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Foreword 

To ensure that logistics processes run smoothly across all stages of the supply chain, it is 

necessary to define all logistical requirements in advance. The logistical requirements for 

our suppliers regulate all aspects of cooperation in the product development process. 

This is a prerequisite for being able to meet the high expectations and wishes of our 

customers. 

 

In the following logistics manual, we have summarized the basic requirements for 

packaging, product labeling and delivery. This manual is intended to further optimize our 

collaboration with you and enable a smooth and speedy process. 
 

This manual is an integral part of our contractual relationship. In the event of deviations, 

appropriate measures will be taken in cooperation with the supplier. 

 

Due to changing conditions, it is necessary to adjust the logistical requirements from time 

to time. The supplier is obliged to check his version at regular intervals to ensure it is up 

to date. 
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1 Basics 

1.1 This logistics manual defines the general requirements that a supplier must meet 

with regard to the delivery of production material, operating material and 

merchandise in order to enable successful cooperation 

1.2 Effective communication is the basis for successful cooperation. If deliveries or 

deadlines cannot be met, SUSPA must be informed immediately. 

1.3 The guidelines must be strictly observed. Delivery quality and violations of the 

guidelines are taken into account in the supplier evaluation. 

1.4 Deliveries to SUSPA must be made in accordance with the agreed shipping 

conditions. 

1.5 Partial deliveries or advance deliveries are only permitted if there is a permission 

or a request from SUSPA. 

1.6 The Logistics Manual supplements SUSPA’s purchasing conditions. 

If there are changes to the logistics manual, the supplier will be informed. 

 

Your contact for the Logistics Manual: 

 

SUSPA GmbH 

Mr Yannic Krug 

Head of Logistics 

Industriestrasse 12-14 

DE - 90518 Altdorf 

YKrug@de.suspa.com 

+49 (9187) 930 - 260 

SUSPA GmbH 

Mr Hans-Jürgen Fuchs 

Head of Logistics 

Eisenhämmerstrasse 3 

DE - 92237 Sulzbach-Rosenberg 

HJFuchs@de.suspa.com 

+49 (9661) 8156 - 726 

SUSPA CZ sro 

Mrs Denisa Lukasch 

Head of Logistics 

Strazska 483 

CZ - Bor 34802 

DLukasch@cz.suspa.com 

+420 (373) 035 614 

  

http://www.suspa.com/
mailto:YKrug@de.suspa.com
mailto:HJFuchs@de.suspa.com
mailto:HJFuchs@de.suspa.com
mailto:DLukasch@cz.suspa.com


Logistical requirements for suppliers of SUSPA GmbH 

F1502.02 February 21, 2025 Page 5 of 18 

2 Delivery addresses 

The logistics manual is valid for deliveries to SUSPA GmbH with the following plants: 

SUSPA GmbH 

Plant 1 

Muehlweg 33 

90518 Altdorf 

Germany 

 

SUSPA GmbH 

Plant 2 

Eisenhämmerstrasse 3 

92237 Sulzbach-Rosenberg 

Germany 

 

SUSPA GmbH 

Plant 3 

Industriestrasse 12-14 

90518 Altdorf 

Germany 

 

SUSPA CZ s.r.o. 

Strazska 483 

34802 Bor 

Czech Republic 

 

The exact delivery address can be found in the respective order. The ordering and 

unloading point can vary and must be observed. 

If the goods are delivered to the wrong location, acceptance will be refused. The supplier 

must bear the resulting costs. 
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3 Goods acceptance times 

Plant 1 

Monday – Thursday:  07:00 a.m. – 02:30 p.m. 

Friday:    07:00 a.m. – 12:00 p.m. 

 

Plant 2 

Monday – Thursday:  07:00 a.m. – 02:00 p.m. 

Friday:    07:00 a.m. – 12:00 p.m. 

 

Plant 3 

Monday – Thursday:  07:00 a.m. – 02:30 p.m. 

