New Item Form

Warehouse Items

&3

Giant Eagle is going through an exciting time of growth and improvement. We realize that
the foundation for our success is high quality vendors, products and data. The New ltem
Form is the method of introducing your product to our customers. A new item form, along
with a UPC sample, product sample and supplemental documentation is required for each
item that you submit to Giant Eagle. The information that you provide is the basis for our
ordering, warehousing and payment systems.




New Item Form

Objectives

Em:

The New Item Form was designed to facilitate collecting and entering this information.



New Item Form

Objectives

Accuracy

Em:

The information that you provide must be accurate and complete. Incorrect information
delays order entry, receiving and timely payment.



New Item Form

Objectives

Accuracy
— Highlight information to be completed by Vendor

€3

When we designed this form, we focused on capturing accurate and complete information
that can be effectively entered into our data systems. Fields to be completed by the vendor
are highlighted.



New Item Form

Objectives

+ Accuracy
— Highlight information to be completed by Vendor
— Highlight missing information

e B

A field remains highlighted until it is completed. This emphasizes missing information.



New Item Form

Objectives

+ Accuracy
— Highlight information to be completed by Vendor
— Highlight missing information
— Data consistency

€=

And we use checkboxes and dropdown lists to ensure that data is consistent.



New Item Form

File

Excel file
3 tabs (worksheets)

e

The form is an Excel workbook that contains three spreadsheets. The form is most efficient
when completed using Excel or equivalent spreadsheet application. We highly encourage
you to do this and submit the form as an Excel file.



New Item Form

File

- Excel file
« 3 tabs (worksheets)
— Instructions

Instructions | Form Field Defs

READY ] PAGE1OF1

e B

This first tab contains instructions on essential information and color coding.



New Item Form

File

- Excel file
« 3 tabs (worksheets)
— Instructions

Instructions Form Field Defs

— Form READY %] PAGE1OF2

e B

The actual form to be completed and returned to Giant Eagle is on the Form tab.



New Item Form

File

Excel file

3 tabs (worksheets)
— Instructions

— Form

— Field Definitions

Instructions Form | Field Defs

Dropdown lists and field tips to help with completing the form. The Field Definitions tab
provides more comprehensive information on each form field.
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New Item Form

File

« Excel file
« 3 tabs (worksheets)
— Instructions
— Form
— Field Definitions
« Macro used to optimize functionality

I SECURITY WARNING Macros have been disabled. Enable Content

BA31 v Jr

New Warehouse Item Form Pagelofl
Instructions for Completion

GIANT Note: This form uses an Excel macro. Please "Enable Content" when
EAGLE the file opens to optimize the form's capability.
p.

The form uses a macro to optimize data collection.
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New Item Form

File

« Excel file
« 3 tabs (worksheets)
— Instructions
— Form
— Field Definitions CLICK TO

a n A S ALLOW MACRO
» Macro used to optimize functionality
I SECURITY WARNING Macros have been msab\ed‘

BA31 v Jr

New Warehouse Item Form Pagelofl
Instructions for Completion

GIANT Note: This form uses an Excel macro. Please "Enable Content" when
EAGLE the file opens to optimize the form's capability.
p.

Please click Enable Content to allow the macro to run in the background.
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New Item Form

Completion Aids

Colored data entry fields

Vendor Supplied

We’ve used color and other highlighting to help you recognize the fields that you are
responsible for completing. Fields to be completed by the vendor are blue and underlined.
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New Item Form

Completion Aids

Colored data entry fields

Vendor Supplied

Giant Eagle Category Manager Supplied

Giant Eagle Category Teams are responsible for completing fields with yellow backgrounds.
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New Item Form

Completion Aids

Colored data entry fields

Vendor Supplied

Giant Eagle Category Manager Supplied

Giant Eagle Team Assistants Supplied

And Giant Eagle Team Assistants are responsible for completing the green fields.
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A field label that is prefaced with an asterisk indicates that the requested information is

required.

New Item Form

Completion Aids

Prompts
An asterisk = required field

*Vendor Name
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New Item Form

Completion Aids

Prompts
« An asterisk = required field

*Vendor Name

» Dropdown list
— Choose from defined set of options
— Indicated by “Select One.”

