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1. General information

1.1.Purpose

These instructions are intended to help improve process reliability in the area of incoming and outgoing goods. It
applies to all material traffic with the emco Group and is part of our orders. It sets out generally applicable agree-
ments and regulations that are intended to serve as guidelines for packaging and delivery for internal and external

suppliers.

1.2.Scope of application

These packaging instructions apply to the entire emco Group at the various locations.

These packing instructions are the necessary basis for a smooth process for receiving, unloading and forwarding
materials in our company.

Deviations from this regulation on the part of the supplier require our express written approval. Special agreements
regarding packaging and delivery remain unaffected by this. We reserve the right to make changes due to techno-
logical progress.

1.3.Basic provision

The meaning and purpose of the "Ordinance on the Avoidance and Recycling of Packaging Waste" (Packaging Act
- VerpackG, as amended) issued by the Federal Ministry for the Environment, Nature Conservation and Nuclear
Safety must be complied with. The meaning of the terms and designations used in all our packaging regulations is
regulated in DIN 55510-2. In addition to the rules of these packaging regulations, the provisions of HGB 8§ 407 -
450 (freight business) apply.

Only sustainable and recyclable materials that can be recycled by our disposal company without additional effort
and costs may be used as packaging material. If load carriers and/or packaging contain substances that may be
harmful to health, these must be clearly labeled. Outer and inner packaging and packaging that comes into contact

with parts must meet the following requirements:

1. Packaging must not be made of polystyrene or other foams; composite materials used must also not con-
tain these substances. Exceptions to this rule require the express consent of the emco Group and are defined

in the "Product-specific packaging instructions".

2. Cardboard and paper in accordance with EUDR should be used; plastics should be avoided wherever

possible.

The packaging materials used must be such that the material surfaces of the packaged products are not damaged
at the points of contact with the packaging - in particular during transportation and handling. Quality certificates, test
reports or similar documents must not be placed in the packaging units. Documents must not be placed in the
packaging units but must always be enclosed with the delivery documents. Care should be taken to ensure that the
packaging is unmixed.
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2. General packaging requirements en

The supplier must pack components, assemblies, liquids and materials in such a way that any damage, in particular
due to transportation and handling, as well as contamination and/or corrosion are excluded. The design of the
packaging must ensure that the quality of the delivered products and materials is not impaired by transportation
and handling.

If the order contains a reference to "product-specific packaging instructions”, the specifications given there take
precedence over these general packaging instructions. They must be observed and complied with in particular.

All deliveries must be protected against all weather influences. Deliveries packed in outer or shipping cartons must
be stacked and protected in such a way that their dimensional stability remains effective. All cartons and plastic
packaging used must be labeled with appropriate recycling symbols.

Unless otherwise specified in the order or the product-specific packaging instructions, all deliveries may only be
delivered on transport aids that are listed in these packaging instructions under "3.1. Load carriers / transport units".

3. Types of packaging

The choice of packaging type essentially depends on its cost-effectiveness and environmental compatibility. There
is a choice:
e Disposable packaging

e Reusable packaging

Reusable packaging is preferable to disposable packaging. However, its use depends on the delivery volume and
frequency. The distance between the customer and the supplier, as well as the acquisition and usage costs, must
be taken into account when deciding for or against reusable packaging.

The use of reusable packaging and the definition of the control cycle (exchange, return, cleaning, etc.) is only carried
out after coordination between the emco Group and the supplier. The mutual consent to the use of reusable pack-
aging must be documented in an agreement. The reusable packaging must be clearly labeled as such by the owner
of the reusable packaging in such a way that it is safe for transport. A control cycle for reusable packaging between
the emco Group and the supplier is only guaranteed if this information is complied with. A delivery of goods in/on
reusable packaging without prior coordination and agreement or without the specified labeling usually leads to the
disposal of the packaging in our company. The disposal costs will subsequently be invoiced to the supplier. The
supplier has no claim for compensation against the emco Group.

