
Quick Guide 
Guideline of delivering Core Product to LEGO in Mexico from Europe and using as INCOTERM FCA
1. [bookmark: _Toc413130287]Purpose
The guideline purpose is to provide a quick explanation for our European external suppliers with the steps to follow in order have a smooth delivery of core products into Mexico, as well as avoid delays and bottlenecks in the process.
The scope is limited to the suppliers shipping core product from Europe and using as INCOTERM FCA to LEGO Mexico, S.A. de C.V. (sales office, LEGO employee shop & LEGO Education) and to LEGO Fundacion, AC.
Out of scope: intercompany shipments.
2. Procedure
	Process
	Activity
	Responsible
	Remarks

	Request material pick up

	Request the material pick up
	Supplier











	For air shipments with less or equal to 40 Kg. weight get into MyDHL+ (https://mydhl.express.dhl/mx/es/auth/login.html) with your credentials.
In case you don´t have them, it is necessary to send an email to Steffan.Stenkjaer.Pedersen@LEGO.com and ask for user name and password information for using the platform and make the booking.

For air shipments with more than 40 Kg weight  please request  the pick up as follows:
· Suppliers inside Denmark to LOM_Import_Team@lego.com Anders.Pedersen@dk.dsv.com & DK.SHA.LEGO.expair@dk.dsv.com using the “External vendors pickup” template.
· Suppliers outside Denmark to DK.SHA.LEGO.expair@dk.dsv.com & claus.madsen@mx.dsv.com using the “External vendors pickup” template.

For ocean shipments with more than 40 kg weight please request the pick up to LOM_Import_Team@lego.com and martin.w.hoeiby@dk.dsv.com, using the “External vendors pickup” template.



Requests needs to be done as follows:
• Ocean LCL = 3 days ahead of goods uploading
• Ocean FCL = 2 days ahead of goods uploading
• Air shipments = 1 day ahead of goods uploading. Air shipments depart Tuesdays and Fridays
• Dangerous goods (i.e. RUCO’s inks) = 1 week ahead of goods uploading

	Goods pick up

	LEGO's Transportation Partner will pick up the material at the vendor facilities
	LEGO’s Transportation partner will pick up the material

	For escalation in case of delays please send an email to:
In case of air shipments LOM_Import_Team@lego.com,  Anders.Pedersen@dk.dsv.com, DK.SHA.LEGO.expair@dk.dsv.com & claus.madsen@mx.dsv.com

In case of ocean shipments LOM_Import_Team@lego.com, and martin.w.hoeiby@dk.dsv.com

	Customs Clearance out of Europe

	The material vendor should use their own customs set up if shipping directly out of their own facilities
	Supplier

	In case of delays during the process with impact on the delivery date, it is expected to get notifications. Please send them to:
In case of air shipments Anders.Pedersen@dk.dsv.com, DK.SHA.LEGO.expair@dk.dsv.com & claus.madsen@mx.dsv.com
In case of ocean shipments martin.w.hoeiby@dk.dsv.com

	Provide shipping documents

	Send by email:  Invoice copy with shipment details, packing list best practice, booking, etc.
	Supplier
	If you’re going to ship for the first, please check additional documentation guidelines:
· Importation invoicing instructions:


· Packing list best practice:


If not the first time, please send documents:  LOM_Import_Team@lego.com

	Customs Clearance in Mexico

	Release the shipment from Mexican Customs
	LEGO Import-Export team
	

	Delivery at LEGO in Mexico

	Coordinate the delivery in site in the right warehouse
	LEGO Import-Export team
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03. External  vendors pick up.xlsx


03. External vendors pick up.xlsx
Template



				Template external vendor pick up



				Sender Information																Ship to Address

				Name																Name

				Address																Address



				Contact Person																Contact Person

				Telephone																Telephone

				Email																Email





				Information of the shipment

				Number of pallets		

dkststpe: dkststpe:
Total number of pallets										PO no. and line				Pick-up date

				Total Gross Weight (kg)		

dkststpe: dkststpe:
Total weight for all pallets ready for pick up														Pick-up address