*UPC Type Select from List.

A field that uses a dropdown list to present a set of defined options is indicated by the
words “Select one.” or “Select from List” in the data entry field.
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New Item Form

Completion Aids

Prompts
« An asterisk = required field

*Vendor Name

» Dropdown list
— Choose from defined set of options
— Indicated by “Select One.”

*UPC Type |Select from List. E

UPC-A
UPC-E
EAM-13
EAM-8
EAN Bookland

When a dropdown list is present, please select one of the listed options. This enforces data

consistency.
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New Item Form

Completion Aids

Prompts
« An asterisk = required field

*Vendor Name

» Dropdown list
— Choose from defined set of options
— Indicated by “Select One.”

*UPC Type Select from List.

« Use the Tab key to move form field to field

The best way to move through the form is to use the Tab key. Pressing the tab key moves
the cursor to the next field. This technique helps ensure that no field is missed. A form
submitted with missing information will be returned and not processed. If a field is
consciously left blank, explain the exception in the vendor notes field. You can also access
any field using the mouse to select and click in any field.



New Item Form

Completion Aids

Help

» Field tips Physical | Select
upPC One. 1™

An accurate UPC

label or photo of h

label MUST be

submitted with this
form.,

When you do move to a field, if helpful information is available, it appears in a field tip. To
remove to the tip, click in a different field.



New Item Form

Completion Aids

Help

» Field tips Physical | Select
upPC One. 1™

An accurate UPC
label or photo of
label MUST be
submitted with this
form.,

« (1) = hover over label to see information

Additionally, if there is pertinent information about a field, an exclamation point appears at
the end of a label.
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New Item Form

Completion Aids

Help

» Field tips Physical | Select
upPC One. 1™

An accurate UPC
label or photo of
label MUST be
submitted with this
form.,

« (1) = hover over label to see information
{wPC (1) il
) ————
Do not enter check digit. Vendor: You
MUST supply an actual UPC code or image

of code. Failure to supply an actual code
will cause this form to be returned.

Hover your mouse over the label to see the information.
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New Item Form

Instructions Tab

Ty
o,

rrrrrrrrr

uuuuu

Now that you have a feel for how to enter information, let’s look at what information is
needed. The form is organized into sections to group information and facilitate entering
your information into Giant Eagle systems.
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New Item Form

Instructions Tab

+ UPC

"
LTI

rrrrrrrrr

It is crucial the an accurate UPC code is entered.
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New Item Form

Instructions Tab

+ UPC

— Basis for information
systems

ST
LTI

rrrrrrrrr

It is a key piece of information that runs through Giant Eagle ordering, receiving and
payment systems.
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New Item Form

Instructions Tab

« UPC
— Basis for information B
systems
— Crucial that UPC code :
is accurate ST
(11

rrrrrrrrr

Errors in the UPC may cause rework, receiving errors and delays in payment.
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New Item Form

Instructions Tab

« UPC
— Basis for information
systems

— Crucial that UPC code
is accurate

— Identify type

[T
[0

In addition to providing the UPC code, identify the type of UPC. Knowing the type of UPC
helps ensure that the correct UPC code is entered.
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New Item Form

Instructions Tab

« UPC
— Basis for information
systems

— Crucial that UPC code
is accurate

— Identify type
— Do not add check digit

[T
[0

Never enter the check digit for any type of UPC. The check digit is used by POS systems to
ensure that the UPC code scanned properly. It is not used in Giant Eagle data information
systems.



New Item Form

Instructions Tab

«  Supply supplemental
documentation

ST
TN

rrrrrrrrr

Please submit all necessary supplemental documentation with the new form.
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New Item Form

Instructions Tab

«  Supply supplemental
documentation

— Gluten Free statement

Ty
o,

rrrrrrrrr

uuuuu

This includes a gluten free statement issued on your company letterhead when applicable.
Other documentation depends on the item type.



New Item Form

Instructions Tab

«  Supply supplemental
documentation

— Gluten Free statement

« Off Invoice

A
ofosson mﬂ

IS

rrrrrrrrr

uuuuu

If you offer off invoice discounts on the list cost
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New Item Form

Instructions Tab

«  Supply supplemental
documentation

— Gluten Free statement
« Off Invoice

— Discount on List Cost

ulo.ml!mu
e form ot
the form. Field
o

s ave entering informaiton for » Shipper, select"Shipper” in the Product Type fel. Addition! fields

or deals on the item
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New Item Form

Instructions Tab

«  Supply supplemental
documentation

— Gluten Free statement
« Off Invoice

Ty

— Discount on List Cost : .

