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Introduction
RUBY is a boutique, high-end womenswear brand dedicated to producing high quality garments for
our customers. We have two in-house brands, RUBY and Liam.
In order to create a streamlined process within our business we have a simple, straight forward
manual outlining what we require from you, our suppliers. Combined with great communication,
service, quality, price and attitude are qualities that we seek in all of our suppliers and we believe
these provide a vital foundation for a good relationship.
As we believe in building strong relationships with all of our suppliers, clear and open communication
is a priority in reaching our goals and increasing our performance.
Regular communication is vital for us and we are available via telephone and email, combined with
visits and interaction seasonally as required.
We expect the highest level of quality so all orders are subject to the conditions/requirements set out
in this manual. If you are unsure of anything, please contact us for clarification.
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Ethical Code of Conduct Agreement

RUBY is committed to manufacturing all products under humane, fair and safe working conditions for
both the people working for us and for the environment. To ensure we maintain high ethical standards
and expectations we request contractors to agree and adhere to the following requirements.
This agreement dated -_____________ between the RUBY and;

Name of company:

Company address:

Signed for and on behalf of the company by:

By signing this agreement, the contractor agrees to all requirements listed below:

All suppliers are subject to an Ethical and Social Audit inspection, in order to confirm that they meet
all of these requirements. China-based factories are audited by a certified body nominated by RUBY.
The following requirements are non-negotiable:
1.1. Legal Requirements
All suppliers must in all activities follow the legal requirements and standards of their industry under
the local laws of their country and any New Zealand- applicable laws.
1.2. Child Labour
There shall be no recruitment of child labour. Suppliers shall only employ people who meet the local
legal minimum age for employment as stipulated by the International Labour Organization and local
laws.
1.3. Forced Labour
There shall not be any use of forced labour whatsoever.
The supplier shall not engage in or support the use of forced or compulsory labour, including prison
labour, shall not retain original identification papers, such as passports and visas, and shall not
require personnel to pay 'deposits' to the organisation upon commencing employment.
The supplier ensures freedom of movement for employees and supports their right to leave
employment willingly and voluntarily.
1.4. Non Discrimination
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No person shall be subject to any discrimination in employment, including hiring, salary, benefits,
advancement, discipline, termination, or retirement, on the basis of gender race, religion, age
disability, sexual orientation, nationality, political opinion, social or ethnic origin.
The supplier shall not engage in or support discrimination in hiring, remuneration, access to training,
promotion, termination or retirement based on race, national or territorial or social origin, caste, birth,
religion, disability, gender, sexual orientation, family responsibilities, marital status, union
membership, political opinions, age or any other condition that could give rise to discrimination.

1.5. Health and Safety
The supplier shall provide and promote a safe and healthy work environment. Adequate steps shall
be taken to prevent accidents and injury to health arising out of, or occurring in the course of, work by
minimising as far as practical hazards in the workplace.
Health and safety training shall be provided and practiced on site.

