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I.	COMMUNICATIONS AND HOURS OF OPERATION

	Mailing Address:		Trackmobile Parts Group®
							1602 Executive Drive
							LaGrange, Georgia 30240


	Parts and Publications Departments:

	Hours:		8:00 AM to 5:00 PM Eastern Time, Monday through Friday
	Phone:		706-882-2138 
	Phone:		888-218-6025	(Technical Assistance)
	Website:	https://shop.trackmobile.com/ecommerce 

	



	Warehouse and Shipping:

	Hours:		7:00 AM to 4:00 PM Eastern Time, Monday through Friday
	Phone:		706-884-6651	 
	






	


II.	GENERAL PARTS POLICY AND PROCEDURES

	Trackmobile Parts Group® TPG (“Company”) has established this Parts Policy as a guide to Parts business relations between the Company and its authorized distributors.  The purpose of this Policy is to provide a clear understanding of the Company’s Parts Policy to the Company’s authorized distributors.

A.	The Company will provide authorized distributors with aid and backup so that each distributor can become an efficient and reliable source for genuine TRACKMOBILE® Parts supplied by the Company within their area of prime responsibility (APR).

The Company will provide Parts for all TRACKMOBILE® manufactured machines for which the distributor is authorized to sell and/or service for at least 20 years, subject to the following exceptions:

1.	Loss of patterns, production fixtures, and/or drawings.

2.	Parts no longer supplied by a vendor due to discontinuance, age, cost, or are otherwise unavailable due to a lack of sales.

3.	If a Part should no longer be available, the Company will attempt to locate a replacement and advise the availability and cost.

B.	It is the responsibility of the distributor to maintain a TRACKMOBILE® Parts inventory sufficient to meet the maintenance and repair needs of the TRACKMOBILE® machine population within the distributor’s area of prime responsibility.  The Company will not consign Parts or furnish vendor information for this purpose.

The distributor shall make every effort to promote the sales of genuine TRACKMOBILE® Parts, purchased from the Company, within its area of prime responsibility.

It will be the responsibility of the distributor to notify the Company of any modifications made to any TRACKMOBILE® machine and keep a current record of the machine population in their APR and notify the Company of any changes.




III. 
 REVISIONS

The Company reserves the right to modify or change this Parts Policy in whole or in part, at any time, upon written notice to distributors.

IV.  PARTS ORDER CLASSIFICATIONS

	Parts orders placed with the Company will be classified according to the conditions of each order.  The order classification herewith defined is very important with respect to the method of handling, shipping and expediting. There are two (2) order classifications: Machine Down (XTE) and Stock.

	A.	Sock Orders (SO)

1.  Stock Orders are for the normal replenishment of a distributor’s inventory.

2.  All Stock Orders must be placed on the Trackmobile online portal. Logins are provided by Parts Manager request through the Company. 

3.  The Company will prepay the freight if the value is $2,500.00 or more on applicable Net items. 


4.	The Company will ship free freight Stock Orders to the ordering distributor’s location only.  Under no circumstance will a Stock Order be shipped to any other location or address.

5.	In stock items will be shipped within three (3) working days from the date of entry.

6.	Carrier and routing for prepaid Stock Orders will be at the discretion of the Company.

7.	Parts listed in Section VIII will be excluded from Stock Orders.

8.	All shipments are subject to stock availability. Stock Orders will be processed after all Next Day Air Orders and Backorders have been processed. 


	B.	Net Order (SS)

1. Net Orders are the combination of List and Net items. 

2. The Company does not provide free freight on Net Orders. 

3. Carrier and routing for prepaid Net Orders will be at the discretion of the Company.

4. All Shipments are subject to stock availability. 


C. Publication Order
	
1. Publication Orders are for the needs of manuals, printed or USB. 
	
2. Publication Orders are made to order. When placing a Publication Order, it is imperative that you communicate with the Company the machine model and serial number for this order. 


D.	All Orders

1.	Split destination orders will not be accepted.

3. Split freight methods will not be accepted.


V.	TRANSPORTATION - ROUTING FOR MACHINE DOWN (XTE) ORDERS

	The distributor must designate the shipping method at the time the order is placed.

