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Vendor Compliance Guide
Introduction

This guide is designed to assist you in preparing, packing, invoicing and shipping
merchandise to MainGate, Inc. (MG) in accordance with our requirements.
SUPPLIER ACKNOWLEDGEMENT OF ROUTING GUIDE (FOUND ON PAGE
27) MUST BE SIGNED AND RETURNED TO MG WITHIN 5 BUSINESS DAYS
OF RECEIPT OF ROUTING GUIDE.

Instructions in this guide must be followed unless specifically instructed otherwise
by the Buyer,Di r ect or of Operations or as indicat

Vendors are responsible for ensuring merchandise arrives free of damage to our
freight carriers.

Vendors are responsible for shipping al/l M
substitutions or damaged merchandise.

All future exceptions to this routing guide must be submitted in writing to the
Finance Department, at the following address. Prior exceptions will no longer be
honored.

MainGate Inc.

Attn: Finance Department

7900 Rockville Road

Indianapolis, IN 46214

317-243-2000 (phone)

317-243-4190 (fax)

Email: ap@maingateinc.com

Any charge that MG i ncur-compianeewillbea vendo
charged to the t

0
vendor or deducted from e

n r
h h
Failure to comply with guidelines in this manual will result in charge-backs

found on page 26, returned goods or possible discontinuance of doing

business with MG.
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Ground Routing Instructions

MG expects suppliers to ship materials according to the following standards unless
otherwise directed on Purchase Order documents or other written communications.
Contact your local carrier for assistance in processing if needed.

Routing Instructions
Zone and freight breakdown for inbound domestic ground freight:

All freight, not skidded, and less than 450 Ibs shipping to:
MainGate Inc
7900 Rockville Rd
Indianapolis, IN 46214

Send via UPS Small Package freight collect (Shipper # - Contact MG Buyer) to be
processed on a UPS compatible shipping system.

All freight, not skidded, and less than 450 Ibs shipping to:
Ford Field Retail Operations
2000 Brush St.
Detroit, Ml 48226

Send via UPS Small Package freight collect (Shipper # - Contact MG Buyer) to be
processed on a UPS compatible shipping system.

All freight, not skidded, and less than 450 Ibs shipping to:
Vikings Distribution Center
505 3™ St North
Minneapolis, MN 55401

Send via UPS Small Package freight collect (Shipper # - Contact MG Buyer) to be
processed on a UPS compatible shipping system.

All freight, not skidded, and less than 450 Ibs shipping to:
Redskins Retail Operations
c/o FedEx Field
1600 FedEx Way
Landover MD 20785

Send via UPS Small Package freight collect (Shipper # - Contact MG Buyer) to be
processed on a UPS compatible shipping system.

PLEASENOTE: | n UPS fAReference #10 enter only the nul
the top right hand corner of theéeéermR@ericTeam UPS fARe
number found in the bottom right hand corner of the PO. Vendor will incur a chargeback for
non-compliance. See reference D pg 19.
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Freight 451 Ibs to 5000 Ibs shipping to:
MainGate Inc
7900 Rockville Rd.
Indianapolis IN 46214

Send via UPS Freight freight collect (Shipper # - Contact MG Buyer) for all states in the
Continental U.S.

Freight 451 Ibs to 5000 Ibs shipping to:

Ford Field Retail Operations Vikings Distribution Center
2000 Brush Street 505 3" St North
Detroit Ml 48226 Minneapolis MN 55401

Redskins Retail Operations
c/o FedEx Field

1600 FedEx Way
Landover MD 20785

Send via UPS Freight third party (Shipper # - Contact MG Buyer) for all states in the
Continental U.S. The BILL TO on the bill of lading must read:

MainGate Inc
7900 Rockville Rd.
Indianapolis IN 46214

Freight above 5,001 Ibs; contact Director of Operations at
(317) 243-2000 or via e-mail shipping@maingateinc.com.

UPS Freight Zone Map Refer to attachment (page 6)

If a shipment is sent to the incorrect MG Distribution Center, the vendor will receive
a charge-back. The vendor will be charged freight in and freight out plus an
additional 15% (of the freight charges) to move the merchandise to its intended
destination.
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Domestic Air Shipments

No domestic airfreight shipments of merchandise are permitted without authorization in
writing by the MG Buyer. The vendor will be responsible to pay the total freight
charges for all air shipments not authorized in writing by a MG Buyer.

