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DIAZ FOODS 
 

 

The purpose of the policies is to ensure that Diaz Foods can remain committed to 

providing quality service to our customer base – retail and foodservice.  In this manner, 

we shall continue to aggressively market and grow your product lines.  The relationship 

between our vendors and Diaz Foods is a very important one – and one based upon trust 

and mutual benefit.  Diaz Foods purchases and sells your products with the intent to build 

sales volume and make a profit.  In this manner, Diaz Foods is building the vendor’s 

brand equity in that product – certainly a benefit to the vendor.  The vendor policy 

manual is split into four sections; Purchasing, Operations, Finance and Sales.  As well, 

many of the policies explain how Diaz operates if the vendor offers such a program.  For 

example, a vendor is not required to offer a spiff, however if they offer a spiff then Policy 

S 4.0 dictates the mechanism of the spiff. 

 

 
 

PURCHASING POLICIES 
 

P 1.0 First Orders 

Bringing a new item into a market is a risky proposition; will the market accept the 

product pack, quality, pricing, etc. To ensure that the product is viable in our 

marketplace, Diaz Foods’ first three orders must be guaranteed by the vendor.  For this 

reason, Diaz Foods requires that the product will be repurchased by the vendor at our cost 

after 30 days.  As a result, the first invoice shall not be processed for payment until 60 

days or 75% of the inventory from the order is depleted.  

 

 P 1.0.1 First Orders/New Items 

New items, whether first order from a vendor or a new SKU, result in significant 

work from our Business Intelligence and Warehouse departments.  To ensure that 

all information is put into the system correctly, the item can be appropriately 

slotted and identifiable by the warehouse; we require a free case be provided to 

Purchasing prior to initial order.  For ease, we suggest sending the case at 

minimum 14 days prior to first Purchase Order. 

 

 

P 2.0 Purchase Orders 

Diaz Foods will provide a purchase order for every order.  All of our purchase orders 

require confirmation within 24 hours to ensure quantities and prices are correct.  Without 

a valid purchase order attached to every invoice and shipment, no payments can be made 

for that order.  As well, our system pays based upon the lower of the pricing on our 

purchase orders or the vendor’s invoice.  Therefore, please ensure that the pricing on our 

purchase orders is correct. If there is a discrepancy and Diaz Foods was not made aware 

within the 24 hour period, we will pay based upon the lower of our purchase order price 

or the vendor’s invoice. 
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P 3.0 Growth Incentives/Marketing Programs 

To truly penetrate a market, additional cooperation between a vendor and distributor are 

necessary.  Our experience shows that incenting both the distributor and having a set 

marketing program significantly improve the efficiency of covering a market.  Therefore, 

Diaz Foods requests a mutually agreed upon growth incentive and marketing program 

from each new vendor.  When calculating volumes for growth incentives, Diaz Foods 

will count out of stocks, mis-ships or recalls as products purchased from the vendor.  In 

this manner, Diaz wants to create partnerships – not one way relationships. 

 

P 4.0 Notice from Vendors  
To ensure smooth transitions, please provide 30 day written notification of any of the 

following to your buyer and the VP of Purchasing at Diaz Foods: 

- Change in Pricing 

- Change in Pricing Structure 

- Change in Physical Address 

- Change in Remit to Address 

- Change of sales personnel 

- Change of Broker 

- Change in any operating policies 

- Change in pack size, UPC, etc. 

 

P 5.0 Price Floor Protection 
To maintain adequate inventory levels for sales of your brand, Diaz Foods is exposed to 

down side risk of inventory movement.  Therefore, vendor must provide Floor Protection on 

any item that the price decreases and Diaz is holding greater than 30 days of inventory after 

the effectiveness of the price decrease.  (Commodity items are not included in this policy.) 

