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“Hy-Vee” in this document refers to Hy-Vee and its Subsidiaries. All content, rules, conduct, etc. 

discussed as Hy-Vee in this document is applicable to all Subsidiaries. 

 

The goal of this vendor guide is to provide a detailed source of Hy-Vee’s supply chain practices. One of 

our goals is to continue to grow with our suppliers, as we serve eight states and millions of customers. 

By communicating our best practices and policies with you, we can continue to grow sales and business 

relations most efficiently. Hy-Vee reserves the right to change any of the below practices, policies, or 

procedures at any time at its discretion. 

 

 

Supply Chain Vision 

Hy-Vee is synonymous with quality, variety, value, and superior customer service. We are “A Helpful 

Smile in Every Aisle.” Within our Supply Chain, Hy-Vee extends our helpful smiles to your company. We 

want to help our vendors be the best that they can be.  We strive to carry the right products, in the right 

quantity, at the right place, at the right time. With solid policy, communication, and practices, we look 

forward to the opportunity in working with you. 

 

 

Mission Statement 

At Hy-Vee, we are making lives easier, healthier, and happier. These three missions cannot be complete 

without a joint relationship between our company and you, our vendor. By working together to innovate 

and grow our businesses, in return we make this happen for our customers.  

 

 

 

Making lives easier, healthier, happier 

  

http://www.hy-vee.com/
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SUPPLIER HUB MODULE 

Confidentiality 

The Vendor Designated on the signature page (“Vendor”) acknowledges that it may have access to or possession of 

Confidential Information that is proprietary to Hy-Vee, its employees, directors, or officers. This information is not 

publically known and may have value. Confidential Information is defined can be written, electronic, oral, or visual 

among the subjects of employees, marketing, sales, finance, pricing, customer information, future planning, 

operations, administration, etc.   

Vendor must protect said Confidential Information with responsible care, like it is protecting it’s own proprietary 

information. The Vendor is not allowed to use or disclose any of the information to any party without Hy-Vee’s 

permission. The Vendor and its employees must fulfill this obligation to Hy-Vee and agree to not use this 

information for commercial purposes.  

Please contact Hy-Vee if you are unsure what is considered Confidential Information, what information should or 

should not be shared, and with any questions regarding confidentiality. All information sharing must be approved 

for release in writing by Hy-Vee.  

Most Vendor’s will have access to our Supplier Hub Program, available at supplierhub.hy-vee.com. All of the above 

statements from this section “Confidentiality,” are applicable to the Supplier Hub Program. The Supplier Hub 

Program is not to be misused. Please direct any further questions to the Hy-Vee Purchasing Department. 

At Hy-Vee’s request, a Vendor must surrender and return all Confidential Information within the time frame 

permitted. Vendors are not permitted to make electronic or paper copies of any Hy-Vee Confidential Information 

without written consent from Hy-Vee. 

New Supplier Set Up 

To be set up as a new supplier, you will need to fill out a form. This form is available through the purchasing 

department. The purchasing assistant for your category has this Excel sheet available, which is then set up in our 

Electronic Data Interface System. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

New Item Set Up 

Setting up a new item is a function that can be completed on the Supplier Hub. Please visit supplierhub.hy-

vee.com. Chose the item maintenance form on the home page, then select the “new” mode. There is a FAQ list on 

the right hand side for your convenience.  

Product Samples 

Samples received from suppliers are the property of Hy-Vee and must be consumed or used by the employees for 

the purpose of sampling or testing the product, or donated to charity.  
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UNDERSTANDING RELATIONSHIP MODULE 

Diversity 

Small enterprises are welcome at Hy-Vee, as we welcome opportunities to grow our sales and business 

relations together. If you need any guidance, feel free to reach out to your category’s buyer assistant. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

At Hy-Vee, we encourage minority owned businesses to become our Vendors, we welcome all 

enterprises equally with a helpful smile. Hy-Vee does not discriminate based on race, color, religion, sex, 

gender identity, sexual orientation, pregnancy, age, national origin, or disability. 

For additional information about Hy-Vee and its supplier process, please send contact information to: 

Hy-Vee, Inc. 

ATTN: Purchasing Department 

5820 Westown Parkway 

West Des Moines, Iowa 50266 

515-267-2800 
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Gift/Gratuity Policy 

It is permissible to accept an invitation for a meal in the company of someone having an existing or potential 

business association with Hy-Vee. Repeated meals with the same individual or company should not be accepted. 

Unusually expensive meals should be avoided. 

Personal gifts in excess of $25 should not be accepted without approval by a regional Senior Vice President if at 

store level or a Vice President if at the office. No employee should accept, directly or indirectly, any entertainment, 

gifts or services from any supplier or potential supplier under circumstances from which it might be inferred that 

the purpose was to improperly influence the employee’s judgment. 

If an employee is invited to a social, cultural, or athletic (including participatory) event by a supplier with whom he 

or she has a business relationship, it is permissible for the employee (and spouses or guest(s) if invited) to attend 

and/or participate, including local transportation for attendance. Employees who accept such invitation, or feel 

that it would be in the best interest of the Company to do so, should have approval from their immediate 

supervisor. Local events do not require approval from the corporate office. We do not encourage employees to 

request tickets from vendors. If, however, an employee does ask a vendor or supplier if tickets are available, the 

employee is required to pay the supplier for the tickets and any other costs they may incur. 