Expedited Routing Guide

Inbound expedited freight less than 450 Ibs send via UPS Small Package freight collect
using the UPS account numbers listed on the previous page.

UPS Small Package
WWW.UPS.com
800-742-5877

Inbound expedited freight over 450 Ibs shipping to the following address:

MainGate Inc

7900 Rockville Rd.

Indianapolis IN 46214
send via UPS-SCS freight collect (Shipper # - Contact MG Buyer). Method of Payment
is Bill Consignee.

Inbound expedited freight over 450 Ibs shipping to the following locations:

Ford Field Retail Operations  Vikings Distribution Center ~ Redskins Retail Operation

2000 Brush Street 505 3" St North c/o FedEx Field

Detroit M| 48226 Minneapolis MN 55401 1600 FedEx Way
Landover MD 20785

send via UPS-SCS third party (Shipper # - Contact MG Buyer). Method of Payment is
Bill third party account # 545502098

UPS Supply Chain Solutions
WWW.UPS-SCS.com
866-696-3656

Documentation MG Purchase Order (see Reference D on page 19)

UPS-SCS Zone Map Refer to attachment (page 17)
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UPS Freight Zone Map
http://www.UPSfreight.com
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Contact information and hours of operation.

MGOs Shipping / Receiving Depar tFnoay 800dno.ur s of
T 5:00p.m. Eastern Standard Time for the following locations.

MainGate Inc. Ford Field Retail Operations Redskins Retail Operation
7900 Rockville Road 2000 Brush St c/o FedEx Field
Indianapolis, IN 46214 Detroit MI 48226 1600 FedEx Way
317-243-2000 313-262-2116 Landover MD 20785

317-341-3828

MG6s Shipping / Receiving DepadatFnday 800dmur s of
T 5:00p.m. Central Standard Time for the following location.

Vikings Distribution Center
505 3" St North
Minneapolis, MN 55401
612-770-3797

You must contact the Shipping / Receiving department 72-hours in advance to schedule
an appointment for full truckloads

I f a Freight Carrier misses their original sc
responsibility to call and schedule a new appointment.

Pl ease notify MGO6s Shipping / Receiving Depar
prior to shipment when you have a scheduled appointment.

All merchandise must be shipped through freight carriers approved by MG.
No COD shipments will be accepted.

Shipments must be palletized as follows unless otherwise noted on the Purchase Order:
e Pallets must measure 480 x 400
e Load pallets by Purchase Order number. Every effort should be made to
combine Purchase Orders, if necessary, on to one pallet to reduce freight costs.
¢ |f damage to merchandise will occur from stacking pallets, clearly mark
ADO NOT SiTWMCKold 40 | etters on each pallet
e Wrap each pallet with clear shrink-wrap.

The Bill of Lading (see Reference A and B on pages 8 and 9) must list every Purchase
Order with their respective carton counts. The total carton count per shipment and
class of merchandise must also be listed on the Bill of Lading.

Multiple Purchase Orders shipped on the same day to the same destination from the
same origin using the same freight carrier must move on one Bill of Lading (see
References A and B on pages 8 and 9).
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Reference B

CUSTOMER SERVICE 1-800-333-740

STRAIGHT BILL OF LADING - SHIPPING ORDER NOT NEGOTIABLE - DOMESTIC WEB SITE:www.upsfreight.com

UPS Freight (UPGF) PLEASE PRINT OR TYPE DATE
MM/DD/YYYY
“ CONSIGNEE (T0) E SHIPPER (FROM)
MAINGATE INC. VENDOR NAME
STREET ADDRESS STREET ADDRESS
7900 ROCKVILLE ROAD VENDOR ADDRESS
ary STATE 1P (REQUIRED iy STATE 1P (REQUIRED)
INDIANAPOLIS IN 46214 aTy STATE 00000
P.0. NUMBER TORE # DEPARTMENT # BILL OF LADING NUMBER STORE # DEPARTMENT #
ALL PO.NUMBERS
CONSIGNEE PHONE # CONTACT NAME (ATTN)
( 317 ) 243 2000 MAINGATE CONTACT FREIGHT CHARGES ARE PREPAID UNLESS OTHERWISE MARKED '
CHECK ONE: CIPrepaid X Collect [ Third Party Prepaid
B BILL TO Received § to be delivered in the prepayment of the charges on the property
described hereon. (Agent or Cashier)
ADDRESS ] GUARANTEED DELIVERY REQUESTED (if box is checked) GRTD
By checking this box, the Payor requests UPS Freight ta guarantee delivery of this shipment according to UPS Freight's
REQUIREL transit schedule and agrees to pay 25% ($30 minimum) above the cost normally incurred for this service. Pay
ary STATE EIER(REGHREURD) will not be liable for payment if shipment fails to deliver on the scheduled day. Section 7 signature is not valid

on Guaranteed Service. Guaranteed service is subject to the conditions of UPGF 20341 Series tariff.

