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Big Lots Indemnification Policy

Transfer of losses to vendors and/or manufacturers will be utilized in the areas of product liability and vendor services through an aggressive Indemnification and Certificate of Insurance Program.
Indemnification

Big Lots will require written contracts with vendors, suppliers or contractors.  The purchase order form will maintain the necessary language for those vendors we purchase from using purchase orders.  If products or services are not purchased through the use of purchase orders, the attached indemnification document/language must be included in any contract.  These contract provisions should include:

· 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 this PO, Contract or the Vendor Manual), arising from the: (a) acts or omissions of Vendor or Vendor’s agents, (b) 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 this PO, Contract or the Vendor Guide, 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 this Contact or PO was negotiated and without this section Buyer would not have entered into this Contract or PO.

· Waiver of Subrogation – Vendor, supplier or contractor shall waive any and all rights of recovery against Big Lots for any and all claims, losses or damages arising out of work performed under the contract regardless of whether these claims, losses or damages are covered by insurance. 
· These contracts and/or purchase orders will be maintained by the Buying department for at minimum period of 10 years.

· If no purchase order is used to secure the product or services, the indemnification language will be contained in an executed contract. 
· “Cross Liability Clause” 
should be included in the Vendors and Suppliers’ policies.

Certificates of Insurance

A certificate of insurance evidencing insurance coverage as outlined below is required of each and every merchandise or service vendor Big Lots engages.  Vendors are required to provide an Insurance Certificate as evidence of the above coverage to Big Lots or the agent at the time Big Lots formally accepts you as a vendor and annually thereafter, within 60 days of coverage renewal. The Insurance Certificate is one of the required documents for the business.
The following minimum requirements of insurance should be provided by vendors, suppliers or contractors to Big Lots.  When circumstances dictate, these minimum requirements should be reviewed and adjusted based on the nature of the work being performed by the vendor, supplier or contractor.

All Vendors

· Vendors, suppliers or contractors’ insurance companies will have a minimum Standard & Poor’s rating of BBB or better (www.standardandpoors.com) or A.M. Best’s rating of A-VII or better. (reference www.ambest.com).
· The insurance company must be licensed to operate in the country from where the product or service is sold and invoiced to Big Lots, and have an extensive North American presence.
· Vendor has either a Broad Form Vendor's Endorsement or names Big Lots, Inc. and all its direct and indirect subsidiaries and affiliates as an Additional Insured on the policy.

· Additional Insured status should be requested to be primary and non-contributory
.

· Certificate must be signed by an authorized representative of the insurance carrier.

· Coverage must be for a minimum of 12 months.
· The name of the insured on the certificate must be the same as the supplier, or an explanation of why it is different must be provided.

· Certificate holder must read Big Lots, Inc. and all its direct and indirect subsidiaries and affiliates.

· Any self-insured retention or deductible will be stated on the Certificate of Insurance.
· A requirement that the vendor, supplier or contractor will endorse their insurance policies to state that Big Lots will be notified at least 30 days in advance of material change, modification or cancellation of the policies.

· A requirement that the vendors, suppliers or contractors furnish Big Lots with valid Certificates of Insurance before shipment or are allowed to begin work on behalf of Big Lots.
Copies of Additional Insured Endorsements and Certificates of Insurance should be filed by Big Lots in the appropriate files and kept for a minimum of five years.  Big Lots should also establish a diary system to obtain renewal copies of these documents upon their expiration with the vendors, suppliers or contractors’ insurance companies.

Merchandise Vendors
Required Limits and Terms:

The following limits and terms will be the minimal required for all Merchandise vendors. Subject to the category of the products, the required can be higher:

· General Liability Coverage including Products and Contractual Liability of not less than $2,000,000 per occurrence sublimit for category I products and $5,000,000 for category II products.

· Coverage limits not less than $2,000,000 for category I products and $5,000,000 for category II products in aggregate for all occurrences.  Limits can be made up of both primary and excess/umbrella coverages.
· If a product is involved must have a worldwide policy territory for occurrences and claims.
· Vendor must provide an insurance renewal certificate of insurance within 30 days of expiration of a submitted certificate of insurance. 
· Products covered, Purchase Order No., Jurisdiction & Territories applicable to the coverage must be stated in the certificate
· Policy must be on an Occurrence based policy form and include: Products/Completed Operations and Contractual Liability (including liability for employee injury assumed under a Contract as provided in the standard ISO policy form).
· The policy must contain a discontinued vendors endorsement or be maintained for a period of three (3) years after the relationship has been terminated.
· Umbrella/Excess Liability should be including “Drop-Down Clause” that will enable the Umbrella/Excess Liability to pick up the loss from the first Dollar when the Primary policy limit has been exhausted during the period of insurance.

