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Dear Valued Vendor, 

We have added and/or made changes to our routing guide version 1.1 in response to questions from our 

vendor partners.  The following changes have been made from guide version 1.0: 

 Updated email address recipient for customs documentation (see Section 3) 

 Expanded information provided about Pre-Ticketing information (see Section 5-C) 

 Added phone number for Vendor Compliance Manager in contacts list (see Section 8) 

In an effort to increase productivity, both for Big Lots Stores Canada, Inc. as well as for all of our 

business partners, we are providing you with a revised Vendor Routing and Compliance Guide (the 

“Guide”).  The Guide will help both Big Lots and our vendors avoid costly and time-consuming steps 

involved in identifying errors, determining the cause of errors, and taking the necessary actions to 

correct such errors.  In addition, compliance with the Guide will reduce transportation costs and service 

delays by eliminating misinterpretation of routing instructions.  Adherence to routing guidelines will 

improve cycle time, lower costs, and improve merchandise availability – thus improving SALES for Big 

Lots and you!
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INTRODUCTION 
Big Lots and its affiliates and subsidiary companies (“Big Lots”) are dedicated to the continued 

development of strong relationships with its vendors to ensure the timely and efficient delivery of 

merchandise to our distribution centres and stores.  The Big Lots transportation strategy is designed to 

ship goods in an efficient, accurate and timely manner.  In order to support this process and our 

ultimate relationship with you, our valued vendor, our packaging, routing, freight tender and shipping 

requirements must be adhered to.   

As you know, the faster we get your merchandise to our sales floors, the greater the benefit for all 

involved.  Goods will be in season, allowing for better turns and more orders and reorders.  The benefits 

gained by all of us depend on your adherence to our shipping and packing guidelines.  Our intention is to 

work with vendors, moving our product efficiently through our supply chain.  If you have any questions 

pertaining to traffic, please contact our Inbound Routing team at 1-866-823-9501.  All other inquiries 

should be addressed with our Big Lots Canada Vendor Compliance Department at 

vendorcompliancemanager@lwstores.com. 

The Vendor Routing and Compliance Guide contains a complete listing of all deduction issues for 

violations of our packing and routing guidelines.  As you know, the Vendor Routing and Compliance 

Guide is an integral part of our purchase orders.  Your attention is directed to the Vendor Routing and 

Compliance guide and the individual purchase orders for the complete statement of terms and 

conditions applicable to each purchase order. 

General Instructions 

For purposes of the Guide, a “shipment” is defined as all cartons shipped to a single Big Lots distribution 

center or store location in a single day from a single origin point.   

The following instructions are applicable to all domestic vendors shipping merchandise.  This includes 

vendors shipping either prepaid, collect, or through a third party. 

How to Use the Guide and the Web 

The Guide is posted on http://www.biglots.com – click on vendor relations, or go directly to the 

following link: http://www.biglots.com/corporate/vendor-relations/vendor-routing-and-compliance 

then click on Big Lots Canada North American Vendor Routing and Compliance Guide.   

Effective Date 

Effective March 12, 2012, all PO’s issued on or after this date must comply with the instructions 

contained in this guide. 

Big Lots Canada will notify you of any updates to the Guide on future purchase order emails.

mailto:vendorcompliancemanager@lwstores.com
http://www.biglots.com/
http://www.biglots.com/corporate/vendor-relations/vendor-routing-and-compliance
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SECTION 1: IT ALL BEGINS WITH THE PURCHASE ORDER 
Ship all Big Lots Purchase Orders complete as ordered by Big Lots.  Shipping partial orders (any short POs) may result in a 
deduction for additional transportation costs.  We maintain a no backorder policy, with the exception of replenishment 
orders as noted below. 

 All Purchase Orders must be routed at least 72 hours before the “Ship Date” on the PO 

 All Purchase Orders must NOT be shipped prior to the “Ship Date” on the PO 

 All Purchase Orders must be shipped by the “Cancel Date” on the PO, or shall be subject to being cancelled by 
the buyer 

Routing Process: 

All Big Lots Canada Collect and Prepaid purchase orders must be routed on the Big Lots Canada inbound shipments Web 
Portal at http://portal.hubgroup.com/TMOrderEntry/faces/Login.jspx.  The portal training guide is also available on the 
welcome page (viewed after login) for this site. 

 You must submit the routing request through the Big Lots web portal at least 72 hours before the “Ship Date” on 
your Purchase Order.  This includes information such as when the product will be ready for pick up, total number 
of pallets, weight and cube of the shipment and total number of trailers you estimate will be needed to 
complete the Purchase Order shipment.  It is also important to indicate whether the shipment will be palletized, 
slip sheeted, or floor loaded.   

 If COLLECT, once you load has been tendered and accepted, the designated carrier will contact you within 48 
hours of your selected ready date (entered as “Ship Date” in PO Booking entry) to schedule a pick up. 

 If PREPAID, once you have submitted the request through the web portal, the carrier will need to contact the 
Inbound Routing Team at biglotscanada@unysonlogistics.com with the reference # to schedule a delivery. 

Replenishment orders: vendors are required to accurately forecast future merchandise needs in conjunction with Big 
Lots Canada merchants using our sales information or other means.  Any backorders of replenishment product may be 
subject to cancellation without notice.  If a backorder shipment is authorized by the buyer, the product must be shipped 
freight prepaid within ten (10) working days of the initial or first shipment of the order in question. 

All orders shall be shipped in the quantities specified.  The buyer has the right to refuse or return to the vendor/shipper 
any overage at the vendor’s/shipper’s expense.  The vendor/shipper may be assessed handling charges (see Section 6). 

Merchandise shipped shall be the same as the approved samples.  Failure of the vendor/shipper to comply shall result in 
either the merchandise being returned to the vendor at the vendor’s expense, or other options negotiated and agreed to 
by the buyer. 

If a vendor is unable to fill a Purchase Order as ordered, substitutions of SKU/UPC, color, size, quantity changes, 
SKU/UPC elimination, ticketing discrepancies and date changes must be approved by the buyer.  HANDWRITTEN BUYER 
NOTES, VERBAL OR PHONE AGREEMENTS ARE NOT ACCEPTABLE.  The buyer is responsible for making all agreed upon 
changes to the Purchase Order prior to shipment.  

Failure of the vendor/shipper to comply with purchase order shipping guidelines may result in the goods being cancelled 
or returned at the vendor’s/shippers expense in addition to handling charges being assessed.  If not returned, the 
vendor/shipper may be assessed handling and storage charges for the repackaging of the goods by Big Lots Canada. 

The return of any merchandise because of failure to ship or deliver on time or conform to the specifications on the 
Purchase Order shall be at the vendor’s sole expense.  In addition, for any collect shipments, the inbound transportation 
costs will be charged back to the vendor.   

When Merchandise is to be returned to the vendor, an authorization number must be provided to Big Lots Canada 
within three (3) days of request. 

http://portal.hubgroup.com/TMOrderEntry/faces/Login.jspx
mailto:biglotscanada@unysonlogistics.com
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A. TERMS & CONDITIONS 

1. These terms and conditions are incorporated into and made an integral part of the purchase order (“PO”).  The 
PO constitutes a binding contract between the entity or person named as the vendor in the PO (“Vendor”) and 
Big Lots Canada, Inc. D/B/A Liquidation World (or such other entity named as the buyer in the PO) (“Buyer”) for 
the sale and purchase of the goods referenced in the PO (“Goods”). 

2. In addition to these terms and conditions, the following are incorporated into and made an integral part of the 
PO: 
(a) One of the following documents, which documents may, as the context requires, be referred to as the 

“Vendor Rules”: 
(1) for North American purchases, the Big Lots Vendor Routing and Compliance Guide for North 

American Merchandise Vendors and its related documents in effect on the date the PO was 
written (“Big Lots Canada North American Vendor Guide”); or 

(2) for Overseas purchases, the Big Lots Vendor Manual in effect on the date the PO was written 
(“Big Lots Canada Import Shipping Guidelines”). 

3. The current versions of the Big Lots Canada North American Vendor Guide and the Big Lots Canada Import 
Shipping Guidelines are available at www.biglots.com/corporate in the Vendor Relations section. 

