A-BOX INFORMATION

Merchandise, daily work, transfers, trade-ins, repairs and other correspondence are
regularly shipped between the stores and SMC in a box (usually a large gray plastic tub)
referred to as an "A-BOX."

e Stores send an A-box to, and receive an A-box from, SMC on the same
designated day each week.

A) The Returns department at SMC must be notified by 3:00 p.m. if an A-Box is
not being sent by the store on the store's designated day.

B) The Distribution and Loss Prevention departments must be notified if an A-
Box is not received in-store on its designated day.

¢ During peak selling seasons (i.e. Mothers Day, Christmas, etc.), additional
shipments may be made to some stores.

e Each store should have, and use, a controlled, locked area (drawer, safe, etc.) for
storage of items to be included in the next A-Box shipment.

e An A-Box is kept secure during the day in the safe until all of the merchandise in
it has been properly received and removed.

e A-box delivery is usually done through UPS. In special circumstances, a private
security courier is used after the store is notified in advance.
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SHIPPING MANIFEST

(Completed by Stores)

In order to ensure that no merchandise or paperwork is lost, store associates must complete a

SHIPPING MANIFEST for all A-box shipments.

Pictured below is an accurately completed store Shipping Manifest.

SHIPPING MANIFEST NUMBER

. D [
M&- SHIPPING MANIFEST 12345 |
. 1 289D  1o: smc reTuRNS DEPT
FROM STORE NUMBER: Z RETU T i
T 2 ) UPS WEIGHT: ‘ @ ‘ LBS DATE: '/l /5 —,//(?.
PREPARED nv4 (,Y [}} U/! [Z";" ////f//

CARRIER TRACKING NUMBER

]
51 y 4 y )
DAILY WORKBAGS SENT TO SMC FOR n/xﬁs lipar Yy ‘j, )5 Cpal Lk
{24 ] 4 } 3%
4 ‘
/

CUSTOMER REPAIRS SENT TO SMC:

Current Jewelry and

Watch Repair Envelope Number 6

0ld Repair Envelope Number 7
EMPLOYEE SALES AND STORE-TO-STORE DIRECT TRANSFERS: i

& ] )74 S )= el
Transfer From Store Number 2 57 To Stare Number A {,.) Transfer Number ) /o2 /L/ K
ransfer 3 AL, - 7 Rz sk
8 From Store Number A D08 To Store Number //,4/ Transfer Number A
From Store Number: S To Store Number: ____ Transfer Number
From Store Number: ___ To Store Number: __ __ Transfer Number
7 ~
coknzsvounmcz SENT A9N OF{ )‘L% A8 I/ - UM Kpn0. —
4

) I

TRANSFER NUMBERS SENT TO DEPTS 1RT AND 100: 10 Sl A ZZ ] Slbas: 7( e

RETURN MECHANDISE FORMS SENT TO SMC: Indicate whether merchandise {s INCLUDED by circling either Yes or No for EACH Control #
CONTROL # O ) CONTROL # CONTROL # CONTROL # Y N
J
11 £ 249.0] (YAN _ Y.N COXYNL. Y
250 ,0](YIN EVONE YN o TN
G502V 0 YoN. YeN_ YN
©25].0] Y.@_ £ Y.L I .
YN 7YN"YN g il
Y.N YoN “Y.N
z D
“A" BOX SEAL NUMBERS USED 1%74 (ﬂgg [ /// {} / 7 ,‘/
RENED BYl 5 [&/]L EMPLOYEE NAVE C-
SEALS OPENED AND CONTENTS RECEIVED BY: 14_.Nm — T —— e
15 PAGE NUMBER: ___ _ OF FORM #63

1) Store number.

2) Name of the Carrier & Weight of
the package

3) Date of the A-Box Pick Up

4) Name of the associate &
employee number preparing the
manifest.

5) The date of each daily work bag
being sent (the entire week's
worth should be included).

6) Repair numbers of current
repair jobs being sent.
Remember to complete the
Repair Log!

7) Repair number of old repairs (in
the store over six months) being
sent back.

8) Store-to-store transfers -

A) Sending store number

B) Receiving store
number

C) Transfer number

9) Separately list each piece of
mail being sent with name of
person or department.