1.6. Wages and Benefits
Employers shall pay employees, at least the minimum wage required by local law or the prevailing
industry wage, whichever is higher, and shall provide legally mandated benefits.
The supplier shall ensure that wages for a normal work week, not including overtime, shall always
meet at least legal or industry minimum standards, or collective bargaining agreements (where
applicable).
Excessive use of overtime is prohibited. Working hours should not exceed 60 hours in any 7 days
period. Regular working hours should be made clear in the contract, and not exceed 48-hours in a 7
day period. All overtime shall be reimbursed at a premium rate as defined by national law or
established by a collective bargaining agreement.
The supplier shall comply with applicable laws, collective bargaining agreements (where applicable)
and industry standards on working hours, breaks and public holidays.
Personnel shall be provided with at least one day off following every six consecutive days of working.
Exceptions to this rule apply only where both of the following conditions exist:
a) National law allows work time exceeding this limit; and
b) A freely negotiated collective bargaining agreement is in force that allows work time averaging,
including adequate rest periods.
1.7 Disciplinary Practices
The supplier shall treat all personnel with dignity and respect. The supplier shall not engage in or
tolerate the use of corporal punishment, mental or physical coercion or verbal abuse of personnel. No
harsh or inhumane treatment is allowed.
1.8. Freedom of Association and Collective Bargaining
Employers shall recognise the right of employees to freedom of association and collective bargaining.
Suppliers shall ensure that all personnel have the right to form, join and organise trade union(s) of
their choice and to bargain collectively on their behalf with the supplier. The supplier shall not interfere
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in any way with the establishment, functioning or administration of workers' organisation(s) or
collective bargaining.
1.9. Subcontracting
The supplier accepts responsibility for anyone they subcontract to. It is expected that by agreeing to
these requirements, the supplier is also guaranteeing compliance on behalf of the subcontractor.
The supplier however also acknowledges that RUBY reserves the right to make semi-announced
inspections (typically giving 1 month notice and a window of a 7 day period)
1.10. Environmental Responsibility
Compliance with all local laws, and general respect and awareness towards our actions and how this
can affect our environment.
Supplier shall comply with all local environmental laws, and shall take effective steps to prevent
potential environmental incidents arising out of its activities. It shall minimise or eliminate, so far as is
reasonably practicable, the causes of all environmental impacts, based upon the prevailing
environmental protection knowledge of the industry sector and of any specific impacts.
1.10A. Restricted substances
Due to their negative environmental impact all suppliers must refrain from using the below
substances:

·

Alkylphenol compounds including nonylphenols (NPs) and octylphenols and their ethoxylates

·

Phthalates

·

Azo dyes

·

Nickle

·

Chlorobenzenes

·

Chlorinated solvents

·

Chlorophenols

·

Short-chain chlorinated paraffins (SCCPs)

·

Heavy metals including cadmium, lead and mercury

1.11. Raw Materials
All raw materials must be responsibly and ethically sourced and we expect that our standards as
outlined in this code of conduct flow into all parts of the supply chain.
Suppliers must not, under any circumstances, knowingly use cotton that is sourced from Uzbekistan
or from any origins where child labour is known.
1.12. Right Of inspection
RUBY expects all suppliers to respect and comply with the set-out code of conduct outlined in this
manual.
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RUBY is committed to co-operating with all suppliers to achieve workable solutions and standards as
set out in this manual.
All suppliers are obliged to provide RUBY with up to date information on the location and name of all
production facilities that are being used to manufacture our product.
This ensures all suppliers and production facilities comply with the code of conduct as outlined in this
manual.
RUBY reserves the right to make unannounced visits during working hours, excluding public holidays,
to all associated manufacturers and suppliers, by RUBY staff or our nominated third-party inspection
companies. This includes subcontractors, as stated in Section 1.9.
1.13. Non Compliance
Non-compliance with these standards may result in the immediate cancellation and termination of all
outstanding orders and further business relations.
1.14. Responsible Sourcing
Suppliers who source fabric or trims from third parties are responsible for enforcing the principles of
this code of conduct to each source.
Under no circumstances will we accept the use of Uzbekistani cotton, for fabric or trims.
If you or RUBY has nominated a sustainable fabric supplier, we require evidence of this purchase for
bulk such as receipts or certifications.
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Costing
-

We may ask you to source fabric options and send for approval, or we may nominate a
specific supplier.
We may provide details via email to get an idea of FOB or CMT price before orders are
placed and tech packs sent. These details could include fabrics required, yields, trims,
detailed photos of samples, quantity, approximate delivery etc.
FOB or CMT price will also include x1 PPS and x1 SS, sample courier charges and care
labels.
FOB or CMT price excludes the cost of main labels, size pips and swing tags.
You must advise on your required lead time upon quoting price.
You must advise if there are any issues around the fabric or minimum dying quantity.
If there is a decrease or increase to the bulk yield which will effect price and quantity, please
advise before cutting bulk.

Order Confirmation
There are specific things that need to be confirmed by the supplier upon placing an order and on the
receipt of the original sample, pattern and spec. These are:
-

Price.
Quantity.
Delivery.

