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1 General Information     

The purpose of these Thalia Delivery Guidelines is to inform 

suppliers about the standard processes, rules, and expectations of 

Thalia Bücher GmbH. The guidelines aim to ensure optimal, cost-efficient, and 

seamless warehouse operations as well as direct deliveries to our bookshops. 

 

Thalia Bücher GmbH and its affiliated companies pursuant to §§ 15 ff. AktG are 

collectively referred to as “Thalia” throughout this document.  

 

These Delivery Guidelines apply to all Thalia locations, including central warehouse 

sites and cross-docking platforms.  

The guidelines support a continuous improvement process and ensure effective 

communication with the designated contact persons. They facilitate the 

collaboration of all parties involved throughout the entire supply chain. 

 

The key contents of the Delivery Guidelines are: wichtigsten Inhalte der 

Anlieferrichtlinien beinhalten: 

1. General Information: Scope of validity, contact persons, central delivery 

addresses and information exchange requirements.  

2. Material Management and Documents: Requirements for the procurement and 

correct handling of materials/articles and related documents. 

3. Packaging and Labelling: Regulations for safe and efficient packaging as well as 

correct labelling of goods.  

4. Markings: Requirements for marking shipments to ensure smooth identification 

and processing. 

5. Transport and Delivery: Definition of transport methods and delivery processes 

to be followed at the various Thalia sites. 

6. Process Deviations and Performance Measurement: Definition of how Thalia 

handles process deviations by suppliers or their service providers, including 

criteria for non-conformities, the related onward charging of special service 

costs, and the performance measurement of suppliers. 
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All suppliers are strongly advised to read and understand these Delivery 

Guidelines carefully to ensure compliance. 

Questions regarding these Delivery Guidelines should be directed to (log-

lieferantenmanagement@thalia.de). 

 

 

 

 

1.1 Change log Thalia Delivery Guidelines 

 

Version 1 Date 

01.07.2025 

Author: 

Logistisches Lieferantenmanagement 

 

Erstausgabe 

 

Version 2 Date 

25.09.2025 

Author: 

Logistisches Lieferantenmanagement 

- New addition: Chapter 5.3.1 Notification at Hörselgau site: Introduction of a yard management 

system with mandatory slot booking for pallet and container deliveries.  

Addition to the note on notification requirement: Parcel service deliveries are exempt from slot 

booking; the Bücherwagendienst (BWD) is treated as a carrier and manages slot bookings 

independently or receives fixed slots. 

 

-Revision: Chapter 2.4 (Pre-)Delivery Notes: New requirement “1 delivery note = 1 PDF file = 1 

email” added; note on automatic instead of manual processing; structure adjusted for improved 

readability. 

 

mailto:log-lieferantenmanagement@thalia.de
mailto:log-lieferantenmanagement@thalia.de
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- Adjustment: Chapter 3.2.1 Parcels: Clarification that size restriction applies to item packaging 

(excluding shipping carton); addition that oversized items (bulky goods) must be delivered on a 

pallet.  

 

- Adjustment: Chapter 3.2.2 Pallets: requirements for bulky goods. 

 

- New addition: Chapter 2.11 Promotional Items: Requirements for labelling and separation; 

promotional items are defined separately with Category Management, planned separately, and 

distinguished from the regular assortment.  
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1.2 Validity        
These delivery guidelines cover Thalia’s logistics/ SCM 

requirements for the delivery of goods and are binding for all 

suppliers and their service providers. In addition to these delivery 

guidelines, a framework supply agreement may be concluded, specifying details of the 

cooperation. In the event of any conflict between the framework agreement and 

these delivery guidelines, the individual contractual provisions of the framework 

agreement shall apply, unless expressly agreed otherwise. 

 

The supplier must be aware that the information in these delivery guidelines may be 

subject to change, which will be documented in the change log and communicated by 

Thalia. It is important that the supplier always uses the most recent version of the 

Thalia delivery guidelines.  

 

The Thalia delivery guidelines become an integral part of the supplier relationship 

as soon as they are made available to the supplier. The current version is contractually 

incorporated, is accessible electronically on the Internet via the following link, and 

can be requested from the “Logistisches Lieferantenmanagement” team if needed: 

https://unternehmen.thalia.de/impressum/ 

 

By delivering to Thalia, the supplier is deemed to have accepted the current Thalia 

delivery guidelines. 

 

1.3 Communication and Contact Information  
The basis for successful cooperation between the supplier and 

Thalia is targeted communication. The supplier must inform their 

main contact in the Planning team about their responsible contact 

persons/contact points, follow the specified methods for data exchange (Section 

1.3.4), and comply with the information obligations (Section 1.3.5). 

https://unternehmen.thalia.de/impressum/
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1.3.1 Main Contact Supplier and Thalia 

The contact details provided by the supplier and Thalia are subject 

to the GDPR (DSGVO) and are intended for fast, targeted 

communication. Thalia uses this data exclusively for communication within the 

framework of the supplier relationship. Data will only be stored for the duration of the 

contractual cooperation.  

 
Supplier’s main contact: 

The supplier must provide at least one general contact point (e.g., a general 

email address). 

For a long-term and trusting cooperation, it is recommended (on a voluntary basis) to 

nominate a contact person with the following: 

• Name of the main contact person 

• Telephone number 

• Email address 

• Department name 

• Area of responsibility 

 
Any changes to the contact person or contact point, as well as information 

regarding closures or supplier vacation periods (Section 2.8), must be reported 

immediately to the main contact in Thalia’s Planning team (Disposition). The 

designated contact person/contact point (or their deputy) must be reachable at least 

on working days.  

 
Main contact at Thalia: 

 The first main contact for suppliers is the personal contact from 

Thalia’s Planning team (Disposition).  

• Questions regarding order processes, loading units, delivery 

dates, delivery quantities, complimentary sample copies, as well as returns and 

remissions, should be directed to this contact. 

 
No personal main contact in the Planning team yet? 