Employees (and spouse/guest) may attend industry or supplier sponsored out of area business, social, cultural, or 

athletic (including participatory) events where there is a value or benefit to the Company as a result of that 

attendance. Where it is customary in connection with such attendance, meals, tickets, lodging, and transportation 

may be accepted by employees, and where appropriate, by spouses/guests. Employees must have advance 

approval by their Assistant Vice President, Operations for out of area events and if it includes transportation or 

lodging it must be approved by the Chairman, President, or CEO. 

Continued or frequent gifts from the same individual or company should not be accepted. Incentives earned by 

employees based upon volume purchases or sales are the property of the Company. Incentives should be paid to 

Hy-Vee by check where possible. If a prize or premium is given instead of a check, incentives should be used for 

Company contests or drawings, sold for cash, or donated to charity. 

Employees must neither solicit nor accept gifts, products, or services from suppliers for personal events. Examples 

would be food, decorations, etc. for a wedding; beverages for a personal party, etc. 

When an employee makes a direct purchase of a product from a supplier, the employee must pay the standard 

wholesale price or the Company special price, directly to the supplier. Example: The supplier may offer a 

discounted rate to Hy-Vee employees. Your price must be the same as the price offered to all other employees. 

Employees who have direct business relationships with suppliers must disclose their personal purchases from such 

suppliers to their supervisors. Example: Employees should not accept special services or rates for snow removal, 

lawn services, heating and air conditioning maintenance from vendors that provide service to the store as a 

“sweetheart deal.” 

 

Universal Product Code (UPC) 

It is very important that Hy-Vee has the most up to date item information. Having the most up to date information 

helps to help our common goal of growing sales and business relations. It is required that each item has a unique 

UPC.  
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ELECTRONIC DATA INTERFACE (EDI) MODULE 

Communication 

EDI is available as way of communication B2B. This system is extremely helpful in replenishment and the payment 

process. Our EDI system can transmit orders, generate POs, invoice, deduct, credit, etc. Our EDI coordinator Sandi 

Smith can be reached at ssmith@hy-vee.com. Small enterprises or enterprises without an EDI system can use 

email communication for ordering and other processes, etc.  

How to Get Started 

There is an EDI form available within the Chariton Inbound Freight packet. This packet is processed by the 

category’s buyer assistant. To see if you have been approved for EDI, please contact your category’s buyer 

assistant. They can be found in the New Supplier Setup section within the Supplier Hub module. 

 Receiving PO’s  

Hy-Vee uses an Electronic Data Interface system for sending and receiving information including Purchase Orders. 

The Hy-Vee EDI system can be set up to transmit purchase orders electronically to your system. If your enterprise 

does not have an EDI system, the Hy-Vee system will create a purchase order and deliver it to an email address on 

file. The Hy-Vee Purchasing Department will not send or receive purchase orders via fax machine or hard copy. 

Vendors who utilize a business relationship with individual Hy-Vee stores may use fax and hard copy 

communications per approval by the store accounting coordinator. 

Sending Invoices 

Invoices can also be sent through the EDI system. Small enterprises without EDI capabilities may use email for 

sending invoices. Questions can be directed to your category’s merchandiser.  

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

E-Commerce Contact 
Our mailing address is: 

Hy-Vee, Inc. 
ATTN: Purchasing Department 

5820 Westown Parkway 
West Des Moines, IA 50266 

Our general information: 
Reception: 515-267-2800 

Fax is neither accepted nor available 
Purchasing Department email: jwillert@hy-vee.com or your buyer assistant by category listed above.  

Website: www.hy-vee.com 

Supplier Website: www.supplierhub.hy-vee.com 

Data Sync 

At this time Data Sync is not available through the Hy-Vee, Inc. EDI system.  

mailto:ssmith@hy-vee.com
mailto:jwillert@hy-vee.com
http://www.hy-vee.com/
http://www.supplierhub.hy-vee.com/
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CURRENT SUPPLIER MODULE 

Renewing Vendor’s Endorsement 

Please see Appendix B in this routing guide for information. Hy-Vee, Inc. requires the attached Certificate Liability 

Insurance to be completed upon the start of the business relationship. Renewing this endorsement includes 

updating any and all information to your knowledge on this form. 

Labels 

There are several pieces of information that must be included on master cases. These include: the name of the 

vendor, the Hy-Vee purchase order number, the case U.P.C., product description, master case pack, code date 

where applicable, and unit U.P.C. For breakdown items, the inner case pack and the amount of inner cases 

included are also mandatory for the master case. Including the Hy-Vee product code is optional, but would be very 

nice to have, if possible.  

There are also several requirements for information needed on the inner case of breakdown items. These include: 

the case U.P.C., product description, inner case pack, and unit U.P.C. Including the Hy-Vee product code is optional, 

but would be very nice to have, if possible. 

Item Changes 

Timely notification of product changes are important. All product changes must be compliant with company 

guidelines. Some of the common issues include:  

-Using the same U.P.C. case code when the product has changed (including pack size) 

-The changing of an U.P.C. number without notifying Hy-Vee  

-The changing of pack size without proper notification 

-Low quality barcode printing on merchandise, cases, and/or pallets that will not scan 

-No U.P.C. on merchandise, cases, and/or pallets 

To update an existing item, use the Item Maintenance Form, and select “Permanent Update.” This is located on 

the SupplierHub. You will be prompted to enter the existing Hy-Vee item code for the product being updated. The 

item change will then be reviewed by our team. The status of the review is also available on the SupplierHub. 

Cost Changes 

On the SupplierHub, select a vender name or number and then select increase or decrease. A price increase 

require a 28 day notice. A price decrease can be the next business day. Then, select a first ship date, this date can 

be the next day following the date entered in the first buy date window. Narrow items listed for this supplier by 

using the search window, search drop downs, or filter by category, subcategory, unit cost, and pack. By clicking 

“select items,” the items will drop down below the grid. Price changes can be entered for only the items selected. 

