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Mandatory requirements for MANOR goods orders

For us to automatically book your invoices and pay them on time, the following points must be observed during the process: 

Orders

· An invoice must be submitted for each delivery with reference to the MANOR order number 

· Only the delivered items of an order may be shown per invoice, including the order number

· Only one order number may be shown on order confirmations, delivery notes and invoices

· The MANOR order number (on the order) must be shown without exception on all documents (order confirmation, delivery note, invoice)

· The MANOR variant number (on the order) must be shown on all documents (order confirmation, delivery note, invoice) to ensure fast processing

Order confirmation

[bookmark: _Hlk127278512]Sending an order confirmation is crucial and an important factor in ensuring a smooth ordering process and reducing the additional work involved in downstream processes.

For each order, including EDI orders, Manor expects an order confirmation which must meet the following requirements:

· An email with a PDF attachment sent to po-response@manor.ch
· Only the order confirmation will be accepted as an attachment to the email, along with the general terms and conditions if necessary

· The following information must be included in the order confirmation:
· Manor order number
Confirmations without a Manor order number will be rejected
· Delivery date
In date format – DD/MM/YYYY
· Unique item identification number
EAN of the order/delivery unit and/or Manor variant number and/or supplier variant number
· Item price (or variant price)
· Quantity
Items that cannot be delivered should be reported with quantity ‘0’ or the quantity omitted. This item will therefore be cancelled.





The order confirmation must comply with the following rules:
· An order confirmation may only be sent once
· Missing items or quantity = 0 are automatically cancelled by the system
· No replacement items may be reported via order confirmation

· Consignment and concession suppliers, rack jobbers and VMIs are excluded

FOR AN EXAMPLE – see separate document «Example order confirmation»

For EDI suppliers there is the option of an ORDRSP-IN connection.
· EDI message ORDRSP in accordance with Manor EDI Guideline D01.B

If this is an option, please contact edi.support@manor.ch for more information.

Invoice

· Invoices must be sent by email to invoice@manor.ch if all conditions are met

· Invoices must be sent in PDF format
· One PDF is required per invoice, but several invoices may be sent in one email
· No other requests or documents may be sent to invoice@manor.ch
· Reminders and payment enquiries should be sent to ap.query@Manor.ch
· If you have any questions about discount invoices, please contact the responsible PM
· One invoice per order, delivery and storage location

· Otherwise, you have the option of sending the original invoice to PO Box 8901 Urdorf. Deliveries requiring a signature (DHL, UPS, Fedex, etc.) are not possible.

· The invoice must contain the following information:
· Order number indicated in the invoice header
· Name and address of the service provider
· Billing and delivery address as specified in the order
· VAT number of the service provider
· Tax rate with the amount of tax from the intermediate amount
· For goods: per item – quantity, item number, price per item, total price, currency
· For services: number, type, subject, currency or extent of the service
· Invoice amount for the service or goods
· Delivery note number, delivery date or period
· The payment method for documentary transactions (letter of credit/collection) must be specifically identified
· Please note: Always GLN number for MARKANT

· Billing address
[bookmark: _Hlk113374911]Suppliers with Markant contract – applies to all flows of goods
Address of the location delivered to (house or distribution centre)
Postcode of the location delivered to




Supplier without Markant contract – applies to all flows of goods
Address of the location delivered to (house or distribution centre)
Postcode 8901 Urdorf

· Delivery address
The delivery address always corresponds to the main delivery address of the location delivered to as communicated under Manor | Suppliers 

Example billing address for Stock, CD2 and Repartition flows of goods

	With Markant contract
	Without Markant contract

	Invoice recipient 
Manor AG, Basel
Hochdorf distribution centre 
HOVD/GROUP 438/RY 50
Huwilerstarsse 8
6280 Hochdorf
	Invoice recipient 
Manor AG, Basel
Hochdorf distribution centre
HOVD/GROUP 438/RY 50
PO Box
8901 Urdorf




· For suppliers delivering via Cross-Docking 1 or Transit:
· One invoice is always required per storage location (final goods recipient) with the billing address to the relevant distribution centre

Example of final goods recipient for CD1 and Transit flows of goods

	Final goods recipient 

	Final goods recipient 
Manor AG, Basel
Manor department store, Emmen
Emmen Centre
6020 Emmenbrücke




· The payment terms (discount, etc.) apply either from the date of receipt of the invoice by MANOR or from the date of receipt of the goods, whichever is the later date.


FOR EXAMPLES – see separate documents «Examples invoice NON Markant» and «Examples invoice Markant»


Detailed guidelines for suppliers can be found at Manor | Suppliers: information for business partners.
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