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MANTTRA

Dear Vendor,

 

Thank you for your interest in pursuing business with Biglots. As we proceed with receiving your offers and quotations please note our mandatory requirements which will aid you in your working:
VENDOR MANUAL

Please refer to our current updated Vendor manual for all details that you may need. This manual contains specific information and guidelines which may impact or effect pricing. You are requested to study this manual with care while quoting to Big Lots for any product.

The manual can be downloaded from the link below.

http://www.biglots.com/images/corporate/vendor_relations/Vendor_Manual_3.pdf 

Password: impsm15
After you review the vendor manual, please sign and send back the Vendor Confirmation (Page 4 of the Manual) to the merchant at Manttra. This is a mandatory requirement and should be completed within 7 days of receipt of this memo. 

PRODUCT LIABILITY INSURANCE

It is mandatory that all merchandise imported by Biglots is to be insured. Attached below is a brief snapshot of the PLI requirements for Biglots.Vendors should obtain an application form by contacting: Aon Insurance Brokers in their region. For all queries, you can contact your local AON contact or Mr. Alok Das: logistics@emanttra.com 
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Following is contact point of AON.

Rahul Bhalla | Manager

Aon Global Insurance Brokers Pvt. Ltd. | RMA

205-207, 2nd Floor, Tower B, Global Business Park,M. G Road | Gurgaon | 122002

t +911244710671 | f +9111 43684368 | m +91 8826155278

rahul.bhalla@globalinsurance.co.in | www.aon-global.com
QUALITY TESTING

PRE PRODUCTION TESTING- 

All items shipped to Big Lots will have to pass quality testing. Test Results will be good for 12 months for an initial “Pass” and 6 months for a Fail followed by a “Pass”. Please note: it is the vendor’s responsibility to ensure that the product offered complies with the testing protocol defined by Biglots. 

All vendors to request Lab for a quote on testing charges before offering any quote/ IPDS for Biglots's consideration.
The test request form (TRF), List of Global Locations and Contacts, Grouping Form and Protocols can be found by using the below link.
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PRODUCTION TESTING:- 
We will enhance our testing protocols to include production testing on selected items for orders with ship dates of May 15, 2016 or later. Consistent with industry standards, you will be responsible for coordinating and paying for this testing with your nominated lab, as well as ensuring that a valid pre-production test is on file prior to production testing. Please review the included supporting materials, which outline the testing process and actions required if a product fails testing. Contact your lab directly for pricing and answers to any questions.

INSPECTION

Biglots has implemented 3rd party inspection process for Home Textiles (India & Pakistan) & Home Décor & Cookware (India, Pakistan, Indonesia & Thailand). Kindly contact the relevant merchandiser to guide you through the process.

NOTE: Inline with Quality & ISTA testing, this too is a vendor paid program. Cost of one day inspection (typical) is $200 USD. All samples sent to assigned labs are to be routed via Manttra. All couriers are to be organized by the vendor at their expense.
We urge you to call Manttra to understand the process involved in Product Testing & Inspections. 
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ISTA TESTING

Big Lots requires Transit Testing for select merchandise. The attached listed below outlines the required departments, classes or sub-classes that require Transit Testing. Please note that in order for an FCR to be released by Yusen Logistics a clear ISTA testing report is required.
Enclosed below are the list of departments that need to comply with ISTA requirements and the over packing instructions for submission of samples at B.V.
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SHIPPING TIMELINES

The nominated Logistics and Freight forwarder is Yusen Logistics (Hong Kong) Limited. The contacts are:

Mr. Datta: Origin Cargo Order & Vendor Management (OCM) Tel: +91 22 30914035 
If this is your first time shipping with us, please go to Vendor Manual to know about NYK ebooking and CTPAT.  You will have to download the registration form, complete it and return it to Yusen Logistics to get the Log in ID and Password.


Please make your shipment booking with Yusen at least 21 days before shipment. 

Shipping on-time requirements –

1. CY (full container) - Shipment must have sailed by the cancellation date.

2. CFS/LCL (less than container load) – Shipment must arrive NYKL warehouse no later than cancellation date.

3. Penalties for late shipment – If shipment is late with prior written approval of Global Sourcing Department, Big Lots will deduct the following amount from invoice payment.

a. 1-7 days late: 4% of invoice value

b. 8-14 days late: 7% of invoice value

c. 15 days late or after: 10% invoice value
NOTE: Any PO handed over/ booked on loadability other than what is stated on the PO will attract 10 % compliance on FC. 

· Yusen will notify the factory by sending a late penalty memo via   email and provide a hard copy with issuance of the FCR.

· For all shipping documents required, please refer to vendor manual version 2.7 starting page 32.

· For any further queries/ details you can contact Alok Das at Manttra. Email logistics@emanttra.com or the respective Yusen Office contacts attached below: 
· Yusen has new requirement of VGM Submission. Need to submit in a timely manner.

· Yusen has started E-Invoice submission. In order to this, A separate Log-in-id & password is required.