You can change the price by percentage or case cost. By entering a reference title of your liking, you can search for 

this submitted form later. There is a comments section if you would like to include any, they will be attached to the 

form. Hit submit when you have finished completing the form. You can check the status of your form anytime by 

looking under the Listings menu. Remember to save the file.   

Promotion Allowance 

Hy-Vee will on occasion buy product when it is on promotion. However, due to the time required in ordering, 

processing these orders, receiving these orders, and slotting these orders, Hy-Vee reserves the right to ship the 

deal product to our stores days before or after the deal dates are set. The amount of logistics required for 

operating 240 stores is the main reason we reserve the right to allow early/delayed shipments of this product. The 

supplier will be compensated for the deal product at the deal price. 
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Best Practice Letter 

 

Dear Supplier: 

The purpose of this letter is to assure that our network of suppliers follow the guidelines, rules, and 

regulations in this handbook/ routing guide. By following this guide, suppliers will be using the best 

practices possible to mutually grow our businesses. If you think an action is questionable, please contact 

your category’s buyer assistant to inquire further. Everything in this guide is provided to help your 

enterprise succeed in providing our customers with your product.  

If you are ever in question about if something is allowed or not, please contact us before completing the 

activity. This will result in having less problems to fix, and accurate ordering, processing, and 

compensation. The guidelines, rules, and regulations listed in this guide will apply to all Hy-Vee and 

Subsidiaries suppliers and vendors. Following this guide can save your enterprise from future 

deductions.  

We thank you for your interest in growing your business with Hy-Vee.  

Sincerely, 

Purchasing Department 
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Product Recall 

 
Please make it a top priority to review the recall procedures, as you are responsible for following these instructions 

IMMEDIATELY if a product you supply Hy-Vee is recalled. 
Complete a Recall Items Form on SupplierHub. Hy-Vee's preferred disposition is to DESTROY any recalled product. 

Once a form is submitted, it is immediately pushed out to stores. Forms are not reviewed prior to publication. 
Thus, it is important to be thorough and accurate. 

If Hy-Vee is not affected by a recall, do not submit a recall form on SupplierHub. Also, the contact person on the 
form must be immediately available to answer inquires. 

If notice of recalls is typically distributed by someone in your company who does not currently have a Hy-Vee 
SupplierHub login, an invitation to join SupplierHub is available in User Maintenance. 

Hy-Vee stores will enter their recall quantities via a Hy-Vee intranet. The recall contact will receive the recall 
details once the recall is closed, approximately 14 days post recall. Suppliers will be charged for all destroyed 

product before discounts, warehouse labor, and disposal fees. 
Another piece of our recall procedure is the FMI Product Recall Portal. Hy-Vee expects the companies we do 
business with to subscribe to and begin using the FMI portal to provide notifications of product recalls. A FMI 

Product Recall Portal brochure has been posted on the SupplierHub that will provide you with additional 
information. 

Until an interface can be set up between Hy-Vee and the FMI portal, recall notices will need to be posted both 
through the FMI portal and the Hy-Vee SupplierHub recall items form. 

With these procedures help us distribute notices of recalls to our stores in a timely manner and ensure that the 

products offered to our consumers are safe.  

Reclamation Policy 

Hy-Vee will charge the vendor for any product that must be pulled and disposed of. These charges include dump 

and transportation fees, along with labor. Please be diligent in sending quality product, and using care in transport. 

Fees can become very costly very quickly. The price break down for our facilities are listed below. 

Distribution Center Dump Fee Transportation Fee Labor Cost 

Chariton, IA – Frozen* Weight x .02 $1.50 per mile + 
11 x gal fuel price 

$35 per hr per person 

Chariton, IA – Produce* Weight x .02 $1.50 per mile +  
11 x gal fuel price 

$35 per hr per person 

Chariton, IA – HBC $37/ton Fuel cost + Driver Labor $30 per hr per person 

Chariton, IA – Groc $37/ton Fuel cost + Driver Labor $30 per hr per person 

Cherokee, IA – GM $75/pallet Included in Dump Fee Included in Dump Fee 

Cherokee, IA- Groc $75/pallet Included in Dump Fee Included in Dump Fee 

* Please note: If cases are light, (approx. 5lbs.) a flat rate of $1 per case may be substituted. 
* Please note: If a full pallet, cost as percent of truck may be substituted. 
***All charges and decisions are subject to the discretion of the facility manager.*** 

 

Direct Store Delivery (DSD) 

The purchasing department works directly with individual suppliers on Direct Store Delivery purchases/ 

arrangements. Policies for DSD are set for each individual supplier. DSD purchases will now be converting to 

making purchase orders. Working with DSD can be arranged to be on the SupplierHub. The purchaser and the 

vendor should come to an agreement to decide if the DSD setup will be included on the SupplierHub.  
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SUPPLY CHAIN MODULE 

Distribution Centers 

There are multiple facilities that Hy-Vee uses to receive, store, and ship products to our 243 stores. Our 

main distribution center is in Chariton, Iowa. This facility is home to our grocery, produce, frozen, and 

general merchandise departments. Another grocery facility, along with general merchandise, is located 

in Cherokee, Iowa.  

Our subsidiaries also use multiple facilities to fulfill its needs. Perishable Distributors of Iowa is located in 

Ankeny, Iowa. Florist Distributing Incorporated, Bakery Manufacturing, Central Fill Pharmacy, and Lomar 

Distributing are located in Des Moines, Iowa. D&D Foods is located in Omaha, Nebraska. 