4. NORTH AMERICAN PURCHASES ONLY.  Subsection 2(a)(1) and this Section 4, including each of its subsections, 
shall apply to all North American purchases (but not to overseas purchases): 
(a) Freight Terms:  On or before the “Ship Date” in the PO, Vendor must submit the online Routing Request. 
(b) Call for specific routing instructions at (866) 823-9501  
(c) Shipment under 150 pounds accepted if freight paid by Vendor. 
(d) A BILL-OF-LADING in duplicate must accompany Vendor’s invoice and the PO number must appear on 

BILL-OF-LADING. A detailed packing slip must accompany each shipment of Goods.  See the Big Lots 
Canada North American Vendor Guide for full instruction. 

5. OVERSEAS PURCHASES ONLY.  Subsection 2(a)(2) and this Section 5, including each of its subsections, shall apply 
to all overseas purchases (but not to North American purchases): 
(a) In addition to the terms and conditions of the PO, is hereby incorporated into and is made an integral 

part of the PO. 
(b) A forwarding cargo receipt (“FCR”), packing list and certificate of product liability insurance must 

accompany Vendor’s invoice and the PO number must appear on the FCR. A detailed packing list must 
also accompany each shipment of Goods. 

(c) As a prerequisite to payment and as further described in the Import Vendor Manual, Vendor must 
provide Buyer and/or Buyer’s designated freight forwarder with the following documentation in 
connection with the PO:  commercial invoice showing manufacturer’s name, address, telephone 
number; commercial packing list indicating weights and measurements in kgs and cbm’s; FCR; a 
certificate of product liability insurance naming “Big Lots, Inc., Big Lots Canada, Inc. and all of their 
subsidiaries and affiliates” as additional insured; Buyer-approved import product data sheet; product 
testing certificate(s) from a Buyer-approved testing laboratory; factory inspection certificate from a 
Buyer-approved inspector; commercial bill-of-lading; and pre-pricing sticker approval sheet. 

6. THE PO NUMBER AND ALL OTHER INFORMATION REQUIRED BY THE VENDOR RULES MUST APPEAR ON THE BILL-
OF-LADING, INVOICE, PACKING SLIP, SHIPPING CARTONS & ASNs (ADVANCED SHIPMENT NOTIFICATIONS). 

7. THE PO WILL BE CANCELLED ON THE DATE STATED HEREIN, UNLESS EXTENDED IN WRITING BY BUYER. LATE 
SHIPMENTS MAY BE REJECTED AT THE VENDOR’S EXPENSE AND WILL BE SUBJECT TO ALL REMEDIES AVAILABLE 
IN THE VENDOR RULES AND AVAILABLE AT LAW. 

8. The PO may not be filled at higher prices than specified without Buyer’s prior written permission. 
9. Buyer reserves the right to cancel the PO and reject the Goods, at Vendor’s sole cost, if the PO is not filled in 

accordance with the terms hereof or Buyer’s delivery schedule. 
10. Buyer reserves the right to return excess, nonconforming, damaged or defective Goods at Vendor’s sole cost. 
11. Buyer may modify or cancel the PO in the event of fire or other condition beyond Buyer’s control. 
12. No packing or cartage charges are allowed unless agreed to by Buyer in writing. 
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13. Buyer is under no duty to inspect the Goods before resale, and payment shall not be considered acceptance and 
shall not bar Buyer’s right to revoke the Goods.  Vendor understands that its obligation to accept revoked Goods 
will last until all Goods are resold by Buyer or an affiliate of Buyer to a party unrelated to Buyer, plus a period of 
twelve months, or longer if Vendor’s warranty is longer.  Unless a signed agreement to the contrary exists, all 
Goods deemed by the Buyer to be nonconforming, damaged or defective shall, at the option of Buyer, be 
deemed revoked and may be returned to Vendor and Vendor agrees to fully reimburse Buyer for all costs and 
expenses, including Goods costs, freight costs (inbound and outbound), duties and any handling charges 
incurred. Vendor agrees that it will, at its sole expense, remove, or otherwise make permanently illegible, all of 
the trademarks, trade names and other identifying information of Buyer and its affiliates from all revoked 
Goods; and Vendor further agrees that it will not use, resell or otherwise transfer any revoked Goods to any 
third party without the express prior written consent of an officer of the Buyer. 

14. Buyer shall have no obligation to compensate Vendor for or return to Vendor any goods shipped to Buyer in 
excess of or different from those Goods referenced in the PO, and Buyer shall take title to any such goods in the 
same manner in which it takes title to those Goods specifically ordered pursuant to the PO.  The per unit price of 
the Goods ordered under the PO shall be automatically reduced to account for all such excess or different Goods 
received by Buyer. 

15. Vendor warrants that all Goods comply in every respect with all local laws, rules and regulations and all laws, 
rules and regulations of Canada, each province of Canada, the United States of America (“US”) and each state of 
the US.  Vendor further warrants that all Goods were produced, manufactured, imported, distributed, packaged 
and labeled in compliance with all local laws, rules and regulations and all laws, rules and regulations of Canada, 
each province of Canada, the US and each state of the US, including, without limitation: the (Canada) Consumer 
Product Safety Act, as amended; the (Canada) Hazardous Products Act, as amended; the (Canada) Consumer 
Packaging and Labeling Act, as amended; the (US) Consumer Product Safety Improvement Act of 2008, as 
amended; the (US) Fair Labor Standards Act of 1938, as amended; the Acts referenced in the next sentence; and 
the regulations promulgated under such laws.  Vendor further warrants that none of the articles of food shipped 
or sold by it are or will be adulterated, misbranded or improperly labeled within the meaning of: the (Canada) 
Food and Drugs Act, as amended; the (US) Federal Food, Drug and Cosmetic Act of June 25, 1938, as amended; 
and the (US) Nutrition Labeling and Education Act of 1991, as amended. 

16. Vendor shall indemnify, defend (at Buyer’s sole option) and hold harmless Buyer and its affiliates from any and 
all liabilities, damages, costs, expenses, penalties, claims and/or suits (whether actual or alleged), including, 
without limitation, attorneys’ and experts’ fees (including attorneys’ fees incurred in enforcing Buyer’s rights as a 
result of a breach of Vendor’s warranties or a term of the PO or the Vendor Rules), arising from the: (a) acts or 
omissions of Vendor or Vendor’s agents; (b) voluntary or involuntary recall of the Goods; (c) personal injury or 
property damage resulting from the movement, use or consumption of the Goods; (d) breach of Vendor’s 
warranties or a term of the PO or the Vendor Rules; or (e) infringement of a third party’s intellectual property or 
proprietary rights, including, but not limited to, trade names, trademarks, trade dress, trade secrets, patents and 
copyrights, in connection with the use, manufacture, distribution, advertising, use, sale or offer for sale of the 
Goods.  Vendor shall have no right to limit its liabilities.  Vendor acknowledges that the PO was negotiated and 
without this section Buyer would not have entered into the PO. 

17. Vendor warrants that it has full and clear title, free of all liens and encumbrances whatsoever to the Goods and 
that the Goods are hereby sold and can be resold, advertised and used: (a) in full compliance with all contracts, 
laws, rules and regulations, including those governing the use of trade names, trademarks, trade dress, trade 
secrets, copyright and patents; and (b) in a manner which assures the safety of the representatives, patrons and 
customers of Buyer. 

18. Vendor warrants that the Goods are in new, good and saleable condition.  The PO is accepted under the terms 
and conditions set forth herein. 

19. Additional documentation may be required prior to shipping and/or invoice payment based on Goods ordered. 
20. The PO is not intended to and shall not negate or replace any of, but shall supplement, the warranties, express 

or implied, of the Vendor provided by the (Canada) Uniform Sale of Goods Act, the (US) Uniform Commercial 
Code, at law or in equity. 

21. Buyer does not accept back ordered Goods.  Unless the PO is for the replenishment of previously received 
Goods, the PO shall be null and void if the Goods are on back order on the “Cancel Date” on the PO. 
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22. Buyer shall have the right, without notice to the Vendor, to offset and/or deduct from any monies due to Vendor 
all fees and charges not expressly agreed upon in a writing signed by Vendor and an officer of Buyer and all 
amounts due in connection with Buyer’s right to receive indemnification from Vendor.  Following Buyer’s receipt 
of any claim that may give rise to Buyer’s right to receive indemnification from Vendor, Buyer may withhold 
payment of all monies due to Vendor (or any portion thereof as determined by Buyer) until such claim is fully 
and finally resolved. 

23. Title to and risk of loss of the Goods passes from Vendor to Buyer upon receipt of the Goods at the Buyer’s 
warehouse or other non-store location listed in the PO, or earlier if FOB origin.  For shipments to stores (e.g., 
drop shipments), title to and risk of loss of the Goods passes from Vendor to the company operating the store 
upon receipt at said store, or earlier if FOB origin. 