Sampling Process
A size 8 or S PPS is required to be sent within 3 weeks on receipt of original tech pack, in required
fabric/ trims before bulk fabric is purchased unless otherwise advised.
In some cases if there are major changes and if time allows, a 2nd PPS may be required, this needs to
be sent within 3 weeks of the 1st PPS comments.
The PPS and SS measurements and comments are listed on the fit log tab of the spec. The updated
spec measurements are listed on the spec tab of the spec.
The Pre-Production sample may be rejected or approved:
-

If rejected, we may request a resubmission of the PP sample before you are approved to
proceed to bulk.
If rejected, we may request photos of amendments or fabric/ trims sent for approval before
proceeding to bulk.
If approved, this is the confirmation to proceed to bulk production; this approval may at times
have additional comments that will need to be added in the bulk production process.
Once samples are approved to proceed to bulk production, if there are any changes required
from the factory, this must be discussed and approved prior to bulk production.
Size 8 or S shipping sample is required from bulk production 1-2 weeks prior to shipping date
and before sending goods to be independently QC’d.
SS’s should be taken from bulk and be an accurate representation of what is coming in bulk.
Bulk is required to be sent to QC Company at least 1 week prior to the shipping cut-off date.
PP and SS samples with orders placed against them need to be sent on your own courier
account paid by supplier. This cost will be included in the FOB or CMT price.
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-

If you ship product to us that does not match our approved process or sample comments
given, this is unacceptable and we are within our rights to cancel the style or seek
compensation from you.
All pre-production samples must have a main label and size pip added.

Fabric Quality Checking
Factories that manufacture our fabric themselves are required to test the quality all of the fabrics. This
needs to take place before bulk garments are cut or bulk fabric is delivered.
-

Base cloth is required for approval.
Lab dips & strike offs are required for approval before the purchase or dying/ printing of bulk
fabric.
Once bulk fabric is complete, we require a 0.5 metre bulk fabric cutting (or SS) for approval
before bulk garments are cut.

Stock or supplied fabrics: Should be inspected before payment/ delivery to the factory. Please check
the bulk quality of the fabric before cutting garments. If there are any design discrepancies to
sampling, or shortage of fabric, or any other flaws we must be advised before cutting and within 5
days after the fabric is delivered.
If our bulk fabric is faulty, this needs to be communicated so we can make a decision before
proceeding. If the garments are shipped with faulty fabric, we will ask you to seek compensation from
the fabric supplier. If this is not possible then we will seek compensation from you.

Fabric Performance Testing
Factories that manufacture our fabric themselves or purchase from stock markets are required to test
all fabrics internally. Any issues that arise need to be communicated as soon as possible. We will also
test the below in-house.
Tests should include:
-

-

Shrinkage. Tolerance is 0-3% over or under. If a fabric shrinks or grows more than this
amount it needs to be communicated to us so a plan to mitigate this. There are a few different
ways to control this depending on the fabric, but the main is pre-washing fabric before make
or garment washing (correct shrinkage amount will need to be added to patterns). Silk is
normally steamed to keep remove shrinkage and keep the finish of the fabric.
Colour fastness to washing and rubbing (should meet a grade 3-4 or higher).
Pilling (should meet a grade 3-4 or higher).
Spirality (should meet 5-6% or under).
Seam slippage.
Fibre content must be checked and accurately detailed for care labelling.
Chemical testing is not necessary but harsh chemicals like AZO DYES, FERMALDEHYDE
etc should NOT be used. Please confirm this before purchasing bulk fabrics.

-
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Fabric Delivery to New Zealand
-

Fabric must be tested and checked before sending to us.
We will accept -/+10% on the ordered quantity. If there is excess fabric or garments please
discuss before delivery and we can discuss a discounted price on over or under 10%.
Bulk fabric must be neatly rolled on straight to card rolls - max 10kg per roll.

