
Big Lots Vendor Routing and Compliance Guide 

Easy Steps to a Deduction Free Shipment 
 

 All purchase orders must be routed on or before the “Must Be Routed By” date on 

the PO. This date is typically two days before the start of the PO ship window.   

o A vendor can receive a late route deduction without a late ship deduction. 

 A packing list is 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 

carton/pallet for each shipment. If the driver picking up your freight asks for the 

packing list, provide a copy of the original. The original packing list must 

remain attached to the freight. 

 A Bill of Lading is required for each shipment. 

 The packing list must match the contents of the trailer. If a pre-printed packing 

list does not match the trailer contents, the packing list can be manually updated 

by the shipper to show the accurate quantities. 

 Be sure all cartons and/or pallets are labeled as noted in the guide.  

 Palletized freight must be securely wrapped from top to bottom including the top 

of the pallet itself. There should be no more than 1 ½” of carton overhang on any 

one side. 

 Correspondence of any purchase order violations, invoicing violations, and return 

to vendor charges or freight expense offsets must be initiated within 60 days of 

the expense offset check date.   

 Disputes relating to vendor compliance issues must be conducted in the Vendor 

Compliance system. Disputes must be submitted within 60 days of the date the 

deduction was assessed. Contact vendorcompliancemanager@biglots.com if you 

need access to the system. 

 

 Our goal is to help both Big Lots and our vendors avoid costly and time-

consuming steps involved in identifying errors, determining the cause of the errors 

and taking the necessary actions to correct such errors. We believe the bullet points 

above to benefit both parties and clarify all issues in a timely manner. Contact 

vendorcompliancemanager@biglots.com if you have any questions. 
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