24. Buyer does not exchange pallets, but the Vendor can negotiate with Buyer for the sale of each pallet. 
25. All disputes arising under the PO or related to the Goods shall be settled in a court of competent jurisdiction 

located in Ontario, Canada.  The laws of the Province of Ontario, Canada shall govern all disputes.  Vendor 
hereby irrevocably waives all objections to an inconvenient forum and lack of personal jurisdiction. 

26. Vendor and Buyer agree that the terms and conditions of the PO shall supercede all prior agreements and any 
inconsistent or conflicting terms between the parties, whether oral or written.  The terms of documents 
provided by Vendor, including its invoices, shall have no force or effect. The PO and the Vendor Rules may not be 
modified, and no waiver shall be effective, except: (a) by a written instrument that references the PO and/or the 
Vendor Rules, as applicable, and is signed by a representative of the Vendor and an officer of the Buyer; and (b) 
as provided in the terms inserted by Buyer into the Remarks section of the PO on the date the PO was written. 

27. Unless required by court order, by subpoena, by applicable law or to transport the Goods, Vendor may not 
disclose to any third party the terms of the PO, including the price paid for the Goods. 

28. Vendor, by accepting the PO, agrees to and accepts all of the terms and conditions of the PO and the Vendor 
Rules.  Vendor accepts the terms and conditions of the PO and the Vendor Rules by doing any of the following: 
(a) signing the PO; (b) shipping any portion of the Goods referenced in the PO or otherwise fulfilling any portion 
of its obligations under the PO; (c) accepting any payment, in whole or in part, for the Goods, transportation of 
the Goods, or otherwise in connection with the PO or the Goods; or (d) by any other means of acceptance 
recognized at law or in equity. 

29. AS AN INDUCEMENT FOR BUYER TO ENTER INTO THE PO, VENDOR WARRANTS THAT IT HAS READ, 
UNDERSTANDS AND AGREES TO BE BOUND BY ALL OF THE TERMS AND CONDITIONS OF THE PO, WITHOUT 
MODIFICATION. 

 
***** 

 

  



7 
 

ATTACHMENT A: SAMPLE PURCHASE ORDER 
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SECTION 2: ROUTING INSTRUCTIONS 
The following section details instructions for routing shipments, either FOB (collect) or prepaid. 

Vendors shipping from multiple facilities or relocating a shipping facility: Vendors cannot ship one Purchase Order from 
more than one FOB point.  Failure to notify Big Lots Canada of multiple outbound locations to receive a Purchase Order 
change, or failure to adhere to the specific instructions provided by Big Lots Canada may result in a deduction. 

Vendor must route the Purchase Order at least 72 hours before the “Ship Date” on the PO 

Tips to Accelerate the Process of Routing your Purchase Order on the Inbound Web Portal: 

1. When shipping on non-stackable pallets please multiply your pallet count times 113 to get your cube.  If you are 
shipping on stackable pallets multiply 56 times your pallet count to get the cube. 

2. Please use the “view ship request link” to ensure you’re not creating duplicate requests for the same truck. 
3. Make sure the Ready Date you’ve selected is the true ready date of the product. 
4. Please validate the contact information tied to the pickup locations to ensure the carriers are calling the correct 

person. 
5. If you have any issues during the routing or shipping process please use the “contact us” link to send your questions 

or concerns. 

Below are instructions for Big Lots Canada inbound routing for all North American collect and prepaid vendors through 
the Web Portal: 

1. VENDOR REGISTRATION 
If you have not registered on the web portal and created a separate Username and Password for entry to the web portal, 
select Register.  

Select Vendor: 

 Fill in all fields 

 When finished, select the register button 

 A notice will appear: “Thank you for registering.  Your registration is awaiting approval; you will receive an email 
once your account has been activated.” 

 After you have registered, this new set of Username and Password combination will not be available to use until 
your registration has been approved 

2. CONTACT INFORMATION 
Select Contact Us at the bottom if you wish to communicate questions or concerns to the routing team. 

   Fill out the message box 

   Select the desired communication option 

   Select the preferred contact method 

For immediate action, contact our inbound routing team at 866-823-9501 or at biglotscanada@unysonlogistics.com 

3. CREATE A ROUTING REQUEST 
We cannot change or delete any entry made by the vendor.  If you find the information is incorrect, contact our inbound 
routing team right away by using the Contact Us option or call 866-823-9501 for immediate assistance.  POs are only 
available to be selected for routing if the delivery window (identified by PO Delivery Week) has not passed and up until 
the Cancel Date. 

To create a routing request (Collect or Prepaid), please do the following: 

1. Select Ship Request on the tool bar, then select either Collect or Prepaid request. 
2. Using the Origin drop down box select the origin location you will be shipping from. 
3. Using the Destination drop down box select the Distribution Center number that you wish to ship to. 
4. Please select the calendar date for the shipment, and then select continue. 

mailto:biglotscanada@unysonlogistics.com
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5. Select all the purchase orders that you wish to ship from the drop down list. 
6. Select continue at the bottom of the page. 
7. Select the load type. 
8. Fill in all load specific information (i.e. stackable, overflow, pallet spaces, and pick up #, etc.) 
9. Fill in the total cartons, total weight and total cube of the cartons for each purchase order, and the freight class.  

Do not use commas or decimals. 
10. Select continue at the bottom of the page. 
11. Verify that all the information is correct: the ship from address, the ship to address, the purchase orders and the 

cartons, weight and cube.  If everything is correct select Finalize. 

A message will pop up with your assigned seven digit Big Lots Canada shipment number.   

4. AUTOMATED EMAIL NOTIFICATIONS 
An email notice will be sent to the email address provided once your shipment has been routed.  It will include a link to 
the routing so you can check the status of the shipment.   

5. ROUTING REQUIREMENTS 
For collect shipments that weigh less than 201lbs and are packaged in 10 cartons or fewer, call FedEx Ground Collect (1-
800-463-3339) to arrange for pickup.  Identify the shipment as for Big Lots Canada, and specify the delivery location. 

For all other collect shipment pickup requests, the Big Lots Canada assigned carrier will call your facility to obtain a 
pickup appointment at least 48 hours in advance.  If you have required pickup numbers, please assign them to the 
carrier when they call for an appointment. 

Freight MUST be tendered with DC/purchase order integrity, which is defined as follows: 

 All cartons of an item for an individual DC shipment must be loaded together on the trailer at all times, and if 
palletized, must NOT be distributed across multiple pallets unless the shipments are large enough to require 
more than one pallet. 

 Big Lots Canada will not reverse charges for shipments sent prepaid in error by the vendor. 

 Big Lots Canada will not be responsible for collect shipments routed by the vendor via any carrier accept via 
carriers assigned at the time of routing. 

 The vendor is responsible for notifying Big Lots Canada of temperature sensitive products prior to shipping.  
Neither Big Lots nor our carriers will be responsible for temperature-related damages if notification has not been 
received prior to pickup.  Please contact the Big Lots Canada Inbound Routing team to confirm routing 
instructions. 

 In the event that a Big Lots Canada authorized carrier misses a pickup, which causes you to carry individual 
shipments over into the following week, please combine those shipments with new orders you have for those 
same locations and ship them on a single Bill of Lading during the next calendar week, whenever possible.  
Calendar week is defined as Sunday to Saturday.   

 Multiple purchase orders received for an individual location are to be aggregated and shipped on a single Bill of 
Lading on the same day.  The Bill of Lading should list all Purchase Order numbers and represent the combined 
weight, cartons, and cube for all purchase orders shipping together, going to a single Big Lots Canada 
destination.  Please contact the Big Lots Inbound Routing team if you are able to combine shipments. 

6. PREPAID SHIPMENTS 
Once a prepaid purchase order has been routed, the carrier will need to contact our inbound routing team at 
biglotscanada@unysonlogistics.com to schedule a delivery appointment.  Carriers will NOT be accepted without an 
appointment.  Please provide your Carrier with the appropriate shipment number assigned through the web portal. 

7. COLLECT SHIPMENTS / CARRIER SELECTION 
Once a collect purchase order has been routed and the carrier has accepted the tender, an electronic notification will be 
emailed or faxed to the transportation contact at the vendor indicating which carrier will be contacting the vendor 
within 48 hours of desired pick up to schedule a pick up appointment.   

mailto:biglotscanada@unysonlogistics.com
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SECTION 3: DOCUMENTATION REQUIREMENTS 
This section details the requirements regarding Packing Lists, Bill of Lading, Shipper Load and Count agreements, “Said to 
Contain” shipments and the Billing of Freight Charges.  Product description, item number, and UPC on product must be 
referenced on the Canadian Commercial Invoice (CCI) and Packing List and must match the Purchase Order. 