DESCRIPTION OF ARTICLES, WEIGHT, NMFC & CLASS ARE SUBJECT TO CORRECTION

;‘gs-‘ 5\',‘2?: HM' DESCRIPTION OF ARTICLES & SPECIAL MARKS WEIGHT (Ibs.) NMFC NO. CLASS
5 |CTN HATS P.O.# 009251 200
6 |CTN APPAREL P.O.# 009100 252
TOTAL CUBE:
*Mark with an "X" to designate hazardous materials as defined in title 49 of the Code of Fed. Reg. Hazardous material emergency contact #
E ADDITIONAL SERVICES: [ INSIDE DELIVERY REQUIRED 1 RESIDENTIAL DELIVERY REMIT C.0.D. CASH / CHECK TO
(CHARGES MAY APPLY)
[ LIFT GATE PICKUP/DELIVERY [ SORT AND SEGREGATE
[ NOTIFICATION BEFORE DELIVERY [ oTHER:
METHOD OF PAYMENT (REQUIRED) COD SHIPMENTS GOVERNED BY UPGF 102 RULES ITEM 430 IF NOT CHECKED, BOTH ARE ACCEPTABLE
FEE COLLECT UNLESS OTHERWISE MARKED
CONSIGNEE CHECK CERTIFIED CHECK
COD FEE CIPREPAID [ COLLECT COD AMT § O AccepTasLe O o casH

UPS Freight LIABILITY: Carrier liability for loss or damage will be the lesser of (1) the actual invoice value of the commodities or article(s) lost, damaged or destroyed; or * (2) the amount determined from applicable
limited liability provisions of the NMFC; or (3) the limited liability as stated in the applicable governing tariffs, unless ** Excess Declared Value Coverage is specifically requested along with the amount of coverage
needed in writing on the bill of lading at the time of shipment and applicable charges are paid. Maximum carrier liability is limited to $25.00 per pound per package and $100,000 per shipment. Liability for commodities
of articles other than new is limited to 5.10 per pound per package (and up to a maximum $2.50 per pound per package when Excess Declared Value Coverage is requested). Liability for specific commodities of
articles described in the UPGF 102 rules tariff item 166 section 5 is limited to $2.00 per pound per package. Liability for commodities or articles subject to an exception rating (FAK) is limited as described in the
tariff. Certain items may be subject to a limited dez\ms(l value, with a choice of fates under the tariff. You are advised to review the applicable tariff provisions before stating a value. ™" Ref&-v to the current tariff

UPGF 102 series for complete details. “Where a "rate" is dependent on a released, declared or actual value in the NMFC, the released, declared or actual value of the property is hereby specifically stated by the

erage in the amount of $

shipper to be not exceeding per **Shipper requests Excess Declared Value C

RECEIVED, subject to individually determined rates or contracts that have been agreed upon in writing between the carrier |Subject to Section 7 Terms and Conditions, if this shipment is to be delivered
and shipper, if applicable, otherwise to the rates, classifications and rules that have been established by the carrier and are ||\ . oo o consignor, the consignor shall sign
available to the shipper, on request; *** the property described above in apparent good order, except as noted (contents and - ) Y N b
condition of contents of packages unknown) marked, consigned, and destined as shown below, which said carrier agrees to
carry to destination, if on its route, or otherwise to deliver to another carrier on the route to destination. Every service to be|shipment without payment of freight and all other lawful charges
performed hereunder shall be subject to all the conditions not prohibited by law, whether printed or written, herein contained

including the conditions on the back hereof, which are hereby agreed to by the shipper and accepted for himself and his

assigns. Where a third party bill to or broker exists, carrier holds both the shipper and consignees liable for freight charges . [(signature)

the following statement. UPS Freight may decline to make delivery of the

TRAILER LINEAR FEET
NUMBER: OF SHIPMENT:

SEAL # APPLIED:

BEYOND CROSS REF PRO#:
SCAC:

[ SHIPPER LOAD / CONSIGNEE UNLOAD

*** Now available at www.upsfreight.com - UPGF 102 Series Rules Tariff - Electronic Bill of Lading

UPS Freight shall have no liability or responsibility whatsoever in connection with this bill of lading

This is to certify that the above named materials are properly classified, described, if the shipper did not tender the shipment to UPS Freight or its agent.

packaged, marked, and labeled and are in proper condition for (ranspollahun

according to the i ions of the Di of

Firm name: Carrier: UPS Freight Driver:

Signed By: Date received: UPS Freight resp. piece count:
0TC-199 (Rev 04/06) UPS Freight COPY
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MG UPS Contact Information

UPS Small Package
WWW.UpPS.com
800-742-5877

UPS Freight
www.UPSFreight.com
800-266-6902

UPS Supply Chain Solution
WWW.UPS-SCS.com
800-742-5727

UPS Supply Chain Solution
WWW.UPS-SCS.cOm
800-742-5727

UPS Supply Chain Solution
WWW.UPS-SCS.com
317-243-1701

Page 11
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Drop Shipments
1. All Drop Shipment instructions will be indicated on the MG Purchase Order.
2. One of the following Proof of Delivery options must be available to the MG Buyer
e UPS Worldship
Ship to notification (Quantumview)

Delivery notification (Quantumview)
WwwWw.ups.com/quantumview/manage

e UPST SCS
Ship to notification (Flex Global View and/or MyFreight)
Delivery notification (Flex Global View and/or MyFreight)
WWW.UpPS-SCS.com

e UPS Freight
Ship to notification (MyUPSFreight)
Delivery Notification (MyUPSFreight)
www.UPSFreight.com

3. No payment will be made on a Drop Shipment without a Proof of Delivery Notice.
Unless other instructions are approved by a MG Buyer.

4. 1 f a Drop Shipment is received at MGOs war eh
noted on the Purchase Order, the vendor will receive a charge-back. The vendor will
be charged freight in and freight out, plus an additional 15% (of the freight charges)
to move the merchandise to its intended destination.

5. All shipments must comply with all guidelines in this Compliance Guide.

Page 12 10/18/2010
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1. Each carton MUST have a label that includes all of the following information
easily visible on the outside of each carton.

MainGate Inc.
7900 Rockville Road
Indianapolis, IN 46214

P.O. #

Color

Qty. by Size

MG SKU

Country of Origin

Carton # of

FINISHED & BLANK GOODS
LABEL EXAMPLE

2. Each carton label must remain visible on the shrink-wrapped pallet. A pallet label
must be placed on the outside of the shrink-wrap that lists the total carton count
per Purchase Order on the pallet.

3. When a carton contains the following items, mark it as noted below using

bold 40 |l etters:
| f carton containseéeé Carton must be mar ke
the packing list PACKING LIST
Vendor sampl esé SAMPLES
pre-pack bundles PRE-PACK
Page 13 10/18/2010
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Packing Lists
1. A Packing List must be located inside of carton # 1 for each Purchase Order.
2. Only one Purchase Order per Packing List.

3. Packing List(s) must state the quantity of each item shipped, regardless of the
guantity ordered.

4. Packing List(s) must be legible, written in English and easily understood (see
Reference C on page 14).

5. Packing Lists must include the following information:

Vendor name, phone number and address

MGOs Purchase Order number
Total carton count and total weight

Date shipped

Description, size, color and quantity of each item

"0 TO

AAddi ti onailVelnmdsou rseod
Certificate Requirement

As a seller of products manufactured by others, MainGate seeks to minimize risk by
obtaining fivendors coverageo from eacdur of its
company manufactures or supplies a complete and finished product for MainGate (raw

material and components of other products do not qualify) provide a certificate of

i nsurance naming AMai nGat e, iMenncd oor 6a so na ny ofiuArd dG e
Liability policy. The minimum acceptable coverage limit is $1,000,000. A new certificate

must be provided annually when your policy renews or whenever you change insurers.

