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WELCOME ABOARD!
Thanks for choosing Tomoana for your warehousing solutions!
This guide sets out what you can expect from the Tomoana Warehousing (TWL) Team and what we need
from you - to make our service great and faster for you. This guide is designed to act as a reference, so you
know what to do and by when for each part of the collection, storage and despatching journey.
We look forward to working with you.

Please read this guide in conjunction with our Service Timeframes attached.

OBLIGATIONS OF EACH PARTY

•

Tomoana Warehousing Ltd

Customer

• Perform the services outlined in this
document with due care and skill in a
professional manner.

• Provide TWL with all information and service
notifications in order for TWL to provide the
services in a timely and accurate manner.

• Observe all laws and regulations in the
provision of the services.

• Observe all laws and regulations in the
requisition of the services.

• Act in good faith in ALL dealings.

• Act in good faith in ALL dealings with TWL.

• Provide all information reasonably
requested by the customer.

• Provide information on any Restricted Goods,
Hazardous Substances/Dangerous Goods,
Seeds and Grains, Timber imports and any
other high-risk goods before importation and
arrival on site at TWL.

• Act in accordance with the customer’s
reasonable instructions and directions in
performing our services.

COMMUNICATIONS
Communication is key to making the whole process easier and faster for you. That’s why we ask that ALL
requests for service instructions and enquiries must be sent to one or more of the key contacts listed at the
bottom of this page.

Important notes:
»

ALL notifications must be in writing via email (see email addresses below). NO phone notifications
or other verbally submitted notifications will be accepted.

• The customer must supply their email contacts for the following types of communications from TWL:
»

Operational enquiries warehousing and/or transport.

»

Rate/pricing advice; Accounts queries.

»

Specialist information enquiries such as product hazardous substance information and any other
information required by law.

• TWL will acknowledge instructions received by return email.

KEY CONTACTS
For all warehousing services: warehouse@tomoanawarehousing.co.nz
For all local transport, Port of Napier pick-up and local delivery: local@tomoanawarehousing.co.nz
For all linehaul and national transport queries: linehaul@tomoanawarehousing.co.nz
For all new quotes and rate enquiries: tomoanaquotes@tomoanawarehousing.co.nz
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INWARDS GOODS
Tomoana’s commitment to you:

Customer Responsibilities:

• TWL will: Collect containers from port, from the
day of discharge + three days or part thereof.

Notify TWL at least seven days before container
discharge with the following shipping details:

• Devan and receipt containers/palletised LCL
cargo.

•

Container number

•

Port of entry

•

Total free time

•

Dehire port

• Check the container/LCL cargo contents against
information supplied by the customer.

•

Ship name

•

Port ETA

• Contents are checked for the following:
»

Product description matches packing slip

»

Quantities of each product recieved

»

Batch and/or expiry (if requested)

»

Damage

• Any discrepancies or existing damage are
advised to customer by email within 24 hours of
receipt to the Warehouse Management System
(WMS).

Important notes:
»

»

• Photos of any damage will be provided if
required.

Total “free days” for container uplift, devan
and dehire depot-TWL will assume 14
DAYS unless notified otherwise. Alternative
arrangements will only be accepted
following discussion between TWL and the
Customer BEFORE acceptance.

The following cargo information must be
supplied prior to discharge:
•

Type and identification of goods.

• Palletise products in the stack pattern advised
by the customer.

•

Whether goods are palletised, loose
stacked, bulk bag or otherwise packaged.

• Provide any required pallet labels/stretch
wrapping or product protection.

•

For hand stack containers, product
stack patterns must be supplied before
devanning.

•

Notify TWL whether products need to
be grouped by SKU, Batch, DOM or other
grouping at devanning.

•

Any required strapping, wrapping, labelling
or other requirements of devanned product
before storage.

•

Customs Delivery Order.

•

MPI BACC.

•

Packing slip.

• Store and handle products as per the
customer’s instruction.
• Provide an Inwards Goods Receipt (IGR)

Important notes:
»

»

»

»
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Container doors cannot be opened until
Customs DO or MPI BACC conditions have
been met.
Supply or purchase of suitable pallets:
If the customer is not supplying their
own, please enquire at time of initial
notification as to whether TWL can supply
the required type/quantity.
Detention and demurrage: Where the
customer fails to provide the agreed
information listed in this document within
the stated timelines, the customer will be
responsible for all container detention
and demurrage fees and any other related
penalties.
While fumigation on-site continues to
meet compliance requirements, TWL
will continue to offer this service for an
additional charge.

»

Ensure that all holds are removed prior to
uplift. This includes but is not limited to holds
imposed by:
•
•

»

Port of entry

•

Customs

MPI

•

Shipping Line

If MPI are likely to require fumigation of any
container before opening, this must be advised
to TWL prior to collection.

