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Strategic Supplier Program

Introduction & General Information


Document & Print Management

Strategic Supplier Program (SSP)

Information Package

Supplier: Please enter your Company Name & Address in the Yellow Highlighted space provided below:

     

     

Date
Enclosed Materials:
· Program Introduction & General Information

· Strategic Supplier Program (SSP) Questionnaire & Survey

· Strategic Supplier Agreement (separate document)

· Supplier Packet (4 separate documents)

(NOTE: Packet includes the following documents: Supplier Profile & Requirements, Confidentiality & Non-Disclosure Agreement, Business Classifications & Diversity, Packaging Label Specifications)

Instructions:

1. Please complete all applicable parts of the Strategic Supplier Survey.  Extra pages may be added for additional comments or information. 

2. The SSP Questionnaire and Survey ask for detail about your business operations, quote and administrative procedures, processes, etc. Questions are directed at understanding how Corporate Express Document & Print Management (CEDPM) can best do business with your company.  

3. Complete the Supplier Profile as fully as possible. Pages 1 and 5 of the Profile are required; along with a manager’s or officer’s signature on page 5. Depending upon the nature of your business, some sections may not be appropriate. Our goal with this form is to fully understand the range of your company’s capabilities and services. The Supplier Profile is also used to establish your company’s records in our database. Periodically, we may request updated information regarding your company by use of this form.

4. Please review and complete the Strategic Supplier Agreement (SSA), and sign the document accordingly. Also, attach your Scope of Work as Appendix C to the SSA.

5. Please e-mail your completed forms to CEDPMStrategicSourcing@cexp.com. Signed original copies of the SSA, Confidentiality Agreement, and page 5 of the Supplier Profile should be sent to CEDPM Strategic Sourcing at the address shown below.

6. It is suggested Suppliers retain copies of these documents for their confidential files. If you so choose, please make a photocopy for your records.  Original documents will be retained in CEDPM’s permanent file and are kept confidential.

You may contact us via e-mail at: CEDPMStrategicSourcing@cexp.com. If requested, mail and packages should be sent to our attention at CEDPM headquarters, at the following address:

Corporate Express Document & Print Management

ATTN: CEDPM Strategic Sourcing

4205 South 96th Street

Omaha, Nebraska 68127

Strategic Supplier Program
Introduction & General Information

The Corporate Express Document & Print Management (CEDPM) Strategic Supplier Program (SSP) is a key component of the CEDPM Outsourcing Program. An outsourced buy (sometimes known as a “Buyout”) refers to any order that we purchase from or subcontract with another supplier, to resell to CEDPM’s customers. CEDPM will continue a commitment to favor our Strategic Suppliers with this business. 

Issuing purchase orders to our subcontractors is the primary responsibility of CEDPM’s national team of Buyers (sometimes referred to as Buyout Coordinators), located in all of CEDPM’s major sales divisions.  The Buyers source using the Strategic Supplier list with confidence that members have successfully met the criteria established for this designation.  

The Outsourcing Program enhances CEDPM’s plant capabilities and product offerings, enabling CEDPM’s sales force to provide the widest possible range of products and services to the customer.

Program Benefits  

Because CEDPM’s Strategic Suppliers are an important asset to the company’s business offering, the relationship we encourage is that of a long-term, growth-oriented partnership.  

We are selective about suppliers entering into the SSP. Being selective ensures integrity of the SSP remains intact, maintaining high quality and service parameters amongst member ranks. This is a benefit to the CEDPM Sales and Manufacturing Teams, and our suppliers, in that their companies will belong to an elite group of subcontractors.  Many CEDPM customers are Fortune 500 and Fortune 1000 companies, and appreciate the benefits of CEDPM’s sourcing resources.  

The SSP reinforces utilization of Strategic Suppliers in all phases:  

· Strategic Suppliers are given the opportunity to quote on work offered for outsourcing.  

· Strategic Suppliers orders are processed more efficiently, and eliminate special internal requirements as to preparation and handling of the orders.  

· The Program advertises our Strategic Suppliers’ capabilities to CEDPM Buyers in all CEDPM’ sales regions; not just locally.

Program Requirements*
In becoming a Strategic Supplier, suppliers agree to comply with the following minimum requirements of the Program:  

1. No order can be accepted without a CEDPM Purchase Order.  If no purchase order has been issued your invoice will not be processed for payment.

2. All prices quoted, acknowledged and billed are to be complete, delivered prices for the goods.

3. Describe fully in your quote/invoice/order acknowledgment any additional charges which are over and above product cost, and include them in your total price.  Examples of applicable related order charges:  artwork, freight, rush fees, other up-charges, etc.