3.1 Load carriers/transport units

All packages/packaging must be truck-compatible, forkliftable/craneable and stackable. The following standard load

carriers (dimensions: L x W x H) are possible:
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e  Euro pallets according to EN 13698-1

Dimensions: 1,200 x 800 x 144 mm

Max. permissible total height: according to product-specific packaging instructions
Max. Total weight: 2,000 kg

e Half pallets for Novus products

Dimensions: 600 x 800 x 160 mm

Max. permissible total height: according to product-specific packaging instructions
Max. Total weight: 1,000 kg

e Half pallets for finished parts emco bathroom

Dimensions: 800 x 600 x 700 mm

Max. permissible total height: according to product-specific packaging instructions
Max. Total weight: 1,000 kg

e  One-way wooden pallet (HEP) with entry height min. 100 mm
Dimensions, max. permissible total height, max. total weight: according to product-specific packaging in-

structions

e Wooden support / construction for sheet metal panels
Dimensions: according to product-specific packaging instructions
Max. permissible total height: 120 mm without pallet

Max. Total weight: 2,500 kg

e Coil beams (e.g. imber constructions)

Dimensions, max. permissible total height, max. total weight: according to product-spe-

cific packaging instructions

e INKA pallets type F 8 LF
Dimensions: 1,200 x 800 x 135 mm
Max. permissible total height: 2,000 mm
Max. Total weight: 900 kg

e KLT boxes (small load carriers): Plastic, perforated metal boxes etc.
Dimensions, max. permissible total height, max. total weight: according to product-specific

packaging instructions
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e  Shipping cartons
Dimensions: according to product-specific packaging instructions
Max. permissible dimensions: 1,750 x 800 x 600 mm (the belt dimension of 3.00 m must not be

exceeded)
Max. Weight: 25 kg

e Sales packaging (smallest packaging unit)
Dimensions: according to product-specific packaging instructions
Max. Weight: 15 kg

e Wooden and transport crates (stackable) R
Dimensions, max. permissible total height, max. total weight: according to product-specific = = = of

packaging instructions

e Bags
Dimensions, max. permissible total height, max. total weight: according to product-specific packa-

ging instructions

e Bigbag incl. pallet

Dimensions: according to product-specific packaging instructions
Max. permissible total height: 1,500 mm

Max. Weight: 1,000 kg

e Textile rollers (mandrel-compatible)
Dimensions, max. permissible total height, max. total weight: according to product-specific pack-

aging instructions

e Container for pastes and liquids (sanding pastes, etc.)
Dimensions, max. permissible total height, max. total weight: according to product- =

specific packaging instructions

3.2 Small parts for production supply

The delivery of components and individual parts for production within the emco Group should preferably be made
in the 2 maximum box dimensions 30x40x20 mm (for assembly material with a maximum edge length of 25 cm) or

60x40x20 cm (for assembly material with a maximum edge length of more than 25 cm).
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If neither of these two carton dimensions is suitable for packaging the products, an outer packaging must be agreed
and defined with the emco Group before delivery.

3.3 Sales packaging

The dimensions for the sales packaging (smallest packaging unit) are specified in the product-specific packaging
instructions. If no information is given there, the carton dimensions must be selected according to economic rules,

taking into account the maximum permissible weight and the optimum filling height.

3.4 Shipping cartons

The outer dimensions of shipping cartons, reusable containers, material carriers, bagged goods, plastic containers
and packaging must not protrude beyond the maximum dimensions of the load carrier used. Hollow spaces in the
outer cartons must be avoided as far as possible or packed securely for transportation. In order to avoid repacking,
palletized packaging units may only be delivered unmixed (no mixed pallets). If deviations from this rule are neces-
sary and sensible, care must be taken to ensure that the same article numbers are not distributed across several
load carriers, provided that the permissible total height and the permissible total weight of the load carrier are not
exceeded as a result.

4. Special requirements for packaging imported semi-finished parts

Each individual item must be packed in an open PE bag, foam bag or in accordance with product-specific packaging

instructions, without additional wrapping. The bag should not be too large.
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packed in appropriately sized paper
The individual parts must be easy to

remove.

The individual parts are to be delivered in easy-to-handle compartments, e.g. divided by cardboard compartments,
and/or in cardboard boxes. Only one part may be packed in each compartment. The boxes must not weigh more
than 25 kg.