A. CANADA CUSTOMS – PRODUCT PURCHASED OUTSIDE OF CANADA 

Important: Consignee named on shipping documents for product purchased outside of Canada must read as “Big Lots 
Canada D/B/A Liquidation World” 

All customs documentation must be submitted electronically to both our customs broker Milgram at 
biglots@milgram.com and our freight forwarder at biglotscanada@unysonlogistics.com.  

The Canada Border Services Agency site can also be consulted for supporting documentation on the requirements for 
commercial goods imported into Canada: www.cbsa.gc.ca.   For further information and assistance on required customs 
clearance documentation, please call our customs broker Milgram at 514-288-2161 or biglots@milgram.com.  

Canadian Commercial Invoice (CCI) 

For all commercial shipments entering Canada the Canada Border Services Agency (CBSA) requires, in English or French, 
a commercial invoice that contains all the required details for form CI1 (Canadian Commercial Invoice).  The vendor must 
e-mail to both Milgram (biglots@milgram.com) and to biglotscanada@unysonlogistics.com the Canadian Commercial 
Invoice (CCI) for each trailer/ container shipped to Big Lots Canada. 

Customs clearance is made electronically to CBSA prior to the truck arriving at the border.  In addition to the usual 
invoice information, you must include all required fields on the CCI (see attachment B).  When collect freight or prepaid 
charges are not shown on the form, a declaration stating “Field 23 to 25 are not applicable” is required on the face of the 
invoice (check box 22). 

Vendors who fail to provide complete and accurate information on the CCI may be subject to penalties under the 
CBSA monetary penalty system “AMPS” 

For the Regulations governing the guidelines and general information, refer to the Accounting for Imported Goods and 
Payment of Duties Regulations available on the Department of Justice website at http://laws.justice.gc.ca. 

Instructions to complete CCI: 

Below is a brief description of how to complete each required field on Form CI1, Canada Customs Invoice.  The field 
name as shown on Form CI1 is in bold face. 

Field Name Description 

1 Vendor (seller, sold by, remit to, consignor, shipper) 
Indicate the complete name, including the company name if applicable, and address 
(street, city, location) of: 

(a) The party selling the goods to the purchaser; and/or 
(b) The party consigning the goods to Canada 

2 Date of direct 
shipment to Canada 

Indicate the date the goods began their continuous journey to Canada 

3 Other references Use to record other useful information (purchase order number must be included) 

4 Consignee The name and address of the party to which the goods are being “shipped to” as 
shown on the purchase order 

mailto:biglots@milgram.com
mailto:biglotscanada@unysonlogistics.com
http://www.cbsa.gc.ca/
mailto:biglots@milgram.com
mailto:biglots@milgram.com
mailto:biglotscanada@unysonlogistics.com
http://laws.justice.gc.ca/
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Field Name Description 

5 Purchaser’s name and 
address 

(sold to, buyer) The last known entity to whom the merchandise is sold, leased, or 
otherwise transacted 

6 Country of 
transhipment 

The country through which the goods were shipped in transit to Canada under customs 
control 

7 Country of origin of 
goods 

The country of origin of invoiced goods is the country in which the goods have been 
produced or manufactured according to criteria laid down for the application of the 
Customs Tariff or quantitative restrictions, or any measure related to trade.  Each 
manufactured article on the invoice must have been significantly transformed in the 
country specified as the country of origin to its present form ready for export to 
Canada.  Certain operations such as packaging, splitting, and sorting may not be 
considered as sufficient operations to confer origin. 

8 Transportation: Give 
mode and place of 
direct shipment to 
Canada 

Indicate the mode of transportation and the place from which the goods began their 
uninterrupted journey to Canada 

9 Conditions of sale and 
terms of payment 

Describe the terms and the conditions agreed upon by the vendor and the purchaser 

10 Currency of settlement Indicate the currency in which the vendor’s demand for payment is made 

11 Number of packages Indicate the number of packages 

12 Specification of 
commodities 

The following information must be provided: 
(a) Kind of packages – Indicate the kind of packages (e.g. cases, cartons) 
(b) Marks and numbers – Indicate the descriptive marks and numbers imprinted 

on the packaged goods.  The marks and numbers must be legibly placed on the 
outside of all packaged goods if possible.  However, the following classes of 
shipments do not require marks and numbers 

i. shipments forwarded by parcel post 
ii. goods shipped in bulk, that are not packaged, but merely wire-bound, 

tagged, or fastened together in lots.  However, the number of pieces, 
bundles, bushels, etc., must be shown on the invoice; and 

iii. agricultural equipment and machinery, or machinery parts, when 
shipped loose.  However, when in packages, the invoices must show 
the numbers and descriptions of same. 

(c) General description and characteristics – Give, in general terms, a description 
of the merchandise (e.g. textiles, auto parts, live goldfish, fresh Chilean 
seabass) and show a proper identifying description in commercial terms (i.e. 
style or code numbers, size, and dimensions) as known in the country of 
production or exportation.   
The condition of the goods, if other than new, must be given on the invoice, 
and, if applicable, the following information shown: 

i. other than prime-quality goods; 
ii. remnants; 

iii. job lots; 
iv. close-outs 
v. discontinued lines 
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Field Name Description 

vi. obsolete goods; and 
vii. used goods. 

13 Quantity Indicate the quantity of each item included in the description field in the appropriate 
unit of measure 

14 Unit Price (price per article, item amount) 
Provide a value in the currency of settlement (as defined under Field 10) for each item 
described in the description field 

15 Total Indicate the price paid or payable in the currency of settlement (as defined under Field 
10) for the number of items recorded in the quantity field when they were sold by the 
vendor to the purchaser.  Where there is no price paid or payable for the items 
recorded in the description field, “N/A” should be indicated. 

16 Total Weight Show both Net (product only) and gross (product + packaging) weight 

17 Invoice total (total value, pay this amount) 
The total price paid or payable for goods described on the invoice or on the 
continuation sheet if used 

18 Self-explanatory 
 

19 Exporter’s name and 
address 

Indicate the name and address of the person or organization shipping the goods to the 
consignee/purchaser 

20 Originator Where the invoice is completed on behalf of a company, the company’s name and 
address must be indicated.  The name of the person completing the invoice may also 
be indicated.  Invoices completed on behalf of individuals must indicate the name and 
address of the person completing the invoice.  This field may be left blank if this 
information is provided elsewhere on the invoice 

21 CBSA ruling Give the number and date of any CBSA ruling applicable to the shipment 

22-
25 

 Indicate the currency used when Field 23 or 24 is applicable.  The actual completion of 
Fields 22 to 25 is self-explanatory with the exception of export packing.  The amount of 
export packing must be indicated if additional packing was required solely for the 
overseas transportation of goods.   

 

 

North American Free Trade Agreement (NAFTA) Certificate of Origin 

NAFTA Certificates (see attachment C) must be submitted to Big Lots Canada prior to shipping.  Email to both 
biglots@milgram.com and to biglotscanada@unysonlogistics.com. 

Instructions to complete NAFTA Certificate of Origin: 

Below is a brief description of how to complete each required field on NAFTA Certificate of Origin.  The field name as 
shown on the certificate is in bold face.  For purposed of obtaining preferential tariff treatment, this document must be 
completed legibly and in full by the exporter and be in the possession of the importer at the time the declaration is 
made. This document may also be completed voluntarily by the producer for use by the exporter.  

mailto:biglots@milgram.com
mailto:biglotscanada@unysonlogistics.com
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Field Name Description 

1 Exporter State the full legal name, address (including country) and legal tax identification of the exporter.  
Legal tax identification number is: in Canada, employer number or importer/exporter number 
assigned by Revenue Canada; in Mexico, federal taxpayers registry number (RFC); and in the 
United States, employers identification number or Social Security Number.  

2 Blanket 
Period 

Complete field if the Certificate covers multiple shipments of identical goods as described in 
Field 5 that are imported into NAFTA country for a specified period of up to one year (blanket 
period).  FROM is the date upon which the Certificate becomes applicable to the goods covered 
by the blanket Certificate (it may be prior to the date of signing this Certificate).  TO is the date 
upon which the blanket period expires.  The importation of a good for which preferential tariff 
treatment is claimed based on this certificate must occur between these dates. 