· In case, Failure in submission of documents, Late document penalty would be attracted.
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SUPPLIER PROFILE

For all vendors who would like to be a part of the Big Lots vendor matrix, you are required to submit in your profile for review to the relevant merchandiser at Manttra. Attached form needs to be duly filled in and sent to the relevant merchant. Only on the completion of this form the vendor can participate in the quoting process.
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PO

Upon receipt of the purchase orders, please do followings –

· Sign back the 1st page of purchase order to the responsible Merchandiser to confirm receipt of the PO and ship date. 

· Reports of any errors. 

· Complete by SKU a final IPDS {Import Product Data Sheet} including cost breakdown on the IPDS quotation sheet.  

· Email the final IPDS for each SKU to the applicable Agent email address.  

· Any cost changes made on the final IPDS verses the IPDS submitted in which the PO was cut must be clearly identified.  

· An IPDS is a binding document and any cost changes after receipt of the final IPDS could impact the buyer’s decision resulting in cancellation of the PO or chargeback penalties.
· Email the final IPDS for each SKU and fill out the completed cost breakdown sheet.

· The timeline for this process is 3 working days from receipt of PO.

PRE-TICKETING 

1. Please study the pre-ticketing and packaging handbook attached.  Vendors are requested to sign back the pre-ticketing and packaging cover sheet/confirmation sheet to Manttra once order placed for issuance of the price tickets information for the order placed.
2. Manttra will forward the barcode information sheet to vendors. The vendor then has to follow the procedure of pre-ticketing handbook, makes ticket samples, and e-mail to Manttra for approval. After approval, vendor needs to send the actual test printing sample to Big Lots for final approval. Enclosed below is the price ticketing signoffs and guidelines. 
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NOTE: Any errors on merchandise shipped with erroneous ticketing, will be charged back to the vendor to cover re-working and re-ticketing costs in the USA. 
PACKAGING
All merchandise shipped to Biglots will have packaging requirements defined at the time of product offered. All artwork needs to be approved by Biglots before mass printing. There is a defined minimum quality requirement for the packaging material used for Biglots. Attached below are the details for your reference: Vendor Packaging Guide 4.0 V.
Also, please note that there are packaging guidelines for orders that demand a PDQ and/or seasonal in nature. Please refer to the attached guidelines and if you have any queries, please feel free to ask.
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The recommended printer/design house is Printografik & R-Pac to maintain Color / quality consistency. Please note their contact details:

Ajay Arora, Printografik : ajay@printografik.com: Tel: 022-23733334
Yogesh Sukhija | r-pac (India):  Pvt. Ltd. Email: Yogesh.Sukhija@r-pac.co Tel: 022-400 705 | Tel. +91-22-6900 0150 to 0165| Mobile # +91-7045598330

FACTORY ASSESMENT
Beginning May 15, 2016, we will begin to transition our factory audit program to a 3rd party provider, Asia Inspection. They will perform Social/Ethical and C- TPAT factory audits for Big Lots. AsiaInspection will contact you directly when your factory is selected for an audit. At that time, you will have approximately two weeks to book your factory audit through the Asia Inspection website. Our goal is to audit all of our factories within the next three years. We have enclosed an introductory letter from Asia Inspection, as well as copies of both audits with details about the items to be inspected at the factory. While you are responsible for all audit expenses, Big Lots has negotiated a reduced rate of $609 for each audit for any facility with up to 500 employees. Please contact carrie.tan@AsiaInspection.com, or

Cheryl.ador@AsiaInspection.com if you have any questions.
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IPDS SHEETS
Attached herewith is the quote sheet format in which all quotes are to be submitted:
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Vendor is responsible for all details filled in the Quote sheet. Current version of IPDS to be used is IPDS 10.1.   
Please contact our merchandisers for any assistance in completing the IPDS.
An IPDS is a binding document and any cost changes after receipt of the final IPDS could impact the buyer’s decision resulting in cancellation of the PO or chargeback penalties.
HTS (Tariff # & duty %), the vendor is responsible for filling the right information. In any case if the Vendor filled incorrect  duty rate that leads to an increase in cost (caused by the higher duty), the vendor will be charged back the amount of the higher duty OR the purchase order will be revised by reducing the first cost to cover the duty difference. http://www.usitc.gov/tata/hts/bychapter/index.htm
TIME AND ACTION REPORT: T&A

The T&A report is to be sent to the merchant upon receipt of PO. This is to be filled in at the placement meeting that will be at Manttra with your production manager, QA & merchant and merchandiser at Manttra. The timelines defined in the report are commitments on completion of orders at various stages. Attached format is a dummy example for your referral.

For any queries/ clarifications contact the relevant merchandiser for assistance.
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GSP CLAIMS.
All vendors claiming GSP on the IPDS, relevant documentation will have to be submitted to Manttra before the shipment is handed over to NYKL. If the necessary documentation is not submitted on time, there will be a debit note raised inline with the duty applicable. For all queries on GSP, feel free to contact Alok Das at Manttra on logistics@emanttra.com. Kindly note, Barthco charges 150 Dollar Per Sku for the review of GSP Documents, which would be deducted from shipment payment.
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CARTON MARKINGS.