10) Transfer numbers of jewelry
items) being transferred to
SMC.

11) Return/trade-in numbers for
each form being sent. Remember
to complete the Return/Trade-In
Log!

12) Each A-box needs four seals to
be properly closed. List the
seal numbers here.

13) Signature of associate who is
sealing the A-Box.

14) SMC use only - Signature of
SMC employee who opens A-
box.

15) Number of manifest pages.
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INSTRUCTION FOR PREPARING & SHIPPING AN
“A” BOX TO SMC USING UPS

Pick Up & Delivery Schedule

Most weeks, each store has an “A” box picked up and an “A” box delivered on the same day;
Wednesday, Thursday, or Friday (see sample schedule on page 10). A few weeks during the year,
an advance notice will be sent to the store that there will be no UPS delivery or pick up during the
week. Except on one of these weeks, an “A” box must be sent to SMC on the store’s scheduled UPS
pick up/delivery day (see detailed procedure on page 7).

Obtaining The UPS Shipping Label

Each week, on the day before the UPS pick up/delivery, a store must request a printed UPS Shipping
label for the outgoing “A” box to be sent the next day. This is done on the day before the UPS pick up by
completing a Shipping Manifest form that includes the contents, weight of the box with the contents, and
the seal numbers. The yellow seals should be locked onto the “A” box and then the Shipping Manifest
form faxed to (310) 846-6318.

Wednesday Stores - Fax the completed Manifest form on TUESDAY before store closes.
Thursday Stores - Fax the completed Manifest form on WEDNESDAY before store closes.
Friday Stores - Fax the completed Manifest form on THURSDAY before store closes.

On The Day Before The UPS Pick Up Day - Pack & Seal Contents Into “A” Box

1. All merchandise must be packed as normal, i.e., one transfer and accompanying merchandise in
each clear zip lock plastic bag (9 x 12”), all Merchandise Return Forms together in a single clear
zip lock plastic bag (9” x 12”), etc.

2. Complete the Shipping Manifest (see sample on page 2). Verify that every item in the “A” box is
listed in the appropriate area on the Shipping Manifest form.

3. Sign your name and write your employee number at the bottom of the form.

4. Get four “A” Box seals and write the four seal numbers on the Shipping Manifest form in the
appropriate spaces at the bottom of the form.
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INSTRUCTION FOR PREPARING & SHIPPING
AN “A” BOX TO SMC USING UPS
(Cont.)

Steps To Request A UPS Shipping Label For The “A” Box

1. After verifying that every item in the “A” Box is listed in the correct area on the Shipping Manifest
Form:

a) Place the large plastic ‘tub liner’ (plastic bag) into the “A” Box, and

b) Place all items inside the large plastic ‘tub liner’ bag, and B

~

c) Wrap the large tub liner bag around the merchandise so it wi
be impossible to see what’s inside the ‘tub liner’ bag without
opening it. Do not seal the tub liner bags in any manner
because they are to be re-used; and

&

(d) Weigh the “A” Box on the store scale and write the weight on the Shipping Manifest
form.

2. REQUEST A UPS LABEL FOR THIS “A” BOX FROM SMC BY FAXING THE
COMPLETED SHIPPING MANIFEST FORM TO SMC FAX (310) 846-6318.

(@) The Shipping Manifest form should be faxed immediately after writing the weight onto it.

(b) In order to get the UPS Label for this “A” Box, the completed Shipping Manifest form
MUST BE FAXED TO (310) 846-6318 BEFORE THE END OF BUSINESS ON THE
DAY BEFORE UPS IS SCHEDULED TO PICK IT UP. An A-box pick-up and delivery

schedule can be obtained from the Distribution department (see sample UPS store schedule
on page 11).

3. Attach a shipping envelope to the top of the “A” Box and insert the
white and yellow copies of the completed Shipping Manifest form

4. IMPORTANT: File the pink manifest copy in the Transfer drawer File
5.
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INSTRUCTION FOR PREPARING & SHIPPING
AN “A” BOX TO SMC USING UPS
(Cont.)

