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1. [bookmark: _Toc209345354][bookmark: _Toc445382580][bookmark: _Toc413130287]User Guide Coverage
1.1 [bookmark: _Toc209345355][bookmark: _Toc445382581][bookmark: _Toc413130289][bookmark: _Toc413130290]Purpose
The purpose of this user guide is to give guidance to the suppliers on shipping goods different than raw material and core product to LEGO Systems, Inc. 
1.2 [bookmark: _Toc209345356][bookmark: _Toc445382582]Scope
The scope of this user guide is limited to the suppliers shipping goods different than raw material and core product to LEGO SYSTEMS, INC. from Europe, using as INCOTERM FCA. 

Delivery Address: 
Truvant North America, LLC
280 Intermodal Pkwy
Haslet, TX 76052 USA
2. [bookmark: _Toc209345360][bookmark: _Toc445382583]Terms and Abbreviations
LSI: LEGO SYSTEMS, INC.
EUR1: Movement certificate for European merchandises.
3. [bookmark: _Toc209345361][bookmark: _Toc445382584] How to ship to LEGO in USA
	When
	Process
	Activity
	Responsible
	Remarks

	3 weeks before shipping
	Make a draft of the packing list

	Make a draft of the packing list best practice 
	Supplier

	For packing list fill the document “Packing List Best Practice”

	Comment by Edgar Leal Perales: Confirm with Roberto 	Comment by Roberto Reinoso: I’ve attached a sample to Truvant 

File also attached to the compressed folder.

	2 weeks before shipping
	Send draft to LEGO for approval

	Send by email a copy of packing list best practice.
	Supplier
	Please send them to:
myriam.tatiana.cortez@lego.com
roberto.reinoso@lego.com 

	3 days before shipping
	Refresh packing list and send draft of invoice

	Once comments and/or approval were received from LEGO, make draft of invoice, proforma invoice, commercial invoice or invoice for customs purposes and  packing list best practice should be refreshed.
	Supplier
	For invoice, follow the attached Sample Invoice where LEGO Systems, Inc. reflects as Bill To party




File also attached in the compressed folder.

	3 days before shipping
	Provide proof of EU origin

	Provide a proof of European Origin when goods are European
	Supplier
	- by providing fully compliant preferential EU origin statements (so called “Invoice Declarations”) on the commercial documents such as invoices as licensed Approved Exporter 


	Request of material pick up 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
	Request material pick up

	Request the material pick up
	Supplier











	For air shipments with less or equal to 30 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.
Parcel Express shipments with a value <2500USD informal Customs Entry which can be handled by Parcel carrier. If value is >2500 USD it’s a formal entry must be handled by Geodis Brokerage at legojfk.ff.us@geodis.com 	Comment by Roberto Reinoso: Instructions for US Imports

For air shipments with more than 30 Kg weight  please request  the pick up as follows:
· Suppliers inside Denmark to 
GEODIS: legoair.ff.dk@geodis.com 
using the “External vendors pickup” template.
· Suppliers outside Denmark to 
GEODIS: legoair.ff.dk@geodis.com 
using the “External vendors pickup” template.


File also attached in the compressed folder.

NOTE: Please plan your shipments with 10 pallets maximum per invoice.

For ocean shipments with more than 100 Kg. weight please request  the pick up to GEODIS
Morten NIELSEN (morten.nielsen@geodis.com) using the “External vendors pickup” template.	Comment by Edgar Leal Perales: Steffan Confirm the contact 


File also attached in the compressed folder.


	Shipping day
	Goods pick up

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

	For escalation in case of delays please send an email to:
Air shipments: 
legojfk.ff.us@geodis.com (if Value >2500 USD)
myriam.tatiana.cortez@lego.com
roberto.reinoso@lego.com
daniel.czerepaniak@truvant.com 

Ocean shipments: legojfk.ff.us@geodis.com 	Comment by Edgar Leal Perales: Confirm who should be the contact person for the follow up in deliveries (Roberto and Truvant)
myriam.tatiana.cortez@lego.com
roberto.reinoso@lego.com
daniel.czerepaniak@truvant.com 



	Depends on standard process in the given country
	Customs Clearance out of Europe

	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 legojfk.ff.us@geodis.com 
myriam.tatiana.cortez@lego.com
roberto.reinoso@lego.com
daniel.czerepaniak@truvant.com 


In case of ocean shipments legojfk.ff.us@geodis.com 
myriam.tatiana.cortez@lego.com
roberto.reinoso@lego.com
daniel.czerepaniak@truvant.com 



	1 day after shipping
	Send refreshed documents to LEGO

	Send to LEGO: invoice, proforma invoice, commercial invoice or invoice for customs purposes, packing list (best practice packing list), Bill of lading or Air waybill and certificate of origin (if applies).
	Supplier
	Please send them to:
legojfk.ff.us@geodis.com 
myriam.tatiana.cortez@lego.com
roberto.reinoso@lego.com