Friday:    07:00 a.m. – 12:00 p.m. 

 

SUSPA CZ s.r.o. 

Monday – Friday:  07:00 a.m. – 02:30 p.m. 

 

No goods will be accepted on public holidays! 

 

If the goods acceptance area is closed on other days (e.g. on public holidays), SUSPA will 

inform you in time. 

 

If fixed delivery days or times have been agreed between SUSPA and the supplier, these 

must be adhered to. In the event of unscheduled deviations, the responsible contact 

persons must be informed in good time. 
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4 Delivery of goods 

4.1 General packaging requirements 

4.1.1 The transport security must be selected considering the load that will occur 

(shocks, vibration, pressure and environmental influences such as moisture, dust 

and dirt). 

4.1.2 The supplier is obliged to ensure adequate and transport appropriate packaging 

so that no damage can occur during transport. 

4.1.3 Edges, corners and bolts must not damage the surface of adjacent parts. 

4.1.4 The filling material must be reduced to a minimum. 

4.1.5 Capacities should be used efficiently, and rational loading units should be formed, 

whereby the packaging should not be larger or more complex than necessary. 

4.1.6 It must be ensured that goods can be removed easily and that the transport 

vehicles can be unloaded without any problems using industrial trucks. 

4.1.7 The aim is to enable effective handling so that no additional repacking is necessary 

for storage. 

4.1.8 The unloading address must be observed. Only goods with the same unloading 

point may be packed on a load carrier. 

4.1.9 Each packaging unit for SUSPA must be packed separately and marked with the 

SUSPA material number and the corresponding quantity. 

4.1.10 Mixed containers are permitted. The parts must be clearly visible and adequately 

labelled! These containers must be clearly marked with the words “mixed container 

/ mixed pallet”. 

4.1.11 Deliveries on the same shipping day must be combined into one delivery if they 

are intended for the same delivery address. 

4.1.12 For economically and qualitatively equivalent disposable and reusable packaging 

is preferable for recycling. Poolable reusable packaging is preferable to non-

poolable variants. 

4.1.13 For each material number, the supplier must create a packaging data sheet and 

send it to SUSPA. The SUSPA form is required for this purpose. The packaging data 

sheet must be confirmed by SUSPA.  
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4.2 Approved packaging types 

4.2.1 Pallets 

4.2.1.1 EU-Pallet  1200x800mm 

4.2.1.2 Disposable pallets max. 1200 x 800 mm      

 If these dimensions cannot be adhered to due to the properties of the goods to 

be delivered, this must be agreed upon with SUSPA in advance. 

4.2.1.3 When using pallets, it is important to ensure that they are of an appropriate size 

so that the goods can be delivered without any overhangs. 

4.2.1.4 A permissible total weight of max. 1,000 KG for EU-Pallets must be observed. 

4.2.1.5 A permissible total weight of max. 700 KG for disposable pallets must be 

observed. 

4.2.1.6 The maximum total height for EU-Pallet and one-way pallets is 100 cm. 

If these dimensions cannot be adhered to due to the properties of the goods to 

be delivered, this must be agreed upon with SUSPA in advance. 

4.2.1.7 Adequate fixation on and with the pallet must be ensured. 

4.2.1.8 The items must be grouped together into a unit and secured accordingly (non-slip 

layers). 

4.2.1.9 If it is a mixed pallet, only goods for the same delivery address may be placed on 

a loading unit (see 4.1.8 and 4.1.10).be packed. 

4.2.1.10 Instructions for loading of mixed pallets 

 

illustration1: Instructions for loading of mixed pallets  
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4.2.2 Lattice boxes 

4.2.2.1 Lattice boxes must be stackable 

4.2.2.2 Goods packed in lattice boxes must be protected in such a way that they cannot 

be damaged (e.g. by lining the lattice box) 

4.2.3 Cardboard packaging 

4.2.3.1 Small parts and loose parts are packed in boxes. For parts sensitive to dirt, a foil 

bag must be used as intermediate packaging. Special requirements by SUSPA 

must be observed. 