Please use the following general address: dispo@thalia.de 

 

mailto:dispo@thalia.de


 
Thalia Delivery Guidelines 

 

 

Page 9 of 57 

1.3.2 Contact Information Thalia Specialist Departments 

In addition, enquiries concerning the following topics should be addressed to the 

respective teams listed below: 

 

Thema Team Kontakt 

 

Delivery Guidelines 

 

Logistisches 

Lieferantenmanagement/ 

Logistical Supplier 

Management 

log-lieferantenmanagement@thalia.de 

 

Shipping of Order Confirmations / 

Delivery Date Changes (non-EDI) 

 

Disposition/ Planning dispo@thalia.de 

 

Pre-Delivery Notes – Hörselgau 

Warehouse (non-EDI)  

(1 delivery note = 1 PDF file = 1 

email) 

 

Warehousemanagement 

Hörselgau 
reprue@thalia.de 

 

Pre-Delivery Notes – ZWE Erfurt 

(non-EDI)  

(1 delivery note = 1 PDF file = 1 

email)  

 

Warehousemanagement 

Erfurt 
reprue-zwe@thalia.de 

Notification (pallets and 

containers) via Notification Portal – 

Hörselgau site (advance notice) 

Notification Portal 

Hörselgau (Access) 

 

 

Request access data:  

Einkauf-Gotha@rhenus.com 

Subject: Zeitfensterbuchung für die 

Anlieferung Thalia 

Required information: 

• Email address (to which the 

generated access data will be 

sent) 

• Name of carrier or supplier 

• First and last name  

 

Portal homepage: 

https://ris.ssl.rhenus.com  

 

Notification (pallets) via form ZWE 

Erfurt site (advance notice) 

Notification Portal Erfurt 

(Access) 

 

avis-wareneingang-va@zeitfracht.de 

Tel.: 0049 (0)361 74379-900 

Form 

 

 

Book assortment  

and listing process, order unit, correct 

packaging unit and labelling, as well 

as article master data (e.g., EAN, 

item identification, prices) 

 

 

 

Category Management 

(CM) Buch/ Book 

 

CM-Buch@thalia.de 

 

mailto:Einkauf-Gotha@rhenus.com
https://ris.ssl.rhenus.com/
https://zeitfracht.de/wp-content/uploads/2023/08/Zeitfracht_Medien-Terminbuchung_23-1.pdf
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Non-book assortment   

and listing process, order unit, correct 

packaging unit and labelling, as well 

as article master data (e.g., EAN, 

item identification, prices) 

 

 

Category Management 

(CM) Non-Book 

 

V_TDE_OCCM-Nonbook@thalia.de 

 

Shipping of invoices 

to Digital Invoice Processing  

(1 invoice = 1 PDF file = 1 email, 

max. 200 pages) 

Digitale 

Rechnungserfassung/ 

Digital Invoice 

Processing 

ware.sps@thalia.de 

 

Invoice, reminder, credit note 

 

Accounting rechnungspruefung@thalia.de 

 

EDI connection 

Electronic Data Interchange 

 

EDI Sap_edi@thalia.de 

 

Bonus agreements, publisher 

changes, distribution changes 

 

Supplier Management Supplier.management@thalia.de 

 

Contracts, terms and conditions 

 

Strategischer Einkauf sek@thalia.de 
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1.3.3 Delivery Addresses with Customer identification number for 
the book trade (Verkehrsnummer/ VKNr.) 

 

Delivery Address: 

• The delivery address (warehouse location or bookshop address) is specified in 

the purchase order and is binding (“Deliver to”). 

• The delivery address includes the Customer identification number (VKNr.). 

 

Customer identification number (Verkehrsnummer/ VKNr.): 

• A five-digit number (VKNr.) used to uniquely identify business partners in the 

book trade and publishing industry. 

• The VKNr. is part of the delivery address. 

• A separate shipment must be created for each VKNr.. 

• Shipments for two different VKNr. must not be combined or mixed. 

 

Labelling of shipments: 

• The respective VKNr. must be clearly and visibly shown in the address field of 

each package to ensure correct delivery. 

 

Invoice: 

• A separate invoice must be issued for each VKNr.. 

 

 

 

Example process for one location (here: ZWE 2-stage CD Erfurt) 
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The delivery addresses with the corresponding VKNr. of the warehouse locations can 

be found in the following table: 

 

delivery address Hörselgau GLN   delivery address Erfurt GLN  

Großmengen ZL VKNr. 30257 

Thalia Bücher GmbH  

c/o Rhenus Warehousing  

Solutions SE & Co. KG 

Marktal 5 

99880 Hörselgau 

4330931302574   ZWE 1-stufiges CD VKNr. 32516 

Thalia Bücher GmbH  

ZWE Mayersche Thalia 

Ferdinand-Jühlke-Str. 9 

99095 Erfurt 

4330931325160  

Kleinmengen ZL VKNr. 30262 

Thalia Bücher GmbH  

c/o Rhenus Warehousing  

Solutions SE & Co. KG 

Marktal 5 

99880 Hörselgau 

4330931302628   ZWE 2-stufiges CD VKNr. 32517 

Thalia Bücher GmbH  

ZWE Mayersche Thalia 

Ferdinand-Jühlke-Str. 9 

99095 Erfurt 

4330931325177  

ZL Großmengen Novitäten VKNr. 

30553 

Thalia Bücher GmbH  

c/o Rhenus Warehousing  

Solutions SE & Co. KG 

Marktal 5 

99880 Hörselgau 

4330931305537   ZWE Novitäten VKNr. 33848 

Thalia Bücher GmbH  

ZWE Mayersche Thalia 

Ferdinand-Jühlke-Str. 9 

99095 Erfurt 

4330931338481  

ZL Kleinmengen Novitäten VKNr. 

30554 

Thalia Bücher GmbH  

c/o Rhenus Warehousing  

Solutions SE & Co. KG 

Marktal 5 

99880 Hörselgau 

4330931305544   

Spiele ZL VKNr. 31624 

Thalia Bücher GmbH  

c/o Rhenus Warehousing  

Solutions SE & Co. KG 

Marktal 5 

99880 Hörselgau 

4330931316243   
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1.3.4 Methods for Data Exchange 

Electronic Data Interchange (EDI): 

• Thalia expects the use of electronic data interchange (EDI) 

with its supplier. 

• The data to be exchanged includes, among others, purchase orders 

(ORDERS), order confirmations (ORDRSP), delivery notes (DESADV), and 

invoices (INVOIC). 

• These documents are exchanged in the form of structured data and without 

manual intervention. 

 

Exceptions: 

• If no EDI connection is in place yet, all business documents must be sent by the 

supplier manually by email in PDF format to the relevant contact point (see 

Section 1.3.2), on time and in accordance with the required standards. 

• The applicable deadlines and standards can be found in the section on Material 

Management and Documentation (see Section 2). 

• Manual transmission is only permitted in exceptional cases and must be agreed 

with the main contact person in advance. 
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1.3.5 Information Obligations  

Obligation to provide proactive information: 

• The supplier is obliged to inform Thalia immediately and 

proactively of any situation that could negatively affect the 

relationship between the parties. 

• Any changes must be communicated to Thalia as soon as they become known, 

without the need for any formal or informal request. 

 

Examples of information that must be provided: 

• Delivery date changes 

• Changes to delivery quantities or production capacity 

• Expected production or delivery bottlenecks 

• Material shortages 

• Plant shutdowns 

• Insolvency 

• Change of distribution partner or carrier 

• Any other information which, from the perspective of one party, could be 

considered essential for the other party. 