Please provide other testing certifications or certificates of conformance that you may
have for the product sold to MainGate as well. However, these certifications do not
replace the requirement fdNepdovsodi cgvidAddet i

Please mail or fax Certificates of Insurance to:
MainGate, Inc.
Attn: Risk Management
7900 Rockville Road
Indianapolis, IN 46214

Phone: (317) 243-2000
Fax: (317) 241-6330

Page 14 10/18/2010
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SOLD
TO

PHONE #

ORDER NO
136502

ITEM NO

ABC VENDING

0000 ADDRESS ROAD
CITY, STATE ZIP
PHONE 000-000-0000
FAX 000-000-0000

MAINGATE

7900 ROCKVILLE ROAD
INDIANAPOLIS IN 46214

317-243-2000
ORDER DATE REQUIRED DA

11/17/05 11/17/05

SHIP

PACKING LIST

MAINGATE

7900 ROCKVILLE ROAD

INDIANAPOLIS IN 46214

SALESPERSON PURCHASE ORDER

Description? Style

UPS Surface

UNIT | TOTAL PRICH

0000C BL LADIES SPANDEX CREW T BLACK s 2/0 2/0 2/0
0000C BL LADIES SPANDEX CREW T BLACK M 3/0 3/0 3/0
0000C BL LADIES SPANDEX CREW T BLACK L 3/0 3/0 3/0
0000C BL LADIES SPANDEX CREW T BLACK XL 1/0 1/0 1/0
0000C BL LADIES SPANDEX CREW T BLACK 2XL 3/0 3/0 8/0

8§ Lines This Page

4 Cartons Weighing 56 1bs.

TOTAL

INTEREST WILL BE CHARGED AT THE RATE OF ONE AND ONE-HALF (1.5%) PERCENT PER MONTH ON ALL ACCOUNTS NOT PAID AT MATURITY. ORDERS MUST BE INSPECTED WHEN RECEIVED. NO REFUNDS
OR EXCHANGES ARE ALLOWED AFTER THE GOODS HAVE BEEN PRINTED ON. ALL GOODS ARE F.0.B. OUR WAREHOUSE LOCATED AT 581 TERRITORIAL DRIVE, BOLINGBROOK, IL 60440. THE RISK OF LOS¢
PASSES THE BUYER WHEN THE GOODS ARE DELIVERED TO THE CARRIER AND ALL CLAIMS FOR LOSS OR DAMAGE IN SHIPMENT SHOULD BE PROCESSED BY THE BUYER THROUGH THE CARRIER

ARICINATL INVOICE

Page 15
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Carton Packing Instructions

1. Pack each Purchase Order in separate cartons and follow the Carton Labeling
instructions on page 12.

PLEASE NOTE: Use proper ECT cartons to insure packages arrive damage
free.

2. Sizes of the same style may be packed in the same carton to save shipping cost;
these cartons must be | abeled as 6Mi xed Si
packed in the same carton.

3. Pack the same quantity per carton.

4. Pack cartons as compact as possible without damaging goods or causing
cartons to bulge.

5. Unless otherwise instructed by the Purchase Order or MG Buyer, all

subsequent shipments of a Purchase Order must contain the same
guantity per carton as prior shipments.

6. ALL IMPORTED MERCHANDISE MUST HAVE ONLY THE MG NAME
AND/OR LOGO ON THE OUTSIDE OF EACH CARTON. NO VENDOR
IDENTIFICATION CAN BE VISIBLE ANYWHERE ON THE CARTONS.

Vendor Pre-Pack Requirements
DEFINITION:
A Pre-Pack is identified by the instructions given on the Purchase Order. A carton
containing Pre-Packs must indicate the quantity of Pre-Pack bundles on the carton
label, not the quantity of items. See Carton Labeling, page 12.
VENDOR RESPONSIBILITIES
1. Allitems shipped in a Pre-Pack bundle must be pre-ticketed.

2. Each carton must be maPrakcekdo wiistihn gt hbeo | wdo r4ddo Al
3. Each individual Pre-Pack bundle should be labeled with the Pre-Pack quantity.
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Back Order Shipments

We expect Vendors to ship all MG Purchase Orders complete. When this is not
possible, Vendor Back Order shipments must use the following guidelines:

e The MG Buyer must be notified prior to shipment that the Purchase Order will be
shipped incomplete.
e DO NOT DELAY shipment of the original Purchase Order because of Back

Orders.
¢ DO NOT SHIP items after the designated can
approval.
o Al | Back Orders wil/ be shipped at Vendor o
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Extended Expedited Freight
UPS Supply Chain Solutions
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