Obtain Shipping Label & Steps For Giving “A” Box To UPS Person

The UPS SHIPPING LABEL WILL PRINT from the store’s fax machine by 10:00a.m.the next
morning after it is requested. A total of 2 pages will print.

1.

First Page will be the Shipping Label. PUT THIS LABEL INTO THE SHIPPING ENVELOPE
ON TOP OF THE “A” BOX THAT CONTAINS THE SHIPPING MANIFEST (see below).

Second Page is the Shipment Receipt form.
(@) The UPS person must sign this page before taking the “A” Box.

(b) Immediately staple this form to the pink copy of the Shipping Manifest form for this
shipment that was placed in the Transfer Drawer, File Number 5 the day before.

(c) This signed receipt is required in order for a claim to be filed if the “A” Box is lost or
anything is stolen from it.

UPS CampusShip: View/Print Label
1 Print tha labsl{s): Select the Print button oa the print diaiog box that appears Note: If your brawser doas
nat support this unction select Print from the File men to print the label
Fold the printad label at the dotted line. Place the label in a UPS Shipping Pouch If you do not have a
pauch, affix the folded abel using ciear plastic shipping tape over the enlire labe!
3 GETTING YOUR SHIPMENT TO UPS
Customers without a Daily Pickup
O Schedule a same day or future day Pickup to have a UPS diiver pickup all your CampusShip
packages
O Hand the package to any UPS driver in your area
O Take your package to any location of The UPS Store®, UPS Drop Box, UPS Custorner Center,
UPS Alliances (Office Depv@ or Staples®) or Authorized Shipping Outlet near you ltams seni via

UPS Retum Services M (inciuding via Ground) are acoapted at Grop Boxes,
O To find the location nearest you please visit the Resources area of CampusShip and select UPS
Locations
Customers with a Daily Plekup
O Your driver will ickup your shipment(s) as usuel.
Special instructions: Two copies of the UPS Internet Shipping receipt will be printed alang with this labe!
Provide one copy to UPS and ensure the other copy Is signed by a UPS Driver o a UPS Customer Center 7
representative and returned to you The signed receipt will be required to submit a claim and is proof that
UPS has accapted the package

-

=,

JURIA

NY 10175-0699

e: ROFOTBECR GEIMLOL W 173008, 01

Your store
address here

ent; Dept 012

TRECKING #: 17 XX7 679 03 9718 3675

Aumc PR

Deparim,
Padkage Refererc

SMC address here
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SMC SET INSURED VALUE FOR SHIPMENTS

Insured Value for SMC Shipments

Campus Ship UPS USPS Fed- Ex
Trunks $5,000
Trunk Replenishment $1,000 $1,000
A-Boxes $1,000 $1,000
Web Orders Signhature Required

If over $100 cost
Vendor Shipments to |New York Insure all

New York pack for $1,000
Non-New York $0 - $1.000
Vendors
Loose Diamonds to Up to $1,000 | up to $5,000
Vendor

Loose Diamonds to
up to $1,000

Stores
overnight Documents] Choose Cheapest Service

Via UPS:

More than $10,000- needs to get SANDRA'S APPROVAL
before shipping

Via FED-EX:

-$1,000 to $25,000- FED-EX 2nd day leaving SMC no later
than Wednesday

-$25,000 to $50,000- FED-EX overnight leaving SMC no later
than Thursday

-More than $50,000- Break it down into mulitiple packages
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A-BOX PREPARATION

A-boxes are to be prepared the day before they are scheduled to be picked up by UPS.

The following procedures are to be followed when preparing an A-Box.

The day before the scheduled A-Box Pick-up:

1.

no

o1

Complete a Shipping Manifest Form including the contents, weight, seal numbers, etc.
for the A-Box

Fax the Shipping Manifest Form to SMC @ (310) 846-6318

Pack the A-Box using a ‘tub liner’ (plastic bag) and fold the bag over the contents,
add Pilfer Protector

Put the white and yellow Manifest copy in the A-box

Lock the seals onto the closed A-Box (see sample on the following page)

Put the pink Manifest copy in the transfer drawer (File # 5)

The day of scheduled Pick-up:

1.

2.
3.