				Total Volume (cbm)

						

dkststpe: dkststpe:
Total volume for all pallets ready for pick up												

dkststpe: dkststpe:
Additional PO's and lines can be added in "Comments"		

dkststpe: dkststpe:
Name, adr., zip code and city of Vendor.
Contact person and contact details																

dkststpe: dkststpe:
Earliest date pallets can be collected		

dkststpe: dkststpe:
Adr. where pallets can be collected		No.		L		W		H

				Measurements 
per Pallet 																Delivery date:





																						

dkststpe: dkststpe:
Delivery date at ship-to adr.
This date can be informed by LEGO's planner		

dkststpe: dkststpe:
Delivery adr.		Comments





																						

dkststpe: dkststpe:
In case of more PO's and lines pls use this field to state these		yes		no

				Pallets stackable?





				Incoterms





				Document Name		Template external vendor pick up												Version:		1.0

				Dicument Owner:		Cecilia Montes												Page:		1 of 1

				Date:		9/24/19



Template external vendor pick up
Version: 1.0	Page &P of &N	Format owner: Celina Perales
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02. Importation  invoicing instructions - V.2021.docx


02. Importation invoicing instructions - V.2021.docx
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Importation invoicing instructions to comply with Mexican Customs Requirements

 (In case of shipments coming from outside Mexico)



I. Invoice / Proforma invoice / Customs invoice date



II. Invoice / Proforma invoice / Customs invoice number



III. Ship to (consignee): Please add the right company details depending on the received purchase order or LEGO request. Is required to type all information in the exact same way that is written, gray sections are only reference and musn’t be considered





		Kind of company

		Production site

		Facilities owner and MAF production

		To be defined 



		Company name:

		LEGO OPERACIONES DE MEXICO, S.A. DE C.V.

		LEGO REAL ESTATE, SA DE CV

		ADMINISTRACIÓN DE SERVICIOS LEGO, S. DE R.L. DE C.V.



		Company address:

		Boulevard Nexxus ADN 2400
Parque Industrial Nexxus ADN
Cienega De Flores, N.L.
65580, Mexico

		Boulevard Nexxus ADN 2400
Parque Industrial Nexxus ADN
Cienega De Flores, N.L.
65580, Mexico

		Paseo Alexander Von Humboldt 43 A Torre II, PB Lomas Verdes 3A Seccion
Naucalpan de Juarez, Mexico, 53125, Mexico



		Tax Id:

		LOM080618AJ8

		LRE090701V37

		ASL021216V40



		 

		 

		 

		 



		Kind of company

		Sales office

		Employee shop

		Fundation



		Company name:

		LEGO MEXICO, S.A. DE C.V. 

		LEGO MEXICO, S.A. DE C.V. 

		LEGO FUNDACION MEXICO, AC



		Company address:

		Alexander Von Humboldt 43-A Torre II, PB Lomas Verdes 3A Seccion
Naucalpan de Juarez, Mexico, 53125, Mexico

		Alexander Von Humboldt 43-A Torre II, PB Lomas Verdes 3A Seccion
Naucalpan de Juarez, Mexico, 53125, Mexico

		Boulevard Nexxus ADN 2400
Parque Industrial Nexxus ADN
Cienega De Flores, N.L.
65580, Mexico



		Tax Id:

		LME941108ER4

		LME941108ER4

		LMF110325FW4











IV. Bill to: (according to purchasing previous instructions)

· Payer name

· Payer address

· Payer Tax Id (or VAT number)

· If free of charge, specify it is free of charge



V. Supplier:

· Supplier’s name

· Supplier’s address

· Supplier Tax Id, VAT number, USCI or OC number. Is the record that companies has in their own countries usually with Fiscal Authorities





VI. Invoice content:

· Purchase order and line number (PO). (In case of shipping samples or warranty equipment, specify this condition.)

· LEGO Item number for material, brand, model, and serial number are required when shipping machinery or equipment. For molds, invoice must contain mold number. For an extensive list of equipment, use packing list for adding brand, model and serial number.