Standard operating hours:
»

7am - 5pm weekdays. Service outside
these times, at weekends and/or statutory
holidays possible by arrangement, please
contact us.

2

WAREHOUSING AND STORAGE
Tomoana’s commitment to you:

Customer responsibilities:

• Products will be stored in conditions that
protect their integrity.

Notify TWL of the following:

• Segregate from other products that could
cause damage or contamination.
• Storage conditions will be dry, secure, clean
and professionally presented.
• Stacked at heights that are in accordance with
customers’ operating instructions and are safe.
• Top Stow or Racking conditions are met.
• TWL will meet the compliance requirements of
the product.

• Hazardous substances. These MAY be
accepted by TWL for storage. If any changes
are made either to the hazardous substance
classification or the NZ SDS for any product,
this must be advised to TWL immediately.
• Some hazardous substance classes cannot be
stored on site. TWL has some limitations on
classes of HSNO and the volume allowed for
storage of such products.
• Any hazardous substances classification of
proposed stored goods, including NZSDS.
Hazardous substances will only be accepted
on site if an existing agreement with TWL is
in place and a HSNO – New Product Form has
been completed.
• Whether goods are “food or food-grade” and
therefore require food-grade storage.
• Whether goods have any additional regulatory
or compliance requirements with Customs, MPI
or other New Zealand or overseas agencies.
• Accurate detail of the dimensions weight and
quantity for storage e.g. palletised, bulk bag.
• Note that rates supplied apply to pallet
dimensions 1.0mD x 1.2mW 1.4mH. Contact
TWL for non-standard rates.
• Advise whether palletised goods can be
stacked and to what height/weight load.
• The likely term of storage at TWL.

Important notes:
»

If all the correct information is not received such as the NZ SDS information, goods will
not be accepted on site.

»

If the goods received differ substantially in type, classification, weight or dimensions
compared to customer notification, TWL reserves the right to not accept goods or to
requote rates as appropriate.

»

Storage fees are charged on a per week basis, no pro rata. Minimum storage is seven
days (Monday to Sunday), for anything less than seven days, a full weeks’ storage will
be charged.
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PICKING AND DESPATCH
Tomoana’s commitment to you:
• Notify the customer if the order cannot be
fulfilled.
• Picking of orders, consolidating and packaging
ready for despatch.
• Careful handling and packaging to minimise
the risk of damage, by both TWL and intransit.
• Clearly label and address the product for the
correct consignee.
• Arrange freight delivery to the consignee.
• Manage freight documentation.

Customer
Responsibilities:
Notify TWL of:
• Picking and despatch order details – product
quantity, delivery address, special instructions
and despatch date.
• If any labelling or additional packaging is
required, the customer is to advise whether they
will supply this to TWL or whether TWL will
organise and on-charge packaging.
• Date of collection/despatch.
• Freight to be arranged by either TWL or other
carrier, please specify what account is to be
charged.

• Completion of TWL despatch documentation
and sending this documentation to the
customer.

Important notes:
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»

Deliveries requested on a non-business day or outside of normal hours may be possible
by arrangement and will attract an additional charge.

»

Note also that shorter timeframes may be possible for despatch orders by arrangement,
additional fees may apply.

4

5
INVENTORY
MANAGEMENT

CROSSDOCK
Crossdock refers to container
devan on arrival and immediate
dispatch off-site.

Tomoana’s commitment to you:
• Once Crossdock product has been devanned
and packaged for transport as per customer
notification, TWL will notify the customer when
product is ready for transport.

Tomoana’s commitment
to you:
• TWL will manage all movements, the Inwards
Good Receipt (IGR) and the Despatch Docket
(DD) via our Warehouse Management System
(WMS).
• FIFO is the standard stock rotation system.

• Any order NOT transported from site within
24 hours from TWL notification, will attract
storage rates.

• Cyclic stock counting is performed weekly.
• A full physical stocktake can be performed at
the customers cost, by arrangement.

Important notes:
»

NO stock movements can be performed during these stocktakes, and two weeks’ notice
is required to perform a full physical stocktake.

DAMAGED PRODUCTS PROCESS
• All products found by TWL to be damaged in transit in either container or LCL will be
photographed, isolated and reported to the customer. The status of damaged products will be
recorded via WMS.
• Damage to customer products while in TWL care will be notified promptly to the customer
including details of the product, number of items and type of damage.
• Damaged goods will be isolated, wrapped and secured on a pallet and held for inspection –
 if
required. Normal storage charges apply.
• The disposal and method of disposal must be agreed and confirmed by the customer within a
maximum of 14 days after notification by TWL.

KEY CONTACT:
For all damage related queries please contact:
warehouse@tomoanawarehousing.co.nz
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CONTACTS
Tomoana Warehousing Ltd
115 Elwood Road, Tomoana,
Hastings 4172
P. 06 873 5350
F. 06 878 2227

www.tomoanawarehousing.co.nz