Garment and Spec Measurements
-

Acceptable measurement tolerances are listed on every spec. Please follow this.
Required grading is listed on the specs. Please follow this.
An original sample and pattern will be supplied by RUBY. The factory is to make a PPS based
on the provided pattern and any changes listed on the spec. The spec chart will be updated
on receipt of the PP sample.
Please relax knit fabrics overnight before cutting to avoid pattern/ measurement discrepancies
after cutting bulk.

Labelling
Main labels, size pips and swing tags are supplied by RUBY. Labels vary depending on whether the
garment is RUBY or Liam so please take care to use the correct ones.
-

-

Care labels are to be supplied by each factory. Please use white satin tape with black text for
light coloured garments or black satin tape with white or silver text for dark coloured
garments.
Care instructions are updated upon PPS approval once testing is complete and fibre content
confirmed.
All care labels must be heat-sealed or overlocked on the ends to prevent fraying.
All text must be wash and dry-clean tested to make sure print does not come off.
The text on the care labels must be atleast 1.5mm in height and printed clearly.
All care labels should be attached in the left side seam approx 10cm up from hem and the
text must not be obscured by the seams.

Main labels must be attached at the centre back neck or waist and stitched on the tab ends
underneath the label to ensure all stitching is hidden.
Where possible, please sew through lining layer only to ensure there is no topstitch on the
outside of the garment.
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-

Liam:

-

Liam:

-

Size pips must be attached to the main label on the left-hand side, making sure all stitching is
hidden.
RUBY:

Please attach all swing tags by opening the safety pin, threading the end through the size pip
and then closing the pin, making sure no fabric has been caught in the pin.
RUBY:

Please send any spare trims- buttons/ domes/ thread in small plastic sealed end bags.
Ensure spare trim bags are attached behind the swing tag to avoid the plastic melting when
they are tunnel pressed.
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-

Different types of swing tags should be used, depending on the type of garment. Please make
sure you attach the correct swing tag that has been specified on the spec. These are shown
below:

Liam:
PLAIN

JEWELLERY

SEAMS

KNITWEAR
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RUBY:
PLAIN

JEWELLERY

SEAMS

KNITWEAR

-

Occasionally we may require you to print special stickers for customers care and attach to the
reverse side of the swinger- centred at top edge of swinger. These stickers need to be approx
3cm wide x 2cm deep. Please leave space at the bottom edge for us to add our barcode/
price stickers on.
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Quality Standards
Every factory or supplier should have their own quality assurance standards in place to check all
relevant information e.g. check size specs and fits, sewing quality, overall garment presentation,
checking of fabric flaws and marks, printing and dying colourfastness and accuracy, shrinkage testing,
and all trim strength and durability tests.
All trims used, from labels to swing tags, zips, buttons, draw cords, rivets and eyelets, must be of the
highest possible standard, and according to what we have requested. Inferior product should not be
used to shortcut the overall garment representation as this will come back to you in a form of a credit
when any faulty goods are found or returned to us by our customers.
All our product is checked when it arrives at our Head Office, and undergoes a quality inspection. It is
essential that the product passes this inspection before delivery. If product is not up to standard it
could result in a cancellation or return.
All factories will be subject to an independent audit by our nominated inspection company to ensure
all labour laws and working standards and conditions, along with all ethical practices, are being
adhered to. At no time do we condone or accept unfair or unethical practices, and if we find any trace
of this we will reconsider our relationship with these factories.
If you are an agent outsourcing to multiple factories, you are responsible for ensuring that these
factories adhere to RUBY’S standards and practises listed under our code of conduct, before placing
bulk orders.

Stitching
-

All stitching must be at least a minimum rate of 10 stitches per inch.
Stitching must be even, straight, free of puckering or twisting, and without missed stitches or
obvious joins.
The tension should be correctly set before sewing bulk.
Thread ends must be neatly trimmed and no loose threads should remain on the garments.
Hems must not rope or twist.
Thread overlocking should be even and neat.
Please ensure that all seams are four thread over-locked.
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All thread must match fabric colour exactly (top stitching, over-locking etc.) unless specified.
The inside of the garment must be self-colour. Please ensure to match the thread colour to
the after-wash colour on denim.