All shipments to Biglots have to carry the defined carton markings that are listed in the vendor manual. In addition there are icons that help in proper handling of merchandise during transit in the USA & Canada. Enclosed below is the guideline to the special carton markings. If you have any further queries, please feel free to contact Mr. Alok Das: logistics@emanttra.com
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SUPPLIER CHAIN FINANCE

Big Lots Accounts Receivable Financing program, is designed to provide both vendor and Big Lots with productivity, expense management and working capital improvements. Please refer to relevant documents attached below for more details. The Posting of Invoices on Prime Revenue would depend upon the EDI done by Yusen Logistics. In this regard, Vendor can inquiry of yusen.
If you have any question on the program, please contact Alok Das at Manttra: logistics@emanttra.com 
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For on-line registration, below is the web link -

http://www.primerevenue.com/scf/biglots/
- Login id:  
biglots

- Password:   
biglots 

Thank you for your cooperation and support. If you have any question, please feel free to contact the relevant person at Manttra

INDIA, PAKISTAN & INDONESIA

1. Mr. Amardeep Mahanta: MM - Home Textiles: amardeep@emanttra.com
2. Mr. Abhay Arya: MM - Hard Goods: abhay@emanttra.com
3. Mr. Alok Das: Finance & Logistics: logistics@emanttra.com
THAILAND
4. Ms. Prisana: Thailand Office: All categories: prisana@emanttra.com 

MANTTRA

818, ILD Trade Center

Sector 47, Sohna Road

Gurgaon – 122001

Haryana – India

Tel – 0124 4363001/4883200
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BIG LOTS CONTACTS at INTERTEK 


Big Lots Contact List 1 Revised: 1.28.2015 


 


 


 


Laboratory  Location  Contacts  Contact Information & Details  
Intertek  Mr. John Luzzi 


Global Key Account 
Manager  


Direct Tel: 973‐445‐2831  
Email: john.luzzi@intertek.com  


Testing    


NORTH & SOUTH CHINA  


Hong Kong – Intertek  
6/F Garment Centre 576 Castle 
Peak Road, Kowloon, Hong Kong  


Toys  
Main Contact:   
Ms. Karis Kwok  
  
Back‐Up:  
Yoyo Ho  
  
Electrical  
Main Contact: 
Ms. Jasmin Ng  
  
Back‐Up:  
Mr. Felix Kong  


 
  
Direct Tel: 852 21738553  
Email: karis.kwok@intertek.com  
  
Direct Tel: 852 21738704 
Email: yoyo.ho@intertek.com  
  
  
Direct Tel: 852 21738817  
Email: jasmine.ng@intertek.com  
  
Direct Tel: 852 21738495 
Email: felix.kong@intertek.com  
  


Intertek ‐ Shenzhen  
3/F, Shekou Technology Main 
Building, Industrial 7th Road, 
Shekou, Shenzhen, China,  
518067  
  
  
6/F,Block D,HuaHan 
Building,Longshan 
Road,Nanshan District, 
Shenzhen,China 518057  


Toys 
Main Contact:   
Ms. Vivien Gao  
  
Back‐Up:  
Ms. Cherry Sun  
  
Electrical  
Main Contact: 
Ms. Shelley Yu  
  
Back‐Up:  
Ms. Joanna Liang  
  


 
  
Direct Tel: 86 755 26020193 
Email: vivien.gao@intertek.com   
  
Direct Tel: 86 755 26020039 
Email: cherry.sun@intertek.com   
  
  
Direct Tel: 86‐755‐86140749 
Email: Shelley.Yu@intertek.com  
  
Direct Tel: 86 755 86140674 Email: 
Joanna.Liang@intertek.com  
  


Intertek ‐ Shanghai  
3/F, Block B, Jinling Business 
Square, No.801 Yi Shan Road, 
Shanghai, China, 200233  
  
  
  
  
  
  


Toys 
Main Contact:   
Ms. Faye Guan  
  
Back‐Up:  
Ms. Tina Lei  
  
  
  
  


 
  
Direct Tel: 86 21 60917428 
Email: faye.guan@intertek.com   
  
Direct Tel: 86 21 60917472 
Email: tina.lei@intertek.com   
  
  
  



mailto:john.luzzi@intertek.com

mailto:karis.kwok@intertek.com

mailto:yoyo.ho@intertek.com

mailto:jasmine.ng@intertek.com

mailto:felix.kong@intertek.com

mailto:vivien.gao@intertek.com

mailto:cherry.sun@intertek.com

mailto:Shelley.Yu@intertek.com

mailto:Joanna.Liang@intertek.com

mailto:faye.guan@intertek.com

mailto:tina.lei@intertek.com





BIG LOTS CONTACTS at INTERTEK 


Big Lots Contact List 2 Revised: 1.28.2015 


 


 


 


7/F, Building No.51, 1089 
Qinzhou Road(North), 
Shanghai, China 200233 


Electrical 
Main Contact: 
Ms. Ella Dong 


 
Back‐up: 
Ms. Bella Shi 


 


 
 


Direct Tel: 86 21 61215155 
Email: Ella.Dong@intertek.com 


 
Direct Tel: 86 21 61278358 
Email: Bella.Shi@intertek.com 


Intertek – Guangzhou 
Block E, No.7‐2 Guang Dong 
Software Science Park, Science 
City, Guangzhou, China 510663 