4. No changes in quantity, price, or specifications will be allowed without a revised purchase order being issued by CEDPM.

5. On the same day an order is shipped or service is performed, supplier must send to appropriate location shown on Purchase Order an itemized invoice including all appropriate data: CEDPM Purchase Order number, actual quantity shipped, mode of shipment, freight charge, tooling charge, art charges, any additional charges, quantity per carton, and number of cartons.  This invoice must be complete and accurate for our billing purposes.

6. Carton quantities must be exact, as specified in our Purchase Orders. No variance in carton quantities from box to box is allowed.  

7. Label all boxes/cartons as specified by CEDPM. Labels may be provided by us; or, your company’s label must be approved by CEDPM.

8. All shipping containers are to be new boxes.  Repacked cartons are unacceptable.

9. All orders shipping to a CEDPM destination must be on pallets conforming to our specifications.  

10. Strategic Suppliers will have a growth and incentive plan with CEDPM of no less that 6.5% from dollar one spent. This plan can include rebates, and early pay discount points for 20 days, net 45. Strategic Suppliers’ monthly incentive payments shall be sent to Corporate Express Document & Print Management, ATTN: A/P Incentives, 4205 South 96th Street, Omaha, Nebraska 68127.

11. Program policy precludes our Strategic Suppliers from selling same or related products directly to CEDPM customers. 

12. Strategic Suppliers will assist CEDPM Sales and Manufacturing efforts.
13. Strategic Suppliers will support CEDPM Annual National Sales Meeting & Trade Show.

14. Strategic Suppliers will not discuss growth and incentive plan or any other form of special pricing with any member of the CEDPM Team outside of CEDPM Strategic Sourcing.

15. As with any supplier, Strategic Suppliers will not engage in special compensation or reward plans for any member of the CEDPM Team without written approval from the VP of CEDPM Strategic Sourcing.
16. Supplier gifts (if any) to any CEDPM employees are to be of nominal value. Gifts of more than $30, paid travel expenses, or any other supplier sponsored event worth more than $30 are to have the approval of the President of CEDPM or said designee.
* Performance is measured by all applicable criteria.    

These requirements enable CEDPM to provide the highest level of service to our customers.  Failure to comply with any of the basic requirements of the program could result in disqualification and SSP de-activation. On-going measurement of our suppliers’ participation in SSP is a joint effort, monitored by various individuals on the CEDPM team, and coordinated through CEDPM Strategic Sourcing.

How to Apply for the Program
Currently, all suppliers are required to complete the following documents to be considered for the Program:  Request for Proposal, Supplier Profile, and Supplier Capabilities Survey. In the near future, completion of these required forms will be accommodated via the Internet. All documentation, and service applications are developed, issued, maintained, and administered by CEDPM Strategic Sourcing to ensure consistency and integrity in SSP. 

Together, these documents comprise a supplier’s application for SSP. Should an application be accepted, the details about the company become fully accessible to all Buyers throughout the CEDPM outsourcing network.  

CEDPM thanks our suppliers for their interest in SSP.  We view our Strategic Suppliers as partners in meeting our customers’ growing needs. 

All Program documentation returned to us becomes the sole property of CEDPM, and constitutes a supplier’s Application for certification in the Strategic Supplier Program.  Many of these documents contain highly confidential material, and will be retained in our permanent files. Release of any information contained in these records can be obtained only through the CEDPM Strategic Sourcing with the express written permission of all involved parties. Final determination for participation in the Strategic Supplier Program is solely the decision of CEDPM Strategic Sourcing. Participation in SSP is voluntary, and may be terminated at any time, upon 30 days’ notice of either party – Strategic Supplier or CEDPM. 

Thank you.

Sincerely,

CEDPM Strategic Sourcing

	Supplier Name:      
	DATE:       


SSP Questionnaire

Part 1 is provided as a forum for our suppliers to give us honest feedback about all aspects of the Strategic Supplier Program (SSP).
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Are you currently a member of SSP at CEDPM?  YES  FORMCHECKBOX 

NO  FORMCHECKBOX 
  How long?      
If “Yes,” move ahead to Question 2.  If “No,” answer Question 1, and then move ahead to Page 2.

1. Are you interested in participating in CEDPM’s SSP? 
YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

(If “Yes,” please turn to page 7, and answer the remaining questions.)