Exceptions require a special written agreement. Exceptions are for example
e Individual parts that are not further processed, but only added or repackaged, may be delivered in
closed bags

e Individual parts that cannot damage each other may be delivered in layers

Deliveries may only be made by type on pallets. If deviations from this rule are necessary and sensible, it must be
ensured that the same article numbers are not distributed across several load carriers, provided that this does not
exceed the permissible total height and the permissible total weight of the load carrier.

The shipping carton and the sales packaging of a product must be labeled on the front with the corresponding
ID numbers. The goods must not protrude beyond the edge of the pallet. The packing height of a pallet must not
exceed the total height (including pallet) specified in the product-specific packing instructions. Each pallet must be
covered with a sturdy sheet and shrink-wrapped, banded and stabilized with vertical braces. The pallets must be
stacked properly (heavy pallets at the bottom). Exceptions require a special written agreement. This also applies to
deliveries of small order quantities or small delivery volumes (mixed pallets).
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T ‘lh.‘

5. Special requirements for packaging imported finished parts (emco bath)

Each individual item must be packed in sales packaging in accordance with the product-specific packaging instruc-
tions and provided with a label created in accordance with the specifications. Exceptions require a special written
agreement.

Deliveries may only be made on pallets and sorted by type. The goods must not protrude beyond the edge of the
pallet. The packing height of a pallet must not exceed a total height (including pallet) in accordance with the product-
specific packaging regulations. Each pallet must be covered with a stable sheet, shrink-wrapped and banded. Each
pallet must be connected to the cover plates with vertical braces (stability). The pallets must be stacked properly
(heavy pallets at the bottom). Exceptions require a special written agreement. This also applies to deliveries of small

order quantities or small delivery volumes (mixed pallets).
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6. Special requirements for long material

All long materials must always be delivered in emco racks (see drawings 880-6536 and 880-6537).
be delivered. If this is not possible for organizational reasons, the dimensions of the individual packages must be

selected so that they can be packed and stored at emco Group in flat racks (see drawing 880-6536).

max.300

SRR S

20 1 max.500
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Drawings of emco long material baskets for the storage of profiles and other long material
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Storage of profiles and other long materials - long material basket:

For dimensions, see detailed drawings on pages 11 and 12.

If the profiles are placed directly in emco's own long material baskets, the goods must be protected by cardboard
packaging (see photo).

AWM ]

Minimum requirement for corrugated board:
B-flute, endless, FEFCO 100 approx. 3 mm thick

Composition of inner and outer cover: 140 g testliner (100% recycled paper)

Composition of the corrugation: 100 g corrugating medium (high-quality waste paper)

The profiles must be protected inside the package to prevent damage to the profiles, e.g. due to contact corrosion
or damage caused by the removal of individual profiles. The selection of intermediate layers to protect the profiles
during transportation and subsequent manual material removal is the responsibility of the supplier!

In order to be able to transport the racks with the existing crane systems, the total height of the package within the
long material basket must not exceed 0.65 meters!

13
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If the supplier does not have any long material baskets in stock, the goods must also be packed in a wooden frame
in advance at the supplier's premises.

Position plastic straps (min. width 15mm)

Wooden frame base Wooden frame (min. 4 piech)

Cross-section of the wooden frame

_

Min. 22 mm

H total.
H max
Min. 22 mm

<

Max. 50mm

H total: 0.65 meters
H max.: 0.60 meters

Illustration of the wooden frame in the long material basket

14
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Holzgestell, kpl im Transport-Korb :
Ho6he maximal: 0,60 m
Breite maximal: 0,67 m

Transport- Osen mussen frei bleiben

Holzgestell, kpl

H max.

lllustration of the wooden frame with corrugated cardboard packaging in the long material basket

Wellpappe

Transport-
Korb

Holzgestell, kpl

Paket

15
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7. Special requirements for mirrors and glass

7.1 Requirement for double mirrors

The emco wooden frames should be used for packaging double mirrors. The height depends on the size of the
item. The mirrors must be placed in polystyrene molded boards; the number of pieces/pallet depends on the mirror
variant. The finished shipping units must be covered with wooden boards and secured on Euro pallets with four

straps.