Delivery address:
Truvant North America, LLC
280 Intermodal Pkwy
Haslet, TX 76052 USA




4. [bookmark: _Toc444636190][bookmark: _Toc209345372][bookmark: _Toc445382586][bookmark: _Toc413130292]References
This document contains references to the following documents:

	Document
	Comment
	Where to find 

	Importation invoicing instructions
	Contain Sample Invoice for US Imports
	Included in compressed folder:




	Packing List & BOL Best Practice
	Contain Sample Packing list and BOL  for US Imports
	Included in compressed folder:
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Detailed Packing list TRU.xls
4500865293

		Detailed Packing List

		FROM		Sparc Systems Limited, Sparc House, Merebrook Business Park, Hanley Road, Malvern, WR13 6NP, UK

		TO		Truvant US,                                                                                                                                                                                                                Prarie Industries LLC,                                                                                                                                                                                                          280 S Intermodal Parkway,                                                                                                                                                                                         Haslet, TX 76052                                                                                                                                                                                                                USA

		LEGO Purchase Order		4501972483

		LEGO Project		DSPP-122 TRU

		Description		Data from the original vendor						LEGO SAP Number		Quantity		Unit of measure (Ex: pieces, meters, set, boxes, etc.)		Unit               price		Total N.W  for each item (especially for parts)		Country of Origin		Comments / Notes (Package No)		Foto

				Model / Type		Brand / Manufacturer		Serial No.																Please take the machine plate showing model/type, brand / manufacturer and serial number)

		Count Head		Lego CapConS2-LH		Sparc Systems		54139-001 TO 54139-018		241991 TO 242008		18		Pieces		GBP 958.00		2.85 Kg		United Kingdom		Each piece packed in it's own Cardboard Carton.

		Count Head		Lego CapConS2-RH		Sparc Systems		54138-001 TO 54138-018		241973 TO 241990		18		Pieces		GBP 958.00		2.85 Kg		United Kingdom		Each piece packed in it's own Cardboard Carton.
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Sparc System DSPP122 Inv.pdf


LEGO System A/S Invoice


Bill to: 1012


LEGO Systems, inc.
100 100 Print Shop Rd
ENFIELD CT  06082-3231
USA


Ship to: 1012
Prairie Industries
280 S Intermodal Pkwy
Fort Worth TX  76177-4506


Payer: 1012
LEGO Systems, inc.
100 100 Print Shop Rd
Enfield CT  06082-3231


Page  1 / 1   


Your Order Reference Your Vendor No.


1012
Order Date


21 Jan 2022
Customer No.


1012
LEGO Order No.


12409022
Delivery No. Shipment No. Invoice Date


21 Jan 2022
Invoice No.


1106926709


Article Your Art. No. / EAN Description Quantity PC Unit Price    Net Amount USD


4169305 5702016349306 Packaging line for constructional toys 1 46.485,82 46.485,82


DKLEGSYSBIL


Codding in:
1001: acc 9902, order 6508265, TP 1012
1012: acc 9900, order 5025545, TP 1001


Our ref.: Jana Hartlová


HS Code 9029.10.8000
1 pallet, each 1.20 x 0.80
Total  weight 252.2 kg, 1.09m3
Container no: KKFU7613893


Country of origin: United Kingdom


Forwarding company: GEODIS WILSON


LEGO Systems, Inc. Tax ID: 06-089138700


Export of goods
Council Directive 2006/112/EC, Article 146


Delivery Terms


CIP Ft Worth
Payment Terms


Current Month + 45 days
Due Date


15 Mar 2022
  Total Amount USD


46.485,82


LEGO System A/S Tel.: +45 79 50 60 70 LEGO System A/S
Åstvej 1 DK-7190 Billund
DK-7190 Billund Denmark
Denmark


CVR No. DK 47 45 87 14
www.LEGO.com
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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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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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Sparc System DSPP122 Inv.pdf


LEGO System A/S Invoice


Bill to: 1012


LEGO Systems, inc.
100 100 Print Shop Rd
ENFIELD CT  06082-3231
USA


Ship to: 1012
Prairie Industries
280 S Intermodal Pkwy
Fort Worth TX  76177-4506


Payer: 1012
LEGO Systems, inc.
100 100 Print Shop Rd
Enfield CT  06082-3231


Page  1 / 1   


Your Order Reference Your Vendor No.


