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I.  INTRODUCTION 
TravelSmith is a growing Company focused on expanding our business in a healthy and 
profitable manner.  We are committed to providing our customers with outstanding customer 
service, our investors with superior returns, and our employees with a productive, rewarding 
environment.  We are further committed to the responsibilities of corporate citizenship in both 
the local and wider communities in which we do business. 

Our vendors are important stakeholders in the success of our business and we wish to build a 
mutually profitable partnership.  This vendor manual will provide you with an overview of our 
Company policies and procedures.  We want to provide a very clear set of expectations for our 
vendor partnership, and this manual is designed as a guidebook for those expectations. 

TravelSmith is committed to satisfying our customers. Our products are GUARANTEED 100%. 
NO QUESTIONS. NO EXCEPTIONS.  We promise a full refund if a customer is not totally 
satisfied at any time with a TravelSmith product. 

VENDOR PARTNERSHIP MANUAL AGREEMENT 
CONFIRMATION OF RECEIPT 
This form states that you understand all the standards and requirements outlined in the Vendor 
Partnership Manual.  By signing and returning this form, you confirm that you have received and 
understand the TravelSmith Vendor Partnership Guidelines and agree to comply with all the 
standards and business practices as listed.  Please sign, date and return this form to the 
TravelSmith Vendor Relations Department.  If you are unclear with any portion of the manual, 
please contact the Vendor Relations Coordinator (415) 884-1377.  By agreeing to do business 
with TravelSmith, vendors are held to the standards in this manual and are subject to non-
compliance charges incurred by TravelSmith. 

If TravelSmith discovers the undersigned vendor has violated any of the Vendor Partnership 
Guidelines, TravelSmith may choose to cancel any outstanding orders, terminate the business 
relationship, and/or possibly pursue legal action. 

 

 

**The most recent updates to this vendor manual, as well as many helpful forms and 
instructions, can always be accessed online at http://ccsginc.com.  If you don’t already have one, 
you will be able to request a username and password from the home page** 
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TRAVELSMITH OUTFITTERS 
FAX COVER SHEET 

NUMBER OF PAGES: ____ 
 
TO: JEREMY SIRBU FAX: 415-884-1390 

FROM: VENDOR CONTACT FAX: 

VENDOR CONTACT NAME: VENDOR CONTACT PHONE: 

VENDOR CONTACT E-MAIL: VENDOR CONTACT ADDRESS: 

RE: TravelSmith Vendor Partnership Manual 

TravelSmith is a growing company focused on expanding our business in a healthy and 
profitable manner.  We are committed to providing our customers with outstanding customer 
service.  We are further committed to the responsibilities of corporate citizenship in both the 
local and wider communities in which we do business. 

Our vendors are important stakeholders in the success of our business and we wish to build a 
mutually profitable partnership.  We require that our vendors assure that our standards will be 
met as outlined in the Vendor Partnership Manual.  We want to provide a very clear set of 
expectations for our vendors, if you have questions regarding any portion of the Vendor 
Partnership Manual, please contact the Vendor Compliance Specialist at (415) 884-1377. 

As an authorized representative, the undersigned agrees to the terms and conditions of the 
Vendor Partnership Manual. 

 
 
Signature: _____________________________________________ 

Title: _________________________________________________ 

Company: _____________________________________________ 

Date: _________________________________________________ 
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II. SAMPLES 
At TravelSmith we require a variety of samples throughout our development process. Each 
sample has a specific purpose and is outlined below.  Please work with your TravelSmith contact 
to obtain necessary information and timing of each sample.  All sampling costs are the vendor's 
responsibility.   

FIT & PRODUCT DEVELOPMENT 
Fit & Product Development samples are requested from the inception of the design through final 
approval.  These samples are used to perfect the details and fit of a product.  A completed 
TravelSmith sample card must be attached to the left (wearer’s side) underarm seam or 
waistband. 

CATALOG PHOTOGRAPHY 
Photography samples are required for all products introduced into the line.  Photography samples 
should meet all design, color, fabric, trim, finding, fit and labeling specifications.  If a product is 
to be marked with “SAMPLE”, it should be done in an inconspicuous location. One photo 
sample in each colorway offered, in our sample size, is required.  Samples must be received on 
or before the deadline assigned by your Travelsmith contact.  A 12" x 12" fabric swatch (of each 
colorway), and trim card (template on following page) must be included w/ the samples.  Please  
contact the technical designer for an additional copy of the trim card.  Photo sample costs are the 
vendor's responsibility.   

TOP-OF-PRODUCTION (TOP) 
Two (2) TOP samples are required for all apparel, hard good, accessory and footwear items.  
TOP samples are to be received within two (2) weeks of cutting the first bulk production.  TOP 
samples are to be representative of the bulk cutting, sewing and packaging. Accuracy is very 
important.  The samples will be used when accepting goods into stock (any discrepancies could 
result in delays at the warehouse).  A product produced in a sample room or facility other than 
where production is made is not acceptable.  If the samples do not meet specification and quality 
standards, the Technical Designer or Merchandising Representative will advise corrections to be 
made to bulk production.  Merchandise received at the distribution center that does not meet 
specification and quality standards are subject to 100% inspection or return to vendor at the 
expense of the vendor.  Two samples are to be submitted to the Merchandising Department.  
Upon approval, one sample will be forwarded to the distribution center for use in quality 
inspections and the other will be kept by Merchandising for reference.  The samples must 
conform to all fit, quality, packaging and labeling standards.  TOP sample costs are the vendor's 
responsibility. 
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SEASON: VENDOR:                                                     DATE:
STYLE # DESCRIPTION:
DESCRIPTION: COLORS:

SHELL FABRIC: LINING/POCKETING/ INTERLINING:

SUPPLIER: SUPPLIER:
CODE # CODE #
COLORWAYS: COLORWAYS:
FABRIC CONTENT/CONSTRUCTION/WEIGHT: FABRIC CONTENT/CONSTRUCTION/WEIGHT:

SUPPLIER:
CODE #
SIZE:

POLYBAG GUMSTICKER: THREAD

ZIPPER & PULL

SUPPLIER:
CODE # *FOR  ADDITIONAL TRIMS PLEASE USE SEPARATE PAGE
SIZE:

MAIN/CARE CONTENT/ COUNTRY OF ORIGIN/PO LABELS:                                  BUTTONS AND MISC. TRIMS:

TRAVELSMITH TRIM CARD
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III. MANUFACTURING 
PRODUCT SPECIFICATIONS STANDARDS 
TravelSmith’s goal is to provide the highest quality product and service for our customers.  
Quality can not be inspected into a product - a quality product is manufactured with a complete 
understanding of TravelSmith’s standards.  The vendor is responsible for maintaining complete 
and accurate records of the in-line, end-of-line quality inspections and final packaged product 
audits.  Audits should be performed using a 4.0% AQL.   

Fabric inspection is a crucial element in manufacturing a quality product.  The factory must 
inspect fabric prior to cutting to ensure that only first quality material is utilized in production.  
If there is any question about acceptability, send production yardage to your Merchandising 
Representative for review.  Accurate and complete inspection records must be maintained and 
available to a TravelSmith Representative upon request. 

QUALITY ASSURANCE 
All merchandise is inspected using a 4% AQL military sampling plan upon receipt at the 
TravelSmith distribution center for conformance to quality, measurement, and packaging and 
labeling specifications.  The sampling plan may be increased or decreased depending upon the 
vendor’s history of overall product quality.  If the product passes these criteria, the entire 
shipment is accepted.  If the product fails the inspection, the entire shipment is put on hold.   

The disposition of a shipment placed on hold is made based on discussions with the 
Merchandising and Inventory Planning team members.  The vendor is notified of the problem 
and whether the shipment will be returned to the vendor or is to be 100% inspected.  In either 
case, charges will be assessed to the vendor for operating costs incurred in resolving the 
problems.  For more information on charge-back and return to vendor policies, see Section VII - 
Compliance. 

CLASSIFICATION OF DEFECTS 
Defects occur in varying degrees.  Minor defects are acceptable; Major or Critical defects are 
rejected.  Defect acceptability is based on the effect the damaged product will have on the 
customer.  Price, end use, materials and construction of a product dictate different levels of 
acceptance by the TravelSmith customer.  Defects are classified as follows: 

MAJOR DEFECT 
A product would be rendered unusable.  The defect would adversely affect the serviceability of 
the product or shorten the life of the product.  The defect would be obvious to the customer and 
would result in a return.  

MINOR DEFECT 
The product serviceability or wearability is not affected.  If noticed by the customer, would not 
cause any objection.  The defect will not affect the comfort or fit of the product.  

CRITICAL DEFECT 
The product would definitely be unusable, or would require early repair or replacement.  The 
defect will cause a product to be uncomfortable, not fit or may cause an injury to the consumer.  
A product with a critical defect would most assuredly result in a return. 
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PRODUCT ZONES 
The position of a construction defect or flaw may determine the acceptance or rejection of a 
product. The area on a product and the visibility to the customer defines zones. Each product has 
specific zones that are more important than others and guidelines are defined accordingly. 

ZONE 1 
Areas of a product with extremely high visibility and are likely to be viewed from a close 
distance at the time of purchase or receipt.  Minor flaws in this area may be classified as Major 
and would be cause for rejection of the product. 

ZONE 2 
Areas of the product that are not visibly dominant, but are seen in normal use.  Minor flaws in 
this area would be evaluated based upon size, color and intended use of the product to determine 
acceptability. 