3 Producer State the full legal name, address (including country) and legal tax identification number of the 
producer.  If more than one producer’s good is included on the Certificate, attach a list of the 
additional producers, including the legal name, address (including country) and legal tax 
identification number, cross-referenced tot the good described in Field 5.  If you wish this 
information to be confidential, it is acceptable to state “Available to Customs upon request”.  If 
the producer and the exporter are the same, complete field with “SAME”.  IF the producer is 
unknown, it is acceptable to state “UNKNOWN”. 

4 Importer State the full legal name, address (including country) and legal tax identification number, as 
defined in Field 1, of the importer.  If the importer is unknown, state “UNKNOWN”; if multiple 
importers, state “VARIOUS”. 

5 Description of 
goods 

Provide a full description of each good.  The description should be sufficient to relate it to the 
invoice description and to the Harmonized System (HS) description of the good.  If the Certificate 
covers a single shipment of a good, include the invoice number as shown on the commercial 
invoice.  If not known, indicate another unique reference number, such as the shipping order 
number. 

6 HS Number For each good described in Field 5, identify the HS tariff classification to six digits.  If the good is 
subject to a specific rule of origin that requires eight digits, identify to eight digits, using the HS 
tariff classification of the country into whose territory the good is imported. 

7 Pref. Criterion For each good described in Field 5, state which criterion (A through F) is applicable.  In order to 
be entitled to preferential tariff treatment, each good must meet at least one of the criteria 
below: 

(A) The good is wholly obtained or produced entirely in the territory of one or more of the 
NAFTA countries.  NOTE: The purchase of a good in the territory does not necessarily 
render it wholly obtained or produced. 

(B) The good is produced entirely in the territory of one or more of the NAFTA countries and 
satisfies the specific rule of origin that applies to its tariff classification.  The rule may 
include a tariff classification change, regional value-content requirement or a 
combination thereof.   

(C) The good is produced entirely in the territory of one or more of the NAFTA countries 
exclusively from originating materials.  Under this criterion, one or more of the materials 
may not fall within the definition of wholly produced or obtained.  All materials used in 
the production of the good must qualify as originating.   

(D) Goods are produced in the territory of one or more of the NAFTA countries but do not 
meet the applicable rule of origin because certain non-originating materials do not 
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Field Name Description 

undergo the required change in tariff classification.  The goods do nonetheless meet the 
regional value-content requirement.  This criterion is limited to the following two 
circumstances: 

i. The good was imported into the territory of one or more NAFTA countries in an 
unassembled or disassembled form but was classified as a good, pursuant to HS 
General Rule of interpretation 2(a); or 

ii. The good incorporated one or more non-originating materials, provided for as 
parts under the HS, which could not undergo a change in tariff classification 
because the heading provided for both the good and its parts and was not 
further subdivided into subheadings, or the subheading provided for both the 
good and its parts and was not further subdivided.  NOTE: This criterion does 
not apply in Chapters 61 through 63 of the HS. 

(E) Certain automatic data processing goods and their parts that do not originate in the 
territory are considered originating upon importation into the territory of a NAFTA 
country when the Most-Favoured-Nation Tariff rate of the good conforms to the rate 
established and is common to all NAFTA countries. 

(F) The good is an originating agricultural good under preference criterion A, B, or C above 
and is not subject to quantitative restriction in the importing NAFTA country.  NOTE1: 
This criterion does not apply to goods that wholly originate in Canada or the United 
States and are imported into either country.  NOTE2: A tariff quota is not a quantitative 
restriction. 

8 Producer For each good described in Field 5, state “YES” if you are the producer of the good.  If you are 
not the producer of the good, state “NO” followed by (1), (2), or (3), depending on whether this 
certificate was based upon: (1) your knowledge of whether the good qualifies as an originating 
good; (2) your reliance on the producer’s written representation (other than a Certificate of 
Origin) that the good qualifies as an originating good; or (3) a completed and signed Certificate 
for the good, voluntarily provided to the exporter by the producer. 

9 Net Cost For each good described in Field 5, where the good is subject to a regional value content (RVC) 
requirement, indicate “NC” if the RVC is calculated according to the net cost method; otherwise 
indicate “NO”.  If the RVC is calculated according to the net cost method over a period of time, 
further identify the beginning and the ending dates (DD/MM/YY) of that period. 

10 Country 
Origin 

Identify the name of the country (“MX” or “US” for agricultural and textile goods exported to 
Canada) to which the preferential rate of customs duty applies, in accordance with the Marking 
Rules or in each Party’s schedule of tariff elimination.  For all other originating goods exported to 
Canada, indicate appropriately “MX” or “US” if the goods originate in that country, within the 
meaning of the NAFTA Rules of Origin Regulations, and any subsequent processing in  the other 
NAFTA country does not increase the transaction value of the goods by more than 7%; 
otherwise indicate as “JNT” for joint production. 

11 Certification 
statement 

This field must be completed, signed and dated by the exporter.  When the Certificate is 
completed by the producer for use by the exporter, it must be completed, signed and dated by 
the producer.  The date must be the date the Certificate was completed and signed. 
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ATTACHMENT B: CANADIAN COMMERCIAL INVOICE (CCI) 
For a form that can be completed online and saved, visit this link to a site provided by Milgram: 
http://www.milgram.com/ignitionweb/data/ddm/666/CCI_Web_2Page_.pdf 

 

http://www.milgram.com/ignitionweb/data/ddm/666/CCI_Web_2Page_.pdf
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ATTACHMENT C: NORTH AMERICAN FREE TRADE AGREEMENT (NAFTA) CERTIFICATE OF ORIGIN 
For a form that can be completed online and saved, visit this link to a site provided by Milgram: 

http://www.milgram.com/ignitionweb/data/ddm/669/NAFTA.pdf 

 

http://www.milgram.com/ignitionweb/data/ddm/669/NAFTA.pdf
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B. PACKING LISTS 

Packing lists are mandatory and must accompany each shipment.  The packing list must be presented in a clear plastic 
envelope and attached to the outside of the last pallet loaded for each shipment, facing the trailer or container door.  If 
the Bill of Lading also serves as the packing list, please make a photocopy of the Bill of Lading and present this in a clear 
plastic envelope attached to the outside of the last pallet or carton loaded.  Vendors that are sending ASNs to Big Lots 
must also send a packing list with their load, unless otherwise instructed by the Vendor Compliance department.   

Big Lots requires at least ONE packing list per trailer.  If you have multiple POs shipping on the same trailer, there should 
be a separate packing list for each PO. 

Vendors that have been selected to ship via Rail please attach one packing list to the last pallet loaded on the container 
and provide the driver a packing list at the time of pick up. 

If the driver picking up your freight asks for the packing list, give the driver a copy of the packing list.  The original 
packing list must remain on the freight as instructed above. 

The packing list must contain the following information: 

   Big Lots Canada Distribution Center Number and DC address 

   Vendor name and Vendor Number with Big Lots Canada 

   Big Lots Canada item number and vendor part/item number 

   Total cartons and weight 

   Quantity by Item/SKU/UPC number 

   Master and inner pack quantity 

   Ship date 

   Purchase order number 

   Item description  

C. BILL OF LADING 

Individual DC Bills of Lading 

Vendors must ship using DC-specific Bills of Lading.  There should never be more than one (1) Bill of Lading per location, 
unless you have received special authorization from our transportation team to do so in advance. 

Bill of Lading (See Attachment D) must contain the following information: 

 Purchase Order Number – all shipments must have PO# indicated on the BOL for an appointment time to be 
issued to the carrier.  Shipments will not be accepted without a PO#. 

 Complete destination Distribution Center address as well as the DC identifying number, e.g. Brantford, ON = 777 

 Freight terms must be marked on the BOL, e.g. “Freight Collect” or “Prepaid” 

 Vendor name and complete ship-from address 

 Vendor number with Big Lots Canada 

 Ship date 

 Carrier name 

 Seal number must be attached to the trailer after loading and must be referenced on the BOL 

 Must state “Wood packaging in this shipment is derived from trees harvested in the United States or Canada”* 
*Suppliers must provide proof of purchase on pallets if requested by the Canadian Agricultural and Food Inspection Agency or the 
FDA.  Invoice or certification from their local pallet supplier is valid.  If a vendor is not able to provide documentation for their 
existing pallets, they must obtain compliant pallets that have been heat treated to FDA/CFIA standards or display the appropriate 
IPPC logo. 

