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I. Supplier Registration – Purchases 

 
To be considered an active supplier for Alsea and its subsidiaries, the leading 
buyer in the different products and/or services category is the one who will start 

the registration process for the company. 

 
To do this, the following documents must be submitted: 

 
a) Official documents (for more information see the SUMA annex) 

 
1. Supplier register form 

2. Notice of registration in the Federal Taxpayer Registry. 

3. Non-printed Internet Statement Header or Bank Sealed Letter (Account 
Code) 

4. Official identification of the Legal Representative. (Valid) 
5. Unique Population Registry Key (CURP) (natural person) 

6. Articles of Incorporation (legal entity) 
7. Legal Representative Power of Attorney. (Legal entity) 

8. Proof of address. 

9. Powers of attorney if applicable 

 
b) Legal documents 

 
1. Alsea Vendor Agreement contract in 2 original signed copies by the legal 

representative and initialed at the bottom of each page, this must be 

accompanied by the corresponding "Commercial Agreements by Product" 
(See Negotiation) that cover the individual negotiations of products and/or 

services). 
2. Sign the Alsea Code of Ethics. 

3. Alsea Anti-Corruption Policy Letter 

 
c) Additional Information 

 
1. 3 business references specifying name, position, length of business 

relationship, telephone and email of the contact. 

2. Company Curriculum 

3. Financial statements 

 
Changes of personnel in your company, notices of change of company name, 
address or telephone, must be reported 15 days prior to the effective change to 

the purchasing department through their corresponding commercial contact. 
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II. Negotiation 

 
It is the Purchasing Area through their corresponding negotiators in each 
category that are authorized by Alsea and its subsidiaries to enter into 

negotiations with suppliers for the Food and Non-Food divisions. 

 
Any negotiation entered into must be outlined in the official form called 

“Commercial Agreement by Product” (See Form) document that must be 
integrated as an official annex to the Vendor Agreement Contract. 

 
It is essential to obtain from your corresponding buyer a copy of the Commercial 
Agreement by product document since it is where the conditions (payment 

terms, discounts, types of packaging and guarantees) and prices agreed in the 
negotiation are established, as well as the validity covered by said conditions, 

this document must be signed by the legal representative and/or the official 
Alsea negotiation manager authorized by the company. 

 
It is necessary to obtain this document whenever there is a change in the 
commercial conditions and/or new products. 

 
III. Code registration and product specification. 

 

Any product that is delivered in CEDIS and/or by direct delivery that requires a 
product code will be called inventoriable and must follow the following process to 
obtain said code: 

 

a. Fill in the form “Product Specifications” Responsible: Supplier (View 
Form) This document will be provided by your buyer or your Product 

Development contact in case it applies to the products you supply. 
b. Perform an internal request to obtain the code and enter the specification 

into the Alsea system. Responsible: Buyer or Product Development 

Contact 

c. Responsible for the confirmation code and registration of the specification: 
Buyer or Product Development Contact 

 
It is important to ensure that the products you will deliver are registered and 
authorized in our product catalogs if applicable. 

 
In each of the deliveries of products it is essential that 100% of the 

specifications are met by type of product, otherwise the supplier will be subject 
to a rejection of goods according to the stipulations. (See Quality and 

Distribution and Logistics Annex) 
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IV. Purchase Order 

 
Any official order for Alsea must be notified to the Supplier through a Purchase 
Order, for this purpose there are people in charge to coordinate sending the 

purchase orders and delivery of the products and/or services. It is necessary 
that each invoice specifies the PO No. being delivered. 

 
a. Responsible for sending and/or coordination the delivery 

 

Place of Delivery Delivery Coordinator Type of Product 

CEDIS (Distribution 

Centers) 
Supplier by brand Inventoriable with code 

Corporate Purchasing analyst 
Services / Non-Inventoriable 

(no code assigned) 

 
Warehouse / Shops 

 
Purchasing analyst 

Fixed/non-inventoriable assets 
(without assigned code) 

Shop (restaurant) Shop Manager Inventoriable direct delivery  

 

 
b. Deliveries in Cedis 

At the time of sending your purchase order, you will be notified of the place of 
delivery of said purchase order. 

c. Deliveries in Corporate 

The purchasing analysts are responsible for coordinating the delivery address, as 
well as inform you which person you will have to meet to make your delivery 

and provide you with the contact details of the person in charge of receiving the 
goods. 

 
d. Warehouses / Shops deliveries 

The construction and/or maintenance coordinator together with the purchasing 
analyst are responsible for coordinating the delivery of this type of products 

since it will depend in the case of stores the times in which you can access the 
same for the delivery of the products. 

e. Shop / Restaurant direct delivery  

The delivery of this type of products is according to the negotiation and 
frequency of delivery agreed in the same, here you can find direct deliveries 

such as fruits and vegetables, egg, tortilla categories  
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f. Purchase Order Form 
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A. Header and titles 

Agreement No. – PO/Release No.: It is a consecutive number of your purchase order. This 
number must be on each invoice that supports the delivery of products. 
Requester. Internal Control Information. 