 

Exceptions: 

• In exceptional cases, the supplier and Thalia must inform each other if 

foreseeable changes in production planning are not yet fully assessable and 

discuss any necessary adjustments. 
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2 Material Management and Documentation 

Supplier’s responsibility:  

• The supplier must organise their logistics processes in such a 

way that they comply with the Thalia delivery guidelines. 

• This chapter is intended to help the supplier meet the requirements for processes 

and the exchange of documents and information. 

 

2.1 Purchase Order 
 

• Every Thalia purchase order contains a purchase order 

number, which, together with the delivery note number 

generated by the supplier, serves as a reference throughout the entire supply 

chain. 

• Unsolicited shipments or shipment components are not accepted. 

o For example: Complimentary copies must be announced in advance and 

ordered by Thalia as free-of-charge items. 

o Unsolicited goods (e.g. based on verbal agreements without a system-

transmitted Thalia purchase order) must be taken back at the supplier’s 

expense (see Section 2.6 Returns Process). 

• Thalia orders quantities based on the defined article unit (see Section 2.9 Master 

Data). The preferred order unit is pieces. 

 

Thalia purchase orders include the following information and are structured as shown below: 

• (1) Bestellnummer/ Purchase order number 

• (2) Artikelnummer/ Article number (EAN), supplier article number, and Thalia 

article description 

• (3) Bestellmenge und Mengeneinheit/ Order quantity and unit of measure 

• (4) Netto-Einkaufspreis/ Net purchase price 

• (5) Bestelldatum/ Order date 

• (6) Lieferdatum/ Delivery date = date of arrival at Thalia (at the bookshop or 

warehouse location) 

• (7) Delivery location with VKNr. 
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1 

2 

3 

4 

5

 
6

 

7

 

25.09.2025 

18.09.2025 
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2.2 Order Confirmation 

• The supplier must send an order confirmation or 

rejection, quoting the Thalia purchase order number(s) 

as a reference, within 5 working days of receiving the 

purchase order. 

• Order confirmations must match the order data specified 

in the purchase order and must state, item by item, the 

availability (quantity and delivery date). 

• Any backorders for items not currently available must be listed here. 

• Partial deliveries are possible by agreement but must be communicated in 

advance. 

• Complete articles must always be delivered in full, especially displays and sets. 

• Over-deliveries are not permitted and will be returned at the supplier’s expense. 

• Any delays must be reported immediately, including the reason, the expected 

duration, and proposed corrective measure. 

o Such measures may include express delivery or prioritisation of Thalia’s 

order. 

• If the order confirmation is not provided in time, or if delivery is delayed (see Section 

2.1 Delivery date at Thalia as specified in the purchase order Thalia reserves the 

right to cancel the order or charge the supplier for any resulting damages. 

 

2.3 Backorder Management 
 

• Backorders should generally be created for temporarily 

unavailable items. 

• Backorders must be listed in the order confirmation (see Section 2.2). 

o For books, Thalia expects the feedback in the form of a bookseller’s 

reporting number. 

• For discontinued items with mutual cancellation of orders and delisting of the 

articles, immediate notification is required. 

• All relevant information must also be indicated on the delivery not. 
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2.4 (Pre-)Delivery Note 

• Before delivery:  

A delivery note containing all required mandatory information (see below) must 

be provided to the respective delivery location before the goods are delivered. 

 

• In case of EDI failure: 

If the mandatory transmission of a DESADV (dispatch advice / delivery note) via 

electronic data interchange (EDI) is not possible (for example due to an IT failure), 

the delivery note must be sent at least 24 hours before delivery, as a PDF file 

by email to the location-specific contact address (see Section 1.3.2 Contact 

for sending pre-delivery notes), for manual processing. Each delivery note must be 

sent separately. 

 

• Ensure uniqueness: 

The delivery note number must be exactly identical on all related documents to 

enable automatic processing. 

 

• Follow format rules: 

1 delivery note = 1 PDF file = 1 email. 

This rule is required to ensure automatic processing without manual intervention. 

 

• Mandatory: 

Providing the delivery note only upon physical delivery is not sufficient. 

Partial deliveries also require a separate delivery note. 

 

• Non-compliance: 

If these requirements are not met, Thalia reserves the right to refuse acceptance 

of the shipment and/or charge any additional special service costs incurred (e.g. 

for manual processing, investigation or interim storage) (see Section 6.1 Non-

Compliance, Special Service Charges and Compensation). 
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The supplier must ensure that the following mandatory information is clearly listed 

on the delivery note: 

  

• (1) Lieferantenadresse/ Supplier address 

• (2) Delivery address including VKNR (Warenempfänger/ consignee) 

• (3) Lieferscheinnummer/ Delivery note number (maximum 16 characters) 

• (4) Bestellnummer(n)/ Purchase order number(s) 

• (5) Lieferdatum bei Thalia/ Delivery date at Thalia 

• (6) Mengen und Mengeneinheit/ Quantities and unit of measure per EAN for 

each purchase order number 

• (7) EAN / Thalia article number from the Thalia purchase order (based on the 

supplier’s article master data) 

• (8) Artikelbezeichnung/ Article description from the Thalia purchase order 

(based on the supplier’s article master data) 

• (9) Total quantity of the delivery in units pieces 

• (10) Reference to packaging units, sets (multi-volume works) or displays 

 

Optional information to be added if applicable: 

• Note if the shipment is a partial delivery  

• (11) Marking if the shipment is a priority delivery 

• Backorders 
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The illustration is an example of a delivery note in paper form containing all relevant 

information. The supplier may use a different format, provided that all required 

information is clearly presented. 

 

1

 

2

 

3

 

4

 

4

 

5

 

5

 

6

 

6

 

7

 

7

 

8

 

8

 

9

 

10

 

10

 

11

 

11
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2.5 Remission process (book trade) 

• For returns from the Thalia central warehouse, the supplier 

will receive a delivery note together with the returned goods, 

indicating the quantity returned and the parcel number.  

• Thalia will also issue an invoice to the supplier based on the 

purchase price applicable at the time the goods were originally supplied. 

 

Return Label and Remissions Address: 

• Thalia uses a return label to ensure quick processing of returns. This label is 

based on the registered supplier address. 

• It is possible to provide an alternative remissions address. The supplier must 

notify Thalia of this in good time. 

• Any rework required due to missing information or incorrect addresses will be 

charged to the supplier. 

Contact persons for queries: 

• For questions regarding an ongoing return, the supplier should contact their 

contact person in the Planning team. 

• For questions regarding the remission invoice, the supplier should contact the 

Accounting team. 

Deadline: Complaints must be submitted within 60 days of receipt of the returns 

invoice. 
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2.6 Returns Process 

Types of returns from the central warehouse: 

• Returns before goods receipt 

• Possible reasons for returns include: 

o Incorrect deliveries 

o Over-deliveries 

o Damaged / unsaleable goods 

Returns procedure: 

• The responsible contact person at the Thalia site will initiate the return in 

consultation with the supplier. 