Electrical 
Main Contact: 
Ms. Cindy Zhang 


 
Back‐Up: 
Ms. Shana He 


 


 
 
Direct Tel: +86(20) 82139641 
Email: Cindy. Zhang@intertek.com 


 
Direct Tel: +86(20)82139714 
Email: Shana.He@intertek.com 


Intertek – India ‐ Gurgaon 
290, udyog Vihar,Phase‐ 
II,Gurgaon,Haryana‐122016 
India 


Toys: 
Ms. Garima Sethi 


 
 
 
 
Mr. Om Prakash 


 


 
 


Hardlines: 
Ms. Pranjal Shree 


 
 
 
 
Mr. Harit Sardana 


 


 
 
Back‐Up: 
Mr. Suresh C K 


 
Direct Tel: 91.124.4503411 
Mobile: 08527990256 
Email: garima.sethi@intertek.com 


 
Tel: 91.124.4503497 
Mobile: 08826007168 
Email: Omprakash.v@intertek.com 


 
Direct: 91.124.4503400 
Mobile: 91.8826622446 
Email: pranjal.shree@intertek.com 


 
Tel: 91.124.4503428 
Mobile: 91.9971400963 
Email: harit.sardana@intertek.com 


 
Tel:  +91 124 450 3432 
Mobile: +91 85 27 990257 
Email: suresh.ck@intertek.com 


Intertek – Vietnam 
Warehouse 10, 142 Cong Hoa 
Str., Ward 4, Tan Binh Dist., 
HCMC, Vietnam 


Toys  
Main Contact: Mr.  
Liem Mai 
Hardlines Manager 


 
Back‐Up: Mr. 
Hai Ho Sales 
Executive 


 
Electrical 
Main Contact: 
Mr. Dung Dao 
Business Development 
Manager 


 


 
 
Direct Tel: +84‐8‐6281 6898 
Email: liem.mai@intertek.com 


 


 
 
Direct Tel: +84‐8‐6281 6898 
Email: hai.ho@intertek.com 


 
 
 
 
Direct Tel: +84‐8‐6297 1195 
Email: dung.dao@intertek.com 
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LATIN AMERICA 
Intertek – Mexico 
Poniente 134 #660 
Colonia Industrial Vallejo, C.P. 
02300, Azcapotzalco, Mexico, 
D.F. 


Toys 
Ms. Efigenia Cruz 


 
Textiles 
Thalia Diaz Madrigal 


 
Tel: 52 55 59980900 ext. 6801 
Email: Efigenia.cruz@intertek.com 


 
Tel: 52 55 59980900 ext. 6117 
Email: Thalia.diaz.madrigal@intertek.com 


Intertek ‐ Brazil Alameda 
Tocantis, 630 – Condominio 
Multiplo 3 – G5 
Alphaville, Barueri – São Paulo 
Brasil 
Zip code: 06455‐020 
Phone: 55 11 4134 5555 


 
Intertek ‐ OCP ‐ Certificação de 
Produtos e Laboratórios 
Rua Pedro Jose Lorenzini 207 ‐ 
Centro  ‐ NOVO endereço 
CEP: 09530‐130 
São Caetano do Sul ‐ SP 


Toys  
Main Contact: 
Ms. Erica Missiato 


 
Back‐Up: 
Alexandre Inada 


 


 
 
Electrical 
Mr. Ivan Bornal 


 


 
 
Electrical Certification 
Eloa Paixao 


 
Or 
Ms. Pamella Santos 


 


 
 
Direct Tel: 55 11 4134 5555 
Email: erica.missiato@intertek.com 


 
Direct Tel: 55 11 4134 5555 
Email: alexandre.inada@intertek.com 


 


 
 
Tel: 55 (11) 2322‐8049 
Email: ivan.bornal@intertek.com 


 


 
 
Tel: 55 (11) 2322‐8036 
Email: eloa.paixao@intertek.com 


 
Tel: 55 (11) 2322‐8003 
Email: pamella.santos@intertek.com 


Intertek‐Guatemala 
20 Calle 26‐30 zona 10 
Empresarial Pradera Bodega 4 
Guatemala City, Guatemala 


 
(mainly textiles, but can accomadate  
CPSIA and some hardgoods testing)  


Textiles 
Main Contact 
Mr. Alex Glaesel 


 
Back Up: 
Mr. Roberto Mendez 


 


 
 
Direct Tel: +502 2201 7101 
Email: alex.glaesel@intertek.com 


 
Direct Tel: +502 2201 7101 
Email: roberto.mendez@intertek.com 
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BIG LOTS GLOBAL SOURCING POLICY -  

INSPECTIONS 





Effective Date:  July 1, 2016



Objectives:  To provide a process whereby actual production of previously lab tested and passed product is sampled and inspected against an appropriate approved reference sample that matches the lab tested product.