Accessories
-

Drawcords, toggles, eyelets, rivets, buckles, domes, button, cords, badges, zips etc. must all
be good quality.
Please test any trim coatings for washing and rubbing fastness etc.
If there are trims that are substitute on the PP sample, correct trim samples must be sent for
approval separately purchasing for bulk.
Drawcords, domes and zips must match garment’s colour exactly, unless otherwise specified.

Buttons
-

Buttons must be very securely fastened, with strong knot ends. Loose threads neatly trimmed.
Please triple sew for extra strength.
Buttons must be evenly spaced and in a straight line. Care should be taken with shank
buttons or unusual buttons, e.g. toggles, to ensure the correct positioning when buttoned up.
Take care when sewing shank buttons that they are attached strong and securely.
Buttons must be sewn on in thread colour to match button, not garment’s colour, unless
otherwise stated.
Buttons, trims and labels must be attached to any chemical/ enzyme washed garments after
wash is done.
An extra bag of buttons is required to be sent down with bulk to use in case replacements are
required from customers.
Metal buttons are to be scratch and tarnish free with smooth edges. Please pack bulk with
tissue paper covering metal buttons in order to keep buttons looking fresh.
Below is the required method for attaching coat buttons:
1. Please use heavy gauge thread in a matching colour (80 gauge).
2. Thread 3 threads through the needle & knot well.
3. Start from the topside of the garment, stitch through the top layer and then back up
through to the top.
4. Put the needle through the button and then down through the top layer, and back up
through the top layer.
5. Thread through the button.
6. Thread through both the top layer and the facing.
7. Make a neat stitch that can be seen on the facing.
8. After this stitch, come back up through both the facing and the top layer, and the
through button.
9. Make sure this process is done with the thread firm
10. Wrap the thread around the threads below the button loop once to tightly secure the
button.
11. Wrap around once more and loop back through to knot and secure.
12. Stitch back through to the facing in the same place as the stitch made at Step 7.
13. Thread though stitch and loop through to knot. Do this twice.

Buttonholes
-

Buttonholes must be self-colour, the tension must be correct and all loose threads must be
trimmed.
Buttonholes should fit buttons neatly, without being too difficult to fasten or come undone
easily.
All garments are to be fully buttoned up before packing.
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Zips
-

Zips must match the main fabric colour perfectly, unless a contrast colour is specified.
Styles with zips must have genuine YKK zips.
Zips must run smoothly and not catch.

Printing
-

Screen printing should be colourfast, accurately positioned, and free from smudging.
Print is to be approved before bulk is started.
Bulk is to be the same standard, colour and look as the approved sample.

Embroidery
-

Embroideries should be neat, even, correctly positioned and without loose threads.
Embroidery ends should not unravel.
Threads used should be good quality.
Embroidery sample to be approved prior to bulk being started.
The backing fabric should be soft (not scratchy), and neatly trimmed.
The bulk is to be the same as the approved sample, regarding standard, colour and look.
Please make sure the tension used is correct to ensure fabric does not pucker.

Enzyme washing
-

When enzyme washing garments, please sew labels and trims in afterwards.
Please test indigo dye denims for colour rubbing after wash is complete. Please try to remove
excess dye.
Please ensure excess chemicals are not present before shipping.

Elastic
-

Elastic should be of a high quality. It must regain original size and structure after washing.

Metal Buckles/Clips
-

These must be top quality and heavy gauge.
There must be no small pieces which may come off, no rough or sharp edges etc., which may
be potentially dangerous.
Buckles must click firmly and securely into place over buttons.

Toggles
-

These must not have click-on ends. Toggles must be one piece only.

-

Quality cotton/ spandex ribs must be used. Ribbing must retain its shape after washing and
not stretch out of shape.
It must match the main garment colour exactly unless a contrast colour has been specified.

