPC and ANI item code for each product style and/or color must be unique so it can be  
easily identified. 

7.	� Where Vendor merchandise will be sold as either a set or individually, the Vendor must provide the  
“each” UPC and the “set” UPC. Affix the “set” UPC on the ANI of the package and the “each” UPC  
on the individual item. 

EXAMPLE:

A Chargeback as noted in the Chargeback Schedule and fees section in the manual will be assessed for all 
merchandise not in compliance with our barcoding standards. 

Packing Slips
A packing slip must accompany every shipment. The packing slip must be attached to the lead carton in an 
envelope with clear notation indicating “PACKING SLIP ENCLOSED.”

The following information must be included on every packing slip:

1.	� The entire AbsolutelyNew, Inc. Order number 

2.	� ANI item code and description of merchandise

3.	� The Harmonized Tariff System number supplied by ANI (INTERNATIONAL SHIPMENTS ONLY)

4.	� Quantity shipped per ANI item code

5.	� Total number of cartons shipped

6.	� Date code (FOR INTERNATIONAL & DOMESTIC PRIVATE-LABEL SHIPMENTS)

7.	� Packing slip must be legible
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Labeling and Packaging Requirements

Master Carton Shipping Marks/Labels/Sealing:
Shipping Carton LABELING and PACKAGING: 
•	�Always use inner cartons of 4, 6 or 8 units where applicable. 

•	�Typically, master case pack should not exceed 12 pieces. Exceptions must be cleared through contacting 
operations@absolutelynew.com. 

•	�All master cartons must contain the following information and should be in a font that is clearly legible on 
the master carton (on 2 side panels):

- ANI PO number:

- Date Code: (format to follow Lot Number directive) 

- AbsolutelyNew, Inc. product code: e.g. AN 123

- Color: (if applicable)

- MADE IN (Country of Origin)

- Quantity: master pack pieces

- G.W.: kg

- N.W.: kg

- Measurements: cm

EXAMPLE:

P.O. # 0123456
Date Code: 08AUG0A

Item: AN 123
Made in China

Quantity: 24

G.W.: 30 kg
N.W.: 26.8 kg

Meas: 40cm x 55cm x 30cm
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Labeling and Packaging Requirements

Inner Shipping Carton (if applicable)

An example of an “Inner Shipping Carton” is: 
The Master Carton contains 12 units. Inside the Master Carton are 4 “Inner Shipping Cartons” with 3 units 
each packed inside them. “Inner Shipping Carton” does not represent each individual unit.

Unless otherwise specified:

Inner Shipping Carton LABELING and PACKAGING:

•	�All inner boxes must contain the following information (on top panel):

•	�PO number:

•	�Date code: (format to follow Lot Number directive) 

•	�Product code: e.g. AN XXX

•	�Color: (if applicable)

•	�MADE IN CHINA (or Country of Origin)

•	�Quantity: Pcs

Shipping Carton Sealing:

•	�Metal staples should NOT be used for sealing the cartons. No metal staples should be used for sealing the 
boxes except with expressed written permission from operations@absolutelynew.com.

•	�Use a minimum of 2-inch-wide (5 cm) self-adhesive tape.

•	�Tape should be applied evenly over the joining flaps and at full length extending 4 inches +/– 1" over  
the side.

•	�Wrinkling should be kept to a minimum.

23
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Labeling and Packaging Requirements

Special Marking Requirements for Country of Origin  
(The information below is excerpted from the Customs and Border Patrol Website www.cbp.gov)

Every article of foreign origin entering the United States must be legibly marked with the English name of the 
country of origin, unless an exception from marking is provided for in the law.

The purpose of marking is to inform the ultimate purchaser in the United States of the country in which the 
imported article was made. The ultimate purchaser is generally the last person in the United States who will 
receive the article in the form in which it was imported. The country of origin is the country of manufacture, 
production or growth of the article.

The marking must be legible. This means it must be of an adequate size, and clear enough, to be read easily 
by a person of normal vision. The marking should be located in a conspicuous place. It need not be in the 
most conspicuous place, but it must be where it can be seen with a casual handling of the article. Markings 
must be in a position where they will not be covered or concealed by subsequent attachments or additions. 
The marking must be visible without disassembling the item or removing or changing the position of any 
parts. The article should be marked as indelibly and permanently as the nature of the product will permit. 
Marking that will not remain on the article during handling or for any other reason except deliberate removal 
is not a proper marking. The best form of marking is one that becomes a part of the article itself, such as 
branding, stenciling, stamping, printing, molding or similar method.

Other forms of marking will also be acceptable if it is certain that the marking will remain legible and  
conspicuous until the article reaches the ultimate purchaser in the United States. It is important that this 
marking withstand handling. This means it must be of a type that can be defaced, destroyed, removed, 
altered, obliterated or obscured only by a deliberate act.