ZONE 3 
An area of the product not seen in normal everyday use.  Minor or cosmetic flaws are more 
acceptable here than in any other area of the product.  Flaws will be evaluated by product and 
intended end use.  
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 Dress Zone Chart Sweater Zone Chart 

 

 

 

 

Outerwear Zone Chart 
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 Shirt Zone Chart Skirt Zone Chart 

 

 

 
 Pants Zone Chart 
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INSPECTION FAILURE CRITERIA 
FABRIC DEFECTS 
• Any hole or blemish  
• Snagged or pulled threads or yarns 
• Foreign matter in the fabric 
• Heavy barre or machine lines 
• Uneven dyeing or printing 
• Slubs, runs and misweaves, as defined by TravelSmith 
• Poor hand, i.e., stiff 

CONSTRUCTION DEFECTS 
STITCHING AND SEAMS 
• Broken, uneven or skipped stitches 
• Excessively tight or loose tension 
• Needle cuts 
• Crooked, puckered, curled wavy or uneven seams 
• Open seams 
• Uneven topstitching 
• Use of monofilament thread, unless approved 

BUTTONS, BUTTONHOLES & FINDINGS 
• Component not aligned 
• Buttons not securely sewn  
• Defective or malfunctioning part 
• Component color not as specified 
• Poorly made buttonholes; not cut open, too small or too large 
• Loose threads 

POCKETS 
• Uneven in size, shape or location 
• Flap incorrect shape 
• Sewn in puckers or pleats 

LABELS 
• Incorrect labels 
• Labels not positioned as specified 
• Incorrect information 
• Handwritten, illegible, incomplete or missing  

PRESSING 
• Burn, scorch or other mark on surface of garment 
• Excessively wrinkled garments, unless specified 

HEMS 
• Puckered or twisted 
• Uneven hem width 

THREADS & YARNS  
• Excessive and / or loose threads 
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• Thread other than specified color, size or type 

DIMENSIONS 
• Corresponding parts should be symmetrical and measure the same unless otherwise specified 
• Measurement specifications outside of specified tolerance 

REPAIRS 
• Poorly mended, noticeable repair 
• Loose threads from repair 

CONSTRUCTION 
• Foreign objects sewn into garment 
• Parts sewn on incorrectly 
• Raw edges or untrimmed edges, unless specified 
• Incorrect or missing bar tack 

BELT LOOPS/WAISTBANDS 
• Raw edges on belt loop 
• Missing, crooked, incorrectly placed or wrong number of belt loops 
• Uneven waistband width (+/- 1/8”, but not both) 
• Waistbands that have excessive puckering, twisting, turn-back or fullness 

COLLAR/NECK 
• Collar points improperly shaped or not uniform (+/- 1/8”) 
• Collar band or under collar showing above top collar 
• Neck opening off-center 
• Neck puckered or stretched 

MATCHING 
• Uneven stripe alignment (front must be straight) 
• Plaids, checks, stripes not matching at center front or other specified location 
• Pockets/plackets not matched to body as specified 

PLACKETS 
• Crooked more than ¼” from top to bottom 
• Length not as specified (+/- ¼”) 
• Sewn off-grain 
• Distorted or uneven width 

GENERAL DEFECTS 
• Soilage-oil marks, spots, ink, rings left after cleaning soil 
• Any measurement not as specified or out of tolerance 
• Any item not conforming to construction specifications 
• Substitute or missing parts, unless pre-approved by TravelSmith 
• Shaded parts 
• Marked “seconds” 
• Color off standard-must be within acceptable shade bands when available 

MEASUREMENT GUIDELINES 
All apparel must be measured in the following manner unless otherwise stated on the 
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specification package. 

All measurements are to be taken with the garments laid on a flat surface.  The garment should 
be in a natural position, free of tension and with wrinkles smoothed out.  Measure wearer’s left 
side (i.e. sleeve, armhole, thigh, inseam). 

All measurements should be taken with a standard tape measure. Periodically, the tape measure 
must be checked against a metal ruler for accuracy. 

Hold the tape measure flat against the garment, not on its edge. 

Please note: 
• All buttons and zippers must be completely closed 
• Button spacing is measured center of button to center of button 
• Extended measurements should be the minimum stretched measurement.  Fully extend the 

fabric until it lays flat.  The fabric should not be distorted, nor should the elastic be extended 
to its full dimension. 

• Belt loops are measured at center of loop 
• Measure from center of seam for felled seams and edge of seam for safety stitch or single 

needle joined seams. 

 

1. ACROSS FRONT (HIGH CHEST) 
• With buttons and zippers closed, measure straight across from armhole seam to armhole 

seam.  Specify the distance down from the high point shoulder for the standard size on 
the spec. 

 

 
 
 
 
 
 
 
 
 

2. ACROSS SHOULDER 
• Lay garment flat with back facing you and measure straight across from LPS (low point 

shoulder) to LPS. 
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• Measure straight across back from point to point.  

 
 

3. ACROSS BACK 
• With buttons and zippers closed, measure straight across from armhole seam to armhole 

seam.  Specify the distance down from the high point shoulder for the standard size on 
the spec.  

 
 

4. CHEST/BUST* 
• With the front of the garment facing you, measure straight across body 1” down from 

armhole seam.  

 
 

5. WAIST* 
A.  RELAXED 
• Measure along the center of the 

waistband.  Top edge of front 
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and back waistbands must be even.  All closures must be fastened and button must be at 
the end of the buttonhole. 

 
 
 
 

 
 
 
B.  EXTENDED 
• Stretch elastic waist to 

release all gathers in 
garment.  Do not 
overextend.  Insert 
measuring tape into top of 
waistband (no more than 
½”) and measure across the 
top of the opening.  

 
 
 
 
 

6. HIGH HIP (3 POINT 
MEASUREMENT)* 
• Lay garment flat with front 

facing you.  
• Measure down from TOB (top of 

waistband) at center front and 
side seams. Measuring from side 
to side you should form a slight 
“V” shape on the garment. 

• Specify the distance down from 
TOB (top of waistband) to each 
point for the standard size  

      on the spec. 
 

7. LOW HIP/SEAT (3 POINT MEASUREMENT)* 
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• Lay garment flat with front facing 
you. 

• Measure down from TOB (top of 
waistband) at center front and 
side seams. Measuring from side 
to side you should form a slight 
“V” shape on the garment. 

• Specify the distance down from 
TOB (top of waistband) to each 
point for the standard size  

      on the spec. 
 
 

8. SWEEP* 
• Measure along the bottom edge 

of garment, from sideseam to sideseam.  If garment has side slits or shirttail, measure 
straight across the top of the slits or shirttail.  
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9. THIGH* 
Lay one leg flat.  Measure across garment 
1” below crotch point, keeping the tape 
measure  
      parallel to hem. 
 
 
 
 
 
 
 
 
 
 

10.  KNEE* 
• Lay one leg flat. 
• Measure down pant inseam 12½” for women’s, 

12" for women's petite, and 15” for men's. 
• Measure straight across the leg from fold to fold 

keeping tape measure parallel to hem.  
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11. LEG OPENING* 
• Lay one leg flat. 
• Measure straight across bottom opening from 

fold to fold.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12.   INSEAM 
• Lay one leg flat. 
• Measure from crotch point down leg (along seam) 

to bottom of the leg opening.  
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13. FRONT RISE 
• Lay garment flat with front 

facing you.  
• Measure from TOB to crotch 

seam, following the shape of 
the front rise. 

 
 
 
 
 
 
 
 
 
 
 

14. BACK RISE 
 

• Lay garment flat with 
back facing you.  

• Measure from TOB to 
crotch seam, following 
the shape of the rise 
seam. 
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15. ARMHOLE STRAIGHT 
• Measure straight from LPS to 

underarm seam. 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. NECK CIRCUMFERENCE 
• Undo all buttons and 

lay garment flat so that 
the inside of the 
garment is facing you. 

• Measure from center of 
button to farthest end of 
buttonhole along inside 
of collar. 

 

 

17. NECK WIDTH 
• Lay garment flat. 
• Measure straight, from 

high point shoulder to 
high point shoulder at 
the base of the collar 
or neck trim. 

 
 

 

 
 
 
 

18. FRONT NECK DEPTH 
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• Lay garment flat 
with front facing 
you. 

• Place a ruler 
straight across at 
high point 
shoulder points.   

• From center 
point, measure 
straight down to 
neck seam (base 
of collar, stand or 
neck trim) at the 
center front. 

• On V-neck garments with button closure, measure to the center of the top button. 
 
 
 

19. BACK NECK DEPTH 
• Lay garment with 

back facing you. 
• Place a ruler 

straight across at 
high point shoulder 
points.   

• From center point, 
measure straight 
down to neck seam 
(base of collar, 
stand or neck trim) 
at the center back. 

 
 
 
 
 
 
 
 
 
 
 
 
 

20. COLLAR LENGTH POINT TO POINT 
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• Undo all buttons and lay 
collar flat so that the 
inside of the garment is 
facing you. 

• Measure along the outer 
collar edge from collar 
point to collar point.  

 
 
 
 

21. MINIMUM NECK STRETCH 
• Lay garment flat 

with rib or collar 
edges even. 

• Stretch neck 
without breaking 
stitches and 
measure across 
the neck opening 
where the rib or 
collar meets the 
neck seam.  

 
 

22. CENTER BACK TO WAIST PLACEMENT 
• Measure from center of back neck 

seam to waistline of garment.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



TravelSmith Outfitters  Vendor Partnership Manual 

September, 05  - 17 -   

 

23. BODY LENGTH FROM HIGH POINT SHOULDER 
• Measure from high point shoulder down the 

body to the bottom of the garment.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

24. CENTER BACK LENGTH 
• Measure from waistband 

(if no waistband, measure 
from top) or back neck 
seam to the bottom of the 
hem. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

25. SLEEVE LENGTH  
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A.  GARMENTS WITH SET-IN SLEEVES (3 POINT MEASUREMENT) 

• With back of garment facing 
you, measure from center back 
to shoulder seam; pivot and 
measure to cuff or end of 
sleeve following fold.  

 
 
 
 
 

B.  GARMENTS WITHOUT SET-IN SLEEVES (2 POINT MEASUREMENT-RAGLANS, SADDLE 
SHOULDER) 

• With back of 
garment facing you, 
measure straight 
from center back 
neck to cuff or end 
of sleeve.  

 
 
 
 
 
 
 
 
 

26. MUSCLE* 
• Measure 1” down from armhole at 

underarm seam.   
• Measure straight across sleeve 

parallel to the sleeve opening.  
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27. SLEEVE OPENING* 
• Measure straight across 

finished edge of sleeve.  
 