— Enter through [
Deal Central or manual e .
process

Enter the information through Deal Central after the new item has flowed through initial
Giant Eagle information systems. Allow 2-3 days for the new item to be available in Deal
Central. If you are not enrolled in Deal Central, contact your Category Team member for the
appropriate forms and process.
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New Item Form

Instructions Tab

«  Supply supplemental
documentation

— Gluten Free statement
« Off Invoice

Ty

— Discount on List Cost : .

— Enter through [
Deal Central or manual e .
process

— Contact your Category
Team member to learn
how you can enroll

Deal Central is an online application that allows you to seamlessly enter your off invoices,
deals and discounts. If you would like to enroll in the Deal Central program, contact your
Category Team member for information.



New Item Form

Instructions Tab

«  Supply supplemental
documentation

— Gluten Free statement
« Off Invoice
— Discount on List Cost

— Enter through
Deal Central or manual
process

— Contact your Category
Team member to learn
how you can enroll

— Visit MarketPartners
site

]
TN

uuuuu

An introduction to Deal Central can be found on the Market Partners site.
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New Item Form

Market Partners Web Site

+  View Deal Central @

Introducti |
ntroduction MarketPartners

Giant Eagle Merchandising Support

Documents and Forms
Cosmalisarmemsndmich cdules
Introduction to Desl Central

Find @ StoTe

GetGos

Giant Eagles

Market Districts

Circulars

Giant Eagles
Market Districts

Ask your Giant Eagle Category Team Member any questions about Deal Central.
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New

Item Form

Form Tab

ANT New Warehouse ftem Form wpe ]
EAGLE [Rlg L e sa rcon
Sk ke e I Sk sy s ban
Y (Do NOT enver Size 1) UistCost tail
hemcode [ [ simactem R
UpCtaterorprore aductTpe Selectfom wrc
prepE— “UpCType Selectfiom L cmeure
Seleat Pture. “*Description
proyis o0spese. e
— *uom_Select from List. *Grp/SubGrp. 15 Code
Ao SelectfomUSt  Meh  *hewan Selecfombist  lepcedtpC
Pk Maserback ___ tength wwaen e owaige
VendorTie _ VendorTir Onder BookDscrition
oo e S
o Selectone.  Upcimmersieeve frm—
Mgt Ji—— s
Netsell (1) s Cost Link ShelfLife.
Lester s Migcode Weihtiem Selectone
Tatpe  Ameum CoxGow SRk
e e SelectType oes —
iy e
iy s
o ramiycose e S e vt @ Produion
WicEigbie SeecYsiie, MiFamivCote Taecode Tyse
%6 Juice. ‘Suggested Retail Tare Amount. Wrapped Tare Wgt. R R
Gitanfree eecYeshe, Acul G Recit [E———
Actai e
P - S Vi Omsetore
— —_— D —— auoreamycacm
Spicodes
— ‘ o e
Saesperson’ ame Phone Date Received 1
Auberiation €8 o — DCoveride —
'VENDOR REMARKS AND COMMENTS *submitted Date “GEEntry Deadiine —
RPTagDate: e :’
vmBrnd select from List. WP irachy [ |
saonerl): GrantEsgle  Market Distic Sor mventory
e Towee i [see_unc e o [s0 d —
Pictur One. Pictur _One. Info Sheet _One. GeGo Market District IN (MI)
Link to High Quality Product Image (Paste address into Formula Bar] Hon Banner
Sesuretocomplceorhsides e form. Sesuretocompltebatsdesfhetorm

Now let’s look at the actual form. There are two sides to the form. Ensure that both sides

are complete.
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New Item Form

Identify Product Type

- Indicate how item T v
is entered into e 900

oo (G s
GE systems .

P
et
~canure
-
_ 5o
*Product Type [Select from List| = | st teplaceatpC
Dpen Stock .
Dau

o
Hetsenl) s sheirtte
Lesker A1l s Weigh tem Select Ore.