Products Classification

Products categories listed below require a $5 million dollar per occurrence sublimit, everything else will be $2 million.

Two Million in Limits

· Wearing Apparels (Excluding Infant/Children/Sleep Wear) Auto Jacks

· Hats, Caps and Scarves

· Raincoats

· Artificial Flowers

· Gloves (Excluding Medical and Latex)

· Stationery

· Bags/Wallets/Handbags

· Hair Accessories

· Jewelry

· Linens, Towels, Table Cloths, Fabric, Fabric Curtains

· Key Chains (Without Plush Toy)

· Photo Frames

· Umbrellas

· Clocks

· Watches

· Baskets

· Calculators

· Photo Albums (Non-Electric)

· Bath/Bedroom Furnishings

· Fragrances

· Luggage

· Floor/Furniture/Seat Coverings

· Rugs/Door Mat

· Footwear (Except Specialty Footwear)

· Leather Goods

· Holiday Decorations – Non Electrical

· Craft Ware – Non Electrical

· Confectionery, Cookies and Crackers

· Household Decorative Items – Non Electrical

· Porcelain Ware – Non Electrical

· Sunglasses

· Cameras

· Telephone

· Computers, Computer Accessories (including headphones)

· Glassware, Tableware and Cutlery

· Kitchen Utensils – Non Electrical

· Housewares – Non Electrical

· Lampshades

· Locks

· Horticulture and Accessories

· Tarpaulins

· Balls and Ball Games

· Fishing Equipment

· Pest Supply (Excluding Food)

· Table Games

· Cooking Appliances – Non Electrical

· Audio/Video Accessories – Non Electrical

· Drinks in Bottles or Cans (Excluding any Health Drinks or Herbs Items)

· Food (Excluding Infant Food/Drink, Pet Food, Jelly, Health Foods, or Herbs of Any Kind)

· Light Bulbs (Excluding Halogen)

· Household Detergents

· Bathroom Fixtures

· Batteries

· Fax Machines

· Hand Tools – Non Powered

· Hardware

· Lamps, LED lights and Flashlights (Excludes Halogen Items)

· Office Automation Equipment

· White Goods

· Furniture (Excluding Infant Items Like Cribs, High Chairs, Baby Car Seats, Changing Table and Chairs/Stools, Stepping Stools, Ladders or Collapsible/Folding Items)
· Electronic Products

· Solar Low Voltage Light

Five Million in Limits

· Air Compressors and Air Tools/Accessories

· Auto Jacks

· Auto Parts

· Bar-B-Ques Including Propane and Fire Pits

· Camping Stoves/Lanterns 

· Candles, Candle Holder & Candle

· Oil lamp or Candle 

· Containers intended to hold gasoline, oil, coolant, and chemicals 

· Dietary supplements (Includes Herbal Products and Vitamins)

· Electrical Cooking Appliances

· Electrical Craft Ware

· Electrical Household Appliances
· Electrical Sewing machines

· Electrical wiring and hardware

· Extension Cords

· Fans (Includes Ceiling Fans)

· Fertilizer 

· Fireworks

· Flotation Devices or Items Meant to be Pulled by Watercraft 

· Furniture Chairs and Stools

· Furniture That is Collapsible or Folding 

· Gazebos
· Tents

· Go-karts, 4 wheelers (powered) 

· Guns and Ammunition, Bows & Arrows 

· Halloween Novelty Items

· Electrical Heaters

· Holiday Lights

· Hunting knives (including pocketknives) 

· Infant Formula 

· Infant Furniture (Like Cribs, High Chairs, Baby Car Seat, Changing Table)

· Infant Wear/Children Wear/Sleepwear

· Ladders Includes Collapsible or Folding

· Lamps and lighting (Including Halogen Lights)

· Lawn mowers (push and riders) 

· Lawn/Garden Patio Furniture

· Lighters and matches 

· Meats, seafood, poultry, eggs, and dairy 

· Medicine- such as ingested products (over-the-counter and prescription) 

· Novelty Gift Items

· Oil, coolant, and any fuels, chemicals/or products intended to hold oil, coolant, fuels, and other products such as chemicals etc. 