When tags are used, they must be attached in a conspicuous place and in a manner that assures that,  
unless deliberately removed, they will remain on the article until it reaches the ultimate purchaser. Labels may 
be used in some instances, but this is not a recommended form. Often labels become loose due to weather, 
unsatisfactory adhesive or other conditions. If this happens, the importer may be subject to the expense of 
remarking the merchandise.

Articles that are not marked with the English name of their country of origin at the time of their importation 
into the United States, shall be subject to additional duties unless properly marked, exported or destroyed 
under CBP supervision, prior to liquidation of the entry.

Additional information can be received from the U.S. Customs and Border Protection Special Classification & 
Marking Branch, Office of Regulations and Rulings at 202.572.8810 or at www.cbp.gov. For more infor- 
mation, please see Determining the Correct Country of Origin to Use under the Customs Regulations,  
19 CFR Part 177. Please be aware that in addition to this information, certain products are subject to  
additional labeling requirements. For example, clothing must have labels indicating fabric content and  
washing instructions. Other products with special labeling requirements include tobacco (the Surgeon 
General’s Warning Statement), food and pharmaceuticals, and automobiles.
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Packaging
Once our buying team and the Vendor agree upon master pack carton or PDQ and inner-pack quantities,  
the Vendor must continue to ship the same quantities of master pack or PDQ and inner pack for each Order. 
The vendor will be charged back if the quantities shipped do not meet the agreed upon master pack or  
inner-pack requirements on file in the Vendor Information Package.

Cartons must be taped closed. For certain heavy cartons, plastic bands can be used. Consult with  
operations@absolutelynew.com for questions and approval.  

Shipping Cartons must meet or exceed the minimum National Transportation Standard 200-pound  
burst test.

All marking materials and shipping containers must comply with requirements of the National Motor Freight 
Classification (NMFC). For any questions regarding these requirements, contact ANI Operations Department 
at 415.865.6200 ext. 1120. Or contact through email at: operations@absolutelynew.com.

Pallet Shipping Label – Domestic 
(USA Domestic Vendor Only)

The following completed information, in any label format, is acceptable and will not result in a chargeback.

FROM:		  (Vendor name) 
		  (Vendor address)

SHIP TO:	 AbsolutelyNew, Inc. 
		  (Street address of destination DC) 
		  (City, State & Zip of DC) 
		  ANI Item Code XX 000    P.O. # 0012345

Palletization – Domestic 
(USA Domestic Vendors Only)

ALL DOMESTIC COMMON CARRIER SHIPMENTS MUST BE PALLETIZED.

Domestic shipments weighing 200 lbs. – 7,000 lbs. must be palletized and securely shrink-wrapped. 

Shortages as a result of goods packaged or palletized in a manner preventing the carrier from making an 
exact count or inspection of cartons will be charged back to the Vendor.

Each Purchase Order should be palletized separately. If the carton count per Order is insufficient to build a 
complete pallet, Vendor may combine multiple Orders on one pallet.

Use pallets that are 40 inches by 48 inches in size. Maximum height for the pallets is 52 inches.

All pallets may not exceed a “one-inch overhang” over any edge of the pallet. 

If Vendor’s palletized merchandise is breakable, label appropriately with placards and note on the freight bill 
to inform the carrier. 

If pallets cannot be top-loaded due to fragility, please place stickers on the pallets that say  
“Do Not Top Load.”
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Labeling and Packaging Requirements

Containers and Trailer Loads
All merchandise shipped in full containers or trailer loads is subject to all standards and requirements outlined 
in this vendor manual. The number one carton with the packing slip attached must be one of the last cartons 
loaded and must be immediately visible upon opening the container or trailer doors.

The container or trailer must be sealed and the seal number must be noted on the bill of lading.

If packaging and labeling instructions are not followed, a vendor chargeback fee as noted in the Chargeback 
Schedule will result. 

Contact operations@absolutelynew.com for instructions on domestic palletizing volume loads.

Shipping Instructions

All merchandise ordered pursuant to the Order shall be shipped in accordance with ANI’s standard shipping, 
handling and routing instructions as contained herein, either accompanying the Order or previously trans-
mitted to the Vendor, except to the extent that such shipping instructions are modified by ANI, pursuant to 
instructions transmitted to the Vendor by telex, facsimile transmission or through a computer‑based telecom-
munications system.

