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                     Ace Project Management
                                    February 2024

New Store - Zero Tolerance
What:  Establish a set of basic guidelines to be followed by the Merchandising Service Organization partners in every New Store Ace Project.
Why: Ace Retailers and New Investors are making significant capital expenditures into new business opportunities. The labor portion of a New Store project is the highest portion of the overall cost incurred by the retailer. It is the responsibility of the Ace Project Management Team and MSO partners to ensure the retailers receive the highest quality project experience possible. 
How:
· Dry set of fixtures, Shelf Management Materials, consolidated fixtures, desks, hub and all Décor completed by the end of week 1

· Organization – fixtures, POP, additional décor items will be neatly organized in selected area of store throughout the project starting on day 1.

· Benchmark check list will be printed and used in all projects daily.

· Pre Punch Walk check list will be printed and used in all projects daily.

· All MSO team members will arrive in uniform. Any MSO team member not in uniform will not be allowed to work in an Ace store. A team member is in uniform when the following criteria is met

· A clean MSO logo shirt without holes

· A clean pair of pants/shorts without holes and to be worn securely around the waist

· Close toe shoes without holes
· Daily clean up and organization. This will occur 15 minutes before lunch break, and 30 minutes before the end of each day. This includes removing all trash on the floor and organizing the end caps, totes and fixtures.
· Drinks and snacks on floor must be disposed of immediately. These are not to be left on shelves or end caps.
· Smoking and vaping is prohibited inside and in front of the store. Smoking is not allowed on Ace store property.
· Employees are prohibited from reporting to work or working while under the influence of alcohol, marijuana, or any other nonprescription drug which can adversely affect their ability to perform their job duties safely and effectively. Employees are further prohibited from consuming, smoking, or otherwise ingesting marijuana during work hours, including during meal and rest breaks. Anyone suspected of violating this policy will be immediately removed from the project and prohibited from working future projects with Ace Hardware.
· Under no circumstance are firearms, explosives, or any other incendiary devices allowed on Ace store property. This prohibition includes leaving such items in a vehicle that is parked on Ace store property.
· Paint desk and Helpful Hub are to be wrapped in cardboard (sides and top) to avoid damage.

· Paint desk, Helpful Hub and cash register counters are not staging areas for product or trash, including drinks or snacks. These areas are to remain neat and clean at all times.

· MSO team members are to initial the Planograms as they are set. This will ensure accountability and allow for follow-up training by the team lead.

· All sections that have been worked on during the day will be reviewed by team lead to ensure progress is adequate and merchandising is acceptable.

· Sections will be completed 100% as team is working (as much as possible) do not leave price labeling for the last week. Refer to above “dry set”.
· Team lead to review all safety requirements and ensure compliance. 

· Upon project completion, any remaining product, fixtures, POP and/or decor will be staged and organized in an area agreed upon by store manager and Ace Project Manager. This will be reviewed on the final walk.

· If for any reason the lead of the project will NOT be in the project through to completion, this will be addressed prior to start of project with the Ace Merchandising Project Manager and the Ace Project Manager. This should also be addressed on the pre-con call.
· All issues will be loaded to Smartsheet as they occur. Issues status to be reviewed daily by the Ace Project Specialist.
· Daily Field Reports should be created nightly and distributed to project stakeholders (progress map photo is required).

In Store Incidents:
Theft – We take all allegations of theft seriously and will investigate them thoroughly. MSO team members found guilty will be removed from the premises and no permitted to work in any future Ace Hardware projects. We will also notify the account manager and company HR so they may take appropriate action.


* Please note that any police involvement will need to be addressed with the retailers and associates directly.
Workplace Violence – We take all allegations of workplace violence seriously and will investigate them thoroughly. MSO team members found in violation of this will be removed from the premises and no permitted to work in any future Ace Hardware projects. We will also notify the account manager and company HR so they may take appropriate action.

PROHIBITED BEHAVIOR:

Violence in the workplace may include, but is not limited to the following prohibited behaviors directed

at or by a co-worker:

1. Direct threats or physical intimidation.

2. Implications or suggestions of violence; including “veiled threats”.

3. Stalking.

4. Possession of weapons of any kind on (Company) property, including parking lots, other exterior premises or

while engaged in activities for (Company) in other locations, or at (Company) sponsored events, unless such

possession or use is a requirement of the job.

5. Assault of any form.

6. Physical restraint, confinement.

7. Dangerous or threatening horseplay.

8. Loud, disruptive or angry behavior or language that is clearly not part of the typical work environment.

9. Blatant or intentional disregard for the safety or well-being of others.

10. Commission of a violent felony or misdemeanor on (Company) property.

11. Any other act that a reasonable person would perceive as constituting a threat of violence.
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Developing and delivering the tools, processes and training needed for the field teams to fulfill their responsibilities, 

achieve their goals and drive sales with consistency and excellence.

