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PACIFIC GATEWAY CONCESSIONS, LLC 
VENDOR INFORMATION  

PURCHASE ORDERS: 
Purchase orders will reflect the most current information PGC, LLC has received.  If the vendor company 
receives an order with information that is not accurate, for instance, incorrect cost, style number, 
ship/cancel date, etc., vendor shall contact PGC to receive a revised and corrected purchase order.  All 
vendors must confirm receipt of our purchase orders within 48 hours.  This provides an opportunity for all 
to clarify any discrepancies or changes prior to processing an order. Purchase orders can be confirmed via 
phone call or email to the appropriate PGC purchasing contact. 
 
PAYMENT TERMS: 
Net 60 preferred, Net 30 minimum  
 
PRICE CHANGES: 
PGC requires a 30-day notice to process any authorized price changes.  A price change is authorized only 
when the PGC purchasing contact has notified the vendor that the price change has been received and an 
effective date has been agreed upon by both parties. 
 
RECEIVING: 
Shipments will require packing slips with the following minimum information: 

1) Ship to Address. 
2) Purchase Order Number. 
3) Carton or pallet count. 
4) Units shipped. 
5) Vendor item/sku number. 
6) Units per carton, inner pack, case quantities. 
7) Item description, size and color where appropriate. 

 
Additional delivery directions will be provided once available. 
 
BACKORDERS: 
Shipment of backorders must be arranged with the buying department to extend cancel dates as necessary 
and to keep purchase orders open.  The decision to accept back orders is at the discretion of the buying 
department. If PGC, LLC., is not notified, additional charges may apply. 
 
DAMAGES: 
If a shipment arrives and is judged to be completely damaged, the shipment will be refused. The vendor 
will be notified of the refusal immediately if a shipment arrives and is judged to be damaged partially; the 
receiver will make a note of the extent of the damage on the deliver documents and will notify the vendor 
immediately.  The accounting department will also be notified of the damages and the appropriate 
adjustment will be made to the final invoice and payment.  
 
If damages are concealed due to the configuration of the pallet/carton packing, the vendor will be notified 
of the damages as soon as they are identified.  The accounting department will also be notified of the 
damages and the appropriate adjustment will be made to the final invoice and payment.  The vendor is 
responsible for the cost of freight of damaged merchandise to be returned. 
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DEFECTIVE MERCHANDISE: 
Pacific Gateway Concessions will report defective merchandise identified at the time of receiving to the 
vendor immediately.  The accounting department will also be notified to deduct cost of defective items 
from invoice payments. The vendor will be required to arrange a pickup/exchange within seven (7) days 
of notification.  Merchandise pickup/exchange must be completed within seven (7) days of notification to 
vendor or merchandise will be disposed. The vendor will be responsible for the freight of returning 
defective merchandise.  If items are identified as defective after receiving, the vendor will be notified of 
the defect immediately.  The vendor will arrange a pickup and exchange of the merchandise within seven 
(7) days of notification.  The accounting department will be notified of the defect and will be deducted 
from the next payment. Merchandise pickup/exchange must be completed within seven (7) days of 
notification to vendor or merchandise will be disposed. The vendor will be responsible for the freight of 
returning defective merchandise. 
 
OVERAGES, SHORTAGES, MISPICKS AND OTHER DISCREPENCIES 
Overages, shortages, mispicks and any other discrepancies identified at receiving will be reported to 
vendor immediately.  Shortages will be reported to vendor and accounts payable to deduct from invoiced 
quantities. In the event that an overage or mispick is identified, the decision to keep or returned 
overage/mispick will be determined and communicated to vendor.  Vendors are responsible for arranging 
the issuance of call tags to pick up merchandise. Merchandise pickups must be completed seven (7) days 
from the notification of vendor.   
 
DATE CODED PRODUCT 
All consumable products must have identifiable best sell date codes on product to enable rotation of 
product.  The date code must be on the sell unit as well as the shipping case. Any product identified as 
having an unreasonably short shelf life will be subject to returns/exchange at the vendor’s expense. 
 
UPC TAGS/PRE PRIC PRODUCT: 
UPC or PGC authorized scannable tag are preferred.  Please notify the buying office for the sample tag 
formats that are compatible with the PGC point of sale system. 

INVOICES: 
Invoices should be emailed to:  ap@gopacificgateway.com 

• Vendors will be notified immediately of any differences in invoice cost. 
• Invoices should have the following minimum information: 

Invoice needs to reference the purchase order number.  
Merchandise unit cost. 
Carton or pallet count.   
Units shipped. 
Vendor item/sku number, units per carton, inner pack, case quantities. 
Item description, size, and color where appropriate. 

Payment of invoices is based on merchandise delivery date and not the invoice date, nor the date the 
purchase order was generated.  To expedite payment, invoices with term discounts need to be faxed to 
(650) 246-3860 or emailed to our accounts payables contact. 