Rib

-
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Tape
-

Must be of a high quality. There should be no colour running, or fading.

Poppers/domes/snaps
-

These must be of excellent quality, firmly secured and able to withstand wear and tear.
The fabric behind the domes must be reinforces with fusing, an additional layer of fabric or a
plastic washer if required.

Size Specification
-

Garments must be 100% correct to the size specifications & tolerances, as set out by RUBY
Head Office.

Quality Checks
-

An appointed independent QC company will check 100% of bulk goods to a high standard,
this is paid by RUBY.
Before sending goods to be independently QC’d, please QC goods in-house to RUBY’s
standard to ensure no time is wasted on repairing after pre-inspection reports are done.
Re-inspections and sending of goods to the QC centre will be at the factories expense.
Please allow 1 week before the shipment cut-off date to send goods to be QC’d and repaired
if required.

-

Packaging
Please ensure all of the following points are observed when flat packing garments for shipment:
-

Standard fold. Please see the below tables as an example of how to fold garments:

SKIRT FOLD STEP 1

SKIRT FOLD STEP 2

SKIRT FOLD STEP 3

SKIRT FOLD STEP 4
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TOP FOLD STEP 1

TOP FOLD STEP 2

TOP FOLD STEP 3

TOP FOLD STEP 4

TOP FOLD STEP 5

TOP FOLD STEP 6
17
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TOP FOLD STEP 7

-

Fold each garment separately.
Flat pack- only individual poly bags are required for all fully fashioned and knit t-shirt’s and
top garments. Please sticker each bag at bottom RHS front corner with style number and
size of the garment.
In most cases- for woven garments or knit dresses that do not have rough trims or
embellishments that will pull or rub, we ask you to use a master poly bag and multiple pack
garments for one carton to save on packaging waste.
The use of poly bags will be banned by 2020 and we will nominate a supplier for you to
purchase compostable bags for packaging bulk.
Bulk is to be packed solid size, solid colour where possible. This can be split to fill up and
use the entire carton.
Cartons are to be packed to capacity, ensure cartons are not damaged in transit and also to
save on shipping space.
Clear tape or company tape is to be used to assemble boxes.
Pack with tissue in between each garment only if garment is PRINTED to prevent damage in
transit. Tissue is not allowed on non-printed/ non-embellished garments.
Tissue paper is required to cover shiny metal buttons in packing, to prevent surface
scratches and mould.
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-

Place cardboard in the top of the cartons to avoid cutting garments when the carton is
opened.
The size of the carton needs to be suitable for the size and number of garments. Please use
a small number of bigger cartons as opposed to many small boxes.
Cartons should not weigh more than 15kgs.
Carton grade – Export quality is minimum 313 grade and higher for air freight.

Note: These are individually poly bagged, within the master poly bag (for knit garments) but do not
need the master poly bag as well as the individual bags.

POLYBAG REQUIREMENTS:
-

Clear IDPE poly bag 25 / 30 micron 28.5cm wide x 34.5cm high with fold over flap depth
5.5cm.
At the front right lower corner, place white sticker with the style number and size printed in
black text.
White sticker dimensions are 5cm x 3cm.

CARTON MARKS:
-

Please ensure that shipping marks, style, colour, size, quantity and carton numbers are
clearly displayed on individual cartons at the front.
Please specify weights and dimensions on the side of each carton.

FRONT
RUBY, Auckland
Style.
Colour
Size
Qty.
C/No.
Country of Origin

specify
specify
specify
specify
specify
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SIDE

G.W.
N.W.
N.N.W.
MEAS

specify
specify
specify
specify
KEEP
DRY

Deliveries
RUBY will nominate a forwarder for FOB delivery of garments/ fabric.
Please supply a detailed commercial invoice, packing list and copy of bill of lading once goods have
been handed over to forwarder. All documents must be of true value and quantity with items & fabric
composition listed.
Please telex release goods at least 1 week prior to arrival in Auckland and email a copy of the
released BOL to RUBY production manager.