	A.	Truck Shipments (Continental U.S.)

1.	Parts may be shipped by any major truck line that services LaGrange, Georgia.  Orders must be placed by 2:30 PM Eastern Time.

B.	UPS Shipments Ground (Continental U.S.)

1. All orders to be shipped by UPS must be placed by 3:50 PM Eastern Time.

2. A fee of $100.00 will be charged to an order when the shipping method is changed after the order is packaged and paperwork completed, i.e. changing ground shipment to next day air.

C.	Air Freight (Continental U.S.)

1. Carrier Cut-Off Times:

a. 	Courier service for special delivery: Orders must be placed by 12:00 PM (Noon) Eastern Time.  Same day shipment is subject to carrier space availability.

	b. 	U.P.S: Next Day/Second Day 3:30 PM Eastern time.


D.	All Other Export Machine Down Orders

	All orders will be handled on a one-on-one basis depending on export documentation required to ship order.

E.	Order Routing

	In the event that the distributor fails to specify the method of shipment or requests a method that is not feasible, the Company will route the shipment at its discretion.

	If time permits, the Company will attempt to contact the distributor for new routing instructions.  Any additional cost or charges resulting from the Company’s routing will be the distributor’s responsibility and cannot be claimed with the Company.

VI.	PARTS ORDER PRICING AND INVOICE TERMS

	Parts orders will have the following terms applied according to order classification.  All Parts orders are invoiced at net price.  All Parts invoice terms will be net 30 days.

A. Stock Orders (SO) 

1.	Orders will be invoiced at distributor cost.  (i.e. Suggested list less 31%)

2.	Stock Order value must exceed $2,500.00 net to qualify for a stock discount.

3.	TPG will select shipping method on prepaid Stock Orders.  Distributor is responsible for freight, F.O.B. LaGrange, Georgia, on all non-prepaid Stock Orders.

B.	Net Orders (SS) 

1. Orders will be invoiced at distributor cost.  (i.e. Suggested list less 31%)

2. TPG will select shipping method on prepaid Net Orders.  Distributor is responsible for freight, F.O.B. LaGrange, Georgia, on all non-prepaid Stock Orders.


C.	Parts Pricing

1. The Company reserves the right to change prices, modify Parts, and/or make interchangeable substitutions to a distributor’s Parts order without prior notice.  Every effort will be made to notify a distributor of a price change or substitution when time allows, but the Company is not liable if it is unable or fails to do so.

2.	A price list data file will be available upon request. 

3.	Quote for prices on Parts not listed in the most current Parts price data file or website must be obtained from the Company and listed on any applicable purchase order to be valid. Quotes are only valid for a period provided by the Company.

D.	Parts Invoice Payment Terms (U.S., Canadian and Mexican Distributors)

1.	Standard terms of payment are net 30 days from date of invoice. Terms are based on the date of invoice, not on date merchandise is received. Invoices payable in U.S. Dollars. Any invoices that are not paid within 30 days will be considered delinquent.

2.	Withholding payment for Parts invoiced due to pending warranty claims, Parts discrepancies, or Parts lost or damaged by a freight company is not acceptable unless authorized in writing by the Company Controller or General Manager.

3.	Any distributor whose account becomes seriously delinquent as judged by the Company is subject to the following:

a.	The account may be placed on C.O.D. or credit hold status and remain there until it becomes current.

b.	The distributor may have their Parts purchasing privileges revoked and all shipments suspended until the account becomes current.  In this case, the Company reserves the right to sell Parts directly to the end user in the distributor’s APR and the distributor will not receive credit for these Parts sales.

3. All other export payment terms as arranged by contract.


VII.	PARTS ORDER ENTRY PROCEDURE

	All Parts orders submitted to TPG must have the below listed information.  It is the distributor’s responsibility to assure each order is accurate.  The Company will not verify a Parts order for accuracy unless it’s specifically requested on the order.

	Parts Ordering:

A. Website: https://shop.trackmobile.com/ecommerce/ 
	
B. Log in using user ID given by the Company. 

C. Select desired order type. 

D. Entering a part number in the search bar will directly give access to specific part information. On the information screen, there is an option to “Add to Cart.”