Handling of returns: 

• Parcel shipments (small quantities): Thalia requires a return label in PDF 

format, which must be provided by the supplier via email. 

• Pallet shipments (large quantities): Collection is carried out by the supplier. 

• Bücherwagendienst (BWD): For all publishers connected to the BWD, returns 

are handled via the Bücherwagendienst service. 

Notification of collections: 

• Hörselgau: Notification must be sent to the local contact person. 

• Erfurt: Notification must be sent to the local contact person and via the slot 

booking system. 

Costs: 

• The return shipment and collection of goods are at the supplier’s expense. 

Queries: 

For any questions regarding an ongoing return or collection notification, the supplier 

should contact the person who originally initiated the process at Thalia. 
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2.7 Invoices 
Issuing invoices by the supplier: 

• The supplier must issue a separate invoice for each Verkehrsnummer (VKNr.) 

after delivery. 

• The invoice must comply with all statutory tax requirements and contain the 

following information (see sample invoice below): 

 

(1) Full name and address of the supplier 

(2) Thalia’s billing address as the recipient of the service:  

  Thalia Bücher GmbH, Batheyer Str. 115-117, 58099 Hagen 

(3) Complete delivery address at Thalia (warehouse location or bookshop) 

(4) Delivery note number 

(Reference format recommended: e.g. “LS(-Number): 0123456”) 

(5) Consecutive invoice number 

(6) Invoice issue date 

(7) Itemised net amount according to applicable VAT rates 

(8) Payment term (90 days) 

(9) Bank account details 

(10) Thalia order number(s) 

(11) Article-EAN  

(12) Thalia article description 

(13) Delivered quantity incl. order unit (BME) and total quantity in pieces 

(14) Discount per item line 

 

Invoice corrections: 

• In the event of incorrect or missing deliveries or price discrepancies, Thalia may 

issue invoice corrections (see Section 5.6 on incorrect or missing deliveries and 

complaints). 

• The supplier must ensure that invoice deductions made by Thalia do not lead to 

delivery blocks. 

 

Payment processing: 

• Thalia will settle invoices according to the agreed payment terms and after 

goods receipt has been verified. 

• Invoices issued before the goods have been delivered are not permitted. 
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The invoices are structured according to the following template:

 

 

 

 

1 

2 

3 

4 5 6 

7 

8 

9

 

10 

11 12 13 14 
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2.8 Notification of Closure Periods 

• In the case of annual closures over the year-end period and/or 

holiday periods lasting longer than four working days, the 

supplier must inform their main contact person at Thalia at least 

six weeks in advance. 

 

2.9 Master Data 
Contact for master data: 

• For any questions regarding article master data or supplier master data, the 

contact person in the Category Management team must be contacted. 

• This also applies to the updating and addition of supplier master data (e.g. 

alternative returns addresses, email addresses for sending returns invoices or 

credit note deductions). 

• The following key procurement data must be provided: 

o Standard and planned delivery lead times 

o Article dimensions and weights 

• To be listed as a supplier with Thalia, the contractual partner must submit an 

overview of the listed product range in the format specified by Thalia 

(including image material, if applicable) in digital form. The contractual partner 

undertakes to meet the current assortment-specific minimum requirements 

from the Thalia article data style guides, available under the following link: 

https://unternehmen.thalia.de/artikeldaten-styleguides/ 

 

Article data and order units: 

 

• All individual articles as well as article units must have a unique EAN (e.g. 

colour-cut variants). 

https://unternehmen.thalia.de/artikeldaten-styleguides/
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• Single items (possibly with minimum order quantities) are 

preferred over other unit types. 

• Examples of order units: 

o 1 piece single item 

o 1 carton unit 

▪ Packaging unit (VPE) containing multiple identical single items 

o 1 set unit  

▪ Contains different single items (1 each) 

▪ e.g. multi-volume works 

o 1 complete display  

▪ Contains various single items (components), possibly in different 

quantities 

• Deviating units (e.g. volume- or length-based units of measure) must be agreed 

with the responsible contact person in Category Management. 

 

Changes to the ordering process: 

• During an ongoing ordering process, no material changes may be made by the 

supplier without communicating with the main contact person and without system 

adjustments on Thalia’s side. 

o Examples of material changes include: 

▪ Changed order units (e.g. number of single items per VPE) 

▪ Different composition of a display 

▪ Change of EAN 

▪ Change of supplier due to a change of distribution partner 

 

Delivery addresses: 

• Thalia delivery addresses are specified in the purchase order and must be fully 

entered and kept up to date in the supplier’s own systems. 
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2.10 New releases (Novitäten) 

• Information on ET (release date) and EVT (first publication date) must be 

maintained in the master data and communicated to the contact person in 

Category Management, keeping it up to date. 

• New releases must be delivered to Thalia in good time before the release date 

(ET) or first publication date (EVT) to ensure timely supply to bookshops and 

end customers. 

• Deadline: New releases must be available at Thalia no later than one calendar 

week before the publication date (ET/EVT). 

• To enable prioritised processing in the warehouse, new releases are ordered 

under a separate traffic number, which the supplier must indicate on all 

documents and address labels. 

• A list of delivery addresses with the corresponding traffic numbers of the 

warehouse locations can be found in Section 1.3.3 Delivery Adresses with 

Customer identification number. 

• If the deadline is not met, Thalia reserves the right to claim damages from the 

supplier. 
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2.11 Campaign Items 

• Campaign Items (Aktionsware) include products offered as part of limited-time 

promotions or special placements in bookshops. 

• These items are defined and coordinated separately with the relevant contact 

person in Category Management and are managed separately, distinguishing 

them from the regular assortment. 

 

Arrangement of item positions: 

• Campaign Items must be packaged separately and must not be mixed with 

regular assortment items. 

• Goods must be stacked or packaged in a way that allows for easy separation at 

goods receipt and clear forwarding to the bookshops. 

Marking: 

• Deliveries of promotional items must be clearly and unmistakably identifiable 

from the outside. 

• This applies to both pallets and individual cartons. 

• Marking should be done with a clearly visible note “Aktionsware” or a 

corresponding symbol to ensure differentiation from regular deliveries. 
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3 Packaging and Labelling 

Packaging requirements: 

• The packaging and packaging materials used by the supplier must comply with 

applicable standards, best practices, environmental regulations, and legal 

requirements. 

• Packaging must take into account the nature of the items and the intended 

mode of transport. 

 

Protection of items: 

• Packaging and labelling concepts must be designed in such a way as to prevent 

any risk of damage to the items during transport and handling. 

 

Supplier responsibility: 

• Any damage caused by inadequate or unsuitable packaging is the sole 

responsibility of the supplier. 

• The supplier must implement Thalia’s packaging and labelling concepts and apply 

the defined standard guidelines on packaging, labelling, safety, and 

protection. 