If the UPS label & Receipt page aren’t faxed by 10AM, store must call SMC Distribution
at extension 5292
Put the UPS label in the clear pouch on the A-Box
Before the UPS driver takes the A-Box, make sure this person:
a. Scans the label on the A-Box
b. Signs the Receipt page.
Staple signed receipt on the pink Manifest copy in the transfer drawer
UPS should deliver the SMC A-Box by 7:30PM. If this doesn’t happen, immediately call
SMC (ext.- 5669) and report this

THE SMC A-BOX MUST BE CHECKED IN, ANY ERRORS REPORTED TO BOTH
DISTRIBUTION (EXT —5669) & LOSS PREVENTION (EXT —5622), AND THE SHIPPING
MANIFEST SIGNED AND FAXED TO (310) 665-2161 NO MORE THAN 24 HOURS AFTER
IT IS RECEIVED.

An open A-Box containing merchandise should never be left unattended. If

A-box preparation is interrupted, the A-box must be stored in the
safe until the store associate is ready to finish preparing it.
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PROPERLY SEALING A-BOXES

When sealing A-boxes make sure the flaps on the top are properly overlapped so nobody can get into the
A-Box on the way to SMC. These are 3 examples of A-Boxes recently received that weren’t properly
sealed. As can see, it would be really easy for somebody to put a hand into the box and take something!

A properly sealed A-
Box looks like the box
on the left.

£

Remove all old labels from
the A-box.

Paste the UPS plastic label
bag over the center closing
of the A-box

024945195
02494516

This is a new blue heavy-duty
seal to use on A-Boxes. Use
one blue and one white on
each side of the A-Box. (Use
only white seals for boxes

sent back via FUSCO.

M/stores/Properly Sealing A-Boxes 061013.doc
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A-BOX UPS PICK UP PROCEDURES

On The Day Of Pick -Up

On the day of each week that your store sends an A-box to SMC, the following procedures should
always be followed:

1. WHEN YOU SEE A UPS DRIVER, HE MUST TAKE YOUR A-BOX. You should not
agree to hold it for another driver OR until he comes back later to get it. Tell him this is a
SCHEDULED ‘RETURN SHIPMENT’ and insist that he take it.

2. THE DRIVER MUST SCAN THE UPS LABEL ON THE A-BOX AND SIGN YOUR
RECEIPT.

3. AUPS DRIVER SHOULD HAVE PICKED UP YOUR A-BOX BY 4:00PM.

a. If this has not happened by 4:00PM:

1) Call the UPS Customer Preferred Line at (800) 377-4877; and

2) Tell them your account number, XX7-679; and

3) Tell them that the UPS driver has not been to your store; and

4) That today you have a “SCHEDULED DELIVERY” and a “RETURN
PACKAGE”; and

5) Find out what is the latest time that the driver will show up with your
SCHEDULED DELIVERY and to pick up your RETURN PACKAGE; and

6) Get the name/operator number of the person that gives you this information.

b. If UPS is not at your store by the latest time you were told, call the UPS Customer
Preferred Line again.
1) Tell them that you need a driver to come to your store before you close; and
2) Get the name of the person you are speaking with; and
3) If they refuse or you have any other problems, call L.P. Manager Cary Straus
at (818) 383-6400.
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UPS SHIPMENT RECEIPT FORM

Pictured below is a sample UPS Shipping Receipt.

NOTE:

UPS Driver
sians here

Shipment Receipt
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PICK UP AND DELIVERY SCHEDULE

Pictured below is a sample UPS Delivery Schedule.