E. Quick Order Entry: There is an option to quickly enter an order, if there is a known list of parts needed. 


A.	ADDITIONS TO PURCHASE ORDER

	If the distributor needs to add items to an existing stock order, the request must be e-mailed to the Company. No additions will be allowed via phone.  The Company will not be responsible for additional costs or delayed shipments due to order changes.

B.	CANCELLATIONS

	Requests for Part number or order cancellations must be communicated to the Company via email correspondence.

	Items that are considered by the Company to be stock or non-stock Parts are subject to the following cancellation conditions once the order has been entered and processed:

1.	Stock Parts for which the Company has received a written cancellation notice will be subject to a 20% cancellation charge based on the current net price.  Maximum cancellation charge $500.00.

2.	Non-stock Parts that have not been shipped and can be canceled with the vendor will be subject to a 25% cancellation charge based on the current net price.  Maximum cancellation charge $500.00.

3.	Non-stock Parts that cannot be canceled with the vendor because the Parts are in the process of being made, have been made and/or shipped cannot be canceled.  Parts in this classification will be shipped to the distributor and invoiced.  These Parts cannot be returned for credit on any future Parts return.

VIII.	PARTS EXCLUDED FROM STOCK ORDERS


		Parts excluded from prepaid Stock Orders:

	Parts and kits designated as “NET” (N) items, which are not subject to any standard discounts.


IX.	NON-RETURNABLE PARTS

A.	Parts listed on the website and data file with the following symbols preceding the description:

1.	“&” -- Part is non-returnable, excluding current production parts.
2.	“& D/S” OR “OBSOLETE” -- Part will be discontinued or superseded when stock has been depleted and is non-returnable.
3.	“@ R/B” -- Part has been superseded and is non-returnable.

B.	Parts not listed on the website or data file and not a current production part.

C.	Parts ordered on a non-cancelable or non-returnable basis.

D.	Parts with a limited shelf life such as o-rings, rubber hoses, gaskets, seals etc.

E.	Used, damaged, rusty or worn Parts.

F.	Parts that were acquired by means of a special price concession.

G.	Incomplete kits and assemblies.

H.	Parts removed from kits.

I.	Parts that were removed from machines.

J.	Parts provided specifically for a distributor’s order, which are not normally stocked by the Company.

K.	Common hardware items:  nuts, capscrews, fittings, etc.

L.	Parts with an extended value of less than $50.00 net.

M.	Parts not purchased from the Company.  In some cases, invoices will be required.

N.	Parts that have been in the distributor’s inventory over 12 months.

X.	PARTS RETURN REQUEST PROCEDURE

	Phone requests will not be accepted.  All requests for Parts returns must be submitted through the Company website.   RMA Form TP100.  

	In order for a return to be authorized, the RMA Request (TP100 RMA Form) must be completed in its entirety.

	When a Parts Return Request has been rejected, the distributor will be contacted.

	A.	Conditions For Parts Returns

1.	It is the distributor’s responsibility to be sure that all Parts returned are eligible for credit in accordance with published policies in effect at the time of return.

2.	No Parts are to be returned without written authorization.  Such shipments will be refused and Parts returned at the shipper’s expense.

3.	All Parts returns must be shipped via prepaid freight unless otherwise authorized in writing.  Collect shipments will be refused, authorization canceled and Parts returned at the shipper’s expense.

4.	All Parts returned are subject to inspection and must be new, in original packaging, in resalable condition, properly identified, properly packed and originally purchased from the Company.

5.	Parts found to be unacceptable will be returned, freight collect, to the distributor or scrapped at the distributor’s option.  These Parts will be held for a period not to exceed 30 days, at which time they will be scrapped if no disposition has been received from the distributor.

B.	Return Request For Parts Ordered In Error

1.	A Return Request (RMA) must be submitted within 30 days from the date of invoice.  There will be no exceptions to this Policy.

2.	Parts must be returned within 30 days from the date of authorization, freight prepaid.  Authorization will be automatically canceled after 30 days.