 

 

OPERATIONS POLICIES 
 

O 1.0 Warehouse Introduction and Set Up Fees  
Warehouse space at every location is at a premium, and new items that are added to the 

warehouse utilize very costly space. The warehouse expenses associated with introducing a 

new item include: creating location codes, resetting aisles, warehouse labor, warehouse 

employee (pullers and stockers) training, driver training, overstock area resetting, etc. 

Additionally, Diaz Foods incurs IT expenses which include: computer data input, set up of 

physical and electronic item file, edit and reprinting all product lists, edit promotional files, 

updating bids, etc.  

 

The following table of one time Warehouse and IT Set Up Fees per warehouse will be used 

to calculate fees based on the amount of new SKU’s to be introduced at the same time:  

 

Dry Product     Refrigerated Product 
1 to 5 SKU’s  $300.00 / SKU   1 to 5 SKU’s   $400.00 / SKU 

6 to 10 SKU’s   $250.00 / SKU   6 to 10 SKU’s   $350.00 / SKU 

11 to 15 SKU’s  $200.00 / SKU   11 to 15 SKU’s  $300.00 / SKU 
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16 or more SKU’s  $150.00 / SKU   16 or more SKU’s  $250.00 / SKU 

 

 

O 1.0.1 Point Of Distribution Introduction Fees  
Introduction of a new item is a very expensive endeavor; one which Diaz Foods has 

managed through an efficient “go to market” approach.  

 

When introducing new product, Diaz Foods endeavors to work with our vendors to 

ensure the successful inclusion of all products across our 24 state foot print and in to 

over 6000 points of distribution (POD) that covers over 1,349,000 square miles. 

 

Our “go to market” approach consists of the following:  

1. - Introductory promotional flyer exclusive for all new item(s).  

2. - Inclusion of new item(s) in any general contest that is running during 

your introduction period (90 days).  

3. - Reset of independent retail stores that we DSD (excluding chains or 

convenience stores).  

4. - Invitation to attend two sales meetings to present the product and conduct 

training during the promotional period at no charge.  

 

In order to effectively and promptly introduce all new products in the market, Diaz 

Foods will administer the below introduction fee for new items sold during the 90 

day introductory period. When administered, Diaz Foods will provide a thorough 

report of the customer who purchased the new product. This report will include the 

customer number, city, state, cases purchased and times repurchased. The following 

fee is to cover the cost of selling your items at the store level (This fee does not cover 

any fees charged by chains for slotting).  

 

1 to 5 SKU’s  $5.00 per POD  

6 to 10 SKU’s   $6.00 per POD  

11 or more SKU’s  $7.00 per POD 

 

O 2.0 Pallet Exchange 
Diaz Foods will commit to a pallet exchange program at your request.  However, due to 

storage constraints, pallets may not be stored at the facility.  As well, Diaz Foods will not 

pay vendors for pallets. Diaz Foods does not accept iGPS pallets and CHEP pallets.   

 

O 3.0 Shipping Issues 
It is the responsibility of the vendor to ensure that the proper quantity at the proper price 

and quality is received by Diaz Foods.  Therefore, Diaz Foods will not accept any 

responsibility for mis-shipped product.  If a product which was not ordered is shipped to 

Diaz, it is the sole responsibility of the vendor to pick up that product from our dock. 

 

If the product received is spoiled, the same policy applies.  It is the sole responsibility of 

the vendor to ensure that the product is picked up.  In both instances, Diaz Foods will 

automatically deduct the cost of these products (mis-ships or spoils) off invoice without 

any further notice.  After two weeks, any product left at Diaz Foods shall be subject to 
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charges related to disposal plus an administrative fee of 15%.  If the product is received 

in a manner requiring re-stacking of pallet (due to shifting or breaking during shipping), 

Diaz Foods will offer the delivering trucker the opportunity to re-stack or will charge $25 

per pallet to correct. 