 

Choice of packaging: 

• Even though Thalia specifies the following packaging principles, the supplier 

remains responsible for selecting appropriate packaging and is liable for any 

damage resulting from inadequately packaged items (see Section 2.6 Returns 

Process  and 5.6 Incorrect or Missing Deliveries and Complaints). 
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3.1  Packaging Principles 
 

Criteria for selecting packaging: 

• Protection of goods: Ensure that products are protected during transport and 

handling. 

• Cost efficiency: Packaging should be cost-efficient in terms of 

packaging material, handling, and application. 

• Environmental sustainability: Use environmentally friendly 

materials (e.g. avoid polystyrene and plastic). 

• Suitability for storage and transport: Packaging must be suitable 

for storage, safe handling, and transport. 

• Compatibility: Packaging materials must be compatible with Thalia’s processes 

and be integrable into them. 

 

Requirements for cushioning material and packaging volume: 

• Cushioning material should be kept to an absolute minimum. 

• Packaging must only be used to the extent strictly necessary to 

protect the items. 

 

Special packaging requirements: 

• Special packaging designs and sizes may only be defined in consultation with 

Thalia and as an exception for specific or extraordinary product 

requirements. 

 

3.2 Standard Packaging and Packaging Procedures 
 

Supplier responsibility:  

• The supplier is responsible for selecting appropriate 

packaging. 

• Packaging must be valid from the perspective of the entire 

supply chain and take into account the nature of the items.  
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3.2.1 Packages 

 

Requirements for cartons (product packaging):  

• For related article units, the supplier must use cartons (product packaging) that 

are compatible with the size restrictions of Thalia’s Autostore system standard 

boxes. 

• Shipping or outer cartons are exempt from this requirement.  

 

• Carton dimensions (product packaging without shipping outer carton): 

o Length: ≤ 490 mm 

o Width: ≤ 330 mm 

o Height: ≤ 210 mm 

o In the case of oversized items (bulky goods), delivery on a pallet is 

required. 

 

Additional carton requirement: 

• Carton lids must be removable using a safety knife (metal straps are not 

permitted). 

• Reference note: Each package must include the delivery note number of the 

advance delivery note (see Section 4.1.2 Delivery Note and Label upon Delivery). 

• Carton shape: Packages must not bulge on any side. 

 

Other requirements: 

• The loading unit must not be larger or more complex than is strictly necessary 

to protect the items. 

• The use of envelopes is not permitted. 

• Deviating or special dimensions must be agreed with the contact person in 

Category Management. 
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3.2.2 Pallets 

 

Pallet requirements: 

• Pallets must comply with at least Standard Class B according to 

quality standard UIC 435-2 / GS1. 

• Use of pallets: For items weighing more than 20 kg per package, wooden 

pallets (standard EUR/EPAL) must be used. 

 

o Standard pallet dimensions: 1.200 mm x 800 mm 

o Maximum total weight: 1.000 kg (Palette mit Ware) 

o Maximum height (including pallet and goods): 1.200 mm 

 

         

 

Pallet Quality and Condition Requirements: 

• Euro pallets must be in technically sound condition and suitable for 

exchange. 

o Bottom boards (runners): must be present and intact, with no breaks or 

cracks. 

o Pallet blocks: must be in perfect condition and properly aligned. 

o Top boards: must be in good condition. 
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Euro pallets in good/exchangeable condition 
Euro pallets in poor/non-exchangeable 
condition 

 

 

 

 

Pallet Packing and Handling: 

• Mixed pallets (several different items on one pallet) are permitted, but 

homogeneous pallets (several identical items) are preferred. 

• Non-stackable pallets: must be clearly and visibly marked. 

• All items on the pallet must be clearly separated and visible from above. 

 

 

Pallet packing - optimal Pallet packing - not permitted 
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Consequences of Non-Compliance with Requirements:  

• Pallets that do not meet the specified requirements may not be compatible with 

the automated pallet storage system. 

• Any additional handling effort required to repack non-compliant pallets will be 

charged to the supplier by Thalia. 

 

Requirements for Bulky Goods (Large-Format Items, Displays, and Promotional Materials):  

• Displays and promotional materials must be individually 

suitable for storage, transport, and shipping. 

o Each display, promotional material, or large-format 

item (by dimensions) must be placed on its own load 

carrier (pallet). 

o The load carrier must be firmly attached to the 

display and form a stable, single unit.  

 

3.2.3 Mixed Pallets 

 

Definition of Mixed Pallets: 

• Mixed pallets contain different items (positions), each packed separately in 

cartons and stacked together on a single pallet. 

 

Arrangement of Item Positions: 

• To stabilise the pallet, it is recommended to place the item with the largest quantity 

at the bottom. 

• Related items should be arranged clearly and, where possible, grouped together 

on the pallet. 

Labelling: 

• Mixed pallets should be clearly identifiable from 

the outside as such. 

• Example: Label with the note “Mischpalette” or 

an appropriate symbol. 
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3.3 Product Protection and Outer Cartons 

Objective of Product Protection: 

• The protection of goods during transport, handling, and storage has the 

highest priority. 

• Adequate, transport-secure packaging provided by the supplier is essential to 

prevent damage and contamination and to ensure product quality. 

Sustainability and Product Protection:  

• Packaging should be used as little as possible but as much as 

necessary for sustainability reasons and to support a “ready-to-

shop” presentation. 

• Avoid the use of polystyrene and plastic  

Packaging Materials: 

• Permitted materials: 

o Cartons, films, and plastic strapping 

• Labelling: All packaging materials must be clearly marked with the appropriate 

recycling symbols in accordance with legal requirements. 

Filling Material: 

• Paper and bubble wrap are permitted as filling materials. 

Requirements for Stretch Film and Cartons: 

• Stretch film must be made of transparent polyethylene (PE). 

• Cartons must be recyclable and bear the “Resy” symbol or an equivalent 

recycling symbol. 
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4 Labelling 

Requirements: 

• Ensure error-free and standardised transfer of information for deliveries to 

Thalia. 

• Ensure clear identification of the delivered articles. 

• Ensure the labelling of deliveries and individual articles in accordance with 

the following defined standards. 

 

 

4.1.1 Basic Labelling Requirements 

 

Requirements for the labelling of packaging/products: 

• Legibility and clarity: Labelling must be clear and easily readable and must 

never be covered or obscured. 

• Removal of old labels: All old labels must be removed before applying new 

ones. 

• Secure attachment: Labels must be attached securely so they cannot be lost 

(e.g. using residue-free adhesive dots). 

• No labels on disposable materials: Labels must not be affixed to protective film 

or any other disposable material. 

• Labelling of mixed load units: Mixed pallets must be clearly labelled as such. 

• Labelling of campaign items: Deliveries containing campaign items must be 

clearly and unmistakably marked as such from the outside. 