Policy:  It is Big Lots policy to conduct during production product inspections to insure that the product shipped is exactly the same quality and specification as the product purchased. A passed inspection report called a Certificate of Inspection (COI) is a required document for issuance of the FCR.  Inspections are a vendor paid program. All labs – ITS, SGS and BV – will perform inspections in their assigned categories.





A. GENERAL INFORMATION AND DEFINITIONS



During Production Inspections:

 Inspection will take place when 20% or more of the product is produced. During Production Inspections allow for corrective actions to be taken on defects or defective product. 



Sampling Plan: 

Single



Lot/Batch Inspected: 

First P.O. produced



Inspection Procedure:

Normal Inspection; Inspection Level II - ANSI Z 1.4 Standard



NOTE: On occasion it may be necessary to limit inspection to no more than 2 mandays, to accommodate multiple sku assortments, or to inspect more than one P.O. In these instances inspection levels may need to be adjusted. These are sent to the QC Manager for approval.



1. Inspections generally must be completed within 1 man day. 

2. If service will take more than 1 man-day, lab should contact the appropriate agent and QC. 







Acceptable Quality Limit (AQL):

The maximum percentage (worst case) of defective product recorded as satisfactory during the inspection. This represents the average quality of the production. 



Critical Non-conformity: Not allowed among Inspected Samples 

Major Nonconformity:  2.5

Minor Defect Nonconformity: 4.0 

Definitions:

Critical Defects: 

A defect that fails to meet mandatory regulations and/or affects the safety of the consumer. 

Major Defect: 

A defect which will likely result in product failure, reduction of product usability, or renders the product not sellable. 

Minor Defect: 

A defect not likely to reduce the usability of the product, but likely to reduce its selling potential, or any minor discrepancy from the established acceptable limit. 

Inspection Checklist:

During random inspection, product will be checked against the following inspection criteria: 

· 		  Quantity Available  

· 		  Product Description, Style and Color  

· 		  Workmanship  

· 		  Data Measurement / Check  

· 		  Form of Packaging  

· 		  Shipping Mark  

· 		  Functionality, if applicable  

· 		  Assembly, if applicable  

· 		  Other item(s) specified by the applicant  

Shipment conformity will be verified against the following material received from the client: approved/representative sample, technical specification, packaging requirements, data measurement sheet, approved color swatches/chips, digital images, or any other information provided by the client.  





Sampling Plan:

This method determines the number of cartons to be inspected and how many samples to pull for the selected cartons.

· Number of cartons sampled from =square root of the PO cartons.

· Number of samples to pull from selected cartons: = divide the number of PO cartons by the number of carton that will be inspected. 



Inspection Ratings:

Using PO quantity along with the set AQL will determine the acceptance number and rejection number. 

· Acceptance Number: Max number of defects in the sample that will permit the lot or batch. 

· Rejection Number: Min number of defects in the sample that will deny the lot or batch. 





Overall Final Report Ratings:

· PASS: Certificate of Inspection will be issued

· FAIL: Product unacceptable. Must re-inspect. Certificate of Inspection will NOT be issued.

· PENDING: Client requirement missing from inspection. Example: missing the pass quality testing report, out-of-calibration of factory equipment, wrong assortment, etc. 





B. INSPECTION PROCESS



Steps for Inspections

1. Vendor MUST supply quality testing COC, approved reference sample and IPDS sheet to qualify for inspection. If it is known in advance that any of these will not be available at time of inspection the agent should be notified to correct. If not corrected, the inspection will get a pending status. 

1. Vendor obtains, fills out and submits the booking form on lab portal at least 6 days before desired inspection date. 

1. Upon receipt of the booking form (see links following this section) lab will schedule inspection with agent and vendor. 

3. Prior to inspection the agent will need to make sure the approved reference sample is at the inspection location prior to inspection.

4. Lab inspects the PO quantity using Big Lots standards. A draft of the report will be left with the factory; it is the factory responsibility to fax to the vendor.

1. Within 1 day lab will issue an inspection report based on Big Lots standards. 

1. Final reports with rating will be sent to the vendor, agent and Big Lots.

1. Report will be available on the lab portal. Similar to quality testing reports. 

1. Certificates of Inspections (COI) will be valid for 90 days from the date of issuance date. NOTE: Repeat orders and neverouts will need to be re-inspected if COI is out of validity date.

























Steps for Re-inspections



1. Vendor MUST supply quality testing COC, approved reference sample and IPDS sheet to qualify for inspection.

1. Vendor obtains, fills out and submits the booking form at least 6 days before desired inspection date. 

1. Upon receipt of the booking form lab will schedule inspection with agent and vendor. 

1. Prior to inspection the agent will need to send the approved reference sample to the lab inspection office.

1. Lab inspects the PO quantity using Big Lots standards. A draft of the report will be left with the vendor without a rating.

1. Lab inspector will only inspect the previous failures. 

1. Within 1 day lab will issue an inspection report based on Big Lots standards. 

1. Final reports with rating will be sent to the vendor, agent and Big Lots.

1. Report will be available on lab portal. Similar to quality testing reports. 

1. Passed Certificates of Inspections (COI) will be valid for 90 days after the inspection date. 







Combined Sampling:



· Combined sampling is when several different styles are combine making one lot or batch. Samples are pulled from the cartons randomly. 