A list of DUNS numbers and ship to addresses for Hy-Vee can be found in Appendix G to this document. 

For your convenience, there is a rest stop facility approximately one mile south of our Chariton 

distribution center. All breaks must be taken off Hy-Vee property. Please see the attached appendix 

below for further information on this policy. 

Please note, the Hy-Vee Distribution Center has implemented a new visitor management system that 

will require all outside carrier drivers to officially check in at traffic control stations to be allowed access 

to the Hy-Vee facility. 

The outside carrier driver will be required to produce some type of formal identification (I.D. card or 

driver’s license). This will be given to the security officer when checking into the facility. The driver’s 

identification information will be scanned and automatically entered into Hy-Vee’s visitor management 

system. Once this is done the security officer will ask the driver for some basic information such as a 

contact phone number, company name, etc. 

When the process is completed, a Hy-Vee Visitor Badge will be issued to the outside carrier driver. It will 

be required that this visitor badge be worn at all times while the driver is on Hy-Vee property.  

If you have any questions, please contact: 

Shawna Savage 

Manager, Inbound Freight 

Hy-Vee, Inc. 

1801 Osceola Avenue 

Chariton, Iowa 50049 

641-774-7207 

ssavage@hy-vee.com 
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Receiving Hours 

Distribution Center Address Receiving Days Receiving Hours 

Chariton, IA – Groc 01 1801 Osceola Ave, 50049 Sun, Mon, Wed 7:00am-12:00am 

Chariton, IA - Groc 01 1801 Osceola Ave, 50049 Tues, Thurs-Sat 5:00am-12:00am 

Chariton, IA – Froz 03 21591 490th Ave, 50049 Sunday thru Friday 7:00am-10:00pm 

Chariton, IA – Froz 03 21591 490th Ave, 50049 Saturday 7:00am-2:00pm 

Chariton, IA – Prod 02 21591 490th Ave, 50049 Saturday & Sunday 7:00am-12:00am 

Chariton, IA – Prod 02 21591 490th Ave, 50049 Monday thru Friday 5:00am-12:00am 

Chariton, IA – HBC 04 1802 Osceola Ave, 50049 Monday thru Friday 7:00am-2:00pm 

Chariton, IA – RX 05 1802 Osceola Ave, 50049 Monday thru Friday 7:00am-2:00pm 

Cherokee, IA–Groc 2001 1010 Riverview Dr, 51012 Sunday 8:00am-12:00am 

Cherokee, IA-Groc 2001 1010 Riverview Dr, 51012 Monday thru Friday 24 hours 

Cherokee, IA-Groc 2001 1010 Riverview Dr, 51012 Saturday 1:00am-11:00pm 

Cherokee, IA – GM 2004 1010 Riverview Dr, 51012 Monday thru Friday 6:00am-11:00pm 

Cherokee, IA – GM 2004 1010 Riverview Dr, 51012 Sunday 9am-12pm, 9pm-11pm 

PLEASE NOTE: HBC AND GM LOADS ARE DRIVER ASSIST.  
CLOSED: THANKSGIVING AND CHRISTMAS 

ONE SHIFT ONLY: CHRISTMAS EVE AND DAY BEFORE THANKSGIVING 
OUR PREFERRED LTL CARRIER IS OLD DOMINION (SEE APPENDIX) 

PLEASE SEE BELOW ON HOW TO MAKE AN APPOINTMENT FOR RECEIVING 

 

Schedule Inbound Appointments 

The Hy-Vee Inbound Freight team has made scheduling inbound appointments to our warehouse quick 

and easy. We are now implementing an online system for this process. Simply log on to 

www.retalixtraffic.com and log in with your vendor credentials. Please see the attached appendix with 

step by step instructions on how to set up a delivery to our facilities. Please note: We would like 

appointments scheduled at least 24 hours in advance, if possible. 

  

http://www.retalixtraffic.com/
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Temperature Device Requirements (TempTrip System) 

Effective August 25th, 2014, Hy-Vee has implemented the TempTrip System. In cooperation with our 

supply chain partners, Hy-Vee continually strives to improve the safety and quality of food products for 

our customers. A critical component in ensuring safety and quality is maintaining the proper 

temperatures of products throughout the supply chain. 

Hy-Vee is changing our initiative to monitor product temperatures during transportation on both 

inbound and outbound loads. The temperature monitoring program that is being initiated utilizes the 

Sealed Air- TempTrip System. The TempTrip device will be removed once product arrives at the Chariton 

warehouse. A new device will be placed in each outbound store delivery at the point of loading. This 

replaces our current Temptale program.  

The program uses a TempTrip LED tag that is placed in or on select containers throughout the load. The 

Tag is activated by holding the start button until a light flashes to indicate the Tag has begun to record 

temperatures. Tags will be collected and read at the receiving location. We are requesting a TempTrip 

tag be placed with all shipments of temperature sensitive product beginning November 1, 2014. 

Hy-Vee has negotiated a price for the TempTrip LED Tag of $8.00 per tag. Please order at least one 

month’s volume of TempTrip tags per order. All Tags are programmed and do not require any software 

or hardware (other than the Tag) to be purchased and installed by the supplier. 