2. What is your general feeling about the benefits to you for participation in SSP?

Very beneficial  FORMCHECKBOX 

Somewhat beneficial  FORMCHECKBOX 

Not at all beneficial  FORMCHECKBOX 

3. What, if anything, have you found beneficial about SSP? 

	     

	     

	     


4. Have you experienced any problems or difficulties with SSP? 
YES  FORMCHECKBOX 


NO  FORMCHECKBOX 
 
 Please comment below:

	     

	     


5. For what CEDPM sales division(s) have you performed work? (Please check all that apply.)

 FORMCHECKBOX 
 Omaha 
 FORMCHECKBOX 
 Heartland / Kansas City 
 FORMCHECKBOX 
 Los Angeles / Phoenix
 FORMCHECKBOX 
 Denver 
 FORMCHECKBOX 
 Atlantic / Northeast 
 FORMCHECKBOX 
 Minneapolis 
 FORMCHECKBOX 
 Northwest / Seattle
 FORMCHECKBOX 
 Chicago / Great Lakes
 FORMCHECKBOX 
 San Francisco 
 FORMCHECKBOX 
 Southwest or Southeast 

 FORMCHECKBOX 
 Other location not listed
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6. Please list the name(s) of the Buyers and other CEDPM personnel with whom you are in regular contact.  

	     

	     


7. Please rate the documentation you receive (i.e., “Request for Quotation (RFQ),” “Purchase Order,” etc.) from CEDPM. 

Good   FORMCHECKBOX 

Fair   FORMCHECKBOX 


Poor   FORMCHECKBOX 

	Please comment: 

     

	     

	     

	     


8.  A. Please rate the overall level of communication you receive from CEDPM.

Good   FORMCHECKBOX 

Fair   FORMCHECKBOX 


Poor   FORMCHECKBOX 

B. Please rate your level of satisfaction with SSP.
Good   FORMCHECKBOX 

Fair   FORMCHECKBOX 


Poor   FORMCHECKBOX 

	Please comment: 

     

	     

	     

	     


9. We invite your comments and questions about SSP at CEDPM. Your participation enables us to better service our customers.  Your opinion counts and any suggestions will be carefully reviewed.  Again, thank you!
	     

	     

	     

	     

	     

	     

	     

	     

	     


If you require additional space, please turn to Page 10 at the end of this Survey

	Supplier Name:       
	DATE:       


SSP Capabilities Survey
One of the primary future benefits of SSP is the development of an on-line database “catalog” listing all of our suppliers’ services, equipment and capabilities, making this a valuable internal resource available for cross-reference by our national team of Buyers.  

In order to “advertise” your company’s services within CEDPM, we ask that you take extra time to complete this important survey.  Please review it carefully.  This information will soon be maintained in the SAMS database, and accessible by our sales, manufacturing, and buying teams when searching for a specific source.

Please check all categories that apply.  If you need to add a new category, or require additional space, please turn to Page 10 at the end of this Survey.  The more detail provided, the better CEDPM Strategic Sourcing can help Strategic Suppliers reach proper contacts within CEDPM.  Also, please be sure to notify Strategic Sourcing at CEDPM headquartes if and when any information changes!  
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 FORMCHECKBOX 
 Affixing

 FORMCHECKBOX 
 Airline Products

 FORMCHECKBOX 
 Automated Teller Machine Forms

 FORMCHECKBOX 
 Badge Systems

 FORMCHECKBOX 
 Banking Forms

 FORMCHECKBOX 
 Bar-codes:

 FORMCHECKBOX 
 Forms

 FORMCHECKBOX 
 Labels & Cards

[image: image5.png]Corporate
Express

A Buhrmann Company



 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Binders

 FORMCHECKBOX 
 Books

 FORMCHECKBOX 
 Coupon

 FORMCHECKBOX 
 Receipt

 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Bookbinding

 FORMCHECKBOX 
 Cards

 FORMCHECKBOX 
 Business

 FORMCHECKBOX 
 Continuous

 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Cash Register Tapes

 FORMCHECKBOX 
 Carrier, credit card

 FORMCHECKBOX 
 Continuous

 FORMCHECKBOX 
 Sheet

 FORMCHECKBOX 
 Checks

 FORMCHECKBOX 
 Continuous

 FORMCHECKBOX 
 Software-compatible

 FORMCHECKBOX 
 Laser

 FORMCHECKBOX 
 Crash imprinting

(Checks-cont’d.)
 FORMCHECKBOX 
 Other      
	     

	     


 FORMCHECKBOX 
 Continuous forms:

 FORMCHECKBOX 
 Sizes (Please List)
	     

	     

	     

	     

	     

	     

	     

	     