 
 
 
 
 
 
 
 
 
 

*Measurement is doubled. 
 

FABRIC TESTING STANDARDS 
The TravelSmith Lab Testing Information for Knit and Woven fabrics is included for your 
reference.  It is the factory’s responsibility to test production fabric and ensure the fabric meets 
all the ASTM and AATCC standards. Forward test results to your Merchandising Representative 
prior to cutting bulk fabric.  The manufacturer may use an independent or in-house lab for on-
going testing.  Please notify TravelSmith if there are any concerns about fabric quality.  
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TRAVELSMITH LAB TESTING INFORMATION 
KNITS 

TEST STANDARD WHEN TO USE IT 
COLORFASTNESS,  To determine care instructions 
LAUNDERING   and  afterwash appearance. 
AATCC 61 (2A) 3.5 minimum 
(color change & staining) 
COLORFASTNESS,  To determine fade resistance 
LIGHT  to light.  Use 40 hrs. for active 
AATCC 16E 4.0 minimum and 20 hrs. for casual garment. 
(color change)  
COLORFASTNESS,  To determine reaction to  
PERSPIRATION  perspiration (acid). Use on  
AATCC 15 3.5 minimum lining and shirting fabric. 
(staining) 
CROCKING, DRY 3.5  regular To determine if color “rubs  
AATCC 8 (minimums) 3.0 pigment dyes, printed off” when dry. 
CROCKING, WET 3.0 regular To determine if color transfers  
AATCC 8 (minimums) 2.0 pigment dyes, printed in water. 
SHRINKAGE, FABRICS  To determine shrinkage of  
AATCC 135 7% general knits, sweaters fabric when laundered. 
3 launderings (maximums) 5% poly fleece 
SHRINKAGE, GARMENTS  To determine shrinkage of  
AATCC 150 7% general knits, sweaters garment when laundered. 
3 launderings (maximums) 5% poly fleece 
SHRINKAGE, GARMENTS  To determine shrinkage of 
AATCC 158 3.5% garment when dry cleaned. 
3 dry cleanings (maximums) 
PILLING, TUMBLE  To determine if fabric “balls  
ASTM D-3512   30 minutes 3.5 minimum up” or “pills”   
STRENGTH, BURST  To determine the bursting 
ASTM D-3786  strength of a knitted fabric. 
(minimums) 
 tops/bottoms 
active 60 psi 
casual 50 psi 
STRENGTH, SEAM  To determine how strong a  
ASTM D-3940  particular seam is on a knitted 
(minimums)  garment. 
 tops/bottoms 
active 50 psi 
casual 40 psi 
 
/Note: psi=pounds per square inch                                                                                                            tm 7/98             
 

 
WOVENS 
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TEST STANDARD WHEN TO USE IT 
COLORFASTNESS,  to determine care instructions 
LAUNDERING   and afterwash appearance. 
AATCC 61 (2A) 3.5 minimum 
(color change & staining) 
COLORFASTNESS,  To determine fade resistance 
LIGHT  to light.  Use 40 hrs. for active 
AATCC 16E (color change) 4.0 minimum and 20 hrs. for casual garments.  
COLORFASTNESS,  To determine reaction to  
PERSPIRATION  perspiration (acid). Use on 
AATCC 15 (staining) 3.5 minimum lining and shirting fabric. 
CROCKING, DRY 3.5  regular To determine if color “rubs 
AATCC 8 (minimums) 3.0 pigment dyes, printed off” when dry. 
CROCKING, WET 3.0 regular To determine if color transfers 
AATCC 8 (minimums) 2.0 pigment dyes, printed in water. 
SHRINKAGE, FABRICS  To determine shrinkage of  
AATCC 135 4% general fabric when laundered. 
3 launderings (maximums)  
SHRINKAGE, GARMENTS  To determine shrinkage of a 
AATCC 150 4% general garment when laundered. 
3 launderings (maximums)  
SHRINKAGE, GARMENTS  To determine shrinkage of a 
AATCC 158 3.5% garment when dry cleaned. 
3 dry cleanings (maximums) 
PILLING, TUMBLE  To determine if fabric “balls 
ASTM D-3512  30 minutes 3.5 minimum up” or “pills”. 
STRENGTH, TEAR  To determine the tear strength 
ASTM D-1424  of woven fabric. 
(minimums)  
 shirts bottoms 
active 1.5 lbs. m’s 3.0 lbs./w’s 2.5 lbs. 
casual 1.5 lbs. m’s 2.5 lbs./w’s 2.0 lbs. 
 
 outerwear linings 
 2.5 lbs. general 1.5 lbs. 
STRENGTH, SEAM  To determine how strong a  
ASTM D-1683  particular seam is on a woven 
(minimums)  garment. 
 
 shirts bottoms 
active m’s 30 lbs./w’s 26 lbs. m’s 47 lbs./w’s 34 lbs. 
casual m’s 21 lbs./w’s 17 lbs. m’s 34 lbs./w’s 26 lbs. 
 
 outerwear linings 
 30 lbs. general 25 lbs. general 
STRENGTH, BREAKING  To determine the strength or 
ASTM D-5034  breaking force of a woven fabric. 
(minimums) 
 shirts bottoms 
active 30 lbs. m’s 70 lbs./w’s 40 lbs. 
casual 25 lbs. m’s 40 lbs./w’s 30 lbs. 
 
 outerwear linings 
 40 lbs. general 25 lbs.  HD 12/02 

PRODUCT LABELS 
The TravelSmith logo is registered and required on all TravelSmith brand products.  TravelSmith 



TravelSmith Outfitters  Vendor Partnership Manual 

September, 05  - 22 -   

labeling requirements are in conformance with the Federal Trade Commission regulations.  
Labeling is an important part of the product identification.  If products are found to be 
improperly labeled during our quality inspection process the shipment will be rejected.  

The main TravelSmith logo labels are woven and will be specified by product (listed on the bill 
of materials in the specification package) .  Main labels must be purchased from RVL: 

 

Domestic Contact:           International Contact: 

RVL 
1777 Botelho Drive, Suite 280 
Walnut Creek, CA 94596 
Phone: 925-935-4303 
Fax:  925-935-3556 
Website:  www.rvlinc.com  

RVL Packaging for Far East Limited 
7/F, Trust Centre, 
912-914 Cheung Sha Wan Road 
Kowloon, Hong Kong 
Phone: (852) 2785-2010 
Fax:  (852) 2785-1255 
 (852) 2785-1320 
 (852) 2742-8489 

 

The care content label should be woven, printed taffeta or satin.  This label should list the 
gender, size, fabric content, country of origin, TravelSmith style #, "OVER FOR CARE", and 
RN# (private label vendors must use our RN # 94407).  Care/content labels must be submitted 
for approval by Merchandising Representative.  PAXAR is our preferred source for 
care/content labels.  If circumstances exist which require another source to be used for 
care/content labels, approval must be obtained from the Merchandising Representative.  

*Examples of care content labels are shown on the following page. 

Domestic Contact:           International Contact: 

PAXAR /Bay Textiles 
1942 Coventry Court 
Walnut Creek, CA 94595 
Phone:  (925) 933-3031 
Fax: (925) 939-1499 
 

PAXAR Far East Limited 
8/F, 210 Choi Hung Road, Sanpokong 
Kowloon, Hong Kong 
Phone:   (852) 2311-3913 
Fax:       (852) 2311-2320 
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REGULAR SIZING:
WOMENS WOMENS
MEDIUM 10

FABRIC CONTENT FABRIC CONTENT

COUNTRY OF ORIGIN COUNTRY OF ORIGIN

STYLE # _ _ _ _ STYLE # _ _ _ _

OVER FOR CARE OVER FOR CARE

CARE INSTRUCTIONS CARE INSTRUCTIONS

RN# 94407 RN# 94407

EXTENDED SIZING:
WOMENS WOMENS WOMENS WOMENS
PETITE PETITE 2X 16W
MEDIUM 10P

FABRIC CONTENT FABRIC CONTENT FABRIC CONTENT FABRIC CONTENT

COUNTRY OF ORIGIN COUNTRY OF ORIGIN COUNTRY OF ORIGIN COUNTRY OF ORIGIN

STYLE # _ _ _ _P STYLE # _ _ _ _P STYLE # _ _ _ _ STYLE # _ _ _ _

OVER FOR CARE OVER FOR CARE OVER FOR CARE OVER FOR CARE

CARE INSTRUCTIONS CARE INSTRUCTIONS CARE INSTRUCTIONS CARE INSTRUCTIONS

RN# 94407 RN# 94407 RN# 94407 RN# 94407

WOMENS CARE CONTENT LABEL LAYOUT



TravelSmith Outfitters  Vendor Partnership Manual 

September, 05  - 24 -   

 

 
 
 
 
 
 
 

REGULAR SIZING:
MENS MENS MENS

REGULAR REGULAR 36 WAIST
LARGE 42 32 INSEAM

FABRIC CONTENT FABRIC CONTENT FABRIC CONTENT

COUNTRY OF ORIGIN COUNTRY OF ORIGIN COUNTRY OF ORIGIN

STYLE # _ _ _ _ STYLE # _ _ _ _ STYLE # _ _ _ _

OVER FOR CARE OVER FOR CARE OVER FOR CARE

CARE INSTRUCTIONS CARE INSTRUCTIONS CARE INSTRUCTIONS

RN# 94407 RN# 94407 RN# 94407

EXTENDED SIZING:
MENS MENS
LONG SHORT
LARGE 42

FABRIC CONTENT FABRIC CONTENT

COUNTRY OF ORIGIN COUNTRY OF ORIGIN

STYLE # _ _ _ _L STYLE # _ _ _ _S

OVER FOR CARE OVER FOR CARE

CARE INSTRUCTIONS CARE INSTRUCTIONS

RN# 94407 RN# 94407

MENS CARE CONTENT LABEL LAYOUT
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IV. PACKAGING AND PACKAGE LABELS 
The packaging for TravelSmith products is intended to protect the goods from soil or damage. 
Appropriate stabilizers are required to improve the product appearance during all phases of 
shipping, i.e. cardboard to retain shape of a shirt or collar bands to stabilize neck shape on 
banded collared shirts.  Utilize the correct size logo polybag for products to eliminate excess 
movement or wrinkles. 