Substitutions will not be accepted, will be returned at the Vendor’s expense, and will result in chargeback 
fees as noted in the Chargeback Schedule. Multiple Orders shipped together must be sorted, clearly  
identified by carton, and not comingled in one carton, and should not be comingled on a pallet if  
possible. Multiple Orders shipped on the same day must be consolidated and tendered on one Bill of Lading. 
Each carton must be marked with the individual ANI Order number and item code. 
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Freight Terms
Freight terms on the Order will be one of the following:

FOB – (Origin) 
ANI takes title to the merchandise at the named place or port of shipment, selects the carrier and is respon-
sible for freight charges. The Vendor must mark the Bill of Lading as “FREIGHT COLLECT.” (Note: 3rd Party 
billing instructions under Collect LTL Shipment Routing section of this manual.)

Exception: UPS shipments (under 200 lbs.) must be prepaid and itemized as freight on the merchandise 
Invoice, along with a breakdown of weight per carton and the number of cartons shipped.

FOB – (Destination) 
Domestic Vendor holds title to merchandise until received and acknowledged in good order at the  
designated Panalpina/ANI facility. The Vendor must mark the Bill of Lading as “PREPAID.” Vendor is  
responsible for any discrepancies. Vendor is responsible for all freight charges and for filing claims  
with carrier.

Special: ANI’s Operations group will specify on Order what constitutes exceptions (e.g. charging back a  
portion of freight costs or a freight allowance of a specific percentage).

Distribution Center Contractor Address
Panalpina, Inc. 
401 East Grand Avenue 
South San Francisco, CA 94080 
Phone: 650.824.3085 
Attention: Juliette Mamea 
Email: juliette.mamea@panalpina.com

Note: This manual does not contain information for domestic freight-carrier procedures for USA- 
manufactured wholesale items. Contact operations@absolutelynew.com for specific instructions.

International Ocean Shipments and Air Shipments
Follow the forwarder instructions in this Vendor-Compliance Manual or on the Purchase Order. If there is any 
problem shipping with the named forwarder, email to operations@absolutelynew.com with the subject line, 
“ROUTING INSTRUCTIONS REQUEST,” or send a facsimile to 415.865.6211 or call 415.865.6200 ext. 1137 
during business hours.

Shipment Delays

The Vendor is required to contact ANI (operations@absolutelynew.com) regarding any shipping delays or 
other problems, such as production, weather, holidays, etc.

Bill of Lading Consignment (For Import Shipments)

Ocean or House Bills of Lading and Master or House Air Way Bills must be consigned to  
AbsolutelyNew, Inc.’s Distribution Center address, as designated on the Purchase Order. Notify party  
Panalpina unless financing agreements prohibit. The House Bills of Lading must also be Express (Waybill), 
unless financing agreements prohibit. Vendor must follow all document guidelines, as explained in the  
Document Dispatch Instructions.
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Freight and Shipment Information

Commercial Invoices (For Import Shipments)

Vendor will be responsible for any additional charges if shipment is mis-shipped, and the commercial invoice 
must be correct including the Solid Wood Packing requirement. Please refer to the checklist included for 
commercial invoice details. Vendor will be charged back according to the Chargeback Schedule for  
incorrect documentation.

FDA-Regulated Shipments (For Import Shipments)

Vendor must submit a copy of the FDA initial report for any items containing CD, DVD [and TV Shipments] 
and it must include the FDA accession # and manufacturer of record prior to shipping. This should be 
emailed to operations@absolutelynew.com. In addition, the manufacturer’s name and address along with 
the FDA accession # must be shown on the Commercial Invoice. 

Commercial Invoice Requirements

Domestic Invoices

To facilitate payment within specific order terms, the following information and specifications are required on 
every vendor invoice:

1.	� Vendor name, remittance address, telephone number and tax ID number.

2.	� For wire-transfer payment terms, the invoice must include all banking information required for payment  
(i.e. bank name, address, account #, and bank ID or swift #).

3.	� ANI Purchase Order Number (Example: 123456) and the ANI Item Code Number.

4.	� Invoice number, invoice date, unit costs, quantities shipped, date shipped, lot number, quantity  
backordered and extended costs, including discounts and credits.

5.	� Freight carrier, PRO #, OBL, AWB, date of shipment and number of cartons.

6.	� Freight allowance, volume discount and advertising allowance, if applicable, should be identified as such 
and deducted on the invoice.

7.	� When billing for freight, note carrier, PRO # and freight charges on a separate invoice line, and attach a 
copy of the freight bill and fax authorization to the invoice.

8.	� Issue one invoice, per Order, per shipment. Invoices that do not conform will be subject to chargeback.

Mail invoices to:

    AbsolutelyNew, Inc. 
    Attention: Accounts Payable 
    650 Townsend Street, Suite 475 
    San Francisco, CA 94103

Complying with the above-referenced requirements will result in payment in accordance with Order payment 
terms. Any missing information will cause delays in invoice processing.