· Description

· Quantity

· Unit of measure (Example: pieces, set)

· Price per unit (specify currency)

· Total price

· Net weight 

· Gross weight

· Country of origin

· Total pallets or bults

· Terms (INCOTERM) **

· Comodity code (HTS Code)



** INCOTERMS: It is important to receive in invoice cost information regarding transportation, insurance, and other services, according to agreed incoterm in purchase order:

FCA: Since LEGO is responsible for transportation and insurance, we DON´T expect to receive any cost related to transportation in the invoice.

DAP: It is necesary to mention in the invoice local costs, meaning cost of freight, insurance or any other service paid from Mexican Custom to the LEGO entity in Mexico. This information needs to be declared by concept in the invoice.Please see the next example:

[image: ]



VII. Transport reference

For air shipments add Air Way Bill number. 

In case of ocean shipments add container number or bill of lading number, vessel and ETA Mexican harbor





VIII. Languaje 

Invoices must be written in English, French, or Spanish



IX. Origin declaration note

If your company is approved by Authorities in Europe to certify invoices then state as follows:

If the goods have origin from the European Union and are shipped from within the EU, please declare the official note for this:

Example: “This exporter of the products covered by this document (Custom Authorization No.______) declares that, exept where otherwise clearly indicated…”



If your company is not approved by Authorities in Europe to certify invoices then: you still can certify invoices when the shipment value maximum 6000 EUR with the following text:

“The exporter og the products covered by this document declares that, except where other-wise clearly indicated, these products are from ________ preferential original of the generalized system of preference of the EUROPEAN COMMUNITY.” See next example:

[image: ]



X. Returnable package items

If the shipment is comprised of returnable package such as plastic pallets or p-boxes, they must be declared on the invoice. If this is not possible due to regulation in the shipper country, an ‘’extra’’ proforma invoice must be sent for customs purposes. 



XI. Extra information

Includes all the data that allows the shipper to accomplish with its country laws and regulations.



XII. Other type of invoices

· There are some other type of documents that we can use for importing goods and are also valid: invoice, proforma invoice, commercial invoice or invoice for customs purposes.

· Goods in warranty doesn’t require an invoice by itself, but at least a proforma invoice for customs purposes and a market value of goods needs to be declared to be used as base to calculate duties





		Document name:

		Importation invoicing instructions to cover Mexican Customs Requirements

		

		

		Version:

		 <5.0>



		Document owner:

		Jhoana Pérez

		

		

		Page:

		 3 of 3



		Date:

		09/24/2019
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The exporter of the products covered by this
documentdeclares that, except where other-wise
clearly indicated, these products are

from SLOVAKIA preferential original of the
generalized system of preference of the
EUROPEAN COMMUNITY.

SLOVAKIA, date: 28.05.2018

SUPPLIER NAME, LOGO AND SIGNATURE

Signature
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04. Packing List Best  Practice V. 3-2020.xlsx


04. Packing List Best Practice V. 3-2020.xlsx
LOM, LRE, ASL

				IN SCOPE:				LEGO Operaciones de Mexico, S.A. de C.V.																Document Name		Best Practice Packing List				Version:		2.0

								LEGO REAL ESTATE, SA DE CV																Dicument Owner:		Cecilia Montes				Page:		1 of 1

								ADMINISTRACIÓN DE SERVICIOS LEGO, S. DE R.L. DE C.V.																Date:		9/24/19



				SPECIAL INSTRUCTIONS FOR FILLING THE PACKING LIST:



				 ALL FIELDS ARE MANDATORY. THIS IS AN EXAMPLE, PLEASE EMPTY THE TEMPLATE AND FILL IT WITH YOUR SHIPMENT DETAILS.
FOR LEGO SAP NUMBER, PLEASE ASK YOUR LEGO PROJECT MANAGER / PURCHASER.
FOR SPARE PARTS: FIELDS IN GREEN ARE NOT MANDATORY