Select from List ToType  Amount  CostGroup  StraghtP

Bev.Tox SelectType. Desiok Sioting Ame

*hilty whe

“haitty whs “Expected Movement

oa GEFamity Cote

WIC Elgible SelectVes/No. M Fanily Code
.

Sowple  Select tem Select Shyical Seleet | UPC Select Product  Select
brovided _Cne Pictr _One. UPC _One pictwr _Ore nfosheet _One
Linkto High QualityProduct Inage (Paste addres ino Formulaar

Identifying the type of product helps ensure that the item is entered into the correct Giant
Eagle systems.
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New Item Form

Identify Product Type

« Indicate how item @ e [

Broserto. “aroker tam

is entered into e T e

1 hpOue

GE systems e e St P ———

g G on i e
S Chungepitwe “Desciption
Gkt

Linkto igh Qualty Brodct mage (Pate adéres int FormulaBar)

o
- =
*Product Type Mrch *heason Select from List. teplaced UPC
R e I e B e B v
=
e S —— v
vt — e
e oo Mol ———
Select from List TaTpe Amoust  ComGrowp  Stmighh
e S — o
. g — T
» One item per form vea Frrite __pstiee s
e B s
Sirion(— i
s ——— o o
P p— P per—
] — |
Auoramon el
Ny |
e R o R s R e R s
= I ] I

30 sure o comelete both sides o the ferm.

Use a separate form for each new item.
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New Item Form

Identify Product Type

« Indicate how item
is entered into

GE systems
*Product Type Shipper i K Eoiriohent UG g g ed ed g Gy g
BN Shsd E fi5ellable 1Skl Shipp!: 111 PActuial

I hisck digit] *Component lem Description: Unit Size 1 UOM e Unit Retail
i

» One item per form \

« Shipper exposes
lines for NEI items

If the item is a shipper, select the Shipper option in the Product Type field. The form will
automatically expose rows on the back page where items included in the shipper can be
listed. Each item in the shipper should be submitted on a separate New Item Form. Submit
shipper and shipper item New Item forms together when possible.
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New Item Form

Identify Barcode Type

« Indicate the type
of barcode

*UPC Type

Select from List.

EAN Bookland
Select from List.

The barcode is used to identify items throughout all Giant Eagle systems. It is imperative
that you enter the correct barcode. Identifying the barcode type in addition to entering the
barcode number helps ensure that the correct number is entered into our systems.



New Item Form

Identify Barcode Type

« Indicate the type
of barcode H

12300 uuuaa“ 2

UPC-A

o

*UPC Type |Select from List. |~]

EAN Bookland
Select from List.

There are five barcode types that are common in our industry: UPC-A, the original type
invented during the 1970’s,



New Item Form

Identify Barcode Type

of barcode

oo

« Indicate the type H

12300

UPC-A

o

*UPC Type |Select from List. |~]

EAN Bookland
Select from List.

uaa“ 2

0123643 2

UPC-E

UPC-E, a short form of the UPC-A for small items,
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New Item Form

Identify Barcode Type

of barcode

« Indicate the type H“Hm

u‘u

UPC-A

0" 00!

EAN-13

2 0123643 " 2

00''000eg

*UPC Type |Select from List. |~|

UPC-E

EAN Bookland
Select from List.

OH 049

00

5516 u

EAN-13, used mostly on products from countries other than the US and Canada,
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New Item Form

Identify Barcode Type

« Indicate the type
of barcode H

12300 DDUﬁ‘)“Q AT ErFELM

UPC-A

o

*UPC Type |Select from List.
UPC-E

EAN'BeckIand
Select from List.
07 049000 " 005516 o4zl llooos
EAN-13 EAN-8

EAN-8, a short version of the EAN-13,
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New Item Form

Identify Barcode Type

« Indicate the type
of barcode H

o

12300 uuuaa“z 0123643 " 2
UPC-E

UPC-A
0 |04|!_|.l|’ Iiljlj'!m
EAN-8

*UPC Type |Select from List.