Over and Under Deliveries
-

The tolerance for over and under delivery is no more than 10%.
Should the order be less than 10%, we reserve the right to cancel the order or impose a
discount on the entire quantity.
Should the tolerance be over, we reserve the right not to accept the over delivered quantity,
or alternatively accept the over delivered product at a discounted rate or a new overall price,
factoring in the discount across the entire order.
All orders where there is over tolerance of 10% needs to be approved prior to shipping,
otherwise we will enforce a discount or we will return the excess back to you and credit this in
your payments.

Penalties
Late Deliveries
We adhere to strict delivery deadlines, if there is an issue please notify and discuss at least 3 weeks
before the cut-off date.
We reserve the right to request discounts within reason, and if considerably late, we may request
supplier to air freight the goods at their cost. In extreme cases, we do reserve the right to cancel the
goods if the delivery period has been extended without warning or approvals from our production
manager.
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Shipping Documentation
Please ensure all figures are exact and checked 100% before sending these documents to the
production department.
Sea freight – please send shipping documents as early as possible, preferably in the same week of
vessel departure.
Air freight & Courier– all shipping documents MUST be supplied on the day of air freight departure.
Once bulk is aboard the vessel, please send the below documents to the RUBY production manager
as one email:

Commercial Invoice (for shipping clearance and for payment), please include:
-

Vendor: Traders company name and address
Consignee: RUBY company name and address.
Invoice number, invoice date.
Style number, colour, quantity, price, total cost.
Product description- item, content of the item, structure of the item (knit or woven), the gender
the goods are made for, where the goods were made. For fabric shipments, include the width
of the fabric.
Beneficiary information: paying bank name, bank account number, swift code. Please check
account details are correct.
All documents must be of true value and qty.

Detailed packing list:
-

The detailed packing list must be in the same order and sequence as per the invoice
submitted.
Please list the traders name, invoice number, invoice date, style number, colour, size break
quantity and total quantity.
Please also list the gross weight, net weight and carton dimensions for each style and carton.

Copy of the bill of lading:
The below things must be listed:
-

Correct shipper and consignee information.
All style numbers must be stated on the BOL.

Additional documents (where applicable) may be required such as - Country of Origin (if shipping out
of a different country), Hazardous goods, Quarantine Declaration.
For FOB Hong Kong and goods that are made in China but transhipped to another port outside of
China, the following documents are required:
1. Form A required to show country of origin.
2. A copy of truck receipt showing order, address picked up from in China and address delivered
to bonded warehouse/ forwarders in Hong Kong. This must be without stops from China to
the bonded warehouse.
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Telex released bill of lading:
-

At least 1 week before the goods arrive at the destination, please send a copy of the telex
release to the RUBY production manager.

Payment
-

Once the goods have been delivered in NZ, checked in and handed over to dispatch, the
invoice for payment and packing list will be handed to accounts for payment.
Please refer to separate agreement of payment terms.
We pay by TT payment and a copy will be sent to you when possible.
Freight Methods

-

Sea freight, air freight or courier will be nominated by RUBY.
Nominated sea and air freight agent details are listed in a separate spread sheet.
If air freighting from Shenzhen, please check ETA times are workable with RUBY production
manager as Shenzhen has a slower transit time and may need to be air freighted from
Guangzhou.

Faulty Goods
Entire style returns:
If complete styles are found to be faulty upon delivery and not what was approved, we reserve the
right to request a credit on the entire style. The supplier is then entitled to take all the stock back at
own transport cost or we may donate the faulty stock to charity. Once we have informed you of an
issue that results in a recall or style we will require a letter of advice and acceptance from the supplier
in order to donate or destroy any stock on their behalf.
Any rework costs related to product faults will be charged back to the supplier. This includes
transportation costs to and from our Head Office.