· Paints and removers 

· Personal Care Products

· Pet Food

· Plumbing, Plumbing Fixtures

· Pool Chemicals, Cleaning Chemicals

· Power Generating Products

· Power Tools and Accessories

· Powered Razors, Hairdryers, Curling Irons, etc. 

· Propane and propane powered items

· Rechargeable Batteries

· Shoes for Special Purposes

· Sport and Fitness Equipment (Includes Unicycles, Bicycles, Tricycles, Life Safety and Protective Equipment)

· Stepping Stools 

· Swimming pools 

· Swing Sets, playground equipment 

· Tobacco products 

· Toys 
· Trampolines 

· Vacuum Cleaners

Service Vendors Proof of Insurance Minimum Requirements
Workers’ Compensation and Employers Liability Insurance:

Workers’ Compensation: Statutory Limits.

· As required by the Workers’ Compensation Laws of the state(s) where the Services are being performed or in any other state(s) where employment may emanate.

Employer’s Liability Limits: 

· $1,000,000 Each Accident 

· $1,000,000 Disease – Policy Limit

· $1,000,000 Disease – Each Employee

Commercial General Liability Insurance:

· Each Occurrence: $1,000,000

· Personal and Advertising Injury:  $1,000,000

· General Aggregate: $2,000,000

· Products/Completed Operations Aggregate:  $2,000,000

Business Automobile Insurance:

· $1,000,000 combined single limit for Bodily Injury and Property Damage in any one accident (including coverage for all owned, non-owned, hired, leased, rented vehicles)

Policy Requirements:  Policy to include Contractual Liability (including Liability for Employee Injury assumed under a Contract as provided in the standard ISO policy form) for the liabilities assumed under the indemnification clause of this Agreement for claims resulting from the ownership and/or operation of vehicles and automotive equipment described above.

Professional Liability Insurance:

· If design/engineering or architectural work is to be completed by contractor directly or at the request of a contractor to a third party, evidence of Professional Errors & Omissions insurance should be provided with minimum limits of $1,000,000 per claim, $2,000,000 in the aggregate, covering the negligent acts, errors, or omissions of contractors and their subcontractors.  The required limits can be adjusted to fit the size and scope of the project.  Claims made coverage is acceptable for this coverage.

Policy must be on an Occurrence based policy form and include: Premises – Operations, Independent Contractors, Products/Completed Operations, Broad Form Property Damage, Contractual Liability (including liability for employee injury assumed under a Contract as provided in the standard ISO policy form).

High Risk Contractors and Environmental Services

(Group A) Contractors = High Risk Contractors and Environmental Services such as Electrical, General Contractors, Demolition, Steel Erectors, Elevator Installation, Drilling Landfills, Underground Storage Tank Removal, Asbestos Abatement, Waste Haulers, etc.

Workers’ Compensation and Employers Liability Insurance:

· Workers’ Compensation: Statutory Limits.

· Employer’s Liability Limits: 

· $5,000,000 Each Accident

· $5,000,000 Disease – Policy Limit 

· $5,000,000 Disease – Each Employee

Commercial General Liability Insurance:

· Each Occurrence: $5,000,000

· Personal and Advertising Injury:  $5,000,000

· General Aggregate: $5,000,000

· Products/Completed Operations Aggregate:  $5,000,000

Business Automobile Insurance:

· $5,000,000 combined single limit for Bodily Injury and Property Damage

Umbrella/Excess Liability Insurance:

· Each Occurrence: $5,000,000

· General Aggregate: $5,000,000

· Products/Completed Operations Aggregate: $5,000,000

Policy Requirements:  Policy must be on an occurrence based policy form.  Policy to apply excess of Commercial General Liability, Auto Liability, and Employer’s Liability coverages.
Builder’s Risk:  

If the SOW and Estimate includes construction, Contractor will purchase and maintain builder’s risk insurance on the entire work.  Such coverage will be written on the completed value basis, and cover the full insurable replacement cost thereof.

Minimum Limits and Terms:

· $330,000 combined single limit or the full cost of replacement. Any deductible will be the contractor’s sole responsibility.
· “All risk” of physical loss, including earthquake and flood.