 

With space and time restraints in the warehouse, Diaz Foods requires shippers to make 

delivery appointments to allow for efficient operations.  The delivery windows are 

available by request through any member of the Purchasing staff.  Late deliveries 

(defined as arrival an hour past the appointment time) or missed appointments result in a 

$250.00 fee.  As well, an additional $50 for each additional hour is charge to offset our 

overtime costs.  Delivering without an appointment will result in a $250 charge with 

additional $50 per hour after 2 pm for the same reasoning. 

 

O 4.0 UPC / Pack Size Changes 
Changes in UPC or pack size have repercussions on many places.  Customers must 

change their computer systems and sometimes their slots for pack changes.  For this 

reason, many of our customers charge Diaz Foods for pack changes.   

 

As well, the same impact is felt at Diaz Foods – with our computers and warehouse.  

Therefore, Diaz Foods will pass along any cost from our customer and charge an 

additional $150 for the changes per SKU within Diaz Foods.  This $150 charge will also 

apply if the vendor provides incorrect information on an item which later requires 

correction.  If no notice of such change is provided and new UPC or Pack Size changes 

occur, Diaz Foods will charge $1,000 to offset the incremental costs associated with 

changes with existing inventories of differing UPCs or pack sizes. 

 

Finally, a change in pack size or packaging requires that the new presentation or package 

fills the warehouse at a point in time.  As a result, Diaz requires either purchase in full of 

the old package or presentation or floor protection to move the older product out.  This 

protection will be deducted off the invoice with the new product. 

 

O 5.0 Shipping Of Free Cases as Promotions 
Diaz Foods is happy to pass along all promotions to customers.  However, Diaz Foods 

cannot absorb the cost of such promotions.  One example is shipping free cases to 

customers.  As a result, Diaz Foods will charge 15% of the case cost of any items 

multiplied by the number of free cases being shipped.  As well, Diaz Foods reserves the 

right to charge the vendor for other costs attributable to shipping or carrying out 

promotions on behalf of the vendor. 

 

O 6.0 Product Recalls 
Voluntary or Mandatory recalls provide significant cost to any Distributor since the sales 

price, cost of delivery, cost of sales and cost of collection must be incurred in the recall.   

 

With any recall, Diaz Foods will deduct our selling price plus $25.00 USD per case (each 

broken case will count as one full case) that is picked up from the point of sale and returned 

to our warehouse. Additionally, Diaz Foods will deduct any disposal costs associated with a 
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recall. If there is additional transportation cost other than from the point of sale to our 

warehouse, the additional cost will also be charged to the vendor. Furthermore, if product is 

stored for over 7 working days, Diaz Foods will deduct an additional $5 USD per case for 

daily storage. For the administrative costs of a recall, Diaz Foods is entitled to charge 5% of 

the total cost of the recall to cover such expenses. 

 

Vendors are expected to collaborate with Diaz Foods in the recall process and will be 

expected to provide the following: 

 

Recall Required Data  

- Full name of product as labeled  
- UPC number or GTIN  
- Lot or date code  
- Expiration Date  
- The location of the code  
- Instructions about how to read the code  
- Vendor written instructions for return and/or disposal of product.  
- Purchase order number(s) affected  
- Contact information for manufacturer recall coordinator (name, e-mail address, and  

telephone numbers, including a cell phone number)  
- Class of recall or withdrawal  
- Determine whether the manufacturer is filing a report with the Reportable Food 

Registry (Y/N)  
- Reason for recall or withdrawal  
- Determination on whether customers need to be contacted (Y/N)  

 

 

O  7.0 Slow Moving Items 
Warehouse space is very costly and at a premium in any distribution facility.  

Understanding this concept, Diaz requires minimum movement of 40 cases per week per 

SKU.  Any SKU that does not move at that velocity will be at risk of discontinuation 

within our system.  As an alternative, the vendor may agree to one of the following 

options: 

- With your sales team or broker, increase the movement of the SKU 

- Substitute Item for a faster moving SKU 

- Discontinue the item (not preferred).  For this option, the manufacturer would be 

responsible for a $250 discontinuation fee and credit for current inventory. 