General faults:
If a customer returns a garment due to a manufacturing fault, we may return it to you for repair or
request to be reimbursed for repair. Non-manufacturing faults will be repaired at RUBY’s cost. In
some cases, we may ask for trims to be sent to use to repair garments in New Zealand.
Resale of RUBY faulty goods:
At no such time are any of our returned products to be resold in or outside New Zealand without prior
consent from RUBY.
If approval is given then at no time should any of our products have any of our brand logos or identity
remaining on any of the garments, including printing, embroidery, or any form of label or swing tag.
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Environmental Responsibility
At RUBY we are committed to doing our part to look after the environment. Please try and minimise
waste, dispose of waste with care, and conserve resources wherever possible, without impacting the
product. For example, in some cases (for woven garments without trims that will pull or rub) we may
ask you to use a master poly bag and multiple pack garments for one carton to save on packaging.

Restricted Substances
Due to their negative environmental impact please refrain from using the below substances:
•
•
•
•
•
•
•
•
•

Alkylphenol compounds including nonylphenols (NPs) and octylphenols and their ethoxylates
Phthalates
Azo dyes
Nickle
Chlorobenzenes
Chlorinated solvents
Chlorophenols
Short-chain chlorinated paraffins (SCCPs)
Heavy metals including cadmium, lead and mercury

Factory Audits
RUBY requires all suppliers to cooperate fully with factory audits. These will be arranged and
conducted by a certified body nominated by RUBY.
All suppliers will be sent an email with a letter, stating they need to complete a Social and Ethical
Compliance audit.
Each supplier will be asked to fill out a supplier factory sheet, providing details of:
1. Each category of product you manufacture for us.
2. All factory names & company names. This includes the manufacturers who produce these
products on your behalf (subcontractors). Please list your factories in order from the ones who
make the majority of the product for RUBY on your behalf, to the ones who make the least.
3. Factory physical addresses.
4. Factory owner names.
5. Factory manager names and mobile telephone number.
6. List any existing certifications in regards to social compliance or factory assessments. Please
send these documents as evidence, clearly marked and attached via email.
7. Please confirm that you have a signed copy of the RUBY supplier manual at each factory.
8. Please confirm that you have a signed copy of the RUBY Ethical Code of Conduct at your
factory that we have sent you.
As per our Ethical Code of Conduct Agreement and our production manual we require all factories to
comply with our Code of Conduct in order to supply us product. We do require Social and Ethical
Compliance Audits to be done by our nominated certified third party provider, Qualspec. Qualspec is
CNAS/ISO accredited – therefore the audits are also recognized and accepted globally as being
CNAS/ISO rated. You will receive an AUDIT RATING – RED, AMBER or GREEN. The end goal is for
you to achieve a GREEN rating for which the report/rating can then be shown to existing and potential
factory clients (not only RUBY) as validation of the fact that you were able to undergo a CNAS/ISO
audit and achieve a rating. A customer will then know what level of compliance that your factory has
reached and should then (if rating is GREEN, or even AMBER) be comfortable to place orders there.
It also indicates that your factory understands and accepts the concept of compliance and has global
best practice protocols and records in place to indemnify the customer from receiving the 'non23
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conforming' rating. RUBY has arranged a set price with Qualspec of USD $450 per man day to which
travel will need to be added. The number of man days involved will depend on the number of workers
in the factory. If a factory does not receive a GREEN audit they may be required to pay USD $350 per
man day + travel for an onsite follow up audit, until they receive a GREEN rating.
If the factory that manufactures RUBY product is going to change we need to be updated immediately
and a Social and Ethical Audit will be required prior to using this new resource.
We will endeavour to work with each supplier, to ensure that you understand the process and feel as
prepared and comfortable as possible.
We may also request for Environmental Audits to take place.

Please complete the below with your details and signature. Please return a copy to:
sarah@rubynz.com and keep a hard copy at your factory for reference.
By signing this agreement you are acknowledging that you have read, understood and accepted our
policies and procedures, and will abide by them as one of our valued suppliers.

Name of company:
___________________________________________________________________________

Company address:
____________________________________________________________________________

Signed for and on behalf of the company by:
____________________________________________________________________________

Date:
____________________________________________________________________________
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