· Combined sample MUST be requested on the booking form

· Combined sampling method does not following the ANSI Z 1.4 standards, but the statistical rules will still apply.  

· Generally the limit of styles being combined for sampling is 4 styles. If there is any deviation from that, lab will notify the QC Manager for approval. All combined styles must be on the same PO. 

· Product must be at 20% or more packed into carton to proceed with combine sampling. 









Report Distribution:



· A draft report will be left at the factory with the rating Pending and Failed reports will be e-mailed to Vendor, Agent, and Big Lots: QC & Global Sourcing Department.





Special Instructions:



· All inspections are to be performed in 1 man-day or less. If inspection will take more than 1 man-day Big Lots must approval the additional man-day(s). All approvals will need to be approved by QC manager Art Pietrafesa. E-mail: apietrafesa@biglots.com

· Appropriate agent will be copied on all correspondences from lab to the vendor. 









C.  INSPECTION REPORT ISSUE RESOLUTION



Reports with Fail or Pending status need to be reviewed by the Agents and every effort to resolve immediately must be taken. Fail status refers to product quality issues only and indicates that the allowable defects have been exceeded. Pending status will be given to operational and administrative issues including, but not limited to, exceeding cube, missing items such as a passed test report, IPDS, reference samples, or mismatched P.O.s/skus, equipment out of calibration.



Failed and Pending reports need to be responded to within 24 hours of receipt of the report. Agents should be involved in the resolution process given their familiarity with the product as sourced but the vendors are responsible to fill out and complete a Remedial Action Plan (RAP) explaining what the corrective action will be and then send to the QA Manager for review and posting in the testing portal.



If an issue cannot be resolved or the remedial action is deemed unsatisfactory the QC Manager will suggest and approve final resolution with inputs from the buyer and DMM if necessary.

		

Resolution of AQL Defect Failures:



· Given their familiarity with the product as intended and sourced, agents should review defects and determine level of acceptability against the known sourcing requirements of the particular merchandise. This review should result in recommendations to the QC Manager who in turn will make the final decision.

· QC Manager will review the Supplier/Agent comments in the RAP and if the defect number diminishes to an acceptable level overall, and the QA Manager agrees, the QAC Manager will have the lab issue a COI.

· If the defects are determined to not be acceptable or if accepting some still does not lower the AQL, or if egregious defects will still remain (e.g., safety related), then the QC Manager, with consultation with the GS Buyer and the Merchant ,will determine if sorting and/or a re-inspection needs to be performed.





Resolution Pending Status Items:



· Agents will review all issues rated as pending and handle accordingly, having vendor make immediate changes where necessary (e.g., incorrect sku number on shipper label) or in the long term (e.g., assuring equipment calibrations such as weight scales ) will be complete in future inspections.

· NOTE: for a Pending item that involves cube being exceeded, the Agent is responsible for calculating the difference between the cube on the quote sheet and what is exceeded above the allowable +5%. Then, the Agent is to initiate a chargeback to the vendor.







C.  FACTORY CODE OF CONDUCT DURING INSPECTION



Big Lots expects its vendors to be respectful of lab inspection associates at all times during inspection. Any reports of misconduct will not be tolerated. Also, to make the inspection proceed smoothly and in a timely manner, Big Lots requires vendors to comply with providing all required documents as outlined on the Booking Form. 



Agents are to provide the Big Lots Code of Conduct (see Addendum 1) to vendors and ensure that the vendors understand the requirements and will comply.



1. Provide documents and materials to the Inspector

2. Clean, safe and well lit work area with space to move around and inspect and write

3. Provide a separate room or area to confer and to write up report.

4. Ask factory associates to be cooperative.

5. Do not interfere with the Inspector during inspection

6. Do not inquire about the inspection process or findings.

7. Do not argue with findings.

8. Do not verbally abuse, intimidate, threaten or physically touch or harm the Inspector.

9. To not attempt to coerce the Inspector to change results

10. Do not attempt to offer money, gifts or other favors to change a result.
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1. C-TPAT Scoring System 


 


1.1 Score per checkpoint: 


- If a Black Frame checkpoint is related “Y”, it received 2 points 


- If a normal checkpoint is rated "Y", it received 1 point 


- If a checkpoint is rated “N”, it receives 0 point 


- If a checkpoint is N/A (not applicable), it is not included in scoring 


 


1.2 Score per section: 


- The score of each section is calculated by adding the number of point reached (number of "Y" 
normal checkpoints and Black Frame checkpoints)  


 


1.3 Overall Score: 


- Overall Score is calculated by adding the Actual Score of each section and divided by the 
Theoritical Max Score (number of scored checkpoints), and bring back to a score /10 


 


2. Recommendations 


2.1 Follow-up Audit 


Overall Score < 70 = Urgent Action Required 


2.2 Desktop Review 


71<= Overall Score < =80 = Improvements Needed 


2.3 Accepted 


Overall Score > 81 
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Ethical Audit Report 
Client ABC Co., Ltd. AI Service No R-cn5-1234567 