 FORMCHECKBOX 
 Crash imprinting

 FORMCHECKBOX 
 Die cut

 FORMCHECKBOX 
 Dropout inks

 FORMCHECKBOX 
 Embossed/Foil-stamped

 FORMCHECKBOX 
 Engraved

 FORMCHECKBOX 
 Fastening:

 FORMCHECKBOX 
 glue

 FORMCHECKBOX 
 fugitive glue

 FORMCHECKBOX 
 hot glue

 FORMCHECKBOX 
 interrupt glue

 FORMCHECKBOX 
 re-moistenable glue

 FORMCHECKBOX 
 pattern glue

 FORMCHECKBOX 
 sewn

 FORMCHECKBOX 
 stapled

 FORMCHECKBOX 
 Hot wax carbon
 FORMCHECKBOX 
 OCR carbon

 FORMCHECKBOX 
 Pattern carbon

(Continuous-cont’d.)
 FORMCHECKBOX 
 RUSH delivery 

 FORMCHECKBOX 
 Special carbon

 FORMCHECKBOX 
 Full color

 FORMCHECKBOX 
 Jumbo rolls

 FORMCHECKBOX 
 Mylar pockets

 FORMCHECKBOX 
 Mylar tape

 FORMCHECKBOX 
 Numbering

 FORMCHECKBOX 
 Bar-code

 FORMCHECKBOX 
 MICR

 FORMCHECKBOX 
 MOD Numbering

 FORMCHECKBOX 
 Perfs:

 FORMCHECKBOX 
 clean edge

 FORMCHECKBOX 
 cross perfs

 FORMCHECKBOX 
 multiple perfs

 FORMCHECKBOX 
 Pockets

 FORMCHECKBOX 
 Mylar pockets

 FORMCHECKBOX 
 Punching

 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Coupon Books

 FORMCHECKBOX 
 Crash Imprinting

 FORMCHECKBOX 
 Credit Cards

 FORMCHECKBOX 
 Cut Sheet Forms

 FORMCHECKBOX 
 Laser

 FORMCHECKBOX 
 Digital

 FORMCHECKBOX 
 Other __________

 FORMCHECKBOX 
 Data Card 9000 forms

 FORMCHECKBOX 
 Die-cut forms

 FORMCHECKBOX 
 Direct Mail Forms

 FORMCHECKBOX 
 Door hangers

 FORMCHECKBOX 
 Embossing

 FORMCHECKBOX 
 Envelopes:

 FORMCHECKBOX 
 Continuous

 FORMCHECKBOX 
 Flat

 FORMCHECKBOX 
 Unit sets (Snapout)

 FORMCHECKBOX 
 Affixed

 FORMCHECKBOX 
 Airline Ticket

 FORMCHECKBOX 
 Banking

 FORMCHECKBOX 
 Clasp closure

 FORMCHECKBOX 
 Die-cut

 FORMCHECKBOX 
 Double compartment

 FORMCHECKBOX 
 Expansion

 FORMCHECKBOX 
 Extra Large

 FORMCHECKBOX 
 Full View

 FORMCHECKBOX 
 Numbered

 FORMCHECKBOX 
 Plastic

 FORMCHECKBOX 
 Recycled

 FORMCHECKBOX 
 Tie closure

 FORMCHECKBOX 
 Tyvek(
 FORMCHECKBOX 
 Window

 FORMCHECKBOX 
 X-ray

 FORMCHECKBOX 
 Envelope/Form Combinations

 FORMCHECKBOX 
 Foil Stamping

 FORMCHECKBOX 
 Folders

 FORMCHECKBOX 
 4-Color Process

 FORMCHECKBOX 
 Gift Certificates

 FORMCHECKBOX 
 Guest Checks

 FORMCHECKBOX 
 Heat Seal Forms

 FORMCHECKBOX 
 Holograms:

 FORMCHECKBOX 
 Development

 FORMCHECKBOX 
 Design

 FORMCHECKBOX 
 Printing

 FORMCHECKBOX 
 Hospital Forms:

 FORMCHECKBOX 
 Admitting

 FORMCHECKBOX 
 Stock

 FORMCHECKBOX 
 Lab

 FORMCHECKBOX 
 Hot Spot Carbon

 FORMCHECKBOX 
 Hot Stamping

 FORMCHECKBOX 
 Hotel/Motel forms

 FORMCHECKBOX 
 I.D. Cards

 FORMCHECKBOX 
 Imprinting

 FORMCHECKBOX 
 Index Cards

 FORMCHECKBOX 
 Indexes/Tabs

 FORMCHECKBOX 
 Ink Jet Printing

 FORMCHECKBOX 
 Integrated Label/Form

 FORMCHECKBOX 
 ISO9000 Certified

 FORMCHECKBOX 
 Journals

 FORMCHECKBOX 
 Labels:

 FORMCHECKBOX 
 Affixed

 FORMCHECKBOX 
 Bar-code

 FORMCHECKBOX 
 Blown-on

 FORMCHECKBOX 
 Cheshire

 FORMCHECKBOX 
 Die-cut 

 FORMCHECKBOX 
 Dual Web(
 FORMCHECKBOX 
 EDP

 FORMCHECKBOX 
 Gummed

 FORMCHECKBOX 
 Hazardous Matls.

 FORMCHECKBOX 
 Heat Seal

 FORMCHECKBOX 
 Hologram

 FORMCHECKBOX 
 Laminated

 FORMCHECKBOX 
 Laser

 FORMCHECKBOX 
 Liner-less

 FORMCHECKBOX 
 Numbered

 FORMCHECKBOX 
 OCR

 FORMCHECKBOX 
 Pattern Adhesive

 FORMCHECKBOX 
 Piggyback

 FORMCHECKBOX 
 Polyester

 FORMCHECKBOX 
 Recycled

 FORMCHECKBOX 
 Scratch off ink

 FORMCHECKBOX 
 Spot carbon (cold and/or hot)

 FORMCHECKBOX 
 Stencil

 FORMCHECKBOX 
 Thermal

 FORMCHECKBOX 
 Tyvek(
 FORMCHECKBOX 
 UL( approved

 FORMCHECKBOX 
 Water resistant

 FORMCHECKBOX 
 Laser Printer Checks

 FORMCHECKBOX 
 Laser Printer Forms

 FORMCHECKBOX 
 Long Run

 FORMCHECKBOX 
 Continuous

 FORMCHECKBOX 
 Flat form

 FORMCHECKBOX 
 Unit Sets

 FORMCHECKBOX 
 Letterhead

 FORMCHECKBOX 
 Lottery tickets

 FORMCHECKBOX 
 Magnetic Striping

 FORMCHECKBOX 
 Mailers:

 FORMCHECKBOX 
 Heat Seal

 FORMCHECKBOX 
 Free Float insert 

 FORMCHECKBOX 
 Hot Spot Carbon

(Mailers-cont’d.):
 FORMCHECKBOX 
 OPAS 

 FORMCHECKBOX 
 Peel Apart

 FORMCHECKBOX 
 Pocket

 FORMCHECKBOX 
 Stock

 FORMCHECKBOX 
 Unit

 FORMCHECKBOX 
 Other      
	     


 FORMCHECKBOX 
 MICR

 FORMCHECKBOX 
 Modulus Numbering

 FORMCHECKBOX 
 Mylar-reinforcing 

 FORMCHECKBOX 
 OCR Forms

 FORMCHECKBOX 
 Paper Sheets (Fine)
Brands:      
	     


 FORMCHECKBOX 
 Paper Roll Products

 FORMCHECKBOX 
 Passbooks

 FORMCHECKBOX 
 Plastic Cards

 FORMCHECKBOX 
 Pressure Seal forms

 FORMCHECKBOX 
 Pegboard

 FORMCHECKBOX 
 Checks

 FORMCHECKBOX 
 Forms

 FORMCHECKBOX 
 Systems

 FORMCHECKBOX 
 Post-it( Notes

 FORMCHECKBOX 
 RUSH service

 FORMCHECKBOX 
 Scratch-off Inks

 FORMCHECKBOX 
 Stencils

 FORMCHECKBOX 
 Stock Forms

 FORMCHECKBOX 
 Tab Cards

 FORMCHECKBOX 
 Tags

 FORMCHECKBOX 
 Thermography

 FORMCHECKBOX 
 Tickets

 FORMCHECKBOX 
 26+” Wide Press 

 FORMCHECKBOX 
 Unit Sets (Snaps)

 FORMCHECKBOX 
 Sizes:      

	     


 FORMCHECKBOX 
 Water resistant

 FORMCHECKBOX 
 Bar-coding

 FORMCHECKBOX 
 Collator over 17”

 FORMCHECKBOX 
 Numbering

 FORMCHECKBOX 
 Other      
	     


 FORMCHECKBOX 
 Other      
	     

	     

	     


Additional comments

Please use this page to share your additional comments, questions, or concerns about this questionnaire, survey, and/or overall supplier programs.  Thank you. 
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