3.	When accepted, credit will be issued at net price paid.

C.	Return Request For Parts Shipped In Error By The Company

1.	A Return Request (RMA) must be submitted within 30 days from the date of invoice.  There will be no exceptions to this Policy.

2.	Parts must be returned within 30 days from the date of authorization, freight prepaid, unless otherwise authorized.  Authorization will be automatically canceled after 30 days.

3.	If the Company is found to be in error, full credit will be issued as invoiced, including return freight when properly documented on the return packing list, or a copy of the freight bill has been faxed to the Company within 10 days.

4.	The Company is not liable for expenses other than the freight charges that may be incurred due to an incorrect Parts shipment.

5.	The Company is not liable for lost shipments of parts in error being returned to the Company. A claim should be filed by the distributor with the appropriate freight carrier.

D.	Distributor Excess Parts Inventory (Annual) Return Requests

1. Authorized domestic distributors (non-export) will be allowed to return excess parts inventory at any time during the year.  We do have limitations on the amount we can take back in a short period of time. If you request a large return we may have to schedule the return over several months. Excess parts must have been in a distributor’s inventory for a minimum of 60 days and must have been purchased within the past 18 months before parts return request is granted.


2.	All requests for Excess Parts returns must be submitted in writing on RMA form SD205 and must include information listed in section X. PARTS RETURN REQUEST PROCEDURE.  Phone requests will not be accepted.


3.	Parts must be returned within 30 days from the date of authorization, freight prepaid.  Return authorization will be automatically canceled after 30 days.

4.	When accepted, credit will be issued on the basis of stock net price in effect at the time of return, less 15% restocking charge.

5. Excess return authorization is based on the Company’s stock and demand factors at the time of request. When an Excess Parts Inventory Return Request is denied, the distributor will be contacted


XI.	DISTRIBUTOR TERMINATION PARTS RETURN

A.	Any Return Request (RMA) that a distributor wishes to make because its distributorship has been terminated must be submitted within 30 days from the termination date. There will be no exception to this Policy.

B.	Parts must have been purchased from the Company within the last 18 month period.

C.	All Parts manuals, CD’s, service manuals, sales manuals, price lists and literature must be returned along with the authorized Parts return.  The cost for manuals, CD’s and literature not returned will be deducted from any Parts return credit applicable.

D.	Parts, manuals and literature must be returned within 30 days from date of authorization. Return authorization will be automatically canceled after 30 days.

E.	When accepted, credit will be issued based on current stock net price in effect at the date of termination, less 20% restocking charge.

F.	Final determination of Parts authorized for return is the sole responsibility of the Company.


XII.	DEFECTIVE/DAMAGED NEW PARTS CLAIMS

A.	New Parts damaged in transit should be claimed with the shipper (Company) and freight carrier immediately upon receipt of the Parts shipment. A Parts Discrepancy Report should be filled out (Form SD208, page 15) and sent to the Company.

B.	Claims for new Parts found to be defective prior to installation on a TRACKMOBILE machine must be submitted on a Return Request (RMA).  Part/Parts claimed must have been purchased within a one (1) year period prior to claim.

C.	Parts must be returned within 30 days from the date of authorization, freight prepaid.  Return authorization will be automatically canceled after 30 days.

D.	Claims for new Parts found to be defective after being installed on a TRACKMOBILE machine are warranted under the Standard Limited Warranty, section XVI.

E.	All Parts claimed to be defective will be inspected at the Company or returned to the vendor for inspection.


XIII.	CLAIMS FOR SHORTAGES

A.	Claims must be made in writing within 5 days of receipt of Parts order. Verbal/phone claims will not be accepted. A Parts Discrepancy Report must be completed in its entirety and can be faxed or emailed to the Company (Fax: 706-882-6753). See copy of Form SD208, Page 15.

B.	Shortages:  All containers must be inspected for damage during transit. If the container has been damaged, or original sealing tape broken, during transit, a claim must be filed immediately with the shipper (Company) and freight carrier. A Parts Discrepancy Report should be filled out (Form SD208, page 15) and sent to the Company.

C.	If, after investigation, the Company is found to be in error, the missing Part or Parts will be replaced at no charge or credit issued for the original shipment.