Supplier Supplier A Auditor Bella Zhang 


Factory Factory A Co., Ltd. Date 16/Sep/2014 


Industry Toys Country China 


 
 
 


Factory Overall Score  of a possible 10 
 


 
 


 
 


 


Audit Rating   Approved 
 
  Critical NC Major NC Minor NC Score out of 10 


Health & Safety, Hygiene 35% 0 0 0 10 


Waste Management 20% 0 0 0 10 


Child Labor 15% 0 0 0 10 


Hours, Wages & Benefits 20% 0 0 0 10 


Labor Practices 10% 0 0 0 10 


Total  0 0 0  
     NC: Non-Compliances 


 
 
 
 
 
 
 
 
 
 
 


  


10 


7 


6.8 


6.5 


  Green 


 10 


Factory Overall Score  


Your suppliers’ average 


Country average 


Industry average 


Valid until: 16-Sep-2015 
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Ethical Audit Report 
Description of audited plant 


 
 
 


Important remarks 
 
 


Home Workers and Subcontractors 
Is there any home workers used by factory? Yes / No 
If yes, description: 
 
 
Is there any subcontractor used by factory? Yes / No 
If yes, description:  
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Ethical Audit Report 
 


Content : 
A. OBSERVATION & QUESTIONS ..................................................................................................................................................... 5 


BASIC FACTORY PROFILE ............................................................................................................................................................................5 
PART 1 HEALTH & SAFETY, HYGIENE ............................................................................................................................................................6 


1. General................................................................................................................................................................................ 6 
2. Building Safety .................................................................................................................................................................... 7 
3. Fire Safety ........................................................................................................................................................................... 7 
4. Machines/Installations ........................................................................................................................................................ 8 
5. Hazardous Materials ........................................................................................................................................................... 9 
6. Canteen and Dormitories (if Applicable) ............................................................................................................................. 9 


PART 2 WASTE MANAGEMENT .................................................................................................................................................................11 
1. Legal Authorizations.......................................................................................................................................................... 11 
2. Solid and Hazardous Wastes ............................................................................................................................................. 11 
3. Waste Water, Air Emissions and Noise .............................................................................................................................. 12 
4. Energy and Water reduction ............................................................................................................................................. 12 


PART 3 CHILD LABOUR ............................................................................................................................................................................14 
1. Child Labour ...................................................................................................................................................................... 14 
2. Young Workers .................................................................................................................................................................. 14 


PART 4 WORKING HOURS, WAGES AND BENEFITS ........................................................................................................................................16 
1. Working Hours .................................................................................................................................................................. 16 
2. Wages and Benefits........................................................................................................................................................... 16 


PART 5 LABOUR PRACTICES ......................................................................................................................................................................18 
1. Ability for Workers to be represented towards management .......................................................................................... 18 
2. Forced Labour ................................................................................................................................................................... 18 
3. Discrimination ................................................................................................................................................................... 18 
4. Disciplinary Practices ........................................................................................................................................................ 19 


B. EMPLOYEE’S INTERVIEW .......................................................................................................................................................... 21 


C. CORRECTIVE ACTION PLAN ...................................................................................................................................................... 22 
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Ethical Audit Report 
Number of days spent:  


  


Auditor 1:  Supervisor: 


Departure time from home / office Arrival time at Factory Departure time from Factory 


   


 


 
  


Map Factory Gate 


  


Factory Building Production Line 


  


Sample Room Office 


  


Manager Licenses / Accreditations 


  


Certificates 


  


Workers on site 


  


Raw material in the factory Final product 
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Ethical Audit Report 


A. Observation & Questions 
Basic Factory Profile 


 
Item Finding Comments 
1 Date of formation     
2 Legal status     
3 Location     
4 GPS Location xx°xx'xx'' N/S  xx°xx'xx'' E/W  
5 Area (m2)     
6 Owner     
7 Total staff in the factory     
8 Total office staff     
9 Total Management staff     
10 Number of workers     
11 Factory Manager     
12 Health and Safety Manager    
13 Main products     
14 Main markets     


15 Annual turnover     


16 Business license 
Date of issue:  


  
Expiry date:  


17 Payroll records of all employees     


18 Time cards for all employees    


19 Subcontractors -           


20 


Co
m


m
un


ic
at


io
n 


eq
ui


pm
en


t 


Telephone   
Fax   
Computer   
Internet   
Homepage   


Digital camera   
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Ethical Audit Report 
Part 1 Health & Safety, Hygiene 


 
1. General 


Item 
No 


Requirement Result Comments 


1.1 Is a risk analysis conducted to identify the risks 
associated with production and is this risk analysis 
reviewed regularly and updated when necessary?  


  


1.2 Is there a senior management representative for 
Health & Safety? 


   


1.3 Does the factory arrange health and safety 
training for new workers and for everyone who 
changes working roles?  


   


1.4 Does the factory have a working environment 
that is well-ventilated, comfortable temperature, 
decent lighting, clean, tidy and enough room for 
each worker? If there are any possible issues that 
would impact the health of the worker, please 
give details. 


  


1.5 Are all serious work-related accidents reported 
and recorded and corrective actions taken to 
prevent recurrence of work-related accidents? 