· Transit

· Off-site storage

· Loss resulting from faulty workmanship or faulty materials or error in design

· Waiver of subrogation

· Permission to occupy

· No coinsurance clause

· Include Owner as insured

Contractor’s Pollution Liability (Occurrence Form):  
When remediation or abatement is included in the work, Contractor will purchase a policy covering third-party injury and property damage claims, including cleanup costs, as a result of pollution conditions arising from Contractor’s operations and completed operations.  Completed operations coverage will remain in effect for no less than 3 years after final completion.  The Owner will be named as an additional insured.  The limits of coverage will not be less than:

· $1,000,000 each occurrence

· $1,000,000 aggregate

Contractor’s Professional Liability:  
The Contractor will purchase and maintain professional Liability insurance.

Limits and Terms:

· $1,000,000 each claim and annual aggregate
· Insured’s interest in joint ventures, if applicable
· Punitive damages coverages (where not prohibited by law)
· Limited contractual liability
· Retroactive date prior to work
· Extended reporting period of 36 months

Moderate Risk Contractors and High Risk Contractors

(Group B) Contractors = Moderate Risk Contractors and High Risk Contractors such as Plumbing, Masonry, Carpentry, Concrete Work, Snow Removal, Elevator Maintenance, HVAC Repair, etc.

Workers’ Compensation and Employers Liability Insurance:

· Workers’ Compensation: Statutory Limits.

· Employer’s Liability Limits: 

· $2,000,000 Each Accident

· $2,000,000 Disease – Policy Limit 

· $2,000,000 Disease – Each Employee

Commercial General Liability Insurance:

· Each Occurrence: $2,000,000

· Personal and Advertising Injury:  $2,000,000

· General Aggregate: $2,000,000

· Products/Completed Operations Aggregate:  $2,000,000

Business Automobile Insurance:

· $2,000,000 combined single limit for Bodily Injury and Property Damage

Umbrella/Excess Liability Insurance:

· Each Occurrence: $5,000,000

· General Aggregate: $5,000,000

· Products/Completed Operations Aggregate: $5,000,000

Policy Requirements:  Policy must be on an occurrence based policy form.  Policy to apply excess of Commercial General Liability, Auto Liability, and Employer’s Liability coverages.
Low Risk Contractors, Lower Risk Services, Professional Services and Special Projects

(Group C) Contractors = Low Risk Contractors, Lower Risk Services, Professional Services and Special Projects such as Drywall Installer, Light Carpentry, Painters, Janitorial, Landscaping, Food Service, Architects, Engineers, Surveyors, Designers, Lawyers, Medical, Transportation, Construction over Railroads

Workers’ Compensation and Employers Liability Insurance:

· Workers’ Compensation: Statutory Limits.

· Employer’s Liability Limits: 

· $1,000,000 Each Accident

· $1,000,000 Disease – Policy Limit 

· $1,000,000 Disease – Each Employee

Commercial General Liability Insurance:

· Each Occurrence: $2,000,000

· Personal and Advertising Injury: $2,000,000

· General Aggregate: $2,000,000

· Products/Completed Operations Aggregate: $2,000,000

Business Automobile Insurance:

· $1,000,000 combined single limit for Bodily Injury and Property Damage

Umbrella/Excess Liability Insurance:

· Each Occurrence: $5,000,000

· General Aggregate: $5,000,000

· Products/Completed Operations Aggregate: $5,000,000

Policy Requirements:  Policy must be on an occurrence based policy form.  Policy to apply excess of Commercial General Liability, Auto Liability, and Employer’s Liability coverages.
Certificate of Insurance Management

No vendor will be set up or paid if set up without a verified current certificate of insurance (CI) on file with Ebix.  Ebix is a third party certificate of insurance management company that manages all the notifications, documentation and verification of insurance requirements we have spelled out above.  In order to accomplish this the following high level logistics will need to be accomplished:

1. Vendor data to be exported to Ebix who will manage compliance and maintain database of documents.  This will be done on a regular basis sufficient to allow unhindered business operations.

2. Vendor will provide regular import data file to update SAP with compliance information.

3. If Vendor is non-compliant, a block will be initiated on the vendor for payment.

4. An option to override the block will be made available with appropriate approvals.

5. The vendor minimum requirement will be based on highest product category that will or has been purchased from the vendor.

6. That category should be maintained in the vendor data buy the purchasing department either as part of SAP or in another database that can be used to define the export vendor table.