EAN Bookland
Select from List.
07 049

00

00!
EAN-13

74 Ql‘

| 781780 587!
EAN BOOKLAND

5516 u

9‘

And the EAN Bookland, used on some periodicals and most books.
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New Item Form

Identify Barcode Type

« Indicate the type
of barcode

*UPC Type |Select from List.

EAN Bookland
Select from List.

« Refer to About Barcodes
on Market Partners

o

OH 049

o

12300 DDUﬁ‘)“Q ol4z3643 0 5
UPC-E

UPC-A
0 |04|!_|.l|’ Iiljlj'!m
EAN-8

00

00!
EAN-13

74 Ql‘

| 781780 587!
EAN BOOKLAND

5516 u

9‘

If you would like more information on barcodes, visit our Market Partners website and click

on the About Barcodes option.
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New Item Form

Barcode

e UPC number

*upc () )
Do not enter |
07043000 " 0055

[T

digit.
49000 ' 00551
® INDICATES: CHECK: DIGITY

Sample Selecr hem Seect sl Sules UPC Saleer rotuct Salect

Enter the UPC number for the item. Please double check that the number is correct. Giant
Eagle team members will also verify that that the number matches the code on the sample
that you provide. Since this is such a critical piece of information, we want to do everything

we can to ensure that it is entered correctly.



New Item Form

Barcode Check Digit

e UPC number

« Do not include
check digit

*upc () )
Do not enter |
code check
it 0049000 " 0055:

49000 " 00551

(S) INDICATES: CHECK-DIGITY

Sample Selecr hem Seect sl Sules UPC Saleer rotuct Salect

Do not include the check digit when entering the UPC number. The check digit is always the
last number in a barcode regardless of barcode type. The check digit is only used by
barcode scanners and POS systems to ensure that a scanning device interpreted the code
correctly. It is not used for general information exchange.



New Item Form

UPC Image

e UPC number

« Do not include
check digit

UPC Label or Photo N
Right Click on this image.
Select Change Picture.
"

Select image of UPC from your computer.
Click Insert.
Resize image if necessary.

Sample Selecr hem Seect sl Sules UPC Saleer rotuct Salect

Giant Eagle requires that the actual barcode or picture of the barcode be submitted with
the New Item form. For your convenience, you may import a graphic image of the code into
the form. Follow the directions listed in the blue UPC Label field to import a file.
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New Item Form

UPC Image

e UPC number

« Do not include
check digit

UPC Label or Photo

Right Click on this image.
Select Change Picture.
Select image of UPC from your computer.
Click Insert.
Resize image if necassary.

» Upload image of UPC

‘oonea

UPC Label or Photo

o %2300

2

Sample Selecr hem Seect sl Sules UPC Saleer rotuct Salect

When the file is imported into the form, the UPC barcode replaces the blue instruction box.
You may have to resize the image after it is imported to fit the form.



New Item Form

Item Warehouse Data

« Item Data
— Related Items

Sample Selecr hem Seect sl Sules UPC Saleer rotuct Salect

Other fields in the warehouse data section include product description, size, unit of
measure, related or similar items
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New Item Form

Item Warehouse Data

+ Item Data entrte [t
- Related Items - o
— Dimensions

T———
“icot SelecOne.  UPChnerSieeve [
Marginl) UnitFactor/CAW Pieces __
hetseiif) s Costlin shertte
Lasker AL, s e Code Weigh tem Selec One.
aType  Amount  Cost Grovp ighe o4
Do Tex Select Trpe: oeirr sotingAm:
ity wns
Rty wns

Linkto igh Qualty Brodct mage (Pate adéres int FormulaBar)

and dimensions for warehouse and retail space planning.
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New Item Form

Item Warehouse Data

e Cost Information

— Accurate UPC
Inner Sleeve

Sample Selecr hem Seect sl Sules UPC Saleer rotuct Salect

In the cost section, enter the item’s list cost. If the item contains inner sleeves with UPC
codes, please double check that the inner sleeve UPC is entered correctly.