1012
Order Date


21 Jan 2022
Customer No.


1012
LEGO Order No.


12409022
Delivery No. Shipment No. Invoice Date


21 Jan 2022
Invoice No.


1106926709


Article Your Art. No. / EAN Description Quantity PC Unit Price    Net Amount USD


4169305 5702016349306 Packaging line for constructional toys 1 46.485,82 46.485,82


DKLEGSYSBIL


Codding in:
1001: acc 9902, order 6508265, TP 1012
1012: acc 9900, order 5025545, TP 1001


Our ref.: Jana Hartlová


HS Code 9029.10.8000
1 pallet, each 1.20 x 0.80
Total  weight 252.2 kg, 1.09m3
Container no: KKFU7613893


Country of origin: United Kingdom


Forwarding company: GEODIS WILSON


LEGO Systems, Inc. Tax ID: 06-089138700


Export of goods
Council Directive 2006/112/EC, Article 146


Delivery Terms


CIP Ft Worth
Payment Terms


Current Month + 45 days
Due Date


15 Mar 2022
  Total Amount USD


46.485,82


LEGO System A/S Tel.: +45 79 50 60 70 LEGO System A/S
Åstvej 1 DK-7190 Billund
DK-7190 Billund Denmark
Denmark


CVR No. DK 47 45 87 14
www.LEGO.com
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Detailed Packing list -TRU.xls
4500865293

		Detailed Packing List

		FROM		Sparc Systems Limited, Sparc House, Merebrook Business Park, Hanley Road, Malvern, WR13 6NP, UK

		TO		Truvant US,                                                                                                                                                                                                                Prarie Industries LLC,                                                                                                                                                                                                          280 S Intermodal Parkway,                                                                                                                                                                                         Haslet, TX 76052                                                                                                                                                                                                                USA

		LEGO Purchase Order		4501972483

		LEGO Project		DSPP-122 TRU

		Description		Data from the original vendor						LEGO SAP Number		Quantity		Unit of measure (Ex: pieces, meters, set, boxes, etc.)		Unit               price		Total N.W  for each item (especially for parts)		Country of Origin		Comments / Notes (Package No)		Foto

				Model / Type		Brand / Manufacturer		Serial No.																Please take the machine plate showing model/type, brand / manufacturer and serial number)

		Count Head		Lego CapConS2-LH		Sparc Systems		54139-001 TO 54139-018		241991 TO 242008		18		Pieces		GBP 958.00		2.85 Kg		United Kingdom		Each piece packed in it's own Cardboard Carton.

		Count Head		Lego CapConS2-RH		Sparc Systems		54138-001 TO 54138-018		241973 TO 241990		18		Pieces		GBP 958.00		2.85 Kg		United Kingdom		Each piece packed in it's own Cardboard Carton.
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Bill of Lading CCL Cargo Container Line - BASS22201237.pdf


EXPRESS


SPARC SYSTEMS LTD
SPARC HOUSE,MEREBROOK INDUSTRIAL ESTATE
HANLEY ROAD
MALVERN
WR13 6NP
UNITED KINGDOM


BASS22201237 0 (ZERO)


UNITED KINGDOM


TRUVANT NORTH AMERICA, LLC
280 INTERMODAL PKWY
HASLETT TX 76052
UNITED STATES


GEODIS FF UNITED KINGDOM LTD
ACTIVHOUSE, WATKINS CLOSE
BURNT MILLS INDUSTRIAL ESTATE
BASILDON
SS13 1TL
UNITED KINGDOM
Phone: +44 1268 724400 Fax: 


TRUVANT NORTH AMERICA, LLC
280 INTERMODAL PKWY
HASLETT TX 76052
UNITED STATES


GEODIS USA LLC
8210 HUMBLE WESTFIELD ROAD
HOUSTON TX 77338
UNITED STATES


  Phone: +1 346-842-6526 Fax: +1 281-227-2295


SOUTHAMPTON, UNITED KINGDOM


PALENA / 027W SOUTHAMPTON, UNITED KINGDOM


HOUSTON, UNITED STATES HOUSTON, UNITED STATES


                            36 PACKED ONTO 1 PALLET STC                                  252.2 KG         1.094 M3
                     Pieces(s) Electronics for Lego Counting Machine                                              
                               INV: 1787                                                                          
                               ORD: SO27243                                                                       
                               HS: 90291000                                                                       


Container   Seals             Type         Weight     Volume   Packages     Mode      Temp
KKFU7613893 YOUNGS0289465     40HC       252.2 KG   1.094 M3     36 PCE     CFS/CY        
    36 PCE   252.2 KG  1.094 M3                            PACKED ONTO 1 PALLET STC                                 
                                                           ELECTRONICS FOR LEGO COUNTING MACHINE                    
                                                           INV: 1787                                                
                                                           ORD: SO27243                                             
                                                           HS: 90291000                                             
                                                                                                                    


FREIGHT PREPAID
Express Bill of Lading


SOUTHAMPTON, UNITED KINGDOM


BASILDON, UNITED KINGDOM 29-Jan-22


GEODIS FF UNITED KINGDOM LTD