New Vendors

It is the responsibility of the department owning the merchandise category or service to request and provide the details to the vendor of Big Lots vendor requirements.  Instructions will include submission of the certificate of insurance to Ebix.  The vendor is to be added to AP systems and will be exported to the Ebix on the next schedule data send.

Upon receipt of the CI and the data feed, Ebix will review the document for compliance with the policies of the company.  If the CI meets the requirements the data will be feed to SAP or manually entered to allow payments to be issued.

If the CI does not meet the requirements a Noncompliance Notice will be sent to the department (vendor partner department) who has requested the vendor to be added as well as the vendor.  The department is responsible for correcting the situation with the vendor and asking for a revised CI to be issued.

Existing Vendors

Existing vendors will be requested to provide updated certificates of insurance as indicated above.  Failure to provide this update will disqualify the vendor from future opportunities and will be flagged as so in SAP.

Foreign Vendor Program

As per BIG LOTS’s vendor agreement, it is a mandatory requirement for all BIG LOTS vendors to purchase and maintain Product Liability Insurance (PLI) to protect and indemnify BIG LOTS for all product liability losses arising from the vendor’s products. In addition to the above foreign vendors must include: 

· The insurance company must be licensed to operate in China and have an extensive North American presence. 

BIG LOTS recognizes vendors may struggle in finding the right policy with an insurance carrier that meets the above mentioned requirements. In coordination with Aon-COFCO Insurance Brokers Co., Ltd., we have developed the partnership with them on our Product Liability Insurance. Contacts and applications are accessed through Aon-COFCO: 
Mr. Wren Xi 




Mr. Eric Wang Aon-COFCO 

Insurance Brokers Co., Ltd. 


Aon-COFCO Insurance Brokers Co., Ltd. 

Room 4105-6 Jim Mao Tower 


Room 4105-6 Jim Mao Tower 

88 Century Boulevard 



88 Century Boulevard 

Pudong, Shanghai, 200121 


Pudong, Shanghai, 200121 

Tel: +86 21 3865 8255 



Tel: +86 21 3865 8252 

Mobile: 013601807383 



Mobile: 013564885606 

Email: wren_xi@aon-cofco.com.cn 

Email: eric_wang@aon-cofco.com.cn 

Application Process China Only


[image: image1.wmf]STEP

DESCRIPTION

BY WHO

1

Big Lots China sourcing team sends Notice of Insurance 

Requirement to Big Lots supplier with copy to Aon China team.

* Big Lots China 

sourcing team

* Aon China Team

2

Aon China team makes contact with the supplier and explains 

directly to the supplier all Program related detail.

Aon China team

3

*  If the supplier does not want to join the program, Aon China team 

will make a record and report back to Big Lots Corporate through 

Aon US on monthly basis.

*  If the supplier agrees to join the program, Aon China team will 

send the application form to the supplier and assist the supplier to 

complete the application form.

* Aon China team

* Big Lots supplier



4

Aon China team sends the complete and confirmed Application 

Form to Huatai.



Aon China team

5

*  Huatai will issue a formal quotation based on Product and Risk 

category after receiving the complete and confirmed Application 

Form from Aon China team.  

*  If Huatai declines the risk, will make a record and report back to 

Big Lots Corporate through Aon US on monthly basis.

* Aon China team

* Huatai

6

Aon China team sends the formal quotation to the Big Lot’s supplier 

for consideration and confirmation of acceptance.

*  Aon China team

*  Big Lots supplier

7

If the supplier accepts the quotation, the supplier will be requested 

to sign off and stamp the quotation and send back to Aon China 

team.  Aon China team will forward the same to Huatai.

*  Aon China team

*  Big Lots supplier

8

Huatai will issue the debit note (invoice) and courier to Aon China 

team.  Aon China team will courier the same to the Big Lot’s supplier 

after checking the information. 

NOTE: No certificate will be issued until premium is received by 

Huatai!

*  Aon China team

*  Huatai

9

The Big Lots supplier is requested to send proof of premium 

payment to Aon China team for record so that Aon China team will 

notify Huatai accordingly and instruct Huatai to issue insurance 

certificate & policy.

*  Aon China team

*  Big Lots supplier

10

Huatai sends original paper of insurance certificate & policy to Aon 

China team.  Aon China team will send the same to the Big Lot’s 

supplier after checking the information.

NOTE: The effective date of the coverage will be the date of 

premium payment.