TempTrip Tags can be ordered by calling 303-895-3455 or email accounts@temptrip.com 

A few simple steps will ensure accurate temperature readings on products: 

 Document the recorder’s serial number on the bill of lading 

 Start the monitor when the product is loaded 

 Place the monitor inside a container of product 

 Place a fluorescent “temp recorder” sticker on that specific container 

 Ensure the “temp recorder” sticker is visible from the tail for the trailer 

A Frequently Asked TempTrip Questions Document is located in in the Appendix of this routing guide. 

 Case/Pallet Label Requirements 

There are several pieces of information that must be included on master cases. These include: the name 

of the vendor, the Hy-Vee purchase order number, the case U.P.C., product description, master case 

pack, code date where applicable, and unit U.P.C. For breakdown items, the inner case pack and the 

amount of inner cases included are also mandatory for the master case. Including the Hy-Vee product 

code is optional, but would be very nice to have, if possible.  

There are also several requirements for information needed on the inner case of breakdown items. 

These include: the case U.P.C., product description, inner case pack, and unit U.P.C. Including the Hy-Vee 

product code is optional, but would be very nice to have, if possible.  

Please note all U.P.C.’s must be easily legible. Table 1: Supported bar code symbologies are next. 

 

 

mailto:accounts@temptrip.com
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GTIN Data Structure Legacy 
Terminology 

Symbology Sample 

GTIN-12 UPC, UCC-12 UPC-A 

 
GTIN-13 EAN, JAN, EAN-13 EAN-13 

 
GTIN-14 ITF Symbol ITF-14 

 
 

 

GTIN-14 UPC Case Code GS1 DataBar 

 
GTIN-14 UCC Code 128, EAN 

Code 128 
GS1-128 
 

 
 

 

Shelf Life Acceptable Minimums 

Within your new vendor forms, you will complete a question asking for your shelf-life acceptable 

minimums. This is calculated in number of days. For example, if you choose your shelf-life acceptable 

minimum to be 41 days. If any product is received with 40 days or less to expiring, the receiver will 

refuse the product. If you have any questions regarding this setting, you can contact your category’s 

buyer assistant.  

LTL Process and Best Practices 

Hy-Vee has a preferred LTL carrier for vendor delivered freight. Using Old Dominion is beneficial for our 

partnership. They are contracted with Hy-Vee and do not consolidate our shipments. This means we 

receive product every day, ensuring our customers have your products. Using other carriers can result in 

fees off any open payables. Please read the “Other Deductions” section of this routing guide for more 

information. It can be found underneath the Electronic Funds Transfer Module. 

All deliveries must make a scheduled appointment to our facilities, please see the Schedule Inbound 

Appointments section under the Supply Chain Module. We suggest making inbound appointments at 

least 24 hours in advance, however we understand that sometimes that is not possible. 
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Bills of Lading / Packing List 

There is a bill of lading example located in Appendix H of this routing guide. An acceptable bill of lading 

should include: the name and addresses of the shipper/consignor, the agent shipper/consignor and their 

address, a delivery address (Hy-Vee DC), shipment number, carrier, reference number, customer order 

number,  trailer number, seal number, ship date, country of origin, purchase order number, export 

number, notes, Refer temperature setting, pallet transactions, signature lines, appointment time, arrival 

time, departure time, cases received, itemized list with description, commodity and supplements.  

Receiving Shortages and Overages (OSD) 

Hy-Vee’s policy is to pay overages and deduct shortages. These discrepancies will be calculated by 

comparing volume ordered versus volume received during check-in at our distribution centers. The 

warehouse then will notify the category buyer assistant of the discrepancy. If you receive notification of 

this discrepancy, you may log on to the SupplierHub and correct or view the invoice. 

Backhauls/ CPU 

Some requirements for backhauls/ CPU include having a CPU agreement in place, having CPU pricing, 

having the pick-up allowance invoiced on a separate line, and having EDI capabilities. 

Unloading 

There are a few Hy-Vee facilities that require driver assist unloading. These facilities are the Chariton 

HBC/pharmacy warehouse located at 1802 Osceola Ave, and the Cherokee warehouse at 1010 Riverview 

Drive. Please note that the driver assist is required only on prepaid freight. The supplier cannot pass the 

costs of driver assistance on to Hy-Vee or its subsidiaries. 

Pallets 

Hy-Vee and its subsidiaries accept CHEP, PECO, iGPS, and white wood pallets. Hy-Vee does not 

participate in a pallet exchange program at this time. The type of pallet used will be set up on the 

vendor form as specified by the vendor, and will be processed by the category buyer’s assistant.  

Here is some contact information for the pallet companies: 

Peco – Stan Sucharzewski – 914-376-5444 
iGPS – Jerry Mesa – 214-471-3624 

Chep – Linde Fincher – 636-675-4010 
Chep Corporate Office – 1-800-243-7872 

 
Hazardous Materials 

All hazardous substances must comply with the Federal Hazardous Substance Labeling Act. Please note: 

any hazardous materials must be noted on the Bill of Lading. 
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Vendor Compliance 

All suppliers of Hy-Vee and affiliates must adhere to all policies, rules, and regulations while in business with Hy-

Vee. Hy-Vee reserves the right to amend, delete, or add policies, rules, and regulations to its supplier program, 

which must be followed. Failure to follow said policies, rules, and regulations can result in fees. Please see below 

for a current fee schedule. 

 

****************REVIEW COMMITTEE: PLEASE INSERT YOUR FEE SCHEDULE HERE**************** 

FDA Clean Trailer Regulations 

On August 10, 2005 President George W. Bush signed into law the Sanitary Food Transportation Act (SFTA). The 

Act amends the Federal Food, Drug, and Cosmetic Act (FDCA) and requires the Department of Health and Human 

Services (HHS) to publish regulations establishing sanitary food transportation practice. These regulations apply to 

shippers, rail and motor vehicles and anyone else involved in transporting food. 

