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1 Purpose and scope 

This document specifies the requirements for deliveries to the Special Machine Construction and Contract Manu-

facturing divisions (see division name on document) of Siegfried Hofmann GmbH, supplementing the General 

Terms and Conditions and General Terms and Conditions of Purchase. 

 

 

2 Sustainability 

During the execution of a supply contract, the supplier must use the necessary resources effectively in order to 

minimize environmental impacts, particularly with regard to waste, wastewater, air pollution, and noise pollution. 

This also applies to logistics and transport costs. 

 

 

3 Delivery terms and incoterms 

Unless otherwise agreed, goods shall be delivered free of charge. In international logistics, Incoterms 2020 shall 

be used, with DAP Lichtenfels (96215, An der Zeil 2) as the standard. 

 

 

4 Delivery locations 

The standard delivery location is the goods receiving area at Hall W3, Gate 3.1. Alternatively, deliveries can be 

made to Hall W7, Gate 7.2, by arrangement. (An der Zeil 2, 96215 Lichtenfels). 

 

 

5 Customs 

The supplier must ensure that the necessary documents for customs clearance (e.g., commercial/customs invoice 

and/or proof of preference) are available. These documents should be sent in advance to the following email 

address to ensure smooth importation of goods: 

logistik@hofmann-impulsgeber.de 

mailto:logistik@hofmann-impulsgeber.de
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6 Order confirmation, delivery note, invoice 

The supplier undertakes to send an order confirmation to the purchasing department after receiving the order 

(max. 3 days). An order confirmation is considered an assurance that the respective item will be manufactured in 

accordance with the specifications in the drawing, CAD model, order, and other applicable documents by the 

specified delivery date. If there are any concerns or manufacturability issues in this regard, these must be reported 

in advance to the responsible representative from the purchasing/work preparation departments at Hofmann. All 

agreements and any changes made in this regard must be documented and are invalid without written approval 

(via the document “Special Approval Request Supplier”) from Hofmann. 

Order confirmations in the mechanical engineering sector should be sent to the following email address: 

einkauf-mabau@hofmann-impulsgeber.de 

In addition, order confirmations can be sent to the respective purchaser. 

Any deviations from our standard delivery conditions must be communicated at the latest with the order confirma-

tion, e.g., any postage, freight, and additional costs incurred. Packaging that is to be returned to the supplier in 

exchange must also be specified in the order confirmation. The packaging exchange is documented on the de-

livery notes 

Please note special cases: 

•    If the specified “Drawing No. (Customer)” ends with the note “ ähnlich”, the corresponding information from the 

order must be observed. 

•    If the specified “Drawing No. (Customer)” ends with the note “intern”, the specified “Drawing No.” shall be 

considered the leading number. 

The order number, unique supplier document number, item number and, if specified, order and drawing number 

including revision must be stated on the quotation, order confirmation, delivery note and invoice. Invoices are sent 

paperless. Please note that only one invoice (PDF file) may be attached per email. Invoices should only be sent 

to the following email address: 

wzb_rechnungseingang@hofmann-impulsgeber.de 

Invoices sent to any other email address cannot be accepted for data archiving reasons. Likewise, a written order 

placed by Hofmann must be available for any invoice issued. 

Order confirmations, delivery notes, and invoices must match each other. 

 

7 Manufacturing, surface treatment 

The following documents apply to this:  

- „Lieferspezifikation_Eloxieren“ 

- „Prüfung_Fertigungsteile“ 

- „Anfrage_Sonderfreigabe_Lieferant“ 

mailto:einkauf-mabau@hofmann-impulsgeber.de
mailto:wzb_rechnungseingang@hofmann-impulsgeber.de
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For coated or surface-treated manufactured parts, an approval sample is usually required, as well as the creation 

of a part-specific instruction containing details of the coating process and the materials used. The supplier is 

responsible for coordinating the necessary details with the purchasing department. 

For manufactured parts, especially those without subsequent surface treatment, sharp edges must be broken to 

prevent injury. This applies in particular to sheet metal parts. If sharp, so-called “knife edges” are necessary, this 

must be explicitly specified, e.g., in the drawing specifications. 

Parts made of non-ferrous steels that do not receive any surface treatment must be delivered preserved to prevent 

corrosion. The corrosion protection agent must be state of the art or approved by Hofmann. 

 

8 Marking 

All parts must be clearly marked with the item and drawing number, including the revision, and must be assignable 

to the delivery note supplied. 

The supplier is not prescribed how to affix the part marking. The function of the component must not be restricted 

by the affixing of the marking. The labeling must be removable from the component without leaving any residue. 

For packaged parts, the labeling must be affixed to the outer packaging.  

Multiple packaging or assembly packaging (packages) must be labeled with the assembly designation and the 

commission number (e.g., 31WZB24001). 

