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Textile SpecSheet Vendor Guidelines


Dear Vendor,

Thank you for ordering the SGSonSITE Textile SpecSheet  service.  All orders placed under this service are accepted, all services performed  and all status documents, reports and certificates issued subject to the applicable SGS General and Service Specific Terms and Conditions available at http://www.sgsonsite.com .

As soon as you provide us with the information requested below, SGS will be able to start performing your order.   

The present "Vendor Guidelines" provides you additional information about following topics:

1. About the attached Textile SpecSheet template.  

2. How to complete the attached  Textile SpecSheet template.

3. How and where to send supporting  documents, digital photographs (if applicable) and samples which are INDISPENSABLE for the performance of the service. 

4. Which supporting documents are necessary to allow us to compare and review the information provided by you on the Textile SpecSheet template.

5. Approval process and issuance of final SGSonSITE Textile SpecSheet. 

6. Who to contact in case of questions.  

1. About the attached Textile SpecSheet template

Attached to the order confirmation is a SpecSheet template, which is the document you have to fill in and return to SGS. 

The Textile SpecSheet template completed by you is the basis on which SGS will issue your final Textile SpecSheet. 

At the end of the review and comparison process, SGS will publish the final Textile SpecSheet on the Portal through which you ordered the service.  

Please note the following:

· Only the header and paragraphs 1, 2 and 3 have to be filled in by you

· As a complement to the Textile SpecSheet service, four Test Packages have been specially designed by SGS applying the international ISO or the US  ASTM/AATCC standards. 

If you have also ordered one of those recommended Test Packages, SGS will perform the Test(s) and complete  paragraph 4.1 or paragraph 4.2 of the ShecSheet by including the SGS Test results.

· The section "Remarks" has been designed for SGS use only

2. How to complete one of the attached Textile SpecSheet template

Please note that it is in your best interests to ensure that all information you is providing are up to date and clearly understandable. 

2.1. Product Group / Product Name

(header of the Textile SpecSheet)


This information must comply with the Product description as set forth on the supporting documents, with the product sample (indispensable) and the digital photograph (if any) that you provide to SGS. This remark is also applicable for the information you are providing in the other sections.

2.2. Product Description   


(paragraph 1. Textile SpecSheet)


The product description should reflect the main characteristics of the product, e.g. 100% polyester woven fabric, 100% cotton knit sweater 

· For both fabric and garment, the style no. (if any) should be stated on the Textile SpecSheet

· The colour of the sample should be described here (please state the corresponding  Pantone colour, if applicable)

· It is advisable to state the available fabric quantity (yardage / meters per colour) and size / colour assortment of available garments here in order to make your Textile SpecSheet more attractive to potential buyers 

2.3. Test results as per test report supplied by the vendor (paragraph 2. Textile SpecSheet)

All tests that have already been performed on the related product have to be stated here. All relevant information concerning the compliance of the product to the tests performed should be stated here. All information set out in this paragraph must be accompanied by supporting documents. The information relating to tests should be stated as follows:

· Type of test, test standard, test result, report issued date

Only accepted third party accredited laboratory report / certificate will be accepted

Notice:

 If you haven't ordered one of the recommended Testing Packages that SGS has specially designed in complement to this service, for your information you can see on the provided Textile SpecSheet template the basic testing parameters that SGS recommends which are in accordance with the international ISO or US ASTM/AATCC standards 

2.4. Product Certification/Licences


(paragraph 3. Textile SpecSheet)

All product related certifications/licences should be mentioned. Vendor should declare all voluntary and mandatory product certifications/licences received (if applicable).

All information set out in this paragraph must be accompanied by supporting documents. A lack of supporting documents for  one or more certifications received will mean that such certification(s)/licence(s) will be disregarded for purposes of completion of the final Textile SpecSheet. The information relating to the product certification compliance/licence should be set out as follows: 

Nature of certificate/licence , issued date, accreditation body, validity period / expiry date


2.5. Tests performed by SGS on the sample(s)                  (paragraph 4. Textile SpecSheet)                    received from the vendor


This paragraph contains the pre-defined recommendations set by SGS. 


If you have ordered one of the Test Packages, this paragraph will be completed by SGS after finalising the tests.

2.6. Remarks





(paragraph 5. Textile SpecSheet)

This section is designed for SGS use only and should not be completed by the vendor.

3. How to send supporting documents, sample(s) and photographs (if any) 

3.1. Documents

Supporting documents confirming the information set out by you in the Textile SpecSheet template must be sent to the executing SGS Affiliate mentioned in the order confirmation.

Documents must be (1) certified copies of the originals and (2) in English or in the language of the country where the executing SGS Affiliate is located.  Please do not send original documents and ensure that each page of each copy bears the SGSonSITE order confirmation number provided to you in the order confirmation. .