Vendor-Compliance Manual

Freight and Shipment Information

For All Import Shipments

For Import shipments, the following information and specifications are required on every Commercial Invoice.  

1.	� Complete name and address of the foreign manufacturer

2.	� Time, place and names of the PO issuer of AbsolutelyNew, Inc. (Buyer) and the seller (Vendor)

3.	� Destination (South San Francisco, CA or other)

4.	� The AbsolutelyNew, Inc. Purchase Order Number and Item Code

5.	� Detailed description of the merchandise in English. Generic descriptions and/or SKU numbers are  
not acceptable.

6.	� Must contain a completed Solid Wood Packing Statement. (Ex. “This shipment from ________ does not 
contain any solid wood packing material.”). Note: No pallets should be in the sea containers with goods 
shipping from Asia.

7.	� Purchase price per item and total invoice price in U.S. Dollars.

If applicable, 

8.	� All rebates, drawbacks and bounties, separately itemized, granted upon the exportation of merchandise

9.	� Country of Origin

10.	�Any other charges not included in the invoice price such as:

	 • �Dies, molds, tools, engineering work

	 • �Any Trading Company Assists

	 • �Components/Materials supplied at less than fair market value or free

	 • �Any work that would qualify as an assist

	 • �Discounts with the explanation for the discount

	 • �Name of responsible employee of the exporter who has knowledge or who can obtain knowledge of 
the transaction.

	 • �Terms of Sale (Ex. FOB, EXW, etc.)

All “free of charge” items must have a commercial value listed for US Customs purposes. 
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Freight and Shipment Information

Document Dispatch Instructions 
(For All Import Shipments)
The vendor must scan the Commercial Invoice, Packing List, AWB/OBL in JPG, BMP, PCX or  
Adobe Acrobat and email as attachments with other pertinent shipping details to ANI  
(operations@absolutelynew.com) and to Panalpina (juliette.mamea@panalpina.com) within  
7 working days of the onboard date. The original sets must be sent according to the instructions below.

For Ocean Wire Transfer or 30-70% Terms Shipments:

•	�Send one ORIGINAL Commercial Invoice, Packing List and Bill of Lading via courier to:

AbsolutelyNew, Inc. 
650 Townsend Street, Suite 475 
San Francisco, CA 94103 
415.865.6200 Ext. 1137 
Attention: Sylvia Brechet

•	�Send one ORIGINAL Commercial Invoice, Packing List and Bill of Lading via courier to:

Panalpina, Inc. 
401 East Grand Avenue 
South San Francisco, CA 94080 
Attention: Philip Maultsby and Juliette Mamea 
650.825.3046

•	�Email the courier tracking # to operations@absolutelynew.com and note the corresponding PO # and  
Bill of Lading # on the email.

For All Letter-of-Credit Shipments

Follow the document instructions dictated in the Letter-of-Credit instructions. Bill of Lading should be  
consigned to AbsolutelyNew, Inc. and one Original set of documents, including original, endorsed  
Bill of Lading should be couriered directly to Panalpina.

•	�Email the courier tracking # to operations@absolutelynew.com, annotating the corresponding PO # and 
Bill of Lading #.
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Freight Forwarder Information – International

Collect Air Freight – International
From Hong Kong Only:

ANI designates Panalpina as our airfreight carrier for shipments from Hong Kong. If you ship with any other 
unauthorized air freight forwarder, you will be charged back for the difference in the airfreight charge.

The air freight contact information for Panalpina in Hong Kong is:

Ben Tsang (ben.tsang@panalpina.com) 
Gary Tong (gary.tong@panalpina.com)

Documents should be distributed to ANI in the same manner as designated in the International  
Vendor-Compliance Manual. For any questions or clarification of the information above, please  
email operations@absolutelynew.com for resolution.

Air shipments from all other ports:

ANI designates Panalpina, unless specifically designated in the Purchase Order or in writing by  
AbsolutelyNew, Inc. Contact the above Hong Kong Panalpina agents.

If you are shipping from a port other than Hong Kong and need forwarder contact information, please email 
operations@absolutelynew.com and the correct contact information will be supplied to you. 

***Please note, Air Freight is only allowed with the written consent by ANI and all charges will be 
charged back to the Vendor if shipped by air without ANI’s written approval.
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Freight Forwarder Information

Collect Ocean Freight – International
From all ports:

ANI designates Panalpina as the freight forwarder, unless specifically designated in the Purchase Order or in 
writing by the ANI Operations Department.

ANI currently has designated Panalpina to manage the sea freight contracts. Please book directly with  
Panalpina and they will arrange for first available sailing with ANI’s contract carriers.

Below is a list of Panalpina’s ocean contacts for Hong Kong and Yantian. If you are shipping from  
a port other than Hong Kong or Yantian and need forwarder contact information, please email  
operations@absolutelynew.com and the correct contact information will be supplied to you.