Polybags may be obtained from:  
 
Domestic Contact: 

CAL SUPPLY 
30063 Ahern Street 
Union City, CA  94587 
Phone: (800) 562-2625  
Fax: (510) 429-0426 

International Contact: 
KAM WAI POLYETHYLENE PRODUCTS LTD 
FLAT 1, 6/F., BLOCK 1 
KINGSWIN IND. BLDG., 
32-50 LEI MUK RD., 
KWAI CHUNG, N.T. 
HONG KONG 
  
CONTACT: TAMMY CHAN 
TEL: (852) 2423 - 3545 
FAX: (852) 2481 - 1632 
MOBILE: (852) 9469 - 9467 
EMAIL: kwnc@netvigator.com 
 

Another supplier may be used if prior approval is obtained from TravelSmith.  Polybags must 
have the correct artwork and color.  The TravelSmith Vendor Relations Coordinator must 
approve a polybag sample. 

Packaging materials: 

• All polybags (unless otherwise specified) must be a minimum film gauge of 1.25 mil and 
printed with the TravelSmith logo.  Any polybag under 1.25 mil requires a suffocation 
safety-warning label. 

• Polybags can be made of high clarity virgin or recycled resins.  Low-density polyethylene, 
polypropylene and ethylene vinyl acetate is acceptable.  

• All polybags must be sealed.  The closure can be heat-sealed (bag must have air vent holes), 
folded and taped, or have self-sealing, reclosable adhesive strips. 

Merchandising Labeling (Item Level) 

 

ITEM LABELING CONTENTS TRAVELSMITH  
All merchandise must be individually labeled (affixed to the item or its packaging) with the 
following information: 

a. TravelSmith Item/Style # (from PO) and Vendor Item # (if applicable) 
b. TravelSmith Specific Color Name (if applicable) 
c. Style (if applicable) 
d. Size (if applicable).  For Apparel, denote “Regular”, “Petite”, “Short”, “Long”. 
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ITEM LABELING CHARACTERISTICS 
All label fonts must be in universal 12 or ¾ point.  

The product type labels must meet the specified requirements: 

a. Locate polybag labels on the front lower right 
b. Locate suit/garment labels on top right 
c. Locate box labels on outside upper right 
d. Locate shoe box labels on lower right 
e. Recommended size is 1” x  2-5/8”.  Smaller sized labels must be approved by Vendor 

Relations Coordinator. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Polybag Item  Label:
List the s tyle  #, color code, and s ize as shown below

The fo llow ing is  an exam ple o f a  W om ens red s ize  m edium  top:

The fo llow ing is  an exam ple  o f a  W om ens b lack s ize 10 petite  pant:

The fo llowing is  an exam ple o f a  W om ens p lus s ize b lue 2X  shirt:

The fo llowing is  an exam ple o f a  M ens O live  XL sh irt: 

The fo llow ing is  an exam ple o f a  M ens 42 long K haki B lazer: 

The fo llow ing is an exam ple  of a  M ens ind igo  jean, s ize 36 wais t x 32 inseam

5352P   B LK   10P

8507  IN D   36x32

6710  R ED   M

7373L  KH A   42L

6415  BLU   2X

8725  O LV   XL
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ITEM LABELING CONTENTS FOR IOS: 
All merchandise must be individually labeled (affixed to the item or its packaging) with the 
following information: 

e. IOS Item/Style # (from PO) and Vendor Item # (if applicable) 
f. IOS Specific Color Name (if applicable) 
g. Style (if applicable) 
h. Size (if applicable).  For Apparel, denote “Regular”, “Petite”, “Short”, “Long” 
 
ITEM LABELING CHARACTERISTICS 
All label fonts must be in universal 12 or ¾ point.  

The product type labels must meet the specified requirements: 

f. Locate polybag labels on the front lower right 
g. Locate suit/garment labels on top right 
h. Locate box labels on outside upper right 
i. Locate shoe box labels on lower right 
j. Recommended size is 1” x  2-5/8”.  Smaller sized labels must be approved by Vendor 

Relations Coordinator. 
Polybag Item Label IOS: 

List the style #, color code and size as shown below: 

 

Following is an example of a women’s red size medium top 

      
 

Following is an example of a women’s black size small petite pant                                          

     

Following is an example of a women’s blue color, size 12 pant 

 



TravelSmith Outfitters  Vendor Partnership Manual 

September, 05  - 4 -   

CASE ATTRIBUTE REQUIREMENTS 
 
 
GENERAL CAPABILITIES 
 

Case sizes must conform to the following dimensions to be inducted on the inbound conveyor 
and to be stored in our reserve and active picking locations.  The Vendor Relations Coordinator 
must approve any exceptions to the standard case size requirements. 

STANDARD CASE SIZES: 

8”
17”

24”

24”(L) x 17”(W) x 8”(H)

61cm(L) x 43cm(W) x 19cm(H)

15”

17”

24”

24”(L) x 17”(W) x 15”(H)

61cm(L) x 43cm(W) x 38cm(H)
 

The above standard case sized must be utilized if the item fits within one of these cases.  Any 
item that dictates a case size outside of the standard must fall within the following range: 

Height Range
6” to 39”

Length Range
9” to 40”

Width Range
6” to 26”

   

 

STANDARD CASE WEIGHTS: 

The MINIMUM case weight is 2 lbs. 
The MAXIMUM case weight is 50 lbs. 

Case burst strength of 200 lbs. (91 kg) or greater. 
Edge Crush Test (ECT) of 32.5 lbs. (15kg) is required. 
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CASE PACKING 
a. Cases must contain only ONE SKU.  
b. Separate different soft goods SKU’s with tissue paper. 
c. If your shipment consists of one SKU in multiple cases, the quantities per case must be the 

same.  Only one non-uniform quantity case per SKU, per shipment, is acceptable. 
d. Individual cases must contain items from only one Purchase Order. 
e. Cases MUST NOT be packed with multi-unit boxes or bagging, unless approved by the 

TravelSmith Vendor Relations Coordinator. 
f. All items must be shipped against a valid Purchase Order. 

No multiple bundles or bags allowed.
Merchandise must be individually bagged

only.  Cases must contain single SKU only.

No multiple boxes in shipping case
UNLESS the boxes enclosed are Separate

Ship Items.  
Note: A Separate Ship Item is an individually packaged item in a shippable box with dimensions 
that may exceed the above maximums. 

These case packing requirements facilitate receiving and processing of the products.  If you 
cannot conform to these requirements, please contact the TravelSmith Vendor Relations 
Coordinator prior to shipping.   

 

CASE SEALING/PALLETIZING  
TAPING AND SEALING CASES 
Due to the large number of cases received at the Distribution Center, standardized case sealing 
simplifies inventory and quality inspections. Taping must not obscure any required case 
markings or labels.  Below is the recommended sealing technique for the standard case: 

 
To minimize employee hazard and prevent damage to our material handling equipment, do not 
secure cases with straps, bands, plastic or string (except Separate Ship Items). 
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PALLETIZING:  
a. The required pallet size is 48” long x 40” wide (1.22m long x 1m wide).   
b. Use 4-way pallets. 
c. A pallet label, including the following information, must be on all 4 sides of EACH pallet: 

-Vendor Name 
-Address 
-PO # 
-PRO # 
-“PLEASE DO NOT BREAK DOWN SKIDS” 

d. Cartons on the pallet must not overhang pallet length or width. 
e. Maximum height of pallet 65” (1.65 meters) including cases and pallet. 
f. When palletizing multiple Purchase Orders, cases of the same PO should be on the same 

level of the pallet or on the same pallet.  Shrink wrapping the cases of each PO is required. 
g. Cases of the same PO should be numbered “xx of xx” starting with “1 of xx”. 
h. Place cases on pallet so all case labels face outward as shown:     

Pallet Labels
On All 4 Sides

Case Labels

Case Labels

 

 
PLEASE CONTACT THE VENDOR COMPLIANCE COORDINATOR AT 415-884-1377 IF 
YOUR FACILITY IS NOT CAPABLE OF PALLETIZING SHIPMENTS.
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V.  FULFILLMENT (UPDATED 4.5.05) 
TRAVELSMITH  

DOMESTIC VENDOR ROUTING GUIDE 
Effective 3-1-2005 through 3-1-2006 

     

The following routing instructions apply to all ship to locations.   

 *Please refer to the purchase order for the correct ship to address.  
     
 OVERSIZE and EXCEPTION SHIPMENTS - ANY of the Following  

Weight is greater than 4,000 pounds.   
Shipment is less than 4 pounds per cubic foot and occupying 750 or more cubic feet. 
Shipment is 1,500 or more cubic feet.   
Shipment is 6 or more skids.   
Any Air or Expedited Shipping Requests.   
     

If your shipment meets ANY of Oversize or Exception Shipment characteristics please contact 
the TRAVELSMITH Routing Center at Kingsgate Transportation for Custom Routing. 
Please note that Kingsgate may route shipments via Yellow.  
Please be sure to record the Routing Authorization Number on the Bill of Lading.  
     

Routing Center E-Mail Address: cornerstone@kingsgatetrans.com 
Routing Center Phone Number: 800-336-3441 x1024 or x1021 
     

Standard Shipments    
     
If Shipping From: California All zips.   
     
Shipment Weight Carrier Name Carrier Phone Number Carrier Website/E=Mail Other Information 
0 – 100 pounds UPS 800-Pick-UPS www.ups.com Use UPS Collect Billing -Account# X03469 
101- 750 pounds Yellow 800-610-6500 www.yellowfreight.com Billing is Freight Collect 
Over 750 pounds Kingsgate 800-336-3441 x1024  cornerstone@kingsgatetrans.com Kingsgate may route shipments w/ r Yellow. 
     