As part of the SFTA implementation the FDA issued an Advance Notice of Proposed Rulemaking (ANPRM) in 2010 

for the purpose of collecting data and information from the public about food transportation issues. Although the 

final rules will be issued later this year or early next year the FDA has issued interim guidance on the sanitary 

transport of food. This guidance is non-binding but lays out best practices from the FDA and Food Safety and 

Inspection Service (FSIS). 

Below is a list of opportunities where food may be at risk for chemical, physical, or biological contamination: 

 Improper refrigeration or temperature control of food products (temperature abuse) 

 Improper management of transportation units (or storage facilities used during transport) to preclude 

cross-contamination, including improper sanitation, backhauling hazardous materials, not maintaining 

tanker wash records, improper disposal of wastewater, and aluminum phosphide fumigation methods in 

railcar transit 

 Improper packing of transportation units (or storage facilities used during transport), including incorrect 

use of packing materials and poor quality pallets 

 Improper loading practices, conditions, or equipment, including improper sanitation of loading 

equipment, not using dedicated units where appropriate, inappropriate loading patters, and transporting 

mixed loads that increase the risk of cross-contamination 

 Improper unloading practices, conditions, or equipment, including improper sanitation of equipment and 

leaving raw material on loading docks after hours 

 Poor pest control in transportation units (or storage facilities used during transport) 

 Lack of driver/employee training and/or supervisor/manager/owner knowledge of food safety and/or 

security 

 Poor transportation unit design and construction 

 Inadequate preventative maintenance for transportation units (or storage facilities used during 

transport), resulting in roof leaks, gaps in doors, and dripping condensation or ice accumulations. 

 Poor employee hygiene 

 Inadequate policies for the safe and/or secure transport (or storage during transport) of foods,  e.g., lack 

of or improper use of security seals 

 Improper handling and tracking of rejected loads and salvaged, reworked, and returned products of 

products destines for disposal 

 Improper holding practices for food products awaiting shipment or inspection including unattended 

product, delayed holding of product, shipping of produce while in quarantine, and poor rotation and 

throughput. 
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In order to prevent any of the issues mentioned above the FDA and FSIS recommend shippers, carriers, 

and anyone else involved in the transporting of food to focus on the following: 

 

 Appropriate temperature control during transport 

 Sanitation, including monitoring and ensuring the sanitation and condition of transportation vehicles as 

appropriate, pest control, and sanitation associated with loading/unloading procedures 

 Appropriate packaging/packing of food products and transportation units (e.g., good quality pallets, 

correct use of packing materials) 

 Good communication between shipper, transporter, and receiver 

 Employee awareness and training 

 

Hy-Vee will be using the FDA guidelines when receiving product from shippers and carrier to ensure the 

product we sell to our customers is of the highest food safety standards. We appreciate your help in 

making sure the product you bring in to us follows the guidelines the FDA has to set. Following is a list for 

reference of Hy-Vee’s safety, sanitation, and equipment requirements: 

 Interior surfaces of trailer free of visible foreign materials (no animal waste, pests, dirt, snow, mud, mold, 

mildew, fluids) 

 Bulkheads, ceilings, and sidewalls free of visible foreign materials 

 Floors, walls, and pallets free of spilled/leaking fluids from previous loads 

 Odor free (smell like product being delivered) 

 

For further help in learning what you can do to ensure food safety and quality while in transit please visit: 

http://www.fda.gov/food/foodsafety/ucm203420.htm. This website gives information about good 

distribution practices, appropriate record keeping and proper storage for eggs, dairy, and other types of 

food. The website also gives details on maintaining proper security and sanitation of the vehicles 

transporting food. 

 

More information can be found at 

www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodSafety/ucm2. 

 

If you have any questions, please contact: 

              Shawna Savage 
Manager, Inbound Freight 

Hy-Vee, Inc. 
1801 Osceola Avenue 
Chariton, Iowa 50049 

641-774-7207 
ssavage@hy-vee.com 

 

 

GM Carton Markings 

GM cartons needs to have an itemized packing list and itemized Bill of Lading. Markings should be in bold black 

print. GM carton markings should also have a description and UPC, a shipping case pack, an inner carton pack, a 

purchase order number, and the country of origin listed. 

  

http://www.fda.gov/food/foodsafety/ucm203420.htm
http://www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodSafety/ucm2
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NOTIFICATION OF SUPPLIER CHANGE MODULE 

Merger, Acquisition, and Divestiture of Product 

At Hy-Vee we pride ourselves on having the best assortments in the grocery industry. With your 

partnership we expect to be first to market on new and innovative items. With the thousands of new 

items we process each year we need your help in discontinuing items and liquidating on deleted items. 

In order to continue to reduce our cost of doing business and move all suppliers to best-in-class 

practices, Hy-Vee will continue to enforce our long policy for all items. 

Suppliers/Brokers must liquidate remaining inventory of discontinued items within four weeks of the 

discontinuation date. If the inventory still remains on these items at the four week anniversary date, the 

inventory will be reduced to half price and liquidated to retail stores. The difference between regular 

store cost and sell price will be processed as an invoice deduction on your four week anniversary date. 

Deletions may come as a result of an efficient assortment on limited sku’s, and overall category review 

or a discontinuation by you- the supplier. Whatever the reason, your assistance in this matter will help 

to insure continued strong sales growth through ongoing progress in the efficiency of our operation and 

product assortment. Please do all you can to access national/corporate funding to effectively eliminate 

this inventory. 