Address: 
Panalpina China Ltd. 
Hong Kong Branch 
Top Floor ATL Logistics Centre B 
Berth 3, Kwai Chung Container Terminal 
Hong Kong 
Phone:	 852.2760.2600 
Fax:	 852.2760.2760 
	 Internet: www.panalpina.com 
	 Contact: �Ben Tsang (ben.tsang@panalpina.com) 

Gary Tong (gary.tong@panalpina.com)

Ocean Contacts: 
Mr. Alex Lam – Ocean Freight 
Phone:	 852.2760.2761 
Fax:	 852.2195.4826 
Email:	 alex.lam@panalpina.com

Ms. Connie Kwok – Ocean Freight - Backup 
Phone:	 852.2760.2745 
Fax:	 852.2195.4881 
Email:	 connie.kwok@panalpina.com
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Invoice Information

Terms for Payment
Payment of a Vendor’s invoice will be made only upon the receipt of all quantities and items covered by the 
invoice. ANI’s payment terms begin on the date of delivery to the correct “Ship to” address, not the date of 
invoice. ANI will pay only for items that its Panalpina Distribution Center or direct ship vendor has confirmed 
as being received. A Debit Memo will be issued for any shortages and will be deducted from the next pay-
ment. Unless otherwise provided herein, prices shown on the Order are deemed to include all taxes imposed 
by any taxing authority with respect to the transfer to ANI of possession, title or both of the Merchandise, 
including but not limited to sales, use, property and value added taxes, but excluding only taxes determined 
with respect to the net income of ANI.

Payment
ANI will remit payment to Vendors via regular mail. Any costs associated with the delivery of a check by 
means other than regular mail will be the Vendor’s responsibility.

Cash Discounts
If ANI is entitled to a cash discount per the terms of the Order, the period of computation will commence  
on the later of the date of acceptance of the goods at ANI’s Distribution Center or the date of receipt of a 
correctly completed invoice.

If an adjustment in payment is necessary due to damage, shipping discrepancies or price variances, the 
period for computing the cash discount shall commence on the date an agreement is reached regarding  
the adjustment. If a cash discount is specified in the Order, but the invoice does not reflect the agreed upon 
cash discount, ANI is entitled to a cash discount with the discount period commencing on the date ANI 
determines a discount applies.

Credit Memos
ANI’s Debit Memo #, order # or Vendor Return Authorization number must be noted on the credit memo by 
the Vendor to insure the credit is properly applied. Specific unit information must be included on the credit 
memo to expedite the clearing process. Credit memos must be received within 30 days of the return.

Open Balances
Any credit balance will be deducted from the next available invoice at ANI’s discretion. Vendor agrees to pay 
cash for open balances if no open purchase order exists.

Required Certification
Each invoice for merchandise must bear written certification that the goods listed thereon were produced in 
compliance with all applicable requirements of the Fair Labor Standards Act and regulations and orders of 
the United States Department of Labor. ANI assumes no responsibility for delay in payment resulting from the 
Vendor’s failure to comply with the above. The certificate should include a signature with date and the printed 
name of the person who executed the document.

Samples
When billing for samples, include the name of the ANI employee requesting the sample. ANI will not  
reimburse a Vendor for, or return, any non‑solicited samples. ANI will contact the Vendor only if ANI  
operations department is interested in carrying the product.

Defective Reserve
ANI shall have the right to withhold as a reserve from payment an amount to cover future customer returns.

Payment of Taxes and Fees
The Vendor shall pay and assume all taxes, including, without limitation, any tax which may be imposed  
under any applicable statute invoicing social insurance, such as Unemployment Insurance, Disability  
Insurance or Social Security tax and any other old-age benefits, for which the Vendor is liable, fees, imports 
or stamps required by law by virtue of the sale of merchandise to ANI.
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Returns Policy

Merchandise Return and Cancellation Policies
ANI reserves the following rights with respect to the return of merchandise and cancellation of this Order  
at Vendor expense (incoming and outgoing freight and handling charges when applicable) and without  
prior authorization:

1.	� To return all merchandise delivered that is not equivalent to samples submitted or examined, or is  
damaged, or is not fit for resale, or is different from the amount ordered, or does not conform to all speci-
fications, terms and conditions of this order and to all warranties and guarantees herein set forth (being 
considered “defective” merchandise for our purposes). It is understood that this return policy shall apply 
to all such merchandise when found to be defective at any time prior to resale or after resale and for 
which ANI allows the customer a refund or credit; and upon the return of the defective merchandise, ANI 
shall have the right to charge back to Vendor the cost thereof, plus a fee to cover lost sales, marketing, 
the freight involved and a handling charge. ANI and vendor may negotiate a defective allowance in the 
VENDOR DETAIL SHEET. Contact operations@absolutelynew.com for the electronic copy of the form.