3.2. Digital Photographs

Digital photographs (if any) shall be sent to the email address of the executing SGS Affiliate displayed on the order confirmation.

The file has to be clearly referenced to the product and SGSonSITE order confirmation number. The digital photographs should reflect the major product characteristics.

Digital photographs supplied by you will not be used for illustration purposes on the final SGSonSITE Textile SpecSheet and will only be used to assist the executing SGS affiliate in visually identifying the product. 

The executing SGS affiliate will take digital photograph for illustration on the final Textile SpecSheet only after receiving your submitted product samples.

3.3. Product Samples

It is mandatory for the vendors to submit their samples to the SGS executing affiliate in order to complete the final Textile SpecSheet. Such samples must be taken from the goods to be sold by you and for which a Textile SpecSheet is being ordered. Packing of the samples has to be appropriate for the type of product and also suitable for transport purposes. The executing SGS Affiliate will take a digital photograph of the sample(s) provided by you for the purpose of illustration of the product on the final Textile SpecSheet. For fabric, the executing SGS affiliate will take a digital photograph of the face side only, while for garments, digital photographs of both face and back side will be taken

Each product sample sent to SGS must be labelled as follows :

· Sample Number / SGSonSITE order confirmation number 
 

· Name of vendor

· Product Description/Name

· Quantity

· Composition

· Construction

· Article number / Style number. (if any)

· Colour of the sample / garment

· Additional information for safety/packing/storing

Sample packaging must be appropriate for the type of product and suitable for transport purposes.

SGS Group policy requires that the executing SGS Affiliate keep and store one sample (if available) of every product for which a final Textile SpecSheet is issued.  The current retention and storage period is the term of the final Textile SpecSheet's validity plus three months.

The submitted samples should represent the whole product offering on the portal, e.g. full colourway of sample yardage, full colour assortment of the garment set.

3.4. Sample Size (recommended / minimum size of sample for Test Packages – if ordered) 

· Fabric Test: 3 yards x full width

· Garment Test: 3 garments without damage

Upon final issuance of the Textile SpecSheet, and solely if more than one sample (in good and compliant condition) was sent to the executing SGS Affiliate, then excess samples will be made available for recovery by the vendor or the vendor's agent for a period of 15 days from date of final issuance of the Textile SpecSheet.  At the expiration of this period (and unless otherwise notified by the vendor) the executing Affiliate will dispose of the excess samples as provided for by procedures then in place.

4. Which documents should be sent to enable the executing SGS affiliate to compare and review information provided by you

4.1. Identification/Compliance 

All supporting documents must clearly refer to the product involved. This reference should be shown by:

· Product Description

· Article no. / Style no. (if applicable)

· Composition

· Colour of the fabric / garment

· Vendor reference data

Supporting documents which do not clearly refer to the product involved will not be considered by the executing SGS Affiliate. 

4.2. Origin of Documents

Only external (third party) documents are accepted as part of this documentary review service.  

4.3. Nature of Documents (examples)

· Test reports/certificates

· Product certification documents, e.g. Green Textiles Certificates

4.4. Validity of Documents


Supporting documents which are limited in scope or time will not be included in the review and comparison process unless:

· The scope concerns a product specification stated by the vendor and, therefore, is subject to review and comparison; and

· The time limit remaining is not less than three (3) months and the catalogue or auction sale period does not exceed three (3) months.

4.5.  Credibility of Documents

External – third party documents must clearly state

· Kind of document

· Name of product


 

· Issuing body






· Accreditation (if applicable)

· Normative Standard of Accreditation (mandatory)

· Kind and Standard of test performed (if applicable) 

· Date of issuance

· Signature

· Result (if applicable) 

5. Approval process and issuance of final Textile SpecSheet

Approval process :

Before being published by the SGS ePlatform,  the vendor will be granted access to the draft of the final Textile SpecSheet issued by the executing  SGS affiliate for approval.  

Changes will be implemented only if they do not serve to imply that the executing SGS Affiliate has performed independent testing of the product (unless a Test Package was ordered and performed) or if they do not impute certain characteristics to the product which have not been reviewed, or if they imply that documents which have not been received by the executing SGS Affiliate have been reviewed. All decisions as to changes accepted or rejected will be final.

Non-approved Textile SpecSheets will be stored by the Affiliate for a period not exceeding one (1) calendar month. All samples, digital photographs and supporting documents (if any) will be available for pick up by the vendor at the vendor’s expense at the end of the one month period and, at the expiration of such period with no other notice from the vendor, will be disposed of in accordance with disposal procedures then in place.  

6. Who to contact in case of questions  

If you have further questions please contact  SGSonSITE.CustomerCare 

e-mail :
 customercare@sgsonsite.com
Best Regards

Your SGSonSITE Team
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