XIV.	CLAIMS FOR PRICING ERRORS

	Claims must be made in writing within 30 days of invoice date.  Verbal/phone claims will not be accepted.  A Discrepancy Report TP102 must be completed in its entirety and submitted online. 

XV.	PARTS MANUALS AND MACHINE RECORDS

	It will be the responsibility of the distributor to maintain master Parts manuals, machine records (line sheets), bulletins and other material that will be required in the daily routine operations of the distributor’s Parts department.

A.	Distributor Master Parts Manuals

	One set of master Parts manual’s USB (some master Parts manuals for older machines may be furnished in paperback only) will be supplied to each new distributor’s main Parts office and each authorized branch Parts office at no charge and will remain the property of the Company.

	Machine records (line sheets), bulletins and other material are available on the website https://shop.trackmobile.com/ecommerce/ 


B.	Customer Manuals For New Machines

	One set of manuals will be shipped with each new machine at no charge.

	One USB Parts manual will be shipped with each new machine. If machine is shipped directly to customer from factory the USB will be mailed to the Parts manager of the delivering distributor.

	Additional customer Parts manuals will be available in paperback or on a USB for a nominal charge.

C.	Customer Manuals For Used Machines

	Parts manuals for used machines will be furnished, if available, in paperback for a nominal charge, based on information on record at the Company at the time of the order.

	The Company will not be responsible for incorrect material in the Parts manual if the TRACKMOBILE machine has been modified in any way.

XVI.	STANDARD LIMITED WARRANTY ON PARTS

		The Company warrants that each new part for Trackmobile® units purchased from the Company will be free from defects in material and workmanship for a period of ninety (90) days from the date of delivery to the owner of the Trackmobile® unit (Parts Warranty Period). However, in the case of sales to a distributor for stock the Parts Warranty Period shall be ninety (90) days after release from stock by the distributor. If these parts fail because of material or workmanship defects during this warranty period, the distributor will be reimbursed for the repair of the part or for the cost of the replacement part at the discretion of the Company following determination of cause of failure. Reimbursement will be made at distributor net for the part. No allowance will be made for freight, handling, installation, labor, travel time or mileage. Request for parts warranty must be submitted within 30 days of failure.

XVII.	WEBSITE

The TPG website https://shop.trackmobile.com/ecommerce/ will allow domestic distributors access to a vast 
amount of information that will improve their daily operations and assist them in becoming more 
efficient in dealing with customers. Listed below are many of its features.

· Ability to inquire on the pricing and availability of parts.
· Place all orders online.
· Request quotes of non-standard parts. Place orders for quoted parts.
· Check account status for orders shipped and back orders.
· Machine line sheets and parts pages of 9TM to current production models.
· Technical library with access to non-current Trackmobile maintenance, operator and parts manuals as well as Switchmaster maintenance and operator manuals.
· Place orders for publication material in print or electronic format listed in the Publications Price List.
· Forms required for daily operations such as Line Sheet Update, Machine Kit Update, Parts Discrepancy, Return Material Authorization, etc.
			Management,at each distributorship, will need to determine which personnel will require access to the website and furnish TPG the names, email addresses and user level (contact TPG for explanation of levels) of those individuals. TPG will create user names and passwords for those individuals. Passwords will be changed periodically by TPG and users notified of their new passwords. It is the responsibility of the distributor management to contact TPG when changes occur to their workforce that require employee access updates (addition or deletion). TPG is not liable for orders placed by employees no longer employed by distributors or job position changes at the distributors that require website access updates.


XVIII.	FORMS

			Each of the following forms should be completed before submitting online. The Company will reach out with any further questions in needed. Please read the descriptions of each form before completing. 
			

· SD208 Broom Warranty Registration and Receiving 
· SD209 Operator Daily Check List 
· TP100 Request for Return Merchandise Authorization 
· TP101 Supplement to RMA Form 
· TP102 Parts Discrepancy Form 
· TP104 Remote Control Transmitter Repair Request for Quote Form
· TP105 Machine Kit Update Form
· TP206 Aftermarket Telematics Registration Form
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