2.	� To refuse and/or return, without authorization, all merchandise that does not meet our purchase order 
specifications of style, size, color, quantity and/or quality (including unauthorized substitutions); or that 
is shipped before the ship date, or received after the “Due at ANI” date, or without valid purchase order 
numbers or without valid department numbers. When such merchandise must be returned, it shall be 
returned via carrier of our choice, F.O.B. origin, freight collect. Consideration will be given to the vendor’s 
carrier of choice upon receipt of Vendor’s written request stating that the Vendor will not refuse any such 
returned goods. Shipments made by Vendor without regard to our ship date and cancellation date may 
act to automatically cancel this order unless the dates are extended in writing by an authorized agent of 
ANI. No further notice of cancellation shall be necessary.

3.	� To cancel this order, in whole or in part, in the event the merchandise is not shipped in accordance with 
the terms and conditions thereof, and to cancel the order or any undelivered part thereof, in the event of 
an Act of God, riot, fire, flood, strike, inability to obtain gas or electricity, or any other cause affecting and 
beyond the control of ANI.

4.	� To accept any part of a shipment without waiving the right to reject the balance thereof by reason of  
Vendor failure to comply fully with the terms and conditions of the order.

5.	� All risks, claims, storage or handling charges on returns by ANI that are refused by Vendor, or on  
undelivered shipments by Vendor to ANI will be Vendor’s full responsibility, regardless of other terms of 
sale or passage of title. Any claims for non-payment of an invoice by reason of either our non-receipt of 
merchandise shipped by Vendor or Vendor non-receipt of merchandise returned by us, must be sent to 
ANI via certified mail no later than 60 days after merchandise is shipped. 

6.	� To return merchandise and cancel any outstanding Orders where a claim is made by others (whether 
founded or unfounded) that any action by ANI involving the merchandise by others violates any legal  
requirement for manufacturing, sale, labeling, safety, transportation of merchandise or infringes any  
alleged patent, design, trade name, trademark, copyright, trade dress, right of privacy, or other similar 
proprietary right. In addition to the other rights, ANI shall have the right to charge back to Vendor the  
cost thereof, the freight involved and a handling charge. In the event ANI is precluded from returning the 
merchandise by act of government agency or regulatory authority, ANI shall be entitled to offset the costs 
of merchandise seized to the extent permitted by law.

7.	� Where ANI has good cause at any time to believe that any items of merchandise suggested or supplied 
pursuant to the Order contain defects or hazards that could create a substantial risk of injury to any 
person or property, upon ANI’s request, the Vendor shall, at the Vendor’s expense, use its best efforts to 
locate, identify and recall such items, whether in the possession of ANI or ANI’s customers. The Vendor, 
upon recalling such items, shall repair or replace them, or refund to retail purchasers their full retail price 
and any reasonably foreseeable consequential damages (fines, costs, etc.).
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Returns Policy

Return Authorizations
ANI will request return authorizations according to the guidelines established in the VENDOR DETAIL SHEET 
and the Product Information Sheet (contact operations@absolutelynew.com for a current electronic copy 
of these forms). Return-authorization requests not acknowledged or confirmed by Vendor within 30 days will 
result in a debit memo being issued and the Vendor’s account being debited for the full dollar amount of said 
request. A letter will accompany the debit memo requesting acknowledgment or confirmation. Should no 
acknowledgment or confirmation be received within 30 days from the date of the debit, the merchandise will 
be disposed of at our convenience. 

ANI reserves the right to return all defective merchandise within the guidelines established in the VENDOR 
DETAIL SHEET.  

Note: If there is a debit memo deducted from a payment, a copy of the debit memo will be included 
with the check.
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Appendices

Appendix A 
Chargeback Schedule and Fees
Every unauthorized purchase order and Vendor-Compliance Manual violation or deviation will result in a  
vendor chargeback, as outlined below.

Vendor-Compliance Manual Violation Chargeback Schedule

All Shipments:

Chargebacks Chargeback Amounts

Multiple POs or Item Codes 
shipped in one carton

$12 per carton

EAN labeled instead of  
UPC labeled

$100 per shipment plus $.25/unit

No UPC labels or poor-quality 
UPC labels

$100 per shipment plus $.25/unit

Master cartons labeled  
incorrectly— not marked  
according to ANI’s guidelines 
in this manual

$5 per carton – maximum $1,000

Late shipment (based on  
“Order Due at ANI” date  
in PO)