While we understand the store-level inventory liquidation could be a huge undertaking for you, we 

would strongly urge you to give special consideration to prompt liquidation of retail inventory at stores 

that have more than one month’s inventory on hand. Liquidation of this inventory in a timely manner 

will increase speed of shelf and increase sales on items that are selling by allowing appropriate shelf 

space. We appreciate your prompt attention and thank you for your support. 
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ACCOUNTING MODULE 

Invoice Requirements 

There are several requirements in having a reputable invoice. These include: a purchase order, an 

invoice date, an amount due, a description or detail of products sold, terms, and your company info. 

Payment Policies 

Hy-Vee calculates due dates and amounts based on vender terms. The time for terms starts when the 

product is received by Hy-Vee, NOT when it is invoiced.  

Insurance Requirements 

A Certificate of Insurance form is available in Appendix B of this routing guide packet. Hy-Vee, Inc. its 

Subsidiaries, Officers, Directors, and Employees are included as additional insured. Please send the 

completed Certificate of Insurance to lvansice@hy-vee.com or fax it to 515-267-2935. This email may 

also be used if you have questions, comments, or concerns regarding the Certificate of Insurance Form.  

  

mailto:lvansice@hy-vee.com
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ELECTRONIC FUNDS TRANSFER MODULE 

Payment Remit to Address Changes 

Address changes must be sent to Hy-Vee EDI coordinator Sandi Smith. Email is preferred, due to mail 

sorting delays. Sandi can be reached at ssmith@hy-vee.com. Changes will not be made until an official 

statement of the address change is received. 

Supplier Inquiries and Correspondence 

If you have questions, comments, or concerns, please visit the Hy-Vee SupplierHub. Your merchandiser 

is good contact to stay in touch with company news, and occasionally meet with to plan for upcoming 

needs, etc. For an appointment with your merchandiser, please contact your category’s buyer assistant. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

Deduction Contact List/ Codes and Remittance Advice 

If you need advice, or have questions or concerns regarding deductions, please contact your category’s 

buyer assistant. Appendix I of this routing guide contains a key of EDI deduction codes. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

Invoice Processing 

Invoice processing is completed by your category’s buyer assistant. Please contact them with any 

questions regarding invoices. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

 

mailto:ssmith@hy-vee.com
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DSD A/P Invoice Requirements 

Terms for DSD are generally thirty days, if you would like to change this or have questions regarding DSD 

terms, please contact Kay Gwinn at kgwinn@hy-vee.com or 515-267-2877. 

DSD Invoices for most vendors must be submitted and signed at the store level. The store will accept 

these invoices and send them to the store payables department at our corporate facility. When we have 

an invoice from a store, we will set up the vendor information as a new vendor. This option is for the 

small vendors who do not have product in our warehouses, but deliver to specific stores directly. If you 

are only in specific stores, all business is transacted between the individual stores and have no contact 

with the category purchasing assistant. When the new vendor information has been set up by the store 

payables department, you can chose to be paid by an ACH payment or by paper check. Please remember 

that all DSD level invoices must go through the store level and not directly to the corporate office. Stores 

cannot directly pay supplier for product. Payments must be made by ACH or paper check by the 

corporate office. Thank you for your understanding. 

If you are a vendor, and you would like to grow into having product in our warehouses available for 

purchase to all Hy-Vee stores, please contact your category’s buyer assistant, which will help you with 

that process.  

 

Payment Due Date Calculation 

Hy-Vee calculates due dates and amounts based on vender terms. The time for terms starts when the 

product is received by Hy-Vee, NOT when it is invoiced.  

Cash Discount Calculations 

Cash Discounts are taken off the gross amount, not the net. The terms will be set up with the Vendor on 

a Vendor by Vendor basis. If you have questions regarding cash discount calculations, please contact 

your category’s buyer assistant. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

Other Deductions 

Our preferred LTL carrier for Vendor Delivered Freight is Old Dominion. Please see Appendix A below for 

more information about our preferred LTL provider. Using other LTL carriers to deliver product such as 

FedEx, can result in automatic deductions from your invoice. FedEx consolidates freight deliveries which 

slows down deliveries, and bills Hy-Vee for certain activities, such as: unloading, sort & segregate, 

detention after fifteen minutes, and appointment scheduling. If Hy-Vee is directly billed for these 

activities, please note that the amount of said bill will be deducted from your invoice. If you need any 

mailto:kgwinn@hy-vee.com
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assistance moving away from FedEx and to our preferred LTL carrier, please contact Karla Heffron at 

kheffron@hy-vee.com or 515-267-7750. Please see the Preferred LTL carrier section for more 

information. 

Hy-Vee reserves the right to deduct other charges where its representatives see fit. 

EFT Requirements 

An EFT form is included in your packet from our inbound freight team. Our EFT/EDI coordinator, Sandi 

Smith is available to go over all EFT and EDI functions. She can be reached at 641-774-7647 or 

ssmith@hy-vee.com. 

Direct Store Delivery Remit to Address Change 

As stated before, having the most up to date information is extremely important at Hy-Vee. Please 

report any address changes as soon as possible to our DSD payables coordinator Kay Gwinn. You can 

contact her at kgwinn@hy-vee.com or call 515-267-2877. 

Supplier Payment and Deduction Inquiries 

If you have questions regarding payment or deductions, please contact your category buyer assistant. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

Accounts Payable Contacts 

If you have questions regarding accounts payable, please contact your category buyer assistant. 