*  Aon China team

*  Huatai

11

Aon China team prepares and sends monthly report to Big Lots 

China sourcing team and Aon US.

Aon China team


Application Process All Other Countries
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DESCRIPTION

BY WHO

1

Big Lots local sourcing team sends Notice of Insurance Requirement 

to Big Lots supplier with copy to Aon local team.



*  Big Lots local 

sourcing team

*  Aon Local Team

2

Aon local team makes contact with the supplier and explains 

directly to the supplier all Program related detail.

Aon local team

3

*  If the supplier does not want to join the program, Aon local team 

will make a record and report back to Aon China Team on monthly 

basis.  

Aon China Team will prepare consolidated monthly report 

send to Big Lots Corporate through Aon US.

*  If the supplier agrees to join the program, Aon local team will 

send ACE's Application Form to the supplier and assist the supplier 

to complete the Application Form.

*  Big Lots supplier

*  Aon local team



4

Aon local team sends the complete and confirmed Application Form 

to ACE HK with a copy to ACE local office or partner.  

Aon local team

5

*  ACE HK will issue and copy to its ACE local office or partner a 

formal quotation based on Product and Risk category after receiving 

the complete and confirmed Application Form from Aon local team.  

*  If ACE declines the risk, Aon local team will make a record and 

report back to Aon China Team on monthly basis.  

Aon China Team 

will prepare consolidated monthly report send to Big Lots Corporate 

through Aon US.

*  ACE HK

*  ACE Local Office

*  Aon local team

6

Aon local team sends the formal quotation to the Big Lot’s supplier 

for consideration and confirmation of acceptance.

*  Aon local team

*  Big Lots supplier

7

If the supplier accepts the quotation, the supplier will be requested 

to sign off and stamp the quotation and send back to Aon local 

team.  Aon local team will forward the same to ACE HK with a copy 

to ACE local office or partner.

*  Aon local team

*  Big Lots supplier

8

ACE HK will ask ACE local office or partner to issue the debit note 

(invoice) and courier to Aon local team.  Aon local team will courier 

the same to the Big Lot’s supplier after checking the information. 

NOTE: No certificate will be issued until premium is received by ACE 

local office or partner!

*  ACE HK

*  ACE local office

*  Aon local team

9

The Big Lots supplier is requested to send proof of premium 

payment to Aon local team for record so that Aon local team will 

notify ACE local office or partner accordingly with a copy to ACE HK 

and instruct ACE local office or partner  to issue insurance certificate 

& policy.

*  Aon local team

*  Big Lots supplier

10

ACE local office or partner sends original paper of insurance 

certificate & policy to Aon local team.  Aon local team will send the 

same to the Big Lot’s supplier after checking the information.

NOTE: The effective date of the coverage will be the date of 

premium payment.



Aon local team

ACE local office

11

Aon local team prepares and sends monthly report to Big Lots local 

sourcing team and Aon China Team.

Aon local team

12

Aon China team prepares and sends consolidated monthly report to 

Big Lots Corporate via Aon US.

Aon China team



Hold Harmless Agreements
Hold Harmless Agreements are to be obtained from any service provider, such as but not limited to:
· Maintenance vendors

· Food vendors for special events

· Entertainment vendors such as costumed characters, Santa, etc.

· Bike, furniture, or other assembles paid a fee for services.

Hold Harmless Agreements are to be used when Big Lots agrees to allow an individual on the store premises that mutually benefits both Big Lots and the other party or when an individual(s) have been hired to perform a service for a fee.
Hold Harmless Agreements must be obtained prior to allowing the service to be performed and should, if applicable, be obtained at the same time the Certificate of Insurance is obtained.

Completed forms should be copied and filed.  The original must be forwarded to the Risk Management Department for filing.

Big Lots, Inc
RELEASE FORM
By signing below on this ____________ day of ___________________________, 19 ______, I acknowledge that I will receive valuable consideration from Big Lots, Inc. in the amount listed below for my participation in/at: 
____________________________________________________________________________________________

____________________________________________________________________________________________

In return for the consideration I will receive, I assume full responsibility for risk of bodily injury, death or property damage arising out of my participation in the above event and with the intent to bind myself and my spouse, parents, legal representatives, heirs and assigns.  I release Big Lots, Inc. and its officers, directors, associates and agents from all liability for any loss or damage or claim for damages resulting from my death or from injury to me or property; whether or not caused by my negligence or the negligence of others.  I also agree that Big Lots, Inc. may use my name and picture for publicity releases.