2 - 10 days after “Order Due at ANI” date in PO – 3% of the cost of merchandise 
11 - 20 days after “Order Due at ANI” date in PO – 5% of the cost of merchandise 
21 - 34 days after “Order Due at ANI” date in PO – 7.5% of the cost of merchandise 
35+ days after “Order Due at ANI” date in PO – 10% of the cost of merchandise

Over-Shipped $50 per sku plus pro-rated inbound freight and all return freight

Shipped to incorrect address $250 per shipment plus all extra freight charges

Prepaid shipment sent collect $125 per shipment plus all extra freight charges

Merchandise returns  
per policy

Cost of goods plus 12.5% covering lost sales, marketing, freight and handling
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Import Shipments:

Chargebacks Chargeback Amounts

Freight forwarder  
not authorized

$125 per shipment plus all freight charges 

Original bill of lading not 
received by Freight Forwarder 
before shipment arrives  
at port

$250 per shipment plus any resulting demurrage charges for delay after arrival

Air shipment from Hong Kong 
sent via non-authorized air 
freight forwarder — did not 
follow guidelines detailed in 
this compliance manual

$125 per shipment plus all extra freight charges

Commercial invoice does 
not meet the requirements 
detailed in this manual —  
see specific page with a 
check sheet of commercial 
invoice requirements

$125 per shipment

Commercial invoice missing 
(after 1 week from vessel sail 
date for ocean or 1 day after 
flight date for air)

$125 per shipment plus any resulting demurrage charges for delay after arrival

Shipments over 200 lbs., not 
palletized to ANI specifications

$250 per shipment

No Advance  
Shipment Notification

$250 per shipment

Did not follow  
invoicing instructions

$125 per invoice

Early shipments (based on 
“Start Ship” date in PO)

0 - 7 days early – no chargeback 
8 - 20 days early – 2% of the cost of merchandise 
21+ days early – 5% of the cost of merchandise

Quality Control and Manufacturing:

Chargebacks Chargeback Amounts

CTSL extra charges Saturday inspection/after hours – extra charge USD $300 
Sunday inspection – extra charge USD $600 
HK public holiday inspection – extra charge USD $600

Change in box dielines (after 
our production work has 
started)

USD $1,500 or higher

Other Non-Conforming 
Instances

$50 per shipment plus $0.25/unit

Packaging and Labeling  
Non-Compliance

$50 per shipment plus $0.25/unit
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Appendices

Appendix B 
Vendor Regulatory Compliance Checklist

Product SKU: ___________________	 Product Vendor: _____________________

Product Description: __________________________________________________

Instructions: Please check the appropriate box that applies to your product, sign and submit with the  
supporting documentation to operations@absolutelynew.com. Under subject header, SKU, Regulatory  
Compliance Documentation. 

Yes N/A General Regulations

Product Safety 
Scope: AC Corded, direct plug-in products, rechargeable batteries. Documentation: UL, ETL or 
other NRTL safety certificate.

FCC 
Scope: Digital Device: Documentation: FCC report.

EPA 
Scope: Pesticide and Pesticide Device. Documentation: EPA Est Number.

CA Prop 65 
Scope: All products intended for sale in the State of California. Documentation: Signed “California 
Proposition 65” Vendor Declaration.

CA Appliance Efficiency Regulations 
Scope: appliances, compact audio products, external power supplies intended for sale in the  
State of California. Documentation: Sample submittal.

CA RoHS 
Scope: CRT devices, CRTs, computer monitors containing CRTs, laptop computers with LCDs,  
LCD containing desktops, TVs containing CRTs, TVs containing LCDs, Plasma TVs.  
Documentation: Signed Declaration of Compliance.

Mercury 
Scope: Products that may contain Mercury (Hg). Documentation: Disclosure on packaging/user 
manual/product that the product/part contains mercury and must be disposed of properly.

Toys and Bedding 
Documentation: Toy: Submit ASTM test report copy. Plush Toy: Submit license copies for states of 
OH, MA &PA. Bedding: Submit copy of law label with Registration No.

FDA 
Scope: Products that make medical claims and products that come into food contact.

ENERGY STAR 
Documentation: ENERGY STAR materials.

Claims Substantiation 
Please submit any test data to substantiate product efficacy claims.

Others

____________________________________

Authorized Corporate Signature

____________________________________			   _____ / _____ / _____

Printed Name, Corporate Title					     Date
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Appendix C 
Declaration of Compliance
“California Proposition 65”

Vendor’s Name	 ___________________________________________________________________

Contact Information	 ___________________________________________________________________

	 ___________________________________________________________________

Product Name & Description	___________________________________________________________________

PROPOSITION 65: Vendor or Seller agrees that, to the extent applicable, each good sold to  
AbsolutelyNew, Inc. hereunder will comply in all respects with the requirements of the California Safe  
Drinking Water and Toxic Enforcement Act of 1986 (hereinafter “Proposition 65”) and the regulations  
thereunder, as amended from time to time, and represents and warrants that no exposure to a chemical 
determined thereunder to cause cancer or reproductive toxicity shall occur from any such good within the 
meaning of the Proposition 65 and the regulations thereunder, unless Vendor gives ANI written notice of  
such fact and the amount that the level of the chemical in such good exceeds the levels established pursuant 
to Proposition 65. 