When shipping LTL (less than truckload), address labels are to be placed on each pallet.  Please include “Do Not Break 
Down Pallet” on address label.   An accurate National Motor Freight Classification (NMFC) number is also required for 
LTL shipments (including sub item # if applicable), NMFC Class, Number of Cartons and Weight by item.  Please note that 
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it is the vendor’s responsibility to update any changes to the NMFC #s applicable to their products.  Vendors will be 
responsible for all additional freight charges resulting from items that are misclassified. 

Big Lots Canada designated carriers will NOT accept Bills of Lading that are marked “Said to Contain”.  All Bills of Lading 
must have complete and accurate carton counts.  If, however, the carrier cannot count the cartons due to stretch wrap 
inhibitors, or if the Bill of Lading information cannot be accurately verified, the carrier will sign for stretch-wrapped 
pallets as the responsible pieces.  The carrier will only be responsible for the pieces (cartons or pallets) signed for.  All 
other shortages will be the responsibility of the vendor.  Carriers will do their best to count each and every carton. 

For all other vendors that are utilizing the services of a third party shipping facility (3PL), the Vendors Name and Vendor 
Number MUST be shown on the Bill of Lading as the shipper of record “In Care Of” the 3PL.   
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ATTACHMENT D: BILL OF LADING 
VICS Standard BOL: visit www.vics.org for complete VICS BOL Guideline Information 

Date: BILL OF LADING Page _______ 

SHIP FROM  

Name: Bill of Lading Number: ______________________  

Address:  

City/State/Zip: BAR CODE SPAC E  

SID#: FOB:   

SHIP TO CARRIER NAME:  _______________________________ 

Name: Location #: __________  Trailer number: 

Address: Seal number(s): 

City/State/Zip: SCAC: 

CID#: FOB:  Pro number: 

THIRD PARTY FREIGHT CHARGES BILL TO:  

Name: BAR CODE SPAC E  
Address:  

 

City/State/Zip: Freight Charge Terms: (freight charges are prepaid 

unless marked otherwise) 

SPECIAL INSTRUCTIONS: Prepaid ______ Collect _____ 3rd Party _____ 

  

(check box) 

Master Bill of Lading: with attached 
underlying Bills of Lading 

CUSTOMER ORDER INFORMATION 

CUSTOMER ORDER NUMBER # PKGS WEIGHT PALLET/SLIP 
(CIRCLE ONE) 

ADDITIONAL SHIPPER INFO 

   Y N  

   Y N  

   Y N  

   Y N  

   Y N  
GRAND TOTAL      

CARRIER INFORMATION 
HANDLING 

UNIT 
PACKAGE   COMMODITY DESCRIPTION LTL ONLY 

QTY TYPE QTY TYPE WEIGHT H.M. 
(X) 

Commodities requiring special or additional care or attention in handling or stowing 
must be so marked and packaged as to ensure safe transportation with ordinary care.  

See Section 2(e) of NMFC Item 360 

NMFC # CLASS 

         

         

      RECEIVING  

      STAMP SPACE  

         

      GRAND TOTAL   
Where the rate is dependent on value, shippers are required to state specifically in writing the agreed or declared 
value of the property as follows: 

COD Amount:  $ ______________________ 
“The agreed or declared value of the property is specifically stated by the shipper to be not exceeding  
 
__________________ per ___________________.” 

Fee Terms:    Collect:      Prepaid:  
Customer check acceptable:  

NOTE  Liability Limitation for loss or damage in this shipment may be applicable.  See 49 U.S.C.  14706(c)(1)(A) and (B). 
RECEIVED, subject to individually determined rates or contracts that have been agreed upon in writing between 
the carrier and shipper, if applicable, otherwise to the rates, classifications and rules that have been established by 
the carrier and are available to the shipper, on request, and to all applicable state and federal regulations. 

The carrier shall not make delivery of this shipment without payment of 
freight and all other lawful charges. 

_______________________________________Shipper 
Signature 

SHIPPER SIGNATURE / DATE Trailer Loaded: Freight Counted: CARRIER SIGNATURE / PICKUP DATE 
This is to certify that the above named materials are properly classified, 
described, packaged, marked and labeled, and are in proper condition for 
transportation according to the applicable regulations of the U.S. DOT. 

  By Shipper 

  By Driver 

  By Shipper 
  By Driver/pallets said to 

contain 

Carrier acknowledges receipt of packages and required placards.  Carrier 
certifies emergency response information was made available and/or 
carrier has the U.S. DOT emergency response guidebook or equivalent 
documentation in the vehicle. 

    By Driver/Pieces 
Property described above is received in good order, except as noted. 

http://www.vics.org/


20 
 

SECTION 4: DIRECT-TO-STORE REQUIREMENTS 
Route driver or vendor representative is required to check in with a member of store management.  Representative can 
straighten and take counts of product but cannot stock shelves until store management is present. 

All deliveries and/or returns (credits) must be verified by a member of management before entering and leaving the 
store. 

The store must be provided with at least 48 hours advanced notice of shipment.  Visit www.lwstores.com for a complete 
list of our stores and phone numbers to contact.  As much as possible, please deliver on the prime delivery day for each 
store: 

Store# Prime Delivery Day Store# Prime Delivery Day Store# Prime Delivery Day 

001 Thursday 095 Tuesday 164 Tuesday 

002 Tuesday 098 Thursday 166 Tuesday 

003 Friday 099 Friday 168 Friday 

005 Thursday 102 Friday 169 Monday 

011 Friday 104 Thursday 170 Thursday 

012 Thursday 115 Tuesday 173 Monday 

014 Monday 120 Thursday 174 Tuesday 

015 Thursday 124 Tuesday 176 Tuesday 

016 Wednesday 127 Friday 177 Monday 

019 Friday 129 Wednesday 178 Monday 

020 Thursday 130 Tuesday 179 Monday 

021 Thursday 131 Friday 180 Monday 

028 Friday 137 Friday 183 Monday 

030 Tuesday 138 Wednesday 184 Friday 

032 Monday 140 Friday 185 Wednesday 

036 Friday 142 Friday 186 Thursday 

040 Monday 144 Wednesday 188 Wednesday 

045 Friday 145 Friday 189 Monday 

049 Thursday 147 Wednesday 190 Thursday 

051 Friday 148 Monday 191 Thursday 

052 Friday 151 Tuesday 192 Thursday 

069 Friday 153 Wednesday 193 Monday 

070 Friday 154 Thursday 194 Tuesday 

074 Thursday 156 Thursday 196 Tuesday 

076 Tuesday 157 Monday 197 Tuesday 

082 Thursday 158 Monday 198 Wednesday 

083 Monday 163 Friday 199 Thursday 

091 Tuesday   
  

A paper copy of the invoice or credit packing slip is to be left at the store.  All invoices shall be assembled and mailed to 
Accounts Payable once a week for payment.  See Section 7 for invoicing requirements. 

  

http://www.lwstores.com/
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SECTION 5: PACKAGING AND LABELING 
This Section details requirements regarding packaging, carton sealing, carton labeling and carton specifications. 

Accessorial Responsibilities: 

Please be aware that all charges for accessorial services performed at the vendor’s ship point not previously agreed upon 
by the buyer/or the Big Lots transportation team will be the responsibility of the vendor.  These services include, but are 
not limited to sorting, detention and pickups cancelled after carrier has arrived. 

Note: Any additional freight charges arising from reconsignment due to incorrect address information that Big Lots 
Canada does not receive in advance of pickup will be the vendor’s responsibility.   

A. PACKAGING REQUIREMENTS 

 All products must be packed in a way that ensures that they will arrive free of any damage or wear. 

 All packaging must be designed and manufactured to comply with all applicable standards as set forth by the    
National Motor Freight Classification (NMFC) to withstand the normal rigors of transportation and physical 
distribution processes. 

 The master carton must be able to sustain floor loading within trailers for distribution. 

 The appropriate packaging includes, but is not limited to: cartons, crates, pallets, blanket wrap, and any of the 
preceding in combination, or any other packaging method that ensures that product arrives free of damage. 

 Cartons not completely protecting vendor’s product must be communicated by the vendor to the Big Lots 
Vendor Compliance Department for agreement and written waivers.  See Section 8 for Big Lots Canada Contact 
List. 

 Sufficient internal packing material must also be used to ensure adequate protection during handling and 
shipping (e.g., Styrofoam peanuts, corrugated or wood dividers, corrugated corner protection, blow-in foam, 
items individually wrapped or bagged, etc.). 