- Pay flat fee of $30 per month per SKU under the required movement. 

 

 

FINANCE POLICIES 
 

F 1.0 Terms 
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Since most of the market requires Net 30 days, Diaz requires at minimum of Net 10 from 

the date the product arrives at our warehouse to process paperwork.  It is highly 

encouraged to provide term discounts. 

 

  Minimum recommended Terms   2%/15/Net 30 

 

F 2.0 Spoils Allowance 

Spoils and damages occur in the normal course of business.  In an effort to ensure quality 

product be sold to the end user, Diaz Foods requests a spoil allowance to be deducted off 

each invoice.   

 

  Minimum recommended Swell or Spoil Allowance  1% 

 

 

F 3.0 Payable Discrepancies 
Unfortunately, there will always be some disagreement about a payable.  Diaz Foods is 

more than happy to provide documentation on any discrepancy.  Given time and storage 

constraints, we maintain about 90 days of back up within easy reach.  If a vendor requires 

research on an issue with an invoice date greater than 90 days old, Diaz Foods must 

charge a $50 per hour research fee.  This fee merely covers our cost of retrieving the 

information from storage. 

 

Secondly, timing is of the essence with regard to payables.  Therefore, our policy is not to 

pay or repay any invoice that we have not received within 120 days of the invoice date. 

 

F 4.0 Payments to Diaz Foods 

To ensure timely payment and ease of administration, Diaz Foods deducts any amounts 

owed to it by a vendor once the amount is 45 days old.   

 

F 5.0 Reports 
Diaz Foods has very valuable information available to vendors.  The information is 

available through either one time or monthly reporting according to the reporting policy 

attached.  Since there is significant time associated with creating any reports, Diaz Foods 

has standardized formats which will not be altered. 

 

F 6.0 Miscellaneous 
On some occasions, vendors require assistance working with brokers, radio stations, etc.  

While we are happy to assist including pre-paying bills, Diaz Foods will charge 15% of 

the check amount (with a minimum of $50.00).  As well, Diaz Foods will deduct that 

amount off an invoice to be paid to the vendor. 

 

F 7.0  Warranty 
Vendor guarantees goods supplied are manufactured, packaged and labeled in conformity with 

applicable U.S. federal, state and local laws, rules and regulations and, including but not limited 

to, the rules and regulations of the Federal Alcohol Tax and Trade Bureau, the Food and Drug 
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Administration, the FDA Food Safety and Modernization Act, the Environmental Protection 

Agency and the United States Department of Agriculture. 
 

 

F 8.0 Non-Solicitation of Employees   
Vendor agrees not to directly or indirectly, recruit or solicit for employment any 

employee of Diaz Foods.  This paragraph will not be construed to prohibit Vendor from 

advertising any employment opportunities in a general circulation or trade publication or 

by other customary means of recruitment not targeted at employees of Diaz Foods.    
 

F 9.0 Unauthorized Use of the Name Diaz Foods 
Vendor acknowledges that “Diaz Foods” name is trademarked by Diaz Wholesale & 

Manufacturing Co., Inc. and any unauthorized use of the name “Diaz Foods”, Diaz 

Wholesale & Manufacturing or Diaz Logo or any variation thereof is prohibited under the 

United States Trademark Law.  

 

 

SALES POLICIES 
 

S 1.0 Free Fills 

The trend in the industry is for retail chain accounts to request and expect free fills for 

various reasons: new store opening, new items or even new management.   

 

Since the free fill offers the manufacturer the opportunity to sell their product through 

that particular outlet, the benefits to the manufacturer are obvious.  For a vendor’s 

products to be placed into that particular retail chain account, the vendor shall provide the 

products for the requested free fill at no cost to Diaz Foods, plus reimbursement for any 

transportation costs.  Reimbursement for the free fills shall be credits deducted directly 

off invoice for Diaz Foods.  In addition, there is a small processing charge of 5% 

included on the credit. 