Note that Propostion 65 is a very lengthy and detailed regulation. If you, the vendor/manufacturer, are  
unfamiliar with the requirements set forth in this document, you must contact the appropriate party at  
the California State Office of Environmental Protection Agency for information. The contact information is 
provided below.

California Environmental Protection Agency 
Office of the Environmental Health/Hazard Assessment 
1001 I Street 
Sacramento, CA 95814

Main Office: 916.324.7572 
Prop 65 Office: 916.445.6900

www.oehha.ca.gov/prop65.html

	 ______________________________________________________

	 Authorized Corporate Signature

	 ______________________________________________________

	 Print Name/Corporate Title

	 ______________________________________________________

	 Date
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Appendix D 
Declaration of Compliance
“California RoHS”

Vendor’s Name	 ___________________________________________________________________

Contact Information	 ___________________________________________________________________

	 ___________________________________________________________________

Product Name & Description	___________________________________________________________________

California RoHS: Vendor agrees that, to the extent applicable, each good sold to AbsolutelyNew, Inc. 
hereunder will comply in all respects with the requirements of the California Electronic Waste Recycling Act 
of 2003 (hereinafter “California RoHS”) and the regulations there under, as amended from time to time, and 
represents and warrants that the covered electronic device does not contain certain hazardous substances 
that would preclude it from being sold or offered for sale in the State of California.

Note: If you, the vendor/manufacturer are unfamiliar with the requirements of California RoHS, we suggest 
you contact the California State Office of Environmental Protection Agency for information. The contact  
information is provided below.

California Environmental Protection Agency 
Department of Toxic Substances Control 
1001 I Street 
Sacramento, CA 95814-2828

800.72TOXIC 
916.255.3618

http://www.dtsc.ca.gov/HazardousWaste/EWaste/

	 ______________________________________________________

	 Authorized Corporate Signature

	 ______________________________________________________

	 Print Name/Corporate Title

	 ______________________________________________________

	 Date
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Appendix E 
AbsolutelyNew, Inc. Beneficiary Certificate
(To be signed by vendor and faxed to 415.865.6211 or emailed to operations@absolutelynew.com)

P.O. Number ANI Item Number

Vendor Acknowledgment – For International Shipments Only

Dear AbsolutelyNew, Inc.

By accepting and confirming the above referenced ANI purchase order(s), I hereby agree to supply all  
required documents, at my expense, as indicated hereunder. All original documents shall be dispatched via 
express courier to parties (as stated on the following page) within 5 working days (for ocean shipments) or  
1 working day (for air shipments) from the “ONBOARD” or “RECEIVED FOR SHIPMENT” date. I agree to 
scan and email copies of my commercial invoice, packing list and Bill of Lading or AWB to ANI (as instructed 
in the Vendor-Compliance Manual) immediately after tendering merchandise to the designated ANI freight 
forwarder and to send via courier the original bill of lading to Panalpina, as instructed in the Vendor- 
Compliance Manual.

	 ______________________________________________________

	 Vendor

	 ______________________________________________________

	 Authorized Corporate Signature

	 ______________________________________________________

	 Print Name/Corporate Title

	 ______________________________________________________

	 Date
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Appendix F 
AbsolutelyNew, Inc. Vendor-Compliance Manual Acceptance Statement
“By signing below, I attest that I have read AbsolutelyNew, Inc.’s Vendor-Compliance Manual dated  
July 22, 2008 and understand that accepting any purchase orders from AbsolutelyNew, Inc. and/or  
shipping goods via sea or air to AbsolutelyNew, Inc.’s offices or Distribution Center Contractor  
(Panalpina) referencing a purchase order number constitutes knowledge of and full acceptance of  
that customer’s Manual.”

	 ______________________________________________________

	 Vendor Name

	 ______________________________________________________

	 Vendor Contact Name

	 ______________________________________________________

	 Item Description(s) and Number(s)

	 ______________________________________________________

	 Signature

	 ______________________________________________________

	 Name                                               Title

	 ______________________________________________________

	 Date

Important: Please send this signed and dated sheet via mail, fax or PDF email attachment to the  
attention of:

AbsolutelyNew, Inc. 
650 Townsend Street, Suite 475 
San Francisco, CA 94103

Fax: 415.865.6211

Email: operations@absolutelynew.com
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San Francisco, CA 94103
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