7.2 Requirements for single mirrors and lacquered rear panels

The single mirrors and lacquered rear panels must be placed in wooden frames with paper interlayers on Euro
pallets or outer or shipping cartons. The size depends on the dimensions and batch size of the item. Special fea-
tures: If the batch size is smaller than 40 pieces, the parts are placed in polystyrene molded plates (as with the
double mirrors). In addition, items measuring 1200 mm or more must be packed in shipping cartons.

16
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7.3 Requirements for laminated glass

The laminated glass must be packed in the KLTs provided by us (see chapter 3.1 Load carriers/transport units).
Please ensure that they are sorted according to type. The number of pieces for each container varies according to
the size of the item.

Special feature: Items with cut-outs are placed in polystyrene molded panels due to the risk of breakage (see follo-

wing image "Special feature: With cut-out")

First layer Second layer
b s e R —

End Special feature: With cut-out

FI17¢0

oY, S X 739

7200 - 6287

S oy
G
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7.4 Requirements for glass shelves

The glass shelves must be packed in units of three, five or ten, depending on the size and item variant. The indivi-

dual packaging units must be labeled with the production date and item number and packed separately on Euro

pallets or shipping cartons. The size depends on the dimensions and batch size of the item.

8. Special requirements for whiteboards

The following specifications must be observed for the packaging of whiteboards:
e The sales packaging must not protrude beyond the pallets
e  Maximum height of the outer or shipping carton: 1600 mm

e  Maximum height of the wooden packaging: 1400 mm

18
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Palettenstapel ist zu hoch = n. i. Ol Karton ragen iiber die Palette hinaus = n. i. O!

9. Packaging inspection

Incoming packaging is checked for compliance with the packaging regulations. In the event of non-compliance, the
supplier shall be notified and requested to comply with the packaging regulations in future. We reserve the right to
hold the supplier liable for any costs incurred by us as a result of the supplier's failure to comply with the packaging
regulations (e.g. repackaging and/or repacking, any transport damage caused by inadequate transport securing
and packaging, avoidable multiple handling, returns, etc.).

For damage caused by improper handling during transport (inbound and outbound), the internationally applicable
rules according to "INCOTERMS 2020" (valid since 01.01.2020) apply.

10. Labeling of the packages

10.1 The load carrier

A clearly visible list of package contents (paper or label, minimum size approx. 150 x 100 mm) must be attached to
each load carrier. The package contents list must be attached to at least one long side at the front of the load unit
and be freely accessible. The labeling must be in plain text. If additional and/or only machine-readable information
(barcode, 2D code, etc.) is to be used, this will be explicitly stated by the emco Group.
Minimum details of the package contents list:

e Recipient name and address

e  Supplier name and address

e  Order numbers (of the emco Group)

e Number of packages (on the load carrier)

e Contents of the load carrier (emco Group material numbers and designations)

e Gross and net weight

19
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10.2 The smallest closed packaging unit

A label (package label) must be attached to at least one (outer) side of each package (packaging unit). The label
must be easily legible and freely accessible. The label must be in plain text. If a barcode and/or only a barcode is
to be used, this will be explicitly specified by the emco Group.
Minimum information on the package label:

e Recipient name

e  Supplier name

e  Supplier number at the emco Group

e  Material number of the emco Group

e Material designation of the emco Group

e Quantity or content quantity (of this unit)

e  Order number of the emco Group

e Date of manufacture / production

e  Batch number (if required)

e  Strip number (if required, e.g. for stainless steel)

e Gross and net weight

10.3 Load securing

All consignments handed over to a transport service provider must be packed securely for transportation and access
and, if necessary, on flawless loading aids. The shipper must ensure that the goods are delivered in proper condition
by using the appropriate packaging and loading aids. Furthermore, the guidelines for securing loads must be ob-

served.

11. Goods acceptance and delivery times

The goods acceptance times from the "General Logistics Agreement" apply. These are also listed on the order. In
addition, the current "General Logistics Agreement" is available at the following link:

https://www.emco-group.com/de/zentraleinkauf/
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