I understand that the RELEASE is intended to be as broad and inclusive as permitted by laws of the Governing state, and I agree that if any portion of the RELEASE is held to be invalid, the remainder will continue to be in effect.
Under the penalties of perjury, I certify that the information provided below, including Social Security number, is true, correct, and complete; and that I am not subject to backup withhold.  I understand that I am responsible for payment of all Federal, State, and Local income taxes and similar taxes that may be imposed upon me as a result of my receipt of any payment, prize or award.

Amount Earned for Participation



___________________________________








Signature of Recipient

______________________________










___________________________________

______________________________


Printed Name

______________________________


___________________________________








Street Address

Big Lots, Inc.







___________________________________

______________________________


City/State/Zip Code

Authorized Signature

(Store Manager)





___________________________________








Social Security Number

______________________________

Date






___________________________________








Area Code + Telephone

PLEASE RETURN COMPLETED FORM TO:

GENERAL OFFICE, C/O RISK MANAGEMENT.
Coverage in connection with a suit brought against an insured by another party that has insured status under the same policy. Cross-liability coverage is provided as an intrinsic feature of the standard commercial general liability (CGL) policy, by means of the "separation of insureds" condition. Some umbrella and professional liability policies contain insured-versus-insured exclusions that eliminate cross-liability coverage.


�


�


�The revised endorsement is a further clarification to the priority of payments issue under additional insured coverage. It is hoped that the changed coverage wording eliminates many of the disputes to determine whose policies will pay first.  One critical issue is whether the excess policy of the party adding another entity as an additional insured follows form of the primary other insurance clause.
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Procedure for China

		Big Lots, Inc.

		Program Procedure

		STEP		DESCRIPTION		BY WHO

		1		Big Lots China sourcing team sends Notice of Insurance Requirement to Big Lots supplier with copy to Aon China team.		* Big Lots China sourcing team
* Aon China Team

		2		Aon China team makes contact with the supplier and explains directly to the supplier all Program related detail.		Aon China team

		3		*  If the supplier does not want to join the program, Aon China team will make a record and report back to Big Lots Corporate through Aon US on monthly basis.
*  If the supplier agrees to join the program, Aon China team will send the application form to		* Aon China team
* Big Lots supplier

		4		Aon China team sends the complete and confirmed Application Form to Huatai.		Aon China team

		5		*  Huatai will issue a formal quotation based on Product and Risk category after receiving the complete and confirmed Application Form from Aon China team.  
*  If Huatai declines the risk, will make a record and report back to Big Lots Corporate through		* Aon China team
* Huatai

		6		Aon China team sends the formal quotation to the Big Lot’s supplier for consideration and confirmation of acceptance.		*  Aon China team
*  Big Lots supplier

		7		If the supplier accepts the quotation, the supplier will be requested to sign off and stamp the quotation and send back to Aon China team.  Aon China team will forward the same to Huatai.		*  Aon China team
*  Big Lots supplier

		8				*  Aon China team
*  Huatai

		9		The Big Lots supplier is requested to send proof of premium payment to Aon China team for record so that Aon China team will notify Huatai accordingly and instruct Huatai to issue insurance certificate & policy.		*  Aon China team
*  Big Lots supplier

		10				*  Aon China team
*  Huatai

		11		Aon China team prepares and sends monthly report to Big Lots China sourcing team and Aon US.		Aon China team





Procedure for Non-China

		Big Lots, Inc.

		Program Procedure

		STEP		DESCRIPTION		BY WHO

		1		Big Lots local sourcing team sends Notice of Insurance Requirement to Big Lots supplier with copy to Aon local team.		*  Big Lots local sourcing team
*  Aon Local Team

		2		Aon local team makes contact with the supplier and explains directly to the supplier all Program related detail.		Aon local team

		3				*  Big Lots supplier
*  Aon local team

		4		Aon local team sends the complete and confirmed Application Form to ACE HK with a copy to ACE local office or partner.		Aon local team

		5				*  ACE HK
*  ACE Local Office
*  Aon local team

		6		Aon local team sends the formal quotation to the Big Lot’s supplier for consideration and confirmation of acceptance.		*  Aon local team
*  Big Lots supplier