Delivery. It has the address in which the product must be delivered. 
Supplier. Supplier tax data registered in the system 

Company to be invoiced. It is the Alsea business name to which you must invoice, it is 
necessary to review this since it can change depending on the needs of the company. 

 
B. Product quantities 

Amount: It is the amount of product of your purchase order. 

UM: Unit of measurement of the product requested. 

Code: It is the internal code number assigned to each product 

Line: Line number within the purchase order  

Shipment: Consecutive number provided by the system. 
Supplier Code: It is the code that the supplier uses for its products, this function 

may be inactive depending on the specifications. 

Description: Name under which the products are registered in our system.  
C.D: It is the place of delivery of your order, it can be a store, commissariat, or 

Alternate Cd that means Cedis Camarones. 
Date: It is the date of delivery of the product. 

Unit Price: It is the unit price of each product (always without VAT) you must 

validate that the price is the current price according to the negotiation. 
Amount: It is the total multiplication of the quantity by the unit price (always) 
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C. Total amounts and signature 

Signature: It is the Alsea Internal Control electronic signature. 

Total: It is the total amount of the purchase order without VAT. 

Currency: It is the currency type of the purchase order for pesos MXN or dollars 

USD. 
 

Total, weight and volume: It is the conversion of the units represented in kilos 

and volume 

 
 

 

V. Goods Receipt 

 
It is the document that covers the net amount received, this document is 

extremely important since it is an essential requirement to process the payment. 
(See SUMA Annex) 

 
Once each delivery has been made, those responsible for receiving the goods 
according to the place of delivery must send and/or process the automatic 

sending of this document in the system. 

 

Place of Delivery Responsible for issuing the 
Receipt 

Type of Document 

CEDIS (Distribution 
Center) 

Warehouse Physical 

Corporate 
Requisitioner (responsible for 

receiving the goods/service) 
Electronic 

 
Warehouse / Shops 

Requisitioner (responsible to 
coordinate the receipt of goods 

on the site confirmed in the 

order) 

 
Electronic 

Shop (restaurant) Shop Manager Electronic 
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Type of receipt 

There are 2 types of receipt that correspond to the place of delivery and are 
the following: 

 
a. Receipt of goods by deliveries at: Corporate, Warehouse, Shop 

(Restaurant) 
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A. Headings 

 
RECEIPT DATE AND TIME. Information of the day and time of issuance of the 

document. 

Receipt No. Consecutive folio number assigned by the Company System: Alsea's 
business name to which it was billed 
Supplier. Company name of the provider 

 

 

B. Content 

 
Item Description: Description of item entered in the system. 

Purchase Order / Purchase Agreement: Consecutive purchase order number assigned 

by the system. 
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Release: In case your purchase order is derived from a Purchase Agreement, the release 
number is the consecutive number of your purchase orders. 
Line: Number of line within the purchase order. 

Shipment: Consecutive number provided by the system. 

Amount in PO: It is the amount that appears on the purchase order. 

Net Received Amount: It is the actual amount received and your invoice must have this 
amount, this may be less than the detailed in the purchase order. 

Pending Amount: It is the outstanding amount between the purchase order and the 

actual amount received. 
UDM: It is the unit of measurement of the requested product 
Price: It is the unit price of each product. 

Currency: It is the currency type of the purchase order for pesos MXN or dollars USD. 
Subtotal: It is the sum of the amount of the PO multiplied by the price without VAT. 

Amount: It is the amount of all products received (always without VAT). 

 

 

 

C. Signature 

It is the name of the user who entered the receipt in the system. 

b. Receipt of goods for deliveries in CEDIS 

 

If you have a delivery in CEDIS the form that will be given to you at the end of 
your delivery is the following: 
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CEDIS merchandise receipt  
 

 

VII. Supplier performance indicators 

 
In Alsea we seek to develop high performance suppliers, that is why the main 

indicator by which your performance will be measured is Fill Rate, this indicator 
will be measured in each of the deliveries you make. 

 
Quantity delivered / quantity ordered = Fill Rate 

The target Fill Rate rating is above 96%, if you keep this indicator below this % 
you will be subject to a penalty on the total amount of affected purchase orders, 

this discount will be reflected quarterly directly to the outstanding balance to be 
paid by the SUMA area (See SUMA Annex) 

 
Fill Rate:  >= 96  Penalty   __0___ __%___ 

Fill Rate:  90 to 95%  Penalty   __3___ __%___ 

Fill Rate:  less than 89%  Penalty   __5____ __%___ 
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