• Labelling of non-stackable pallets: These must be clearly marked as non-

stackable. 

• Best-before date (BBD) products (MHD-Mindesthaltbarkeitsdatum): If outer 

cartons are used for products with a best-before date, the BBD must be printed 

on every outer carton. 

• Organic-certified products: These must be marked as organic-certified products. 

• Fragile and sensitive articles: These must be marked with an appropriate 

warning such as “Fragile” or “Handle with care”. 
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Separate labelling of units: 

• All load units belonging to the same shipment (e.g. multiple pallets or parcels) 

must be labelled separately (e.g. “1 of XX”). 

• Load units (e.g. displays, sets or packaging units) must also be labelled 

separately. 

 

Labelling of consolidated deliveries: 

• Each pallet must be labelled on the outside with the delivery note and the 

corresponding packing list, referencing the delivery note number. 

• The delivery note and packing list must be enclosed in a pouch and attached 

to the side of each pallet next to the address label, as shown in the following 

illustration: 
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4.1.2 Delivery Note and Label upon Delivery 

 

Contents of the delivery note: 

• The delivery note must contain consolidated and detailed information on: 

o Purchase orders including order numbers, 

o EAN (article numbers), 

o Quantities of items included in the current shipment (all pallets and 

parcels). 

  

Consistency of delivery notes: 

• The delivery note attached to each handling unit must match the information 

provided in the pre-delivery note. 

 

Labelling of each handling unit: 

• Each separately delivered handling unit (pallet or single parcel) must carry both 

the delivery note and a label containing the following information: 

o (1) Lieferscheinnummer/ Delivery note number (preferred format, 

e.g. “Delivery note no. (LS): 0123456”) 

o (2) Detailed Thalia address including VKNr 

o (3) Supplier information: 

▪ Name and address of the supplier, 

o (4) Parcel … of … parcels (only relevant for related parcels containing 

the same article content). 

 

 

Paket 1 von 2 

1 

2 

3 

4 
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4.1.3 Packing List upon Delivery 

 

Contents of the packing list: 

• The packing list must show all items packed on the consolidated pallet or in the 

parcel and must include the following mandatory information: 

o Delivery note number, 

o Purchase order number(s), 

o Purchase order line item, 

o Quantity of the article including the order unit of measure, 

o Total delivery quantity in pieces, 

o Barcode: purchase order number + line item, 

o Thalia article number / EAN, 

o Comment: indication of complete delivery or partial delivery (if applicable), 

o Delivery address including VKNr., 

o Supplier information. 

 

Format of the packing list: 

• The format of the packing list is not mandatory, but it must include all the 

information listed above. 

• A copy of the delivery note is acceptable (see Section 2.4 (Pre-) Delivery Note). 
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4.1.4 Barcode Specification for Deliveries 

 

Purpose of the barcode label: 

• The barcode facilitates and automates operational processes and enables 

accurate data exchange between all parties involved in the supply chain 

(supplier, carrier, goods receipt, warehouse operations). 

 

Requirements for the barcode: 

• Each complete article must be labelled with a scannable and readable order 

EAN/ISBN barcode. 

 

• Accepted barcode formats: 

o Code39 

o Code128 

o Interleaved 2of5 with USS check digit 

• The barcode must have the numeric characters printed directly below the 

barcode itself.  

 

Additional requirements: 

• Barcode height: at least 9 mm, maximum 12.7 mm. 

• Print quality: at least 200 DPI. 

• The order EAN for goods receipt can be taken from the Thalia purchase order. 

 

Supplier responsibility: 

• The supplier is responsible for ensuring that all complete articles are labelled 

with a barcode that meets the above specifications. 

• QR codes are not acceptable.  

 

Article identification: 

• Every article and article unit must be identifiable with its own EAN upon delivery. 

• The supplier is responsible for the correct labelling of articles. Thalia’s Category 

Management team can provide support on request. 
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Labelling of large-sized articles: 

• Articles with larger dimensions must be provided with a barcode label. 

• Loading units must also be provided with a barcode label attached to the side 

of the unit. 

 

Mandatory information on the barcode label for goods receipt: 

• Delivery note number, 

• Supplier name, 

• Purchase order number and line item, 

• Thalia article number (EAN), 

• Delivery quantity. 

 

 

 

4.1.5 EAN, Article Barcodes and Outer Cartons 

General rule: Printed EAN = Thalia order EAN 

Individual items with unit EAN:  

• Individual items that carry their own unit EAN may be delivered inside an outer 

carton without a printed EAN on the outer carton, provided that each individual 

item is labelled with a barcode. 

Types of outer cartons and requirements for article units: 

• Thalia distinguishes the following types of article units (“complete articles”), all 

of which are subject to the same requirements: 

1) Ordering a packaging unit (PU): 

• Description: A PU containing several identical individual items. 

• Requirement: 

o The PU must clearly form one complete article and be delivered in an 

outer carton printed with the PU EAN. 
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2) Ordering a display: 

• Description: Displays containing various individual items (components), 

possibly in different quantities. 

• Requirement: 

o The display must clearly form one complete article and be delivered in 

an outer carton printed with the display EAN. 

o Incomplete displays may not be delivered if individual components 

are unavailable. 

3) Ordering a set: 

• Description: Sets containing various individual items, each included once (e.g. 

multi-volume works). 

• Requirement: 

o The set must clearly form one complete article and be delivered in an 

outer carton printed with the set EAN. 
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5 Transport and Delivery 

Objective: Establishing an efficient and standardised delivery process 

 

Hauptthemen: 

• Verantwortlichkeiten: Klärung der Zuständigkeiten zwischen Beteiligten 

während des Transportprozesses. 

• Informationsfluss: Sicherstellung eines reibungslosen und klaren 

Informationsaustauschs während des Transports. 

• Organisation: Definition der organisatorischen Abläufe, um einen effizienten 

Transportprozess zu gewährleisten. 

 

Das Kapitel stellt sicher, dass alle Beteiligten ihre Aufgaben und die nötigen 

Informationen kennen, um den Transport reibungslos und effektiv zu gestalten. 

 

 

5.1 Transport Management 

• The supplier is responsible for selecting and commissioning the carrier for 

transport. 

• The supplier must ensure that the requested collection dates are met by the 

carrier, including allowing sufficient lead time for notifying the carrier to ensure 

on-time delivery to Thalia. 

• For all publishers connected to the book collection service, the shipping method 

prescribed by Thalia is the designated book transport service 

(Bücherwagendienst – BWD). 
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5.2 Delivery Requirements 
It is the supplier’s responsibility to provide the ordered items in the correct quantity, 

quality, at the agreed time, and to the correct location. The key requirements include: 

 

Delivery date: 

• The delivery date stated in the purchase order corresponds to the arrival date 

at Thalia. 