4.2.3.2 The cardboard box must be designed in such a way that shipping via parcel/courier 

service is possible at any time without the parts being damaged during transport. 

4.2.4 Reusable packaging owned by SUSPA 

4.2.4.1 If SUSPA wishes to use SUSPA's own reusable packaging or Boxes, this will be 

agreed individually with the supplier and recorded in a packaging data sheet. 

4.2.4.2 For reusable packaging used, the supplier is generally obliged to carry out monthly 

account reconciliations with SUSPA. 

4.2.5 Reusable packaging owned by the supplier 

4.2.5.1 If the supplier wishes to use its own packaging (Boxes, canisters, barrels, etc.) to 

deliver to SUSPA GmbH, this will be agreed separately with the supplier and 

recorded in a packaging data sheet. 

4.2.5.2 For reusable packaging used by the supplier, SUSPA undertakes to carry out 

monthly account reconciliations with the supplier. 
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4.2.4 Qualitative requirements for packaging material 

 Permitted Inadmissible 

Paper/ 

Cardboard/ 

Papers free from substances 

harmful to paper production: 

• Pulp products 

• Recycled products 

• Corrugated cardboard with 

recycling symbol 

• VCI paper with recycling 

symbol 

• Water-soluble paper (self-

adhesive) 

• Water-soluble wet 

adhesive tape 

Paper and cardboard with water-

insoluble coatings or adhesives: 

• Bitumen paper/cardboard 

• Incompatible adhesives 

• Wax products 

• Paraffin products 

• Oil paper 

Corrosion 

protection 

paper 

VCI papers that are proven to be 

recyclable together with 

paper/cardboard 

• Paper with incompatible 

additives 

• Incompatible impregnated 

or soaked paper 

Plastics • Moulded parts: PE, PP, 

ABS, PS 

• VCI plastic films 

• Protective caps: PE 

• Films: PE (also bubble 

wrap) 

• Foams: PE, PP, PS 

• Strapping: PP, PET 

 

Marking according to DIN 

6120 

• Plastic mixtures or 

composite materials 

• Rubber compounds 

Metals • Steel 

• aluminum 

• Tinned, galvanized and 

painted metals 

Wood • Unimpregnated, untreated 

solid and plywood 

• Treated wood according to 

IPPC standard / ISPM15 

• Chipboard 

• Treated, coated, 

impregnated or varnished 

wood 

Filling 

materials 

• Corrugated cardboard 

• Paper 

• PE bubble bags 

• Chips made from plant-

based products or 

polystyrene 

 

Reference is made to the lists of prohibited substances and pollutants according to the 

REACH Regulation. The packaging must be chosen taking economic and ecological 

aspects into account. 
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4.3 General requirements for deliveries of steel pipes 

For the delivery of precision steel tubes, the technical specification TS0601 must generally 

be observed. This is available to the relevant suppliers of precision steel tubes. In 

particular, points 3.5 and 3.6 of TS0601, as well as the appendix TS0601_A1, must be 

observed from a logistical point of view. 

 

4.4 General requirements for deliveries of drawn and ground bright steel 

For the delivery of drawn and ground bright steel, the technical specification TS0604 must 

generally be observed. This is available to the relevant suppliers of precision steel tubes. 

In particular, points 3.2 and 3.3 of TS0604, must be observed from a logistical point of 

view. 

 

4.5 General requirements for deliveries of extruded profiles 

For the delivery of extruded profiles, the technical specification TS0605 must generally be 

observed. This is available to the relevant suppliers of extruded profiles. In particular, 

points 3.4 and 3.5 of TS0605, must be observed from a logistical point of view. 