 

(Please review and sign attachment)   

 

S 2.0 Reset 

A reset or placement of new products for a particular chain store or group of stores is 

often required by the retail chains.  This cost has been absorbed by Diaz Foods; however 

there is a real cash outlay for every reset.  These charges are incurred when either the 

manufacturer requests Diaz Foods to place their products into a particular store or when 

the retailer requests a total reset to better position the product offering. 

 

Diaz Foods remains committed to providing this service to both the retail chain and the 

vendor.  To cover our cost of resetting, a charge of $5 per SKU per store shall be applied 

to the vendors of those items unless they provide a broker or manufacturer’s 

representative to assist with each reset.  

 

S 3.0 Broken Cases 
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In the Atlanta market, some retailers are shifting to more shallow shelves to better 

manage their inventory.  As a result, some chains now want to receive broken case 

quantities.  Some vendors supply Diaz Foods with broken cases (1/2 cases) which is the 

required size for many chain accounts.  

 

Diaz Foods is happy to provide this service to the customer to ensure that the products 

carried are available to the end user.  Unfortunately, there is a cost (primarily labor and 

materials) associated with broken cases.  A vendor can either supply us with the broken 

cases or split the cost with Diaz Foods to supply broken case quantities to the retail 

chains as is required.  Our estimated average cost to repack a case is $0.40.  Since Diaz 

Foods is willing to split the cost with our vendors, there shall be a $0.20 per case charge 

to the vendor for providing broken cases to the retail chains. 

 

S 4.0 Rebates/Billbacks/Spiffs/Contests 
There exists a true cost for Diaz Foods to process rebates or any type of payment to a 

customer on behalf of the vendor; administrative time, float time, and paperwork.  

Therefore, a vendor initiated or requested rebate will result in fee of 5% of the processed 

rebates with a minimum of $10 regardless of the size of the rebate, credit or repayment.  

A minimum of $100 will be charged for any Billback initiated by the vendor. 

 

Diaz Foods charges the vendor a 20% fee for conducting a spiff or contest.  The fee 

covers our administrative cost including cost of issuing checks to the winners (includes 

Worker’s Comp, Insurance, etc.). 

 

S 5.0 Reclamation Policy 
In the normal course of business, any distributor incurs certain costs, which should be 

shared with the vendor.  For example, costs associated with providing samples offer 

sincere benefits to the vendor.  A new customer trying your product can become a loyal 

customer buying your brand from us or another source.  Damages at the store/restaurant 

level are real costs to Diaz.  With many of the large chains, we are forced to provide 

credit on damages even if those damages occur after the product has been shipped.  These 

stores/restaurants claim that is the “cost of business” with them.  Diaz Foods obviously 

wants to keep our vendors’ products in these large accounts.  As well, under our current 

scenario, Diaz Foods provides merchandising for the Chain Stores at no cost to the 

vendor. 

 

In the spirit of trust and mutual benefit, we believe that the vendor should incur the cost 

for sampling product to grow sales and the cost for damages at the store/restaurant level.  

Each month a vendor credit will be created detailing these costs and deducted off a 

payment to the vendor.  In addition, there is a small processing charge of 5% included on 

the credit.  Of course, those vendors providing a sample allowance or a swell allowance 

will not have credits issued as long as the allowance covers the normal samples and 

damages.   
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We value the relationship with vendors and believe that these policies clearly define a 

framework to allow healthy growth.  Please review in detail and sign below. 

 

 

_________________________________________________ 

Signature 

 

_________________________________________________ 

Printed Name  

 

_________________________________________________ 

Company Name 

 

_________________________________________________ 

Date 
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CHAIN STORE ATTACHMENT 

Key Accounts 

 
 

The following chains are assigned to Diaz Foods by below named vendor: 

 

 

 

 

 Vendor agrees to provide to Diaz Foods a minimum of 30 day notice prior to 

transferring sales of the assigned customers from Diaz Foods.   