 

9 Packaging 

9.1 General requirements 

The packaging must meet the following requirements: 

-    Exclusion of qualitative impairments in the form of deformations, contamination, oils, greases, or other 

environmental influences; 

-    Correct choice of packaging type in accordance with the specified mode of transport. This must be 

ensured regardless of the agreed transport responsibility; 

-    Optimal or efficient use of containers in terms of size and volume; 

-    Compliance with the specified standard dimensions in national and international transport; 

-    Possibility of ergonomic part removal; 

-    Transport of shipping units with industrial trucks; 

-    Enabling multiple use; 

-    Avoiding packaging waste; 

-    Ensuring residue-free removal; 
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9.2 Specific requirements 

All components must be packaged and labeled (see also 8. Labeling). The type of labeling is not specified by the 

supplier and must contain at least the item number or commission/position. Individual components can be com-

bined in larger outer packaging, but it must be ensured that it is possible to check for completeness and damage 

without rearranging the items. 

Additional specific requirements: 

- Coated or surface-treated production parts must be packaged individually. 

- Uncoated production parts must not be packaged together without separation. Stacking large production 

parts on top of each other is not permitted. 

- Components must be sorted by assembly, if available. Small components must be clearly separated, e.g., 

packed in plastic bags. 

- The packaging must provide sufficient protection for corners and edges. 

- The pallet size must be selected so that no objects protrude beyond the pallet (exceptions must be ap-

proved by Purchasing). 

- In the case of large components, it must be ensured that the securing or packaging does not cause 

deflection/bending, e.g., due to straps, one-sided or inadequate support. 

 

 

 

9.3 Reusable packaging 

Returnable packaging is used between Hofmann and the supplier for regular component deliveries. These must 

be specified jointly and the ownership conditions clarified. Examples of this are: 

- Plastic pallets/crates with shadow boards (e.g., foam inserts). All shadow boards must also be labeled in 

accordance with Hofmann standards (see labeling for multiple packaging). 

- Sheet metal trolleys. 

- Mesh boxes. 

- Euro pallets and safety frames (pallet account). 

 

Figure 1: Examples of swing-out packaging with shadow boards 

If the use of returnable packaging has been agreed between Hofmann and the supplier, the supplier is responsible 

for giving timely notice of any bottlenecks. This must be reported to Hofmann's purchasing department. In special 

cases, special approval may be granted for non-standard packaging. 
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10 Deviations – Consequences of non-compliance 

The supplier undertakes to comply with the specified requirements. 

All postponements of delivery dates must be communicated with sufficient advance notice or clarified with the 

purchasing department of Hofmann. Notification must be given at least 5 working days before the delivery date, 

unless otherwise agreed in the contract for work and services. 

In the case of non-compliance, we reserve the right to return the goods to the supplier or to charge for any delays 

and rework incurred, depending on the impact and effort involved. 

The above requirements are evaluated as part of the supplier assessment and made available to the supplier at 

least once a year. Further measures may be derived from the results of the assessment, which may include 

suspension as a supplier. 

 

 

11 Complaints 

Complaints must be reported in writing by the QM department of Hofmann. An initial response with immediate 

measures must be provided within one day. 

Statements regarding complaints must be made in writing. Depending on the classification of the individual com-

plaint, the error may need to be processed using the 8D methodology, for example. 

The supplier is responsible for checking their stock levels and notifying Hofmann of any other deliveries that may 

be affected. This must be done as part of the initial response. 

It must be ensured that the measures taken prevent any further deviations of the product in question with the 

same defect. This also applies without an explicit request for an 8D report. 

The delivery times for replacement parts or parts subject to complaint must also be communicated to the respec-

tive contact person in the QM department in a timely manner. We consider a general replacement time of a 

maximum of 10 working days to be realistic, but this must be agreed individually with the person responsible in 

the QM department in each case. 

All replacement deliveries, including the corresponding delivery notes, must be marked with the relevant complaint 

number (e.g., R210130) and must not be mixed with items from other orders. 
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12 Applicable documents 

- AGBs 

- Allgemeine Einkaufsbedingungen 

- Lieferspezifikation_Eloxieren 

- Prüfung_Fertigungsteile 

- Anfrage_Sonderfreigabe_Lieferant 

 

 

13 Changes 

Rev Datum Beschreibung der Änderung 

1 25.10.2019 Erstellung auf Basis der Lieferbedingungen Maschinenbau aus Okt. 2019 

2 01.07.2022 Komplette Überarbeitung SWM und WAN 

3 04.06.2024 Aktualisierung WAN 

3.1 27.03.2025 Konkretisierung Kap. 6 hinsichtlich Daten auf Lieferantendokumenten 

3.2 17.09.2025 Umbenennung 

   

 

 

 

 

 

 

 

  