 It is the vendor’s responsibility to package and protect merchandise subject to regional climatic specifications. 

 All shipping cartons must protect inner packs and individual selling units. 

B. OUTER CARTON SEALING REQUIREMENTS 

Cartons must be sealed according to the following guidelines: 

 Cartons must be sealed with reinforced tape 

 All items will be completely enclosed to insure product protection with no product exposure or protrusions that 
would injure personnel or damage material handling equipment 

 No steel strapping (unless carton weight exception is granted for cartons in excess of 80 lbs) 

 No strapping and/or banding (unless previously authorized by the buyer or vendor compliance manager) 

Example of H-method carton taping: 
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Example of non-compliant plastic strapping: 

 

C. LABELING REQUIREMENTS 

PRE-TICKETING SELLING UNITS 

When the conditions of purchase have indicated that the vendor will pre-ticket the product, detailed requirements will 
be provided separate from the Purchase Order.  The vendor contact will receive a pre-ticketing handbook directly from 
the Big Lots Canada Pre-Ticketing Department.  This handbook includes a statement page to confirm that you have read 
and understood the contents and the Trademark Sublicense Agreement for Price Tickets.  Both the statement page and 
sublicense agreement must be signed and returned before the Pre-Ticketing Department will provide barcode 
information sheets.  The Pre-Ticketing Department can be contacted with any questions or form submission by emailing 
packaging@lwstores.com.  

 Price tickets will use UPC-A type barcodes 

 All pre-ticketing approvals will be sent by the Pre-Ticketing Department in the Big Lots Canada office in 
Brantford, ON, Canada 

 Vendors will be charged back $0.15 CDN per retail unit for tickets that do not meet requirements: 
o Merchandise is not pre-ticketed 
o Ticket does not scan or scans incorrectly 
o Retail price printed on ticket is incorrect 
o Human-readable digits printed below barcode are incorrect 
o Ticket is placed incorrectly (covered by product, wrong location on package, wrong ticket on package, 

etc…) 
o Ticket quality is poor (doesn’t adhere to product, retail illegible, etc…) 

 Ticket samples must be submitted for approval on the Ticket Samples for Approval form (included in handbook), 
and the Big Lots Canada item number must be listed below each ticket sample, with a physical copy sent through 
mail (not electronically) 

mailto:packaging@lwstores.com
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CARTON LABELLING 

The SKU/UPC number stamped, printed or labeled on the outside of the box, case or cartons shall match the contents of 
the box, case, or carton.  This shall be the same article number referenced in the Purchase Order.  All merchandise 
shipped with incorrect identification shall be processed at the discretion of Big Lots Canada.  If merchandise is returned, 
the vendor/shipper may be assessed handling and shipping charges. 

All merchandise shall be shipped in the packs and assortments (size and color) within a master pack according to the 
Purchase Order agreement.  Only one SKU/UPC number shall be shipped per box, case, or carton. 

 SKU/UPC number (must match PO document), product description, case quantity, Purchase Order number, ship-
from address, and ship-to address must be labeled on the outside of each carton. 

 If the Purchase Order number, ship-from address, and ship-to address cannot be printed on the outside of the 
carton, please label the shrink-wrapped pallet/slip sheet itself, clearly identifying the Purchase Order number.  
This applies to palletized loads only. 

 Cartons must be stacked with carton labels clearly visible. 

 Where applicable, the inner packaging must also be labelled with the SKU/UPC number (must match PO 
document), product description, and pack quantity at a minimum. 

Correct case pack and shipping unit quantities are required on all items shipped to the DC, unless authorized by the 
buyer. 

D. PALLET REQUIREMENTS (IF SHIPPING ON PALLETS) 

Big Lots DOES NOT HAVE A PALLET EXCHANGE POLICY.  It is the vendors’ responsibility to inform the carrier of our “No 
Pallet Exchange” policy.  Any charges for pallets must be negotiated up front with the buyer.  Big Lots Canada does 
participate in the CHEP pallet returns program. 

DC CHEP account number 

Brantford (777) 6110032626 

Delta (888) 4000091208 

Big Lots prefers merchandise and furniture to be shipped on pallets or slip sheets. 

Only one SKU/UPC number shall be shipped per pallet.  Big Lots allows (1) partial pallet per SKU/UPC number.  In the 
case where combo SKU/UPCs have been ordered, please contact your buyer or the Vendor Compliance Department for 
appropriate palletizing instructions. 

If merchandise is palletized, the following standards must be adhered to: 

 Wooden pallets must comply with Canadian Agricultural and Food Inspection/ FDA standards or display the 
appropriate IPPC logo. 

 Pallets must be of at least Grade B, GMA 4 way type, 48”x40” 

 Each pallet must be shrink-wrapped in clear, transparent shrink-wrap.   

 The use of colored shrink-wrap is not permitted. 

 The shrink-wrap should be tied or attached to the pallet ensuring that the first wrap covers the pallet. 

 Pallet should be wrapped securely from the top to bottom. 

 DO NOT double stack pallets and then wrap them together to create a single handling unit. 

 Freight is not to overhang the pallet by more than 1 1/2” on any side. 

 Cartons are to be placed on the pallet so that the labels face upward or outward. 

 Pallet markings applied under the stretch wrap must include: Vendor number, Vendor name, Ship from address, 
Ship to address, Big Lots DC number, Purchase Order number, and Carton count. 

Please contact the Big Lots Vendor Compliance Department if you have any questions about pallet requirements.  See 
Section 8 for contact listing. 
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E. DAMAGE-FREE LOADING 

 When floor loading trailers, always load tight, bottom to top and side to side. 

 DO NOT MIX SKUs when floor loading.  Load one SKU until complete and then load the next SKU. 

 Always load heavy freight on bottom with light freight on top to prevent crushing and load instability. 

 When loading product on a trailer that will not be filled to capacity, stack down the product on the rear of the 
trailer to resemble stair steps.  This should minimize product from falling while the trailer is in motion, thus 
reducing the chance of damage.  See image on following page for example. 

 Vendors are responsible for securing pallets and floor loads to keep them from shifting.  Approved items to 
secure freight are as follows: load locks, air bags, dunnage, and trailer straps. 

 Trailers must be sealed by the vendor before it departs the pickup location.  The seal number should be noted on 
the Bill of Lading.   

              

F. SHIPPER LOAD AND COUNT AGREEMENT 

Product must be shipped as “Shipper Load and Count” (SLC), unless previously authorized by the buyer to ship “Driver 
Load and Count”.  Vendors must provide the Vendor Compliance Department written authorization from the buyer to 
make the change.  Big Lots will hold the carrier responsible ONLY for cartons or pallets confirmed by the carrier at pick 
up.   

For “Shipper Load and Count” scenarios: The agreement between the shipper and carrier will dictate that cartons will be 
counted at the shipper’s facility.  If the vendor does not complete the Bill of Lading as stipulated in the agreement (e.g. 
the vendor completes the Bill showing a pallet count rather than a carton count) the carrier will only be responsible for 
the units as defined in the agreement.  All other shortages will be the responsibility of the vendor.  Carrier and vendors 
can only enter into an SLC agreement like the one provided in Attachment E.  It is important that each carrier and vendor 
understand the exposure and risk of such agreements.  Big Lots will assume no liability for any SLC agreements between 
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carrier and vendor.  Big Lots asks that all carriers adhere to and agree with the elements of an SLC as found below, in 
particular: 

o The SLC agreements will stipulate carton counts, not pallet counts. 
o Notification of exception must occur within twenty four (24) hours of first point of break. 
o Notification of exception or NO exception MUST be provided back to the vendor. 

If a vendor has a Shipper Load and Count agreement that they would like Big Lots to review to see if it fits within Big Lots 
guidelines, please contact the Vendor Compliance Department.  A sample SLC agreement has been provided in 
Attachment E. 
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ATTACHMENT E: SHIPPER LOAD AND COUNT AGREEMENT 
 

SHIPPER LOAD & COUNT AGREEMENT  

 (Vendor Name, herein known as the “Shipper”) and 

Carrier  (herein known as the “Carrier”) agree to these  

terms set forth for specific freight tendered as Shipper Load & Count (SL&C) shipments for their mutual convenience: 

The Shipper will include "SL&C" on the bill of lading, indicating that the Shipper counted and loaded the shipment 
without Carrier's driver present.  The Shipper's failure to include "SL&C" does not change the liabilities of either party if 
the Shipper did in fact count and load the shipment. 

