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Warehousing and Despatch

11. What is your storage capacity within the premises you directly control:

(") under 250 pallets (") 250 — 499 pallets (") 500 — 999 pallets
(") 1000 — 1999 pallets () 2000+ pallets

12. Can you easily rent additional secure storage to cater for short term needs?
() Yes (") No
13. Do you have a contractual arrangement in place to cater for your overfow need?
() Yes () No
14. Do you operate a system that manages location identity?
(' Yes () No
15. Do you store stock in a manner to ensure that it remains undamaged and accountable?
() Yes () No
16. Are all forklifts serviced in accordance with the manufacturer’s contracts?
() Yes () No

If you do not have any forklift trucks please describe how you transport bulk materials within your warehouse:

17. Do you provide your staff with suitable protective clothing and safety equipment?
() Yes () No
18. Do you maintain controlled access to the main warehouse?

() Yes (") No
If yes, is staff access limited to:

() Keyholders only () Specifc areas only




19. Do you have a secure area (i.e. locked with controlled access) for the storage of high value items?
() Yes (") No
20. Do you automatically provide insurance cover for client stock?

() Yes () No

If yes, how do you charge such cover:

(") Overtly (as a separate entry on your invoice)

() Covertly (included in storage charges for example)
If no, do you arrange such cover upon request?

() Yes () No

21. Do you include the status of insurance for client stock within your Terms and Conditions?
() Yes () No

22. Subject to stock availability, what is the normal period you ask customers to allow for delivery?
days

23. Subject to stock availability, what average delivery period do you actually achieve?
days

Enclosing

24. Are your enclosing machines regularly serviced in accordance with the manufacturer’s contracts?

() Yes (") No

25. Is your collation or enclosing area clearly separated from your storage area?

() Yes () No
Competitions and Prize Draws

26. Do you fully comply with CAP Code of Practice regarding the complete independence of competition
judging and prize draw supervision?

) Yes () No () NA

27. Please describe your process for ensuring such independence:




28. Do you ensure that a full winners list is made available if requested?

() Yes () No

29. Do you use a random number selection procedure to ensure that all entrants have an equal chance of
winning a prize?

() Yes () No
Print Capabilities

30. Do you have processes that give you an audit trail?

() Yes () No

Preference Services
31. Which of the following does your organisation ensure are utilised by your clients as applicable:

Telephone Preference Service Mailing Preference Service

Fax Preference Service

32. If you subcontract data collection do you ensure that your supplier also utilises these Preference Services
as applicable?

() Yes (") No (INA
Cash Management

33. Do your systems allow for online payment processing?

() Yes () No

34. Which of the following do you have the capacity to handle:
Cheques and Postal Orders Credit and Debit cards
Direct Debits and Standing Orders BACS Bureau Facilities
35. For credit and debit cards do you:

C Only use your own merchant’s accounts
C Always use the client’'s own merchant account
() Use either facility as agreed with the client
36. Do you comply with the PCI Data Security Standard (PCI DSS)?

() Yes () No




37. How do you process credit and debit cards payments and refunds:
Via PDQ equipment Online in real time Online in batches

38. Briefy describe your fraud prevention and anti-theft procedures:

39. Do you offer web based order processing and payment facilities?
() Yes () No

40. Do you offer SMS based order processing and payment facilities?
() Yes () No

41. Do you have processes in place to handle queries regarding:

Faulty or damaged items Items lost in transit

Unwanted items

Management Systems
42. Do you have a documented stock control system?

() Yes (") No
43. Is your stock system:

() Primarily manual (") Software based
44. How often is a physical stock count undertaken:

() Weekly (") Fortnightly (") Monthly () Quarterly

45, Describe how you advise consumers of out-of-stock situations within 28 days:




46. In what format do you provide reporting to your clients:

Paper via fax or post Electronically via email

In real time via the Internet

47. Do you provide an in-house customer service facility (as opposed to an inbound telemarketing resource)
on behalf of your clients?

() Yes (") No
If yes, does the customer service team handle:
Written queries Email queries Telephone queries
48. What type of SMS traffc do you handle:

() Inbound (") Outbound

Signature Date

Name
BLOCK capitals

Job Title
The information contained on the application will be held in confdence by the DMA and used for the purpose of

determining your suitability for meeting Accredited Response Management best practice scheme standards only.

Thank you for completing this questionnaire.
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