 

Shipping documents: 

• Shipments must be handed over to the carrier with complete and properly 

prepared shipping documents. 

• The delivery note must be handed over to the freight forwarder/carrier. 

 

Packaging and labelling: 

• Items must be packaged in accordance with the defined packaging principles 

(see Section 3.1). 

• Item numbers and packaging quantities must match the Thalia purchase 

order and the quantities stated on the delivery note. 

• Each separately delivered load unit (pallet or single parcel) must be 

provided with an address label (see Section 4.1.2 Delivery Note and Label 

upon Delivery). 

 

Refusal of deliveries: 

• Early deliveries, excess quantities, or substitute items will only be 

accepted upon prior agreement. A valid, adjusted Thalia purchase order must 

be available to the supplier. 

• The carrier may refuse collection if the packaging does not meet the 

requirements or if shipping documents (e.g. customs documentation) are 

missing. 
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Shipment Requirements: 

• Separate shipments per VKNr.: A separate shipment must be created for 

each VKNr.. Shipments with different VKNr. must not be combined. 

 

Load securing: 

• The supplier is responsible for ensuring secure load securing 

to prevent damage during transport and unloading. 

• Pallets must not be overpacked or protrude at the sides. 

• Palletised goods must be secured in a way that prevents 

slipping or falling. 

 

Stacking of pallets: 

Two stackable pallets (each max. 1.2 m high) may be stacked on top of each other 

and wrapped together for load securing (if necessary with an intermediate board), 

provided there is sufficient clearance for unloading with a forklift (at least 30 cm below 

the lorry ceiling). 

 

These requirements are essential for proper and smooth delivery to Thalia and must 

be strictly adhered to by the supplier. 

 

Euro pallets - properly secured for transport Euro pallets - not properly secured for transport 
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5.3 Deliveries and Advance Notification 
The detailed delivery requirements are designed to ensure efficient handling by 

carriers on site and to support cost-efficient delivery processes for suppliers. 

 

For the Hörselgau and Erfurt sites, prior slot booking by the supplier or their carrier 

is mandatory for all pallet and container deliveries.  

(see Section 5.3.1 Advance Notification/ Slot Booking Hörselgau Site; 5.3.2 Advance 

Notification/ Slot Booking  Erfurt Site) 

 

• Note: For small quantity deliveries in parcels handled by a parcel service 

provider, no advance notification or slot booking is required. 

• Publishing distributors (publisher's logistics) and the Bücherwagendienst 

(BWD) are considered carriers and will handle slot booking independently. 

 

Warenannahmezeiten: 

• Hörselgau: Monday – Friday, 6:00 a.m. – 21:00 p.m. 

• Erfurt: Monday – Friday, 6:00 a.m. – 16:00 p.m. 

 

Advance delivery notes: 

• To manage inbound goods capacity and to link the related processes, the 

advance submission of electronic delivery notes (DESADV) remains 

mandatory. 

• If no EDI connection is available, delivery notes must be sent manually as 

PDF files and on time to the relevant contact person. (see Section 2.4 (Pre-) 

Delivery Note and Section 1.3.2 Contact Information Thalia Specialist 

Departments) 

• The delivery note number submitted in advance must match the delivery note 

number physically attached to the goods. 

 

 

 

 

 



 
Thalia Delivery Guidelines 

 

 

Page 47 of 57 

 

 

Transport and Container Requirements: 

• Only non-fumigated containers are accepted. For degassed containers, a 

degassing certificate must be provided. 

• Palletised deliveries are preferred to enable faster unloading. 

 

 

 

Unloading Requirements at the Ramp: 

• Unloading is carried out exclusively at ramps using vehicles suitable for dock 

unloading. 

• The loading dock height ranges between 1.2 m and 5 m. 

• A minimum clearance of 20 cm between the goods and 

the lower edge of the lorry floor must be ensured to 

allow full deployment of the ramp. 

• A minimum clearance of 30 cm between the top of the 

goods and the lorry ceiling must be ensured to allow unloading by forklift. 

•  Thalia must have direct access to the goods. If access is blocked by third-

party goods, the delivery will be refused. 
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5.3.1 Advance Notification / Slot Booking – Hörselgau Site 

 

Advance Notification / Slot booking (container and palletised goods): 

• For deliveries to Hörselgau, an Advance Notification / Slot booking in 

the Rhenus portal is mandatory at least 24 hours before delivery (see 

Section 1.3.2 Notification Hörselgau site) 

• If the scheduled delivery slot cannot be met, a new slot must be booked 

in the portal without delay. 

• Late deliveries or deliveries without a booked slot may be refused. 

• If no later slot is available on the same delivery day: 

o On-site registration is possible  

o Unloading will only be carried out if capacity becomes available (no 

guarantee) and may involve longer waiting times. 

 

5.3.2 Advance Notification / Slot Booking – Erfurt Site 

 

Advance Notification / Slot Booking (pallet deliveries): 

• For deliveries to Erfurt, an Advance Notification / slot booking via the 

Zeitfracht form is mandatory at least 48 hours before delivery (see 

Section 1.3.2 Advance Notification via form Erfurt site). 

• If the scheduled delivery slot cannot be met, Zeitfracht 

(slotmanagement@zeitfracht.de) must be informed immediately and a new 

delivery date agreed. 

 

Required data for Advance Notification / Slot Booking: 

• Total number of pallets / containers 

• Total shipment weight 

• Delivery date 

• Delivery note 

• This information must be provided as early as possible and at the latest one 

to two days before delivery to Thalia, depending on the site. 
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5.4 Incoming Goods Inspections  
Conditional Acceptance: 

• Delivered shipments are accepted 

conditionally only. 

 

External Inspection Upon Delivery: 

• Upon delivery, an external inspection is carried out to check for damages and 

proper delivery. 

• Obvious damages to the shipment must be confirmed by the carrier on the 

consignment note. 

 

Refusal of Acceptance in Case of Damage: 

• If visible damage is detected upon delivery, the affected package will be rejected 

and returned to the driver. 

• If immediate return is not possible, the goods must be collected or returned at 

the supplier’s expense. (see Section 2.6 Returns Process and 5.6 Incorrect / 

Defective Deliveries and Complaints) 

 

Acknowledgement: 

• Otherwise, the driver will only receive an acknowledgement of the number of 

packages or pallets delivered and accepted. 

 

Quantity and Item Check: 

• Quantity and item verification will be conducted subsequently based on the 

delivery note and the order(s). 
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5.5 Pallet Exchange  
• Pallets are returned as Standard Class B. 

• Documentation on the shipping papers is mandatory. 

• Pallets that are not exchanged or not usable (e.g., 

rotten or single-use pallets) will be charged. 

 

Return of Pallets: 

• Exchange Timing: Generally, on the same day, 1:1 between sender and 

recipient, ensured via carrier/forwarder. 