     
If Shipping From: New Jersey All zips, New York zips 10000 to 11999 and Pennsylvania zips 18900 to 19499. 
     
Shipment Weight Carrier Name Carrier Phone Number Carrier Website/E=Mail Other Information 
0 – 100 pounds UPS 800-Pick-UPS www.ups.com Use UPS Collect Billing -Account  X03469 
101- 750 pounds Yellow 800-610-6500 www.yellowfreight.com Billing is Freight Collect 
Over 750 pounds Kingsgate 800-336-3441 x1024  cornerstone@kingsgatetrans.com Kingsgate may route shipments w/ Yellow. 
     
     
If Shipping From: Any State or Zip Code NOT Listed Above.  
     
Shipment Weight Carrier Name Carrier Phone Number Carrier Website/E=Mail Other Information 
0 – 100 pounds UPS 800-Pick-UPS www.ups.com Use UPS Collect Billing -Account# X03469 
101- 4,000 pounds Yellow 800-610-6500 www.yellowfreight.com Billing is Freight Collect 
Over 4,000 pounds Kingsgate 800-336-3441 x1024  cornerstone@kingsgatetrans.com Kingsgate may route shipments w/ Yellow 
     
     
Bill of Lading Requirements    

1.  Bill of Lading must have ALL Purchase Order Numbers on it.  
2.  Carton and Skid Count must be listed on Bill of Lading.  Carton count must match ASN. 
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3.  Routing Authorization Number (if applicable) must be on Bill of Lading.  
     

Please refer to the vendor compliance manual for ASN, packaging, labeling and all other requirements. 
     

For the most up to date routing guide and vendor compliance manual please go to our web site at:   
   http://www.ccsginc.com/  

At this time do not anticipate any changes outside the effective dates listed. 
     

*Failure to follow these routing instructions will result in a charge back penalty.* 
*Please see the vendor compliance manual for details.* 

 

BILL OF LADING NEEDS TO READ “FREIGHT COLLECT” 
1. Bill of Lading MUST have Purchase Order Number on it.  Example: “P.O. #12345” 
2. Please write “Do Not Break Shrink Wrap” on the BOL and if possible on the label, skid or 

box. 
3. ALL ORDERS MUST BE SHIPPED SECURELY ATTACHED TO A SKID. 
4. Please indicate the “Freight Class” of product.  If unsure, please contact the carrier for 

classification. 
a. Apparel shipments must list one of the following National Motor Freight Classification 

item numbers on the Bill of Lading:  
Clothing ................................................. #49880 
Clothing Shipped on Hangers................ #49880 
Socks...................................................... #49940 
Gloves or Mittens .................................. #49910 
Hats........................................................ #49880 

Shipping Address: Should be on the Bill of Lading: 
TravelSmith 

8877 Union Centre Blvd 
West Chester, OH 45069 

 
 
Billing Address: 
All freight-collect Less-Than-Truckload and Truckload shipments should list the freight 
bill-to as: TravelSmith Outfitters, c/o Cass Information Systems 

 P.O. Box 6556 
 Chelmsford, MA  01824-0942 

 
FREIGHT CHARGE PAID BY VENDOR 
a. TravelSmith would prefer that our vendors use one of our house carriers in order to minimize 

carrier congestion at our receiving dock. Freight on merchandise invoices will not be paid- 
must ship collect per routing guide. 

b. No C.O.D. shipments will be accepted. 
c. Airfreight will not be allowed under any circumstances without prior authorization!  
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*At time of shipping, please make sure Advanced Shipment Notification (ASN) has been sent 
via EDI, Vender Net, or Emailed Excel Spreadsheet.  Faxed ASN’s will no longer be accepted. 
If you have any questions regarding your ASN, please call (513) 603-1023 or the Vendor 
Compliance Coordinator at 415 884-1377.* 

***Deviations from these routing instructions that cause TravelSmith to incur additional costs 
will result in a charge-back of the entire freight plus an additional $25.00 processing fee.*** 
 
USE OF INCORRECT CARRIER WILL RESULT IN SHIPMENT BEING 
CONSIDERED FOB DESTINATION, MAKING THE VENDOR LIABLE 
FOR ANY SHORTAGE OR DAMAGE THAT OCCURS IN TRANSIT. 
 
 

IMPORT REQUIREMENTS 
The United States Customs Service was created to administer the trade laws of the U.S. 
Government and to collect duties and taxes on shipments of goods and baggage. 

DOCUMENTATION 
Entries are required by the Customs Service to accommodate the paying of duties and taxes that 
are due and payable to the U.S. Government at the time of importation.  Duties are assessed 
when the importing carrier arrives at the U.S. port of entry.  To facilitate the entry of goods into 
the United States, U.S. Customs officials require documentation provided to secure their release.  
Documentation must be provided within 5 working days from the date the carrier arrives.  To 
successfully meet these requirements, TravelSmith requests the following documentation: 

a. Carrier’s certificate, original bill of lading, or airway bill properly consigned 
b. Signed commercial invoice and packing list  
c. Detailed description of item in English 
d. Declare value of item (vendor’s selling price) stated in U.S. dollar value 
e. Other cost of item (freight, insurance, etc.), if applicable 
f. Net quantity for each item 
g. Gross weight in kilograms 
h. Country of origin of the item 

 
LABELING – CARTONS AND PRODUCTS 
In addition to the labeling requirements already specified in this manual, TravelSmith and U.S. 
Customs require the following of imported products: 
a. Case Labeling/Markings: The ‘country of origin’ must be marked on the outside of the case.  

This can be on a label or directly on the cardboard. 
b. Item Labels: each imported article to TravelSmith is required to be marked with the country 

of origin and fiber content and must appear in English.  The markings are included on the 
sewn-in labels for textiles and securely affixed to hard goods. 
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SPECIFICATIONS SPECIFIC TO IMPORT VENDORS 
a. Packing slips must be ON and IN the lead case for each purchase order 

(Ex. Cases of the same PO should be numbered “xx of xx” starting with “1 of xx”, 1=lead 
case). 

b. Bill of Lading (BOL) and PRO# are supplied by the import vendor’s freight forwarder. 
c. The carrier for an import vendor is their freight forwarder. 
d. The UCC-128 label bar code must meet the following specifications: 

-Minimum narrow element:  .02” (.05cm) 
-Wide element:  1.0” (2.5cm) 
-Minimum Bar Height:  1.0” (2.5cm) 
-Maximum Pattern Length:  3.12” (7.9cm) 
-Overall Pattern Length:  3.52” (8.93) 

e. Cases must meet the following dimensions: 
-Minimum case weight is 2lbs. (.9kg) 
-Maximum case weight is 50lbs. (22.7kg) 

f. All items must be shipped against a valid Purchase Order. 

* FOR VENDORS THAT SHIP INTERNATIONALLY, AND THE TERMS ARE FOB 
DOMESTIC, YOU MUST BREAK DOWN/DEVAN YOUR SHIPMENT BEFORE CALLING FOR 
PICKUP. OUR APPROVED DOMESTIC CARRIERS ARE NOT EQUIPPED TO PICK UP FULL 
SHIPPING CONTAINERS. 
 
IMPORTANT UPDATE* 

On September 16, 2005, the U.S. Animal and Plant Health Inspection Service (AHPIS) 
will bring into effect their new regulations involving the importation of many types of 
wood packaging material such as pallets, crates, boxes, and dunnage.  

Wood packaging material used in international trade will be required to be treated either 
by heat treatment or fumigation by use of methyl bromide. Such packaging material will 
be required to be marked as having undergone such treatment.  

For additional information on the new regulation, requirements and certain exceptions to 
the requirements; such as, WPM entering the U.S. from Canada, please visit the AHPIS 
website directly at http://www.aphis.usda.gov/. 
 
 

EDI STANDARDS 
TravelSmith will require an Advance Shipment Notification (ASN) for all shipments to our 
distribution center location.  The ASN needs to be transmitted via Electronic Data Interchange 
(EDI) in accordance with ANSI X.12 standards.  These standards define the EDI ASN 856 
advanced shipping notice document. 

EDI SPECIFICATIONS 
Our EDI Coordinator will provide specific information.  If you are ready to proceed, please 
contact the EDI Coordinator at 513-603-1186. 
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VENDOR NET STANDARDS 
Vendors not set up for EDI transmission have the alternative to use Vendor Net, a web-based 
supply chain collaboration program that is available for printing UCC-128 compliant labels and 
producing the associated ASN for a PO. You need internet access, Microsoft Word 2000 or 
better, and a printer for printing orders and carton labels. If you want more information regarding 
Vendor Net, please contact the Vendor Compliance coordinator at 415 884-1377. 
 
PACKING SLIP CAPABILITIES 
All shipments must be accompanied by a packing slip.  Labels affixed to the outside of the cases 
do not constitute a packing slip. 

The number of Packing Slips required depends on the method of shipment: 

TRUCK LINE/CONTAINER 
• Packing slip may be attached to the Bill of Lading (BOL). 

OR 
• One packing slip externally attached on LEAD case for EACH PO.*  

 
UPS/ALL OTHERS 
• One packing slip externally attached on EACH case. 
 
PACKING SLIP SPECIFICS 
Packing slip information (see format next page): 

a.  Vendor name, address, phone, fax h.  Vendor Item # 
b.  Bill To: TravelSmith + Address i.  TravelSmith Item # 
c.  Ship To: TravelSmith + Address j.  Item Description (Qty, Size & Color) 
d.  Carrier Used k.  Total # of Cases 
e.  Ship Date l.  Total # of Units 
f.  Purchase Order # m.  Total # of Pallets 
g.  Carrier PRO # n.  Weight of Shipment 
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Import shipment packing slips should be ON AND IN the lead case for  each PO. 
 
Sample Packing Slip (vendors may use other formats): 

 
VENDOR NAME 

Street Address 
City, State, Zip Code 

Phone Number 
Fax Number 

 
PACKING LIST 
 
BILL TO:        SHIP TO: 

TravelSmith TravelSmith Distribution Center 
60 Leveroni Court  8877 Union Centre Blvd.  