54



New Item Form

Warehouse Assignment

«  Warehouse Assignment

This section identifies which Giant Eagle warehouse will receive the item. The Giant Eagle
Category Team will assign the warehouse codes. Please work with your Category Team
member to establish a reasonable expected movement based on your experience. Please

define in what increments the item can be ordered. For example, by pallet or without
restrictions.
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New Item Form

Retail Information

Please supply a suggested retail price for the item. If the item is WIC eligible, contains real
juice, or is gluten free, please indicate that information in the appropriate fields. Other
product information that you think is valuable and not covered in the form fields, enter in
the vendor comments field.
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New Item Form

Perishable Information

Sample Selecr hem Seect sl Sules UPC Saleer rotuct Salect

If the item is perishable, please indicate the retail shelf life (number of days guaranteed
after item is opened or unfrozen) and the shelf life in days from production.
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New Item Form
Warehousing Perishable Information

To support our warehousing team, indicate the number of days from manufacture to
expiration date, date that the item was manufactured, date that the item must be sold by,

number of days that the item is guaranteed upon arrival at Giant Eagle warehouse, and
number of days warning.
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New Item Form

Warehousing Perishable Information

« Type Name to authorize
the information

You must authorize this form as this is a legal document. Type your name so we can clearly
read your name. Provide your phone number and email address so we can contact you if
we have questions regarding any information on this form. If you have additional
information that you feel is pertinent to your application, add it to the Remarks and
Comments field.
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New Item Form

Warehousing Perishable Information

« Type Name to authorize
the information

* Submitting form by email
acceptable form of
signature

Sample Select  em  Seiect Pl Sulact  UPC Salect rotuct Salact

Attaching the form to an email addressed to Giant Eagle is an acceptable form of signature.
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New Item Form

Supporting Documents

« Provide either sample
or photograph

Sample Selecr hem Seect o Swes  UPC Saleer rotuct Salact

To help enter accurate information we prefer that you supply a physical sample; however,
we will accept a photograph. Please include a product information sheet or ingredient
sheet when available.
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New Item Form

Supporting Documents

» Provide either sample
or photograph
« Provide either actual UPC
or photo of UPC
— Required

I Link 10 High Qualty Product image (Paste adcress into Formuda Bur)

Provide either a physical UPC barcode sample or picture of the barcode if you have not
uploaded an image. We must have this information to validate the UPC number.
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If the UPC is incorrect, we will return the form to you without processing. This will delay

orders.

New Item Form

Supporting Documents

» Provide either sample
or photograph
« Provide either actual UPC
or photo of UPC
— Required
— Form will be return
if it accurate UPC
is not supplied

con s e
S Chungepitwe
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New Item Form

Supporting Documents

» Provide either sample
or photograph
« Provide either actual UPC
or photo of UPC
— Required
— Form will be return
if it accurate UPC
is not supplied
« Optional: Provide link
to data store

............

If your company shares product information on an accessible web location, you may
provide the URL link and our Teams will access the information from the specified site. For
convenience, you may copy the URL and paste it into Excel’s formula bar.
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New Item Form

Shipper Contents

« List each item on a
separate line
« Enter accurate UPCs
— Supply image or
actual UPC for
each item

On the back page, if you have selected the product type “Shipper”, rows will be exposed so
that you may enter the component items. Each component item should have a separate
new item form. List each component item on a separate line and ensure that the UPC is
correct.



New Item Form

Giant Eagle Only Information

» Giant Eagle use section

That’s it! You’re done. The rest of the fields are used by Giant Eagle team members while
entering your information into our systems.
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New Item Form

What's Next?

v" Review form for completeness and accuracy

67

Review the form for completeness and accuracy. We can’t emphasize enough how focused
we are on using quality data as the backbone of our information systems. Good
information from you will help expedite our orders and payments.
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New Item Form

What's Next?

v" Review form for completeness and accuracy
v E-mail form and all supplemental documentation to your Giant
Eagle Category Team

68

Ensure that all your supporting documents are complete and included in the e-mail; that’s
the actual UPC barcode and product sample as a minimum. When applicable, supply a
product information sheet, ingredient sheet, nutritional sheet or other specifications as

necessary for your item type.
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New Item Form

Questions and Concerns

* Questions
— Giant Eagle Category Team Member
— Market Partners website
https://marketpartners.gianteagle.com/content//Article.aspx?cn
tid=218559

69

If you have any questions about completing this form or the application process, contact
your Giant Eagle Category Team Member. You can also access our Market Partners website
for current information. Thank you for your attention and we look forward to working with

you.



New Item Form

70