		Detailed Packing List 

		FROM				Vendor Name:_______________________
Company Address: (as invoiced)
Contact Person Name:___________________
Phone: __________________
Email: ___________________																		CONTAINER INFO		Container No.:  
LEGO seal No.: 
Seal No.: 
Loading date: 
Forwarding company: 

		TO				LEGO Operac. MX, SA de CV 
Boulevard Nexxus ADN 2400
Ciénega de Flores 65580, Mexico
Company: + 52 (81) 80 47 80 00 

Contact Person:
Phone:																		GENERAL DATA		Work center number:
Project number: 
Cost center: 
Supplier order number: 



		Colli No		Po No		 Description		DATA FROM THE ORIGINAL VENDOR						LEGO 
SAP Number		Quantity		Unit of measure (Ex: pieces, meters, set, boxes, etc.)		Unit               price		N.W per colli (kgs)		G.W per colli (kgs)		Country of origin		Comments / Notes		SUPPLIER MUST ADD PICTURES

								Model / Type		Brand / Manufacturer		Serial No.																		Take the machine plate showing model/type, brand / manufacturer and serial number)		Machine or Parts photo 

		17		4500939400		1,0 m section		80176-000		Please state the brand of the machine/ equipment
		1		190587		1		Piece		DKK 1000 		66		66		Denmark		Loaded seperately

		25		4500939400		2.5m sections		85152-0000		Please state the brand of the machine/ equipment
		1		190585		1		Piece		 DKK 200 		1		160		Denmark		Loaded seperately

		27		4500939400		Element guiderails		81046-9004/05
81046-9006/07
		Please state the brand of the machine/ equipment
		No		No SAP		1		Piece		 DKK 201		1		4		Denmark		Pallet A		Not apply

		27		4500939400		Element guide PP99		81046-9100
81046-9200		Please state the brand of the machine/ equipment
		No		No SAP		1		Set		 DKK 202		1		1		Denmark		Pallet A		Not apply

		27		4500939400		EFS bracket		85118-0009		Please state the brand of the machine/ equipment
		No		No SAP		72		Piece		[$DKK] 152		15		15		Denmark		Pallet A		Not apply

																		Total colli		Total prise		Total N.W.		Total G.W.

																		16 colli		[$DKK] 152		84		246







Version: 1.0
Date: 03/10/2016
Owner: Jhoana Perez	Page &P of &N	


Add picture of the complete machine

Add picture of the complete machine



LEGO MEXICO AND LEGO FUNDACION

		IN SCOPE:		LEGO MEXICO, S.A. DE C.V. 																Document Name		Template external vendor pick up						Version:		1.0

				LEGO FUNDACION MEXICO, AC																Dicument Owner:		Cecilia Montes						Page:		1 of 1

																				Date:		8/17/17



				THIS IS AN EXAMPLE, PLEASE EMPTY THE TEMPLATE AND FILL IT WITH YOUR SHIPMENT DETAILS

		Detailed Packing List 









		Consignee:				Contact Person: 		Delivery Address:

		LEGO México S.A. de C.V.
Paseo Alexander Von Humboldt 43-A
P. B. Torre II Naucalpan
Lomas Verdes 3a. Seccion
53125 Estado de Mexico
Mexico



						LOM_Import_Team@lego.com		Please state addres according to the PO



						Reference: 





		SUPPLIER MUST ADD PICTURES OF THE PRODUCT		 Vendor Material		Material 		Material description		Made Of 		Function 		Commodity code
		Country of origin
		Qty 		Price unit / MXN		Total price MXN		Case/pallet .		Pieces per 		UOM dimensions

				 number		number												requested						No		carton		Gross Unit weight (KG)		Length 
mm		Width
mm		Height
mm



				531703		4329968		Shelf Front Edge - Plate 4x119		Plastic		Display ilumination		39263000		Sweden		40		2.50		100.00		1				0.5		120		10		1



																						100.00
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Product id: 15081404

Name 1.0m sectior
Type 80176-0000
Serial nb: 1

Year: 2016
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