 Novato, CA  94949         West Chester, OH 45069   
   
 
CARRIER USED:  CARRIER PRO #:  SHIP DATE: 
  
  
 
PURCHASE ORDER #: 
  
 
 

QTY 
ORDERED 

QTY 
BACKORDERED 

QTY 
SHIPPED 

TravelSmith 
ITEM # 

VENDOR 
ITEM # 

DESCRIPTION 
(SIZE, COLOR, 

STYLE) 

      
      
      
      
      
      
 
TOTAL UNITS  TOTAL CARTONS TOTAL PALLETS TOTAL WEIGHT 
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EXTERNAL CASE LABELING  

EXTERNAL CASE LABELING –UCC-128 SERIAL SHIPPING CONTAINER LABEL (SSCC-18) 
The VICS Uniform Code Council 128 (UCC-128) standard case label is required.  For more 
information, call (800) 543-8137 or www.uc-council.org.  Individual Case Labels must be 
affixed to each shipped case.  

CASE LABEL AND POLYBAG ITEM LABEL SUPPLIER 
Please contact Tim Gribler to obtain high quality, low cost labels.  See information below: 
 
Adaptive Data Interchange (ADI)  
8401 Claude Thomas Road, Suite 25  
Franklin, OH 45005  
Phone (937) 704-9644 
Fax (937) 704-9814 
Email: jgribler@adi-barcode.com 
 
 
EXTERNAL CASE LABELING SPECIFIC CONTENTS 
Example case label:  

                TravelSmith       IOS 

 

SAMPLE
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UCC-128 SHIPPING CASE LABEL DATA REQUIREMENTS TRAVELSMITH: 

1. Vendor Shipping Information (address) 
2. “Ship-To” Information (from PO) 
3. PRO # 
4. Bill of Lading (BOL) # 
5. TravelSmith Purchase Order (PO) #  
6. TravelSmith Item/Style #  ( 4 digit item #) 
7. Vendor Item # (optional) 
8. TravelSmith Item Description (Size & Color) 
9. Quantity per Case 
10. UCC 128 Symbology (Case Identification Bar Code) 
11. Case Count (i.e. “01 of  05”) 
12. Lot # (optional) 

 

UCC-128 SHIPPING CASE LABEL DATA REQUIREMENTS IOS: 
1. Vendor Shipping Information (address) 
2. “Ship-To” Information (from PO) 
3. PRO # 
4. Bill of Lading (BOL) # 
5. IOS Purchase Order (PO) # 
6. IOS Item/Style #  ( 6 digit item #) 
7. Vendor Item # (optional) 
8. IOS Item Description (Size & Color) 
9. Quantity per Case 
10. UCC 128 Symbology (Case Identification Bar Code) 
11. Case Count (i.e. “01 of  05”) 
12. Lot # (optional) 

 

GENERAL INFORMATION: 
1. Shipping Case Label must appear on every case 
2. Recommended label dimensions:  
3. English: 6”(H) x 4”(W) 
4. Metric: 15 cm(H) x 10cm(W) 
5. Type must be at least 3/16” (or 10 pt) 
6. Case Labels MUST be applied to the lower left corner of  short side of case 
7. PRO #’s may be requested in advance from issuing Shipping Company 
8.    Low-reflective tape, if tape is used on the label 
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EXTERNAL CASE LABELING SPECIFIC CHARACTERISTICS 
 
UCC 128 SYMBOLOGY EXPLANATION: 

1 2 3 1) Vendor’s UCC Number (or UPC
preceded by a zero).  Contact Vendor
Relations Director if UCC numbers
are not utilized
2) Unique Carton Identification
Number (9 digits)
3) Check digit

 
NOTE:  The Uniform Code Council has approved a standardized format for the UCC-128 Case 
Label.  For more information, call (800) 543-8137 or www.uc-council.org. 

This case label must have the UCC-128 bar code symbology.   

The bar code must meet the following specifications: 
• UCC Code 128 subset “C” 
• Encoded Digits: twenty- (20) numeric 
• Minimum Narrow Element:  .02” 
• Wide Element:  1.0” 
• Minimum Bar Height:  1.0” 
• Maximum Pattern Length:  3.12” 
• Overall Pattern Length:  3.52” (including quiet zones) 

A UCC-128 bar code quality program must be in place that ensures ANSI A or B print quality 
(ANSI X3.182).  Be sure to use “smudge-proof” labeling/ink and low-reflective tape (if tape is 
used to apply the label). 

 

Case Label Placement: The UCC-128 Shipping Case Label must be placed on the narrow 
side of the case (lower left corner 1 inch from the bottom and left edges of the case).  This 
includes instances when the top of the shipping carton is the narrow end.  Pre-print an indexing 
“bracket” to facilitate accurate and consistent label application.  For questions regarding case 
labeling or to test a label, please call the EDI Coordinator at (513) 603-1186 or Vendor 
Compliance Coordinator at 415 884-1377. 
 



TravelSmith Outfitters  Vendor Partnership Manual 

September, 05  - 10 -   

Case Label

 
 

                                             
 
• Failure to place the carton label in the correct location will result in a Vendor 

Chargeback. 
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ADVANCE SHIPMENT NOTICE (ASN) 
ASN GENERAL CAPABILITIES 
All shipments require an Advance Shipment Notification (ASN) 24 hours prior to physical 
receipt of shipment.  We require a consolidated ASN with case level information, as a minimum, 
for every shipment.  Pallet level information is acceptable, however, and must correspond to the 
case level information. A packing slip may not be substituted for an ASN. 

All shipments must be preceded with an ASN.  Until you have the ability to transmit an 
EDI 856 ASN, all vendors are required to provide the ASN electronically via Vender Net or 
via email to asn-tso@ccsginc.com using the provided Excel Spreadsheet. To obtain the 
Excel file, downloaded it from the website, http://ccsginc.com, or call the vendor 
compliance coordinator. Faxed ASN’s are not acceptable. 

*The Excel spreadsheet contains macros and instructions for filling out the appropriate 
information within. 

 See example of ASN format utilizing  UCC-128 bar codes on next page.   
 
ASN  SPECIFIC CONTENTS 
Your ASN must be 100% accurate.  In order to maintain accuracy, the ‘scan and pack’ method of 
ship notice creation is recommended. 

ASN notification, as shown on the following page, must include the following information: 

a. Vendor #, name, address, and contact name and phone # 
b. PO # 
c. Date Shipped 
d. Expected delivery date 
e. Carrier 
f. Ship complete indication (Y/N) 
g. PRO # 
h. Total units shipped 
i. Total weight 
j. Total cartons shipped 
k. Case level information 

• UCC-128 Case # 
• TravelSmith SKU # or IOS Sku # 
• Case quantity (if no unique case number is provided) 
• Item quantity 

 
 
 
 
 
 
 
*Please include only ONE PO per ASN. 
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     ASN Form 
 

 

 
 

TravelSmith & IOS ASN Form  

 
To Download this form, please visit http://ccsginc.com 
 
USERNAME: travelvc 
PASSWORD: tsmith2000 
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VI. PRODUCT SAFETY  
The Merchandising Department is responsible for ensuring compliance and minimizing product 
liability exposure.  Your products must meet all federal and state product safety regulations, as 
well as any other applicable consumer protection statutes and regulations.  To follow are some 
examples of Federal Trade Commission and Consumer Product Safety Commission federal 
regulations: 

• Textile Fiber Products Identification Act 
• Flammable Fabrics Act 
• The Consumer Products Safety Act 
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VII. COMPLIANCE 
Prior to your first shipment of goods to TravelSmith, we require that specific documents be read, 
signed and returned as acknowledgement to their contents.  The document describes in detail the 
contractual method with which we conduct business with our vendors. 

TERMS AND CONDITIONS OF PURCHASE 
The terms and conditions of purchase are outlined on the TravelSmith purchase order.  If you 
have any questions, please contact your Inventory Planner. 

All purchase orders need to be reviewed by the vendor to confirm that ship dates, style number, 
colors, sizes, price, and credit terms are correct.  An order confirmation needs to be sent to our 
office within five (5) business days after receipt of the purchase order.  Any discrepancies must 
be noted and communicated to the Inventory Planner immediately. 

TravelSmith expects all merchandise to be shipped by the date requested on the purchase 
order.  All merchandise must be shipped on time in order to arrive by the due date.  If your 
shipment is later than 14 days, you are required to provide expedited shipping outlined in Section 
D. You are also liable for one of the following penalties. 

 
A 10% deduction on the total invoice value for the late purchase order 

OR 

If the shipment is 21 days late, you will be charged $10.00 per unit backordered until the 
shipment is received and passes quality assurance at our distribution center. 

Backorders accrued due to a Quality Control issue will also be billed at $ 20.00 per unit 
until the issue is resolved and backorders can be filled. 

DELIVERY OPERATIONS 

A- Complete Shipments- each purchase order should be shipped complete, as one delivery.  In 
the event that a vendor is unable to ship an order complete by the specified ship date, a request 
for a partial shipment can be made by contacting the undersigned Inventory Planner prior to 
shipment.  Five (5) percent over/under requested purchase order per SKU may be accepted with 
advance notification to your Inventory Planner.  Unauthorized variances are subject to charge-
back penalties. 

*Acceptance of partial shipments is at the discretion of the Inventory Planner.  If partial 
shipments are approved, the Inventory Planner may require that certain sizes and colors be 
prioritized. 
 

B- Overages- If a vendor wishes to ship over and above the quantities set forth in the purchase 
order, the undersigned Inventory Planner should be contacted before the goods ship.  Quantities 
shipped over the amount in the purchase order will not be accepted without prior approval.  Any 
such quantities will be deducted from the invoice, and a return authorization will be requested.  
The returned merchandise will be shipped freight collect. 
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C- Early Deliveries- Merchandise may not be shipped prior to the requested ship date without 
prior consent of the Inventory Planner.  In the event that merchandise is shipped without prior 
consent, the Inventory Planner has authority to return the merchandise at the vendor’s expense or 
receive the merchandise.  If the Inventory Planner elects to receive the merchandise early 
without prior consent, payment will be made according to the original expected receipt date, not 
the actual receipt date. 
 