 Vendor agrees to purchase all Diaz Foods inventory at landed cost if the vendor 

transfers the assigned customers from Diaz Foods. 

 Vendor agrees to compensate Diaz Foods 3% of projected next twelve months 

sales if the vendor transfers the assigned customers from Diaz Foods. 

 

 

 

_________________________________________________ 

Signature 

 

_________________________________________________ 

Printed Name  

 

_________________________________________________ 

Company Name 

 

_________________________________________________ 

Date 
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REPORTING ATTACHMENT 

 

 
 

Vendors may purchase reporting options according to the following schedule: 

 

 

   
w 1 year contract 

 Monthly Data  
 

1 time monthly  total 
 by vendor 

 
1500 250 3000 

 by item 
 

1600 300 3600 
 by zip code (1 state) 

 
1750 400 4800 

 by division (1 state) 
 

1900 450 5400 
 by customer (1 state) 

 
2000 500 6000 

 (only customer name) 

 
      

 w/ prior mth comparison 
 

2250 550 6600 
 w/ prior yr comparison 

 
2500 600 7200 

  

 

 once reporting agreement and confidentiality agreement 
signed, the report building will begin 

 information will be provided via email monthly for prior 
month's data 

 fees will be deducted in advance 

 

 

Please circle choice above.     

 

_________________________________________________ 

Signature 

 

_________________________________________________ 

Printed Name  

 

_________________________________________________ 

Company Name 

 

_________________________________________________ 

Date 
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DIAZ FOODS 
 

Corporate Accounts’ Free Fill or Slotting Fees Policy Attachment  
 

In an effort to ensure all parties understand risks and costs involved of “Free Fills”, the following document 

has been created to ensure all parties understand the risk and rewards. The common goal is to get your 

products displayed in the maximum number of stores and the maximum number of retail outlets. Your 

“slotting fee” will be determined by the number of stores we are awarded, and may vary by retailer.  

 

Mechanics of “Free Fill”  

1. Retailer creates a “Free Fill” through negotiation with vendor and Diaz Foods. As retailer 

requirements vary, it is not uncommon to expect a minimum of 1 case per store free fill.  

2. This case quantity is converted to dollar equivalent based upon Retailer’s purchase price of that case 

quantity.  

3. This dollar amount is then deducted from the next payment due to Diaz Foods.  

4. Diaz Foods will deduct the same amount plus a 5% administrative fee from the vendor.  

a. Cost to sell the program into Retailer     2%  

b. Administrative cost with Retailer     1%  

c. Administrative cost to handle credit     1%  

d. Cash float        1%  

 

Risks to Vendor  

The vendor is exposed to several risks derived from the products’ ability to sell through the Retailer 

system.  

 

1. The product may not sell through the Retailer system for any unforeseen issue.  

2. Retailer may not purchase agreed upon quantity.  

3. If the product does not sell, Retailer may discontinue and issue reclaim credit at Retailer cost. Under 

this scenario, Diaz Foods will deduct the same amount plus 5% administrative fee from the vendor. 

Closeout fees may include, but are not limited to:  

a. 50% of retail unit cost x units on hand 

b. Close out period is determined by retailer (i.e. 30 days)  

c. Product not sold in 30 days will be liquidated 

d. Retailer may deduct an additional liquidation fee of $.28 cents for each “unit” on hand  

 

To ensure no misunderstanding, please understand that Diaz Foods will not present your product to the 

retailer without explicit agreement from vendor on all of the above points. To document your authority to 

commit your company and document your agreement, please sign and date below.  

 

 

Company Name     _____________________________  

Authorized Representative   _____________________________  

Signature      _____________________________  

Date       _____________________________ 

 