• The pallet exchange must be reported at the time of delivery; otherwise, there 

is no subsequent claim for exchange. 

• In exceptional cases where no empty pallets are available, the return must be 

completed within a maximum of 14 days. 

• A pallet account is used for reconciliation. 

• Pallets not collected within 14 days forfeit the right to exchange. 
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5.6 Incorrect / Defective Deliveries and Complaints 
Invoice Adjustments: 

• In the event of (price) discrepancies, complaints, or incorrect deliveries 

requiring an invoice correction, Thalia will deduct the amount from the invoice. 

• The supplier will be notified of the deduction via a debit note, which also 

specifies the reason for the adjustment. 

• Credit notes must not be issued for these debit notes. 

 

Subsequent Delivery of Items: 

• Due to invoice adjustments, items must not be subsequently delivered. If 

necessary, Thalia will reorder the items. 

 

Complaint Period: 

• Suppliers must submit complaints within 30 days of receiving the debit note. 

• Complaints submitted after this period will not be processed by Thalia. 

 

Returns for Non-Ordered or Defective Items: 

• Non-ordered deliveries or defective/damaged goods will be returned at the 

supplier’s cost or collected by the supplier. (see Section 2.6 Returns 

Process) 

 

5.7 Incoterm 

• The standard delivery term is Delivered Duty Paid (DDP) to the Thalia delivery 

location specified in the order, in accordance with Incoterms 2020. The term “Frei 

Haus” is interpreted as DDP in this context. 

• Exceptions: For all publishers connected to the Bücherwagendienst, the 

freight centre designated by Thalia’s Bücherwagendienst is considered the 

place of fulfilment. 

• abweichende Lieferwege sind bilateral mit der Hauptansprechperson zu besprechen. 
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5.8 Transport Insurance 

• Transport insurance depends on the agreed Incoterm between the supplier and 

Thalia. 

• International regulations based on the current Incoterm apply. 

 

5.9 Customs Documents  
• The supplier is obliged to provide all documents required for 

customs clearance without delay. These include: 

 

o Commercial invoices 

o Packing lists 

o Freight documents (e.g., consignment note, country of origin) 

o Preference documents 

 

• Thalia reserves the right to charge the supplier for any import duties incurred due 

to missing customs documents. 

 

 

5.10 Shipment Tracking 

Tracking and Tracing for Premium Freight: 

• Purpose: Ensure transparency to improve and prioritise processes at Thalia. 

• Requirement: If the supplier organises and pays for premium freight, the 

shipment identification number must be proactively provided to the 

responsible contact person in Thalia’s Disposition Team. 
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6 Process Deviations and 

Performance Measurement  

 

 

• Objective: The supplier is expected to implement continuous improvement 

processes and to analyse and rectify the causes of non-compliance with the 

delivery guidelines. All service providers engaged by the supplier must also be 

informed of the delivery guidelines by the supplier. 

 

• Evaluation: Thalia reserves the right to evaluate its suppliers based on key 

performance indicators (KPIs). Measures and/or claims may be derived based 

on the results. 

 

• Qualitative Assessment: In addition to quantitative evaluation, compliance with 

the established logistics requirements will also be reviewed qualitatively. 

 

• Awareness: The following section provides examples of deviations from the 

logistics requirements, which fall under the responsibility of the supplier and may 

lead to refusal of acceptance or to additional charges for special services / 

compensation claims.  
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6.1 Non-Conformity, Charging for Special 

Services and Compensation 
 

In the spirit of a cooperative partnership, special service charges may be applied 

for manual interventions required due to non-conformities. 

These charges are calculated based on the actual time spent, at a rate of €25 per 

commenced half-hour. 

 

For missing or incorrect documents, a flat fee of €50 per affected document may 

be charged, provided the effort justifies this. (The requirements for documents are 

described in Section 2. Material Management and Documentation) 

 

Thalia reserves the right, in the case of a demonstrably supplier-responsible failure 

to deliver or late delivery of time-critical orders, such as seasonal/campaign 

items or new releases, to charge a flat-rate compensation of 5% of the order 

value, up to a maximum of €2,500 per order. 

 

For the stated flat-rate amounts, the supplier is free to demonstrate a lower actual loss 

in individual cases. 

 

These charges cover only part of the costs incurred, any remaining costs will continue 

to be borne by Thalia. 

Our aim is to establish a fair arrangement that ensures efficiency and transparency in 

our collaboration. 

 

At the end of each billing month, the costs will be transparently recorded and 

invoiced to the supplier. 
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Examples follow; cases not listed will be assessed according to the same principles: 

 

Examples of special service charges based on time spent: 

 

Materials Management:  

 

• Deviations in delivery quantity (including over-deliveries) 

• Cancellations of Thalia orders without prior consultation 

• Incorrect or incomplete items 

• Delivery of unordered goods (e.g. substitute items or unrequested free copies) 

 

Packaging and Labelling: 

 

• Incorrect packaging (e.g. cartons that can only be opened with sharp cutting 

tools) 

• Unpacking of unnecessary multiple outer packaging (including disposal efforts) 

• Incorrect or missing labelling (e.g. wrong barcode, missing item identification) 

• Missing or incorrect labels 

• Use of non-approved packaging or filling materials 

• Repacking due to inadequate packaging 

• Resorting of incorrectly packaged units 

 

Transport and Delivery: 

• Exceeding pallet height, weight or overall dimensions 

• Repacking of non-approved (e.g. single-use) pallets onto Euro pallets 

• Material damage to pallets or goods (inspection for saleability required) 

• Delivery to an incorrect unloading point 

• Delivery using non-compliant vehicles 

• Missing advance notification or slot booking for delivery 
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Examples of special service charges – flat-rate per document: 

 

Documents and Labels: 

• Missing, incorrect, or incomplete documents (via EDI or manual): 

o Order confirmations (ORDRSP), delivery notes (DESADV), and invoices 

(INVOIC) not transmitted in full within the defined timeframe 

o Delivery notes, accompanying documents, labels including VKNr. not 

included with the delivery 

o Missing or inconsistent reference numbers on related documents 

o Missing or inconsistent order numbers, item numbers and/or quantity 

details on the delivery note 
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7 Miscellaneous 

• If the supplier is, within the meaning of the German Commercial 

Code (HGB), a merchant, a legal entity under public law, or a 

special fund under public law, Hagen shall be the exclusive place of jurisdiction 

for all claims arising in connection with the business relationship. 

• Should any provision of these Delivery Guidelines be or become invalid, the 

validity of the remaining provisions shall not be affected. All legal relationships 

arising from the Thalia Delivery Guidelines are subject exclusively to the laws 

of the Federal Republic of Germany, excluding the UN Convention on Contracts 

for the International Sale of Goods (CISG) and the conflict-of-law rules of 

international private law. 

• The German version of the Thalia Delivery Guidelines shall prevail over the 

English translation. 
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