PREPARE A- JUPS WILL
e Jpeserel - UPS "A" BOX DELIVERY SCHEDULE
Store#| Store Name yaNIFEST — |DELIVER THE
TO SMC 'A' BOXES FOR STORES
WED. THURS
TUES. WED
TUES. WED
MON. TUES
MON. TUES Column 1- has the store numbers.
MON. TUES Column 2 - has the city name of each store.
WED. THURS |Column 3- has the weekday the store should f
WED. THURS |A-box and fax the completed Mari“ast to (310) 0318.
MON. TUES Column 4 - has the weekday UPS will pi the A+ ox
TUES. WED and deliver an A~ SM
MON. TUES
TUES. WED. |
TUES. .
MOMN. ]
[ 0 17 R
- . _aamy | ==
i ____ I UE | D
. F= ] S, UPS SHIPPING INSTRUCTIONS
‘D
MION. ITUES ON DAY TO PREPARE A-BOX - COLUMN 3
| '— __ MON. TUES 1. Complete Shipping Manifest form including seal # and weight.
TUES WED 2. Put all zip lock bags with merch or paperwork into A-Box
TUES WED with a tub liner & fold the liner bag so it covers the contents.
MON. TUES 3. Close and seal A-Box.
TUES WED 4. Fax the Manifest to SMC @ (310) 846-6318
MON. TUES 5. Put the White/Yellow Manifest copy into the clear pouch
MON. TUES on top of the A-Box where the Shipping Label will be put.
WED. THURS [6. Putthe Pink Manifest copy into file # 5 in your Transfer Drawer.
TUES WED
MON. TUES ON DAY UPS PICK UPS & DELIVERS - COLUMN 4
TUES WED 1. Get UPS Shipping Label and the two copies of
TUES WED the 2 page UPS Shipment receipt from fax machine.
WED. THURS [2. Fold the UPS Shipping Label and put it into the clear plastic
WED. THURS |pouch that is on the A-Box & contains the Shipping Manifest form.
MON. TUES 3. Make sure the UPS driver signs the two page receipts.
MON. TUES 4. Staple one of the 2 page receipts to your Shipping Manifest
WED. THURS |pink copy for this A-Box that is in file # 5 of your Transfer drawer.
MON. TUES 5. Give other 2 page receipt to UPS driver with A-Box.
WED. THURS
MON. TUES
WED. THURS
MON. TUES
MON. TUES
WED. THURS
WED. THURS
WED. THURS
WED. THURS
WED. THURS
WED. THURS
MON. TUES
TUES WED
MON. TUES
TUES WED
WED. THURS
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A-BOX RECEIVING

A-boxes should be opened and processed within 24 hours after receipt. Therefore, managers
should ensure appropriate staff in their store for the day the A-Box delivery is received.

The following procedures are to be followed when emptying and processing an A-Box.

1)

2)

3)

4)

5)

6)

7)

8)

Confirm that A-Box is addressed to the correct store (check Manifest, etc.)

A-boxes come from SMC accompanied by a completed SMC Shipping Manifest (see example,
following page). Confirm that each transfer, repair and other miscellaneous merchandise
noted on the shipping manifest is actually included in the A-Box and confirm that there are
no additional transfers, repairs or loose merchandise in the A-box.

Check off each item individually by SKU against the transfers to confirm that there are no
overages or shortages.

When verification is complete, the associate(s) who did the verification should sign and
write their store number at the bottom of the SMC Shipping Manifest or transfer.

Once new merchandise is checked in, it should be added to the appropriate display cases
right away. Remember to list the item(s) on the case counts!

If an item is removed from an A-Box and immediately sold, the selling associate must (1)
Initial the transfer next to the removed item and, if a case counted item, (2) write SKU and
sale information on the case count.

ALL A-BOX DISCREPANCIES ARE TO BE IMMEDIATELY REPORTED BY PHONE TO
THE DISTRIBUTION (ext 5669) AND LOSS PREVENTION (ext 5632) DEPARTMENTS AT
SMC. Be alert! Occasionally SMC conducts a quality control check and intentionally places
a wrong item in a store's A-Box to see if it is discovered and properly reported.

Once the A-box is checked in, the associate signs and writes the store number at the bottom
of each transfer. The white copy is sent back to SMC in next A-box and the yellow copy gets
filed in the appropriate folder (File 7-18) in the Transfer Maintenance drawer.

An A-Box containing merchandise should never be left unattended.
If A-Box receiving is interrupted, the A-Box must be stored in the
safe until the store associate is ready to finish receiving it.
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SHIPPING MANIFEST
(Completed by SMC)

In order to ensure that no merchandise or paperwork is lost, all A-Box shipments arrive in stores
accompanied by an SMC SHIPPING MANIFEST.

Pictured below is a sample SMC Shipping Manifest.