 

4.6 General requirements for the packaging of goods transport units 

The contractual partner undertakes to comply with and apply the procedural regulations 

of the IMO / ILO / ENECE for the packing of goods transport units, published by the 

International Maritime Organization (IMO), in their current version 

 

5 Special packaging 

If the general packaging instructions are not sufficient, a part-specific packaging 

instruction will be drawn up in collaboration with the supplier. This part-specific 

packaging instruction is mandatory and must be confirmed by SUSPA. If special 

packaging has been agreed with the supplier, the supplier is obliged to carry out monthly 

account reconciliations with SUSPA. Special packaging procured by SUSPA may only be 

used for transport to SUSPA. Use for internal supplier processes or material storage is not 

permitted. The supplier must procure its own packaging for this independently. 
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6 Poolable load carriers 

The rules of the European Pallet Association apply to EU-Pallets and Euro lattice box 

pallets. Load carriers that do not comply with the standard will not be exchanged or 

credited. Within Europe, the exchange of empties is usually handled by the responsible 

freight carrier. If this is not possible, empties are managed directly between the supplier 

and SUSPA using empties accounts. 

 

6.1 Euro lattice box pallet according to UIC leaflet 435-3 / DIN 15155/8 

• Internal dimension:  1200x800x780mm 

• External dimension:  1240x835x970mm 

• Weight:   approx. 85 KG 

 

illustration2: Euro-lattice box pallet 

6.2 EU-Pallet according to UIC leaflet 435-2 / DIN 13698-1 

• Internal dimensions:  1200x800x144mm 

• Weight:   approx.25KG 

 

illustration3: EU-Pallet 
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7 Transport damage 

The goods must be handed over to the carrier in a manner suitable for transport. If 

transport damage occurs due to inadequate packaging, this will be noted on the 

consignment note and documented with appropriate photos. The supplier will also be 

asked for a statement. 

If, according to the agreed delivery conditions, the delivery is at the supplier's risk, 

acceptance will be usually refused, and the goods will be returned at the supplier's 

expense. 

8 Logistics complaints 

A logistics complaint is generated by disruptions in the logistics process at SUSPA that 

were caused by the supplier, such as: 

• Failure to comply with the agreed packaging and packaging specifications 

(e.g. different packing quantity, different packaging materials) 

• Delivery without coordinated packaging 

• Use of containers or load carriers that do not meet the required quality standards 

(e.g. dirty, wet, damaged) 

If the specifications described in this manual are not complied with, SUSPA reserves the 

right to refuse to accept the shipment or, if necessary, to repack the goods. The additional 

costs incurred as a result (e.g. for repacking, a line stoppage, etc.) will be charged to the 

supplier as part of the logistics complaint. 

9 Labelling of goods 

9.1 A VDA goods label (single label) for small load carriers or boxes (VDA 4902; format: 

half DIN A5) must be attached to the side or front of each package in a clearly 

visible manner. 

Alternatively, the Global Transport Label (VDA 4994; format: half DIN A5) can be 

used. 

 

illustration4: VDA goods label for small load carriers / boxes  
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9.2 Each loading unit must be marked on the front with a VDA goods label (Master 

Label; VDA 4902; format: DIN A5) for pallets. 

Alternatively, the Global Transport Label (VDA 4994; format: DIN A5) can be used. 

 

illustration5: VDA goods label for pallets 

9.3 Markings must “loss-proof” and, if necessary, secured with weather-resistant 

adhesive strips/adhesive dots. 

9.4 No information on the product label may be covered by adhesive strips/adhesive 

dots. 

9.5 The print quality of the goods label must be selected so that it can be processed 

by machine. 

9.6 Mixed consignments must be marked as such. 

9.7 The content of the goods label is generally based on the recommendation of the 

Association of the Automotive Industry (VDA). All descriptions of the goods label 

that are not explicitly listed are identical to version 3 or 4 of the VDA document 

4902. 
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10 Accompanying documents / delivery documents 

Delivery documents (delivery notes, freight documents, certificates, test reports, etc.) 

must be handed over in full with the goods. If there are delays in receiving the goods due 

to missing documents, the costs incurred (see point 8 Logistics Complaints) can be 

charged to the supplier. 