The Shipper will Load Freight securely to withstand the normal rigors of transportation back to the destination Service 
Center.  Shipper is required to include both Pallet count and carton count on Bill Of Lading.  If carton count is not present 
on Shipper’s Bill of Lading, carrier will refuse pickup and notify Big Lots Canada of shipper’s infraction. 

Carrier's driver will not check the freight at the time of pickup. 

Carrier's driver will sign the bill of lading with "SL&C" instead of a piece count.  All provisions of the bill of lading contract 
which are consistent with this agreement will apply.  The driver’s failure to include "SL&C" does not change the liabilities 
of either party if the Shipper did in fact count and load the shipment.   

Carrier will count and verify PIECES, defined as cartons or units (rolled goods) and note all exceptions (over, short, or 
damaged) when the shipment is actually physically handled from the original trailer.  The Shipper will be notified by the 
 Service Centre via (circle one)   PHONE       or       FAX       or       EMAIL   of either O/S/D 

exceptions or a clear delivery within 24 hours (excluding weekends and holidays) of the first physical handling of the 
freight.  Physical Handling is defined as the point at which the PIECES are actually counted by Carrier. 

The Shipper’s phone/fax number to be used is   -  -  and the Shipper contact person 

will be  .  If the Shipper elected to be notified by Email, their address is 

 . 

In the event of an O/S/D exception, Carrier will (check one): 

 Hold the entire shipment, notify Shipper, and await disposition from Shipper. 

 
Adjust Shipper's bill of lading to account for the overage or shortage, and forward shipment to destination.  
Carrier agrees to note the exception for Big Lots Canada, on Bill of Lading and delivering documentation. 

Carrier will not be liable for any shortages or damages occurring before the shipment is actually physically handled from 
the original trailer and reported to Shipper, unless there is evidence of a vehicle accident or negligence by Carrier. 

This agreement is effective upon full execution by both parties and may be canceled at any time by 10 days advance 
written notice from either party. 

SHIPPER CARRIER 

Signed:  Signed:  

Print:  Print:  

Date:  Date:  
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SECTION 6: PERFORMANCE DEDUCTION LIST 
Any disputes on a deduction filed against a vendor must be addressed within sixty (60) days of the deduction date.  Any 
deduction not disputed by the vendor with sixty (60) days of the deduction date will stand as filed without further 
review.  Any questions concerning the deduction process should be sent to vendorcompliancemanager@lwstores.com. 

A. PERFORMANCE DEDUCTIONS 

Big Lots requires its vendors to strictly adhere to the instructions contained within this document.  Vendors failing to 
adhere to these instructions will be subject to performance deductions as per the schedule shown in Section 6.  These 
charges are designed to cover the additional costs incurred by Big Lots and to foster improved performance with our 
Routing and Compliance Guide instructions.  Please be advised that Big Lots Canada’s decision to modify orders and/or 
forego deductions in any one or several instances shall not constitute an agreement to forego or waive any deduction in 
the future, and shall not act as a waiver of the right to enforce deductions in the future.  Big Lots Canada reserves all 
such rights and remedies, including the right to fully enforce all vendor compliance procedures. 

Issue Deduction Amount 

Packing list missing $50.00 per occurrence 

Packing list quantity does not match with what was received $100.00 per occurrence 

Packing list pack size does not match with what was received $100.00 per occurrence 

Packing list item does not match with what was received $100.00 per occurrence 

Load type did not match appointment type from routing request $150.00 per occurrence 

Freight was not properly palletized $25.00 per pallet 

Cartons were not sealed and labeled according to the routing guide $2.00 per carton 

PO was not shipped on time  
(Collect and Prepaid) 

1-3 Days late = $250.00 
4-7 Days late = 4 % of invoice, min $250.00  
8+ Days late = 6% of invoice, min $250.00 

 

B. VENDOR COMPLIANCE CORRESPONDENCE 

Correspondence on any purchase order violations, invoicing violations and return to vendor charges or freight expense 
offsets must be initiated within 60 days of the deduction notification date. Charge research request must be submitted 
to vendorcompliancemanager@lwstores.com.  

CHARGE RESEARCH REQUEST OLDER THAN 60 DAYS FROM THE DEDUCTION NOTIFICATION DATE WILL BE DENIED. 

Correspondence research will not be conducted without the following: 

o A freight bill delivery receipt signed by a Big Lots associate 
o A copy of the purchase order 
o A copy of the packing list for the shipment in question 
o A written explanation for why the expense offset was incorrect 

Correspondence concerning any of the above initiated later than 60 days after the expense offset check date will not be 
researched or addressed.   

  

mailto:vendorcompliancemanager@lwstores.com
mailto:vendorcompliancemanager@lwstores.com
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SECTION 7: ACCOUNTS PAYABLE 

A. INVOICING REQUIREMENTS 

The “Bill To” address is the same for all “Ship To” locations.  Send ORIGINAL invoice to the following address: 

“Ship To” Location (e.g. OND, Brantford DC (777)) 

c/o Big Lots Canada Inc. 

Accounts Payable 

225 Henry St., Building# 1 

Brantford, ON N3S 7R4 

CANADA 

 Separate invoices are required for each distribution center, each Purchase Order, and each trailer.  Shipments 
made directly to store locations must be billed by store.  DO NOT MIX PURCHASE ORDERS OR DISTRIBUTION 
CENTERS ON INVOICES. 

 Vendor name in the invoice heading must match the vendor name on the Purchase Order. 

 The seller warrants by the delivery of merchandise for this order, that the merchandise so delivered conforms to 
and the seller has complied with all federal and provincial laws and regulations relating to its manufacture, sale 
and delivery. 

 Full compliance with all Big Lots Canada Vendor Standards is required on all containers, off-price merchandise, 
and special purchase buys. 

 All vendors are required to be in full compliance with all Big Lots Canada standards contained in this manual. 

Each invoice must contain the following information:  

 The full name and address of the vendor, telephone, and fax number 

 The commercial invoice date and number 

 Purchase order number 

 Quantity, item number and/or SKU/UPC number (must match purchase order), case pack, and description of the 
item(s) being shipped 

 Unit cost, extended unit cost – currency must be clearly indicated 

 Total weight 

 Total carton count 

 Date of shipment (Pre-dating is not permitted) 

 Carrier name 

 Actual shipper, shipping point and zip code when different form vendor name and address on invoice 

 Payment “remit to” address 

 Payment terms (due date is also acceptable in lieu of payment terms) 

For Accounts Payable assistance, call 519-758-8878 and request to be forwarded. 

B. PAYMENT TERMS 

Terms of payment are calculated from the later of the invoice date or the receipt of goods.  However, the due date could 
be extended without loss of discount, until an invoice is fully received. 

A valid POD (Proof of Delivery) is defined as a freight bill stamped and signed by an authorized representative of Big Lots 
Canada.  We do not accept a Bill of Lading as a valid form of POD.  The freight bill must also include a purchase order 
number and carton count (if multiple orders, provide carton count by purchase order). 
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C. VENDOR PAYMENT DISPUTES 

If amounts deducted from payments are in dispute, send a copy of the check, invoice, signed BOL and a brief explanation 
of the dispute.  This must be received in the Accounts Payable department within 90 days of the check date or the 
deduction(s) will stand.   

All correspondence relating to Accounts Payable matters for merchandise shipments can be mailed to the following 
address: 

Accounts Payable 

225 Henry St., Building# 1 

Brantford, ON N3S 7R4 

CANADA 

Telephone: 519-758-8878 

Fax: 866-237-3778 
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SECTION 8: BIG LOTS CONTACT LIST 
Function Contact Name Email Address Phone 

Vendor Compliance Department  vendorcompliancemanager@lwstores.com 519-758-9555 x286 

Inbound Routing Team Unyson Logistics biglotscanada@unysonlogistics.com 866-823-9501 

Customs Broker Milgram biglots@milgram.com 514-288-2161 or 
1-888-MILGRAM 

Pre-Ticketing Department  packaging@lwstores.com  

 

Big Lots Canada Distribution Centre List 

Distribution Centre #777 (OND) 

Brantford DC 

225 Henry St. 

Brantford, ON N3S 7R4 

CANADA 

Distribution Centre #888 (DDC) 

Delta DC 

1302 Derwent Way 

Delta, BC V3M 6C4 

CANADA 

 

mailto:vendorcompliancemanager@lwstores.com
mailto:biglotscanada@unysonlogistics.com
mailto:biglots@milgram.com
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