  


1.6 Is appropriate and adequately maintained 
personal protective equipment (PPE) provided by 
the factory?  


  


1.7 Have workers been trained in the use of PPE and 
are using provided equipment correctly? 


  


1.8 Do workers have access to an adequate amount of 
fresh drinking water?  


  


1.9 Is there an adequate number of first aid kits?    


1.10 Are first aid kits easily accessible and clearly 
marked and the content within the expiry date, 
applicable and replaced when used? 


  


1.11 Are adequate workers trained on first aid? Specify 
the number of trained personnel at the factory 


  


1.12 Are lavatory and or washroom facilities, clean, 
well maintained, adequate in number, separated 
by sex, and with relevant privacy? 
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Ethical Audit Report 
 


Picture(s) 


  


  


 


2. Building Safety 
Item 
No 


Requirement Result Comments 


1.13 Are legal construction certificates (building 
structure) available? 


  


1.14 Are all site buildings, including dormitories 
maintained in good condition without posing a 
threat to the health of workers? 


  


 


Picture(s) 


  


  


 


3. Fire Safety 
Item 
No 


Requirement Result Comments 


1.15 Does the factory have adequate unblocked fire 
exits for every factory workshop/floor? 


  


1.16 Has the factory been certified by the local fire 
bureau, and made efforts to comply with 
recommendations from audits? 


  


1.17 Are there an adequate number of fire 
extinguishers and or other fire extinguishing 
systems in each building (including the 
dormitories)?  


  


1.18 Are all fire extinguishing systems (including fire 
hoses) inspected, maintained properly and ready 
to use at all times? 
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Ethical Audit Report 
1.19 Are fire drills conducted regularly?   


1.20 Are there fire alarms on each floor and adequate 
emergency lighting above exits and in working 
order? 


  


1.21 Are there fire/evacuation procedures in place with 
relevant evacuation plans posted in every 
workshop? 


  


1.22 Are smoke detectors/sprinklers installed in all 
workshops/warehouses? 


  


 


Picture(s) 


  


  


 


4. Machines/Installations 
Item 
No 


Requirement Result Comments 


1.23 Does the factory have appropriate 
maintenance/inspections for boilers, elevators, 
pressure vessels and other equipment per local 
regulation? 


  


1.24 Are adequate guarding or devices installed for 
moving/rotating parts of machine, pulleys and 
belts or any other dangerous parts of machines? 


  


1.25 Are all electricians, welding operators and forklift 
drivers and other employees who operate special 
equipment trained and qualified per local 
regulations?  


  


1.26 Are all electrical wires in the facility adequately 
protected? 


  


1.27 Are there appropriate warning signs and written 
instructions for the operators of machinery? 


  







 


 
© 2015 AsiaInspection Limited. 


 
AI-QR-16-01A Page 9 of 23 


 


Ethical Audit Report 
1.28 Do operators of machinery get training about 


safety regulations and operating procedures? 
  


 


Picture(s) 


  


  


 


5. Hazardous Materials 
Item 
No 


Requirement Result Comments 


1.29 Are hazardous materials / chemicals properly 
stored, with relevant container and secondary 
container?  


  


1.30 Does the factory have MSDS and warning / "No 
Smoking" signs for each chemical products? 


  


1.31 Are these materials only accessible to competent 
employees ? 


  


1.32 Are the designated employees properly trained for 
the handling of these hazardous materials ? 


  


 


Picture(s) 


  


  


 


6. Canteen and Dormitories (if Applicable) 
Item 
No 


Requirement Result Comments 


1.33 Are the factory kitchen and canteen clean and 
hygienic with adequate facilities and the required 
permits and certificates, including canteen staff 
health certificate? 
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Ethical Audit Report 
1.34  Are workers’ dormitories separated from 


production's building and/or warehouse? 
  


1.35 Are all exits unblocked and unlocked at all times 
for emergency evacuation in dormitories? 


  


1.36  Are workers free to exit & re-enter dormitory 
freely? Please provide details of any limitations. 


  


1.37 Does each worker have adequate living space? 
Please indicate the space per worker and number 
of workers per room. 


  


1.38  Are the dormitories clean? Are there adequate 
toilets with hand basins available to workers at 
adequate distance at dormitory? Are there 
adequate bathrooms available to workers at 
dormitory? Are sanitary areas clean and hygienic 
with available washing facilities. 


  


1.39 Are there recreation areas for the workers?   


 


Picture(s) 


  


  


 
 
Special Remarks on this section 
 


 


 


Critical NC Major NC Minor NC Score /10 


   /10 
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Ethical Audit Report 
Part 2 Waste Management 


 
1. Legal Authorizations 


Item 
No 


Requirement Result Comments 


2.1 Does factory have a valid Environmental Impact 
Assessment (where applicable)? 


  


2.2 Does factory have a valid Approval Report of 
Environmental Impact Assessment, or relevant 
legal document to start operations? 


  


2.3 Does factory maintain a valid Pollutant Discharge 
Permit or equivalent, where applicable? 


  


 


Picture(s) 


  


  


 
2. Solid and Hazardous Wastes 


Item 