 

The following documents are required for incoming goods recording: 

• Forwarding order or shipping card or freight card (except for parcel services) 

• Delivery note 

 

10.1 Delivery note 

10.1.1 A delivery note must be enclosed with the freight documents and a copy of the 

delivery note must be attached to the loading unit. This delivery note must be 

created according to the VDA 4902 standard. 

10.1.2 The following minimum requirements regarding information content must be met: 

• Delivery address 

• Sender including supplier number 

• SUSPA Order number 

• Delivery note number 

• Delivery note date 

• Recipient of the goods according to order 

• Contact person at the sender 

• SUSPA material number 

• Quantity 

• Unit of measure 

• Number of packages 

• Package type 

 

10.1.3 The following information should also be provided as a barcode according to the 

VDA 4902 standard: 

• SUSPA Order number 

• Delivery note number 

• SUSPA material number 

• Quantity 
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10.2 Forwarding order / waybill 

10.2.1 A consignment note must be handed over to the freight forwarder/carrier for each 

delivery. 

10.2.2 The following information must be stated on the consignment note: 

• Recipient address 

• Number of packages belonging to the shipment 

• Total weight 

• Description of the type of goods and the type of packaging 

• Delivery note number / SUSPA order number 

 

10.3 Customs documents 

10.3.1 It is essential to ensure that all customs documents, including A.TR Certificates and 

Certificates of Origin (COO), are sent via email, in advance or at latest, on the day 

of collection, to the designated requesting Person. Additionally, the original 

documents must be securely attached to the shipment unit to facilitate a smooth 

delivery process. 

10.4 Further documents 

10.4.1 If material certificates, initial sample test reports and other documents 

(measurement reports, etc.) are required in our order, these must be enclosed with 

the delivery, even if the original has already been sent to SUSPA by postal delivery 

or in another way. Certificates, test reports, etc. must also be sent in advance by 

email to the requesting person. 

10.4.2 All separately requested documents must be sent in advance by email to the 

requesting person. Our order number must be included in the subject line. 
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11 Incoterms ® 

The delivery conditions (International Commercial Terms, “Incoterms”) are uniform 

international rules for the interpretation of standard commercial contract formulas. They 

regulate the transfer of costs and risks from the place and time at which the seller hands 

over the goods to the buyer. 

The Incoterms ® are part of the delivery conditions between the supplier and SUSPA 

GmbH. 

12 Origin of goods with preferences 

12.1 All EU suppliers are encouraged to submit a long-term supplier declaration in 

accordance with Implementing Regulation (EU) No. 2015/2447 to the Union 

Customs Code if required. If this is not possible, SUSPA expects an individual 

supplier declaration to be submitted. 

12.2 Further evidence, such as certificates of origin, must be provided if required. 

13 Routing Order 

13.1 Deliveries paid by SUSPA, must be announced to the freight forwarder, specified 

in our routing order. 

13.2. Transport costs resulting from transportation by a logistics service provider 

contrary to our routing order must be paid by the supplier. 

13.3 Deliveries with the same delivery date must be combined into one shipment. 

13.4 Special trips and urgent transports must be clarified in advance with SUSPA. The 

costs will be charged according to the polluter pays principle. 
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14 Exception 

Any other deviating statements or deviations from this Logistics Manual must be agreed 

with SUSPA in advance and are only permitted after written approval. 

15 Final provision 

Changes can be made at any time, whereby the supplier will be informed of the changes. 

The current version is available on the website of SUSPA GmbH (www.suspa.com) 

available. 

If no objections have been received in writing from the supplier within 4 weeks of sending 

the notification, these logistics guidelines shall be deemed accepted, even without further 

signature/confirmation from the supplier. 

If you have any questions about the Logistics Manual, please contact one of the contact 

persons listed under point 1. 
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