D- Late Deliveries- If an order is late, and will be shipped after the requested ship date, the 
Inventory Planner must be contacted immediately.  A thorough explanation of the circumstances 
causing the delay should be communicated to the Inventory Planner in writing.  Merchandise 
shipped after the requested ship date is subject to complete or partial cancellation by the 
Inventory Department.   
 
In addition, orders shipping late in excess of 14 days are subject to the following penalties: 

 
• The vendor may be subject to paying the difference between air and sea freight charges when 

a late order designated to ship by sea must be expedited to air freight. 
 
• The vendor may be required to cover the entire freight charges when an order scheduled for 

transport by air is late due to production delays. 
 
• Domestic deliveries that are over 14 days late will be shipped via UPS 2nd day at the expense 

of the vendor. 
 
• Domestic deliveries that are over 21 days late will be shipped via UPS Next Day at the 

expense of the vendor. 
 
• The vendor will be charged back at a rate of $10.00/unit for all merchandise that is back-

ordered by our customers as a result of purchase orders shipping in excess of 21 days late 
from the agreed upon ship date. 

 

 

TravelSmith expects all of our vendors to keep us informed of any shipping delays for any 
reason, including credit holds.  Please contact our Accounts Payable and Inventory Planning 
Departments immediately if any potential credit problems arise. 

 Merchandise not packed and shipped as specified in this manual will result in specified  
charge-backs. 
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PURCHASE ORDER TERMS AND CONDITIONS 

By delivering the ordered goods or services, seller agrees to the specifications, terms, and conditions specified on 
the face and reverse of this document and any referenced documents (“Attachments”) seller’s additional or different 
terms and conditions, or any deletions, these terms and conditions can be varied only by a writing signed by the 
buyer. Seller shall not alter, add to, or otherwise affect these terms and conditions. 

1. PRICING: Pricing is inclusive of applicable taxes, freight, packaging, insurance, handling and all other 
charges, whether similar or dissimilar, unless otherwise indicated on the face of this purchase order or in its 
Attachments.  The prices quoted in this order shall remain in effect for the life of the catalog for which the 
items are being purchased.  TravelSmith shall have the right to place additional orders at the price set forth in 
this order until notified in writing of any price change.  All of the prices, terms, warranties, benefits granted by 
the Vendor for this purchase order, are equal or better than the terms being offered to any present commercial 
customer.  If the Vendor during the term of this agreement shall enter into arrangements with any other 
company providing greater benefits or more favorable terms, this agreement shall automatically be deemed 
amended to provide the same terms to TravelSmith. 

2. STATUS AS INDEPENDENT CONTRACTOR: The Seller is an independent contractor and while 
performing work on or off Buyer’s premises neither it nor any of its agency of employees shall be considered 
agents or employs of the Buyer 

3. DELIVERY: TravelSmith expects all merchandise to be in our distribution center on the date required on the 
purchase order.  If a vendor cannot ship the merchandise to TravelSmith within – days of the ship date noted on 
the purchase order, penalties and chargebacks may result as detailed in our vendor expectation letter.  Any 
orders that are not delivered within 7 days of the date on the purchase order may be canceled by TravelSmith. 

4. INSPECTION AND ACCEPTANCE: Notwithstanding any prior inspection or payments, all goods and 
services will be subject to final inspection and acceptance or rejection at Buyer’s place of business within a 
reasonable time after delivery. Buyer may reject all non-conforming goods and/or services.  The Seller will 
furnish to TravelSmith only first quality items that conform to approved samples and specifications for color, 
style, fit, packaging, labeling, materials, design, and construction. Items that do not conform will be returned 
and charged back to the vendor.  Buyer may choose, at Sellers risk and expense, to either hold non-conforming 
goods pending Seller’s instructions or return ship them to Seller’s address first shown on the face of this 
purchase order. 

5. WARRANTIES: Seller warrants that all goods and services will conform with all written proposals and 
descriptions as well as any drawings, specifications, samples, or models furnished by buyer or furnished by 
seller and approved by Buyer.  Seller warrants that all goods shall be merchantable and fit for their intended 
purposes and shall be new, not refurbished or reconditioned and all services shall be rendered in a good and 
workmanlike manner by skilled personnel. 

6. CHANGES: Buyer may make changes to any services to be performed or any goods to be specially 
manufactured, but no change shall be effective, or shall Buyer be obligated to pay any increase in compensation 
as a result of change, unless Buyer issues a written order.  Changes, which increase or decrease pricing shall be 
priced as mutually agreed to in writing or absent written agreement, shall be reasonably priced. 

7. PAYMENT: Payment will be in accordance with the terms shown on the face of the order.  All invoices shall 
clearly reference the shipment date, Purchase order number, and the TravelSmith Product number.  When 
TravelSmith is billed for transportation charges, a copy of the freight bill will accompany the invoice.  
TravelSmith reserves the right to hold payment on orders shipped early until the requested delivery date, from 
which date the stated terms will apply. 
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8. INDEMNITY: SELLER SHALL DEFEND, INDEMNIFY, AND HOLD HARMLESS BUYER, AGAINST 
ALL DAMAGES, CLAIMS OR LIABILITIES AND EXPENSES (INCLUDING ATTORNEY’S FEES) 
ARISING OUT OF OR RESULTING IN ANYWAY FROM ANY DEFECT. WHETHER LATENT OR 
PATENT.  IN THE GOODS OR SERVICES PURCHASED HEREUNDER OR FROM ANY ACT OR 
OMISSION OF SELLER, ITS AGENT OR EMPLOYEES, INDEPENDENT CONTRACTOR OR 
SUBCONTRACTOR.  THIS INDEMNIFICATION SHALL BE IN ADDITION TO THE WARRANTY OR 
OTHER OBILGATIONS OF SELLER AND SHALL APPLY WITHOUT REGARD TO WHETHER THE 
CLAIM, DAMAGE, LIABILITY, OR EXPENSE IS BASED ON BREACH OF WARRANTY, 
NEGLIGENCE, STRICT LIABILITY, OR ANY OTHER EQUITABLE THEORY.  THIS INDEMNITY 
SHALL SURVIVE DELIVERY AND ACCEPTANCE OFGOODS OR SERVICES. 

9. INSURANCE: Seller will maintain adequate insurance to cover any public liability, property damage, and 
automobile liability for any damage incurred in connection with Seller’s performance of any work on or about 
Buyer’s premises and shall maintain proper Worker’s Compensation Insurance covering all employees 
performing this order. 

10. INTELLECTUAL PROPERTY INDEMNITY: Seller warrants that all goods and services shall not infringe 
on any third party patent, copyright, trade secret, trade name, trademark or service mark, or other proprietary 
right.  Seller shall at its own expense defend, indemnify, and hold Buyer harmless from any and all claims, 
liabilities, damages, and expenses (including attorneys fees actually incurred) by virtue of any claimed 
infringement of patents, copyrights, trade secrets, trade names, trademark service marks, or other proprietary 
right in connection with goods or services supplied. 

11. RISK OF LOSS: Unless otherwise specified on the face of this purchase order, the goods ordered hereunder 
will be delivered on an FOB Buyer’s place of business basis.  Notwithstanding such delivery, Seller shall bear 
the risk of loss or damage to goods or services purchased hereunder in the event of and from the time Buyer 
gives notice of rejection of termination of this order. 

12. CONFIDENTIALITY: The terms and existence of this purchase order and everything supplied in connection 
with it by Buyer shall be held in confidence by Seller.  Seller shall not publicly announce or disclose this 
purchase order, or its contents, or use Buyer’s name in any way including without limitation, a general or 
sample listing or Seller’s customers, without Buyer’s prior written consent.  Any violation of this paragraph 
shall be deemed a material breach. 

13. LEGAL COMPLIANCE: Seller warrants that all goods and services furnished shall comply with all 
applicable federal, state, and local laws, rules, regulations, and ordinances. 

14. EQUAL EMPLOYMENT OPPORTUNITY: Seller agrees to comply with Executive Order 11246 as 
amended and all regulations and orders thereunder, all of which are incorporated by reference Seller will 
promptly furnish, upon Buyer’s request, all certifications required thereunder. 

15. TERMINATION: Buyer may terminate all or any portion of this order at any time by giving notice to Seller.  
In the event of any such termination, Buyer’s liability shall be the lesser of (a) a reasonable price for raw 
materials, components, work in progress, and any finished units on hand: or (b) the contract price per finished 
unit, after giving effect to any discount Buyer would otherwise be entitled to.  In the event of termination of any 
separate services specifically ordered, liability shall be the lesser of: (a) a reasonable price for the services 
rendered prior to termination: or (b) the contract price for the services.  If any hourly or other time-based rate 
for services is specified in this purchase order, such rate shall be used in determining a reasonable price.  Upon 
receipt of a termination notice, Seller shall, unless otherwise directed, cease work and follow Buyer’s direction 
as to disposal of work in progress and finished goods. 

16. GENERAL: Seller shall not assign this contract or any rights, nor delegate any duties.  Any attempt to do so 
will be void.  No waiver of any default by either party shall act as a waiver of a subsequent or different default.  
Section headings are for convenience only and shall have no legal or interpretive effect.  This order shall be 
governed by and construed under the law of the State of California, except its choice of law-rules.  The parties 
submit to the non-exclusive jurisdiction of the federal courts located in, and the state courts of, the State of 
California. 
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CHARGE-BACK POLICY- FOR TRAVELSMITH & IOS 
As a supplier to TravelSmith/ IOS, it is important that you comply with all of our product and packaging 
policies standards.  Noncompliance with any of the procedures or standards will result in a charge-back, 
issued to you for the extra operational expense incurred by our Distribution Center.  Charges will be 
determined for each violation and will be billed at $50.00 per hour.  There will be a $100.00 fee added for 
each occurrence.  You will be notified of any infraction and expected to correct the situation with future 
shipments. If you fail to correct the occurrence for your next shipment, you will be billed $200.00. 
The TravelSmith Accounting Department will be notified of the incident and a debit will be taken on your 
next invoice. 
Note:  Below is a quick reference chart of frequently incurred chargebacks.  Any issue not in compliance with our 
Company Policies and Procedures outlined in this manual is subject to a charge-back.   