		7		If the supplier accepts the quotation, the supplier will be requested to sign off and stamp the quotation and send back to Aon local team.  Aon local team will forward the same to ACE HK with a copy to ACE local office or partner.		*  Aon local team
*  Big Lots supplier

		8				*  ACE HK
*  ACE local office
*  Aon local team

		9		The Big Lots supplier is requested to send proof of premium payment to Aon local team for record so that Aon local team will notify ACE local office or partner accordingly with a copy to ACE HK and instruct ACE local office or partner  to issue insurance		*  Aon local team
*  Big Lots supplier

		10				Aon local team
ACE local office

		11		Aon local team prepares and sends monthly report to Big Lots local sourcing team and Aon China Team.		Aon local team

		12		Aon China team prepares and sends consolidated monthly report to Big Lots Corporate via Aon US.		Aon China team

		NOTE: Aon China Team needs to be copied in all correspondences of the above mentioned steps.
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Procedure for China

		Big Lots, Inc.

		Program Procedure

		STEP		DESCRIPTION		BY WHO

		1		Big Lots China sourcing team sends Notice of Insurance Requirement to Big Lots supplier with copy to Aon China team.		* Big Lots China sourcing team
* Aon China Team

		2		Aon China team makes contact with the supplier and explains directly to the supplier all Program related detail.		Aon China team

		3		*  If the supplier does not want to join the program, Aon China team will make a record and report back to Big Lots Corporate through Aon US on monthly basis.
*  If the supplier agrees to join the program, Aon China team will send the application form to		* Aon China team
* Big Lots supplier

		4		Aon China team sends the complete and confirmed Application Form to Huatai.		Aon China team

		5		*  Huatai will issue a formal quotation based on Product and Risk category after receiving the complete and confirmed Application Form from Aon China team.  
*  If Huatai declines the risk, will make a record and report back to Big Lots Corporate through		* Aon China team
* Huatai

		6		Aon China team sends the formal quotation to the Big Lot’s supplier for consideration and confirmation of acceptance.		*  Aon China team
*  Big Lots supplier

		7		If the supplier accepts the quotation, the supplier will be requested to sign off and stamp the quotation and send back to Aon China team.  Aon China team will forward the same to Huatai.		*  Aon China team
*  Big Lots supplier

		8				*  Aon China team
*  Huatai

		9		The Big Lots supplier is requested to send proof of premium payment to Aon China team for record so that Aon China team will notify Huatai accordingly and instruct Huatai to issue insurance certificate & policy.		*  Aon China team
*  Big Lots supplier

		10				*  Aon China team
*  Huatai

		11		Aon China team prepares and sends monthly report to Big Lots China sourcing team and Aon US.		Aon China team





Procedure for Non-China

		Big Lots, Inc.

		Program Procedure

		STEP		DESCRIPTION		BY WHO

		1		Big Lots local sourcing team sends Notice of Insurance Requirement to Big Lots supplier with copy to Aon local team.		*  Big Lots local sourcing team
*  Aon Local Team

		2		Aon local team makes contact with the supplier and explains directly to the supplier all Program related detail.		Aon local team

		3				*  Big Lots supplier
*  Aon local team

		4		Aon local team sends the complete and confirmed Application Form to ACE HK with a copy to ACE local office or partner.		Aon local team

		5				*  ACE HK
*  ACE Local Office
*  Aon local team

		6		Aon local team sends the formal quotation to the Big Lot’s supplier for consideration and confirmation of acceptance.		*  Aon local team
*  Big Lots supplier

		7		If the supplier accepts the quotation, the supplier will be requested to sign off and stamp the quotation and send back to Aon local team.  Aon local team will forward the same to ACE HK with a copy to ACE local office or partner.		*  Aon local team
*  Big Lots supplier

		8				*  ACE HK
*  ACE local office
*  Aon local team

		9		The Big Lots supplier is requested to send proof of premium payment to Aon local team for record so that Aon local team will notify ACE local office or partner accordingly with a copy to ACE HK and instruct ACE local office or partner  to issue insurance		*  Aon local team
*  Big Lots supplier

		10				Aon local team
ACE local office

		11		Aon local team prepares and sends monthly report to Big Lots local sourcing team and Aon China Team.		Aon local team

		12		Aon China team prepares and sends consolidated monthly report to Big Lots Corporate via Aon US.		Aon China team

		NOTE: Aon China Team needs to be copied in all correspondences of the above mentioned steps.