Grocery – Contact Jenna Willert – 515-267-7785 

Health & Beauty Care – Contact Ivy Pierick – 515-267-2826 

Produce – Contact Heather Reed – 515-267-2974 

General Merchandise – Contact Scott Haugen – 515-267-2921 

Retail Frozen Foods – Contact Vickie Thompson – 515-267-2831 

Food Service Frozen Foods – Contact Nicole Evans – 515-457-3810 

 

The following pages are the appendixes to this routing guide. If you have any further questions, please 

contact your category buyer assistant. We look forward to growing our businesses together! 

 

mailto:kheffron@hy-vee.com
mailto:kgwinn@hy-vee.com
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Appendix A – Preferred LTL Carrier 
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Appendix B: Certificate of Liability Insurance 
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Appendix C: Break Policy at Chariton Distribution Center 

 

. 
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Appendix D: Web Scheduling Delivery Times 
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 Appendix E. TempTrip Questions 

Thank you for your support of our temperature monitoring program and your attention to detail. Below 

are a few Q/A’s that may help. 

Does this requirement apply to shipments that are managed by Hy-Vee and/or Hy-Vee backhauls? 

Yes. The recorder will need to be started and placed at the point of loading by your employees and will 

not be available to our drivers. 

How many temperature recorders per load are required? 

One TempTrip device per each load is required to be inside of a case of product, on either the 2nd or 3rd 

layer from the top of the pallet, with a fluorescent “TempTrip” sticker attached to the specific case 

visible from the tail of the trailer. 

Does this requirement apply to supply items or shelf stable products? 

This requirement does not apply to shelf stable products. This requirement only applies to temperature 

sensitive, perishable, and/or frozen goods. 

Can we use a different temperature recording device that we have in stock? 

Hy-Vee will require the switch over to TempTrip as soon as possible. The TempTrip devices will be fully 

integrated into our receiving process. If you have previously purchased a different device specific to Hy-

Vee we ask that you change to the TempTrip recorder after your current inventory of recorders has 

depleted. If you are able to use the other recorders for different customers helping to deplete your 

inventory it would be appreciated. 

Does this requirement apply to product that is being held at a 3rd party storage facility? 

Our goal is 100% monitoring of temperature sensitive/perishable/frozen product inbound and the 

TempTrip will be required in order to receive that product. The TempTrip devices may need to be 

ordered and stocked by the third party facility in order to be started and included in the shipment when 

they are loading trucks for Hy-Vee. 

Will product be refused if temperature does not meet requirements? 

There will be Produce temperature parameters however the plan is not to refuse everything outside of 

the parameters. The plan is to further investigate the temperature exposure and to work with our 

suppliers to determine the product disposition on a case by case basis pending the sensitivity of the 

items in question. 

The next page contains step by step instructions on how to active your TempTrip device. 
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February 29, 2016 

 

To our Valued Supplier:  

 

All Temperature sensitive loads being shipped into Hy-Vee and its Subsidiaries are required to have a 

“Temp Trip” temperature recorder device on board showing temperature during transit. Hy-Vee and its 

Subsidiaries are continually striving to improve the safety and quality of food products for our customers 

and in order to have complete HACCP and Quality Control records, we must review the temperatures 

throughout transportation.  

 

Starting April 1, 2016, a 90 day tracking period for compliance will start. After the 90 day tracking 

period you will then start to be assessed a “Corrective Action” charge of $100 per occurrence in which the 

temperature record was not available at receiving. This will include recorders that were not started when 

placed with the product. The $100 charge will be assessed as a deduction to cover labor cost associated 

with investigation and documentation of corrective actions. It is not our intent to assess punitive charges, 

but rather keep the supply chain cost as efficient as possible. Your cooperation in delivering loads to Hy-

Vee and Subsidiaries that are problem free is very much appreciated.  

 

If for some reason shipments continue to arrive with temp reorder issues we may be forced to refuse 

shipments after multiple occurrences. Correction Action incidents will be tracked on a 1 year rollover. If 

you don’t have a report in 1 year, then you are dropped off of the report and you start at a first notice at 

the next instance.  

 

Corrective Action  

1. Written Notification  

2. $100 Per Occurrence  

3. $100 Per Occurrence  

4. $100 + Potential Refusal  

 

A few simple steps will ensure that we are getting accurate temperature readings on our Perishable 

inbound products:  

 Document the device serial number on the Bill of Landing 

 Document location of device  

 Start the recorder after the product is loaded 

 Place a fluorescent “temp recorder” sticker at the immediate location of the device 

 The Temp Trip device should be placed on outside of the case 

 Ensure the recorder is visible from the tail of trailer  
 

If you have questions, need more information about Corrective Action or would like additional information 
regarding status, please contact Karl Kruse at 515-267-2859 or KKruse@hy-vee.com.  
 
We appreciate your help in complying with our HACCP and Quality Control procedures.  
 

       

Karl Kruse        Matt Dougan 
Senior Vice President, Supply Chain     Vice President, Procurement 
Hy-Vee, Inc.        Hy-Vee, Inc.  
5820 Westown Parkway       5820 Westown Parkway 
West Des Moines, IA 50266      West Des Moines, IA 50266 
515-267-2859        515-267-7710 
 
 
 

 



 
 

Hy-Vee & Subsidiaries                                              32                                  Supplier Handbook / Routing Guide 
 

Appendix F: Hy-Vee Codes, Mandatory Requirements & Optional Standards 
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Appendix G: DUNS numbers and addresses 
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Appendix H: Bill of Lading Example 
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Appendix I: EDI deduction codes 
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