U 14 Q Manageme AP RMT FAGE |
=MC SHI TNE =57 RS0 T MEBER {09-14-200%
SHIPPIMNGE MANIFEST M C 0091
O SAMN DERMARDIMD
SRRIER ] — LIPE WEIGHT 22 Los 2005
SRAIER TRACKING MUMBER: 1ZXXT&7P0IVEI4TELLT

# 4 # H TRAMSFERS #+ # & 3

1 i
100 TUE
. 100 3 TUBR
] 100 A
=] 100 09-02-2007 TED FROM BTORE TUB
7 100 0R=03==200% FROM STORE TUEBE
# CUSTOMER REPAIRS RETURMEL STORE * # = % &
iME MUMBER CUSTOMER NAME/DESCRIPTION
1 REFAIR FOR J FAVALA
& REPAIR FOR MaARTHAa YILLAR
3 REFPAIR FOR DRUSHKEY naN
* @ # # # & HMATL & = = ‘
IME RECV'D LTEF
= 1 MaL
# % # # # # OTHER ITEHMS # # # +# T ou
IME RECY'D ITEM
1 . ¢ BLOW-DUT COUFOMS
& MAL EMP., PROMOT IOM
3 MERTH. /SPIFF CONTROL REPORT
¥ 3 MlEB SHIP. MAMLF
5 - DPEN S, REFORT
W & _ 0000 STUREX PRACTICE TEAIMIMG EAR
H F e, TIME CARD LABELB
IECURITY GEALS USED : _ _ O0@283es __ 028329
OPEMER AND
COMNTENTS RECEIVELD BY - — S —

EMPLOYEE SIGMATURE EMPLIOYEE MO DATE

R R e R T e T E ey
RECEIVIMG STORE PLEASE CHECK THAT EACH OF THE FOLLOWING HAS BEEM DONE
fhe Manifest and Transfer Are Addressed Ta Your St

_ A1lY Thems isted Are Receiwved

———_ Emp Mame, Emp Mumber:. and Date Receiwved Are Clesarly Written

AL DESCREFRPAMNCIES ARE REPORTELR TO
_ Lwss Prewvention {BMC Ext 321) =AMND# Dist Dept Mar SMC Ext 38& )

Fagd MANIFEST TO (310 &&65-21&1

iginal Manifest Fukt Into A&=Box To Be Sent sck To BHC

= B bt o N S N SR e R R F S T S e S i e R N R S
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SMC VAULT RECEIVING PROCEDURES

When a shipment is received by public carrier (UPS, FedEXx, etc.) certain procedures must be
followed to keep track of each item until it is delivered to the designated employee or, if it is a
merchandise shipment, entered into inventory.

PROCEDURES WHEN SHIPMENT ARRIVES AT BUILDING

1.

Two designated employees go to the delivery truck, agree on the number of boxes being
received, and sign for the boxes after verifying that the number being signed for is correct.
The boxes should be placed on a cart and counted to ensure that no box is accidentally left
outside or in the garage.

Enter the date and the number of boxes counted by each employee on the receiving log (see
sample on p. 14 of this chapter).

A keyrec (see sample on p. 15 of this chapter) is immediately completed for each box by the
receiving employee that signed for the boxes. This employee then lists the keyrec numbers
assigned to every box in this shipment onto the receiving log, writes the total number of
keyrecs issued, and verifies that the number of keyrec and the number of boxes received
are the same.

. The boxes containing merchandise to be put into inventory and their keyrecs are then given

to the employee designated as the counter. The counter should sign and date each keyrec
ticket in the keyrec book that the counter receives.

The receiving employee then delivers each remaining non-merchandise box to the
employee that it is addressed to and that employee signs the white keyrec ticket in the
keyrec book that has the number that is attached to the box being received.

The receiving employee is responsible for each box in a shipment until it has been given to
someone that has signed the keyrec book ticket that is attached to the box.

Before the end of the receiving employee’s shift, the Vault Manager will verify that each
received box has been properly accounted for and accurately entered into the
KEYREC and receiving log.
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SMC RECEIVING LOG

Pictured below is a sample SMC Receiving Log.

N Total
O\Q‘b Pkgs KeyRec Verified

{
Date S « Revd Written By By
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SMC KEYREC

Pictured below is a sample SMC Keyrec.
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