ITEM ASSESSMENT 2ND OFFENSE 
Accurate & Complete Case Level ASN not 
received at Distribution Center 24 hours prior to 
receipt of shipment. ASN not sent via EDI, 
Vendor Net, emailed Excel Spreadsheet. 

$100 + $50/hour to 
resolve/correct 

$200 + $50/hour to 
resolve/correct 

Purchase Order/ASN Discrepancies, duplicate 
UCC Case numbers used on ASN. 

$100 + $50/hour to 
resolve/correct 

$200 + $50/hour to 
resolve/correct 

Minimum Case Markings not Present (TS SKU, 
PO #, QTY) 

$100 + $50/hour to 
resolve/correct 

$200 + $50/hour to 
resolve/correct 

Inadequate UCC-128 case labels - including 
wrong location, non-compliant bar code, 
missing information. 

$100 + $50/hour to 
resolve/correct 

$200 + $50/hour to 
resolve/correct 

Missing packing slip,  packing slips not placed 
correctly, or missing case designation “Packing 
Slip Enclosed”. 

$100/Purchase Order $200/Purchase Order 

Shipping more than the number of PO’s 
indicated on BOL. Failed to consolidate same 
day/ destination shipments on one BOL. 

$100/Bill of Lading $200/Bill of Lading 

Not listing case numbers of a multiple case 
shipment (e.g. 1 of 4). 

$100/Purchase Order $200/Purchase Order 

Use of unauthorized carrier. $100.00 plus difference in 
freight. 

$200.00 plus difference in 
freight. 

No Delivery Appointment or Cases not 
Palletized 

$100/Shipment $200/Shipment 

Unauthorized air freight. 100% of freight bill 100% of freight bill 
Shipping incorrect freight class. $100 plus difference in freight 

cost 
$200 plus difference in 
freight cost 

Receipt of merchandise not covered on the 
Purchase Order. 

RTV – Vendor pays freight 
inbound and outbound. 

RTV – Vendor pays freight 
inbound and outbound. 

Merchandise received past cancel date may not 
be accepted. 

RTV at Inventory Planner’s 
discretion.  Vendor pays 
freight inbound and outbound. 

RTV at Inventory Planner’s 
discretion.  Vendor pays 
freight inbound and 
outbound. 

Over shipment or duplicate shipments not 
authorized. 

RTV at Inventory Planner’s 
discretion.  Vendor pays 
freight inbound and outbound. 

RTV at Inventory Planner’s 
discretion.  Vendor pays 
freight inbound and 
outbound. 

Canceled Purchase Order will not be accepted. RTV – Vendor pays freight 
inbound and outbound. 

RTV – Vendor pays freight 
inbound and outbound. 

Item labels missing or incorrect / Product $100 + $50/hour to $200 + $50/hour to 
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incorrectly Packaged. resolve/correct. resolve/correct. 
Early/late deliveries received without prior 
Inventory Planning approval. 

Refer to Page VII. 1 of Vendor 
Manual 

Refer to Page VII. 1 of 
Vendor Manual 

Increased (up to 100%) quality inspections for 
QC problems discovered at TravelSmith 
Outfitters. 

$100 + $50/hour to 
resolve/correct. Possible RTV 
& freight costs for vendor 
resolution. 

$200 + $50/hour to 
resolve/correct. Possible 
RTV & freight costs for 
vendor resolution. 

Multi-Sku Cases / Product Incorrectly Packed $5/case + labor & supply cost 
to re-pack & re-label. 

$5/case + labor & supply 
cost to re-pack & re-label. 

Banded Cartons / Carton Size outside of 
allowed range. 

$100 + $50/hour to 
resolve/correct. 

$200 + $50/hour to 
resolve/correct. 

Backorders accrued due to quality control issue $ 20 per unit until issue is 
resolved and backorders are 
filled 

$ 20 per unit until issue is 
resolved and backorders are 
filled 

Style or color substitution without prior 
TravelSmith Outfitters approval. 

Not accepted.  Vendor pays 
freight inbound and outbound. 

Not accepted.  Vendor pays 
freight inbound and 
outbound. 
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RETURN TO VENDOR POLICY 
TravelSmith reserves the right to return to the vendor all merchandise that has been rejected in 
our quality assurance inspection process that is not in compliance with our packaging, labeling, 
product specifications or quality standards.  This policy also applies to customer returns with 
manufacturing defects. 

If your company requires an authorization number for us to return product to you, an Inventory 
Planning Representative will contact you for an authorization number. 

IF AN AUTHORIZATION NUMBER IS NOT RECEIVED WITHIN 30 CALENDAR DAYS, TRAVELSMITH 
WILL LIQUIDATE THE MERCHANDISE.  YOUR ACCOUNT WILL BE DEBITED FOR THE COST OF THE 
LIQUIDATED MERCHANDISE. 

VENDOR PARTNERSHIP SOCIAL RESPONSIBILITY GUIDELINES 
TravelSmith is committed to the responsibilities of corporate citizenship in both the local and 
wider communities in which we do business.  TravelSmith is concerned about human rights and 
we expect that our vendors share our ethical concerns.  The following standards are used to 
select our vendors and we expect compliance with these standards by our contractors, 
subcontractors and suppliers.   

LEGAL REQUIREMENTS 
TravelSmith expects all of its partners to comply with the applicable laws and regulations of the 
United States and those of the respective country of manufacture or exportation.  All products 
must be accurately labeled and clearly identified as to their country of origin. 

HEALTH AND SAFETY REQUIREMENTS 
TravelSmith requires its partners to provide a safe and healthy work environment that complies 
with local laws.  The work environment must include adequate facilities and protections from 
exposure to hazardous conditions or materials. 

EMPLOYMENT PRACTICES 
TravelSmith respects cultural differences and believes that people are entitled to equal 
opportunity employment.   We believe that people should be employed based on their abilities, 
rather than their personal characteristics or beliefs.  TravelSmith pursues business partners who 
do not discriminate and who demonstrate respect for the dignity of all people. 

FAIR WAGES 
TravelSmith expects its partners to ensure that wages paid for a standard working week shall 
meet at least legal or industry minimum standards and shall always be sufficient to meet basic 
needs of personnel and to provide some discretionary income.  Our vendors should offer benefits 
and work conditions that are consistent with local industry standards.  We also expect them to 
comply with all applicable wage and hour laws, rules and regulations; including those related to 
overtime. 

FREEDOM OF ASSOCIATION 
TravelSmith expects its partners to recognize and respect the right of employees to freedom of 
association and collective bargaining.  Our partners shall allow union organizers free access to 
employees and shall recognize the union of the employee’s choice. 
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CHILD LABOR 
TravelSmith will only do business with vendors who do not use child labor to manufacture 
product.  TravelSmith will not use vendors that use labor performed by children, persons under 
the age of 14, that prevents legally required school attendance and/or that is performed under 
conditions hazardous to the physical and mental health of the child.  TravelSmith supports 
legitimate workplace apprenticeship education programs for younger persons. 

PRISON OR FORCED LABOR 
TravelSmith will not conduct business with vendors who utilize prison, indentured or forced 
labor in the manufacture of its products.  The use of corporal punishment or other forms of 
mental or physical coercion is unacceptable. 

ENVIRONMENTAL STANDARDS 
TravelSmith seeks partners who demonstrate a regard for the environment and who comply with 
local environmental laws.  TravelSmith actively seeks partners who show a commitment to 
advanced environmental practices and to preserving the earth’s natural resources. 

DOCUMENTATION AND INSPECTION 
TravelSmith intends to monitor compliance with our guidelines and to perform on-site 
evaluations of our vendors’ facilities.  TravelSmith may terminate its relationship with any 
partner found to be in violation of the Vendor Partnership Guidelines.   
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VIII.  APPENDIX 

DEFINITIONS 

ADVANCE SHIP NOTICE – ASN 
Pre-receipt information consisting of Purchase Order numbers and case contents by SKU. 

BILL OF LADING – BOL 
The legal document tendered to the carrier by the vendor/shipper at the time of pick-up. 

CASE 
A word used to refer to boxes of in-bound merchandise. 

ELECTRONIC DATA INTERCHANGE – EDI 
A means of sharing information electronically between business entities. 
 
VENDOR NET-  
A Web based program in which the vendor can transmit ASNs to the DC, print UCC-128 Labels, 
and print TravelSmith Purchase Orders. Basic requirements include web access, Microsoft Word 
2000, and a printer. 

ITEM 
A word used interchangeably with physical product, referring to an individual unit. 

LEAD CASE 
Case #”1 of xx”.  There is a lead case for every P.O. and Packing Slip.  Lead case contains a 
packing slip inside the case and attached to the outside of the case. 

PACKING SLIP 
Interchangeable with Packing List.  Document containing case level information by P.O. by 
shipment. 

PRO NUMBER 
A carrier’s tracking number for a shipment to a particular ship destination. 

SKU 
Stock keeping unit.  Is used to identify merchandise at the item, color and size level.   
Example: Men’s white oxford cloth shirt in medium: 
 Style 1234   (men’s oxford cloth shirt) 
 Color WHT (white)      
 Size 1534     (neck/sleeve length) 

STYLE 
Used to identify a category of merchandise with the same item, color and size characteristics.  
Example:  Style 1234 all colors all sizes. 

UNIFORM CODE COUNCIL – UCC 
Establishes and promotes multi-industry standards for product identification and related 
electronic communication. 
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UNIVERSAL PRODUCT CODE – UPC 
A twelve-digit ID Number used to uniquely identify companies and their products. 
 
RN# (Registered Identification Number)     

It is a number issued by the Federal Trade Commision to U.S. businesses that manufacture, 
import, distribute, or sell products covered by the Textile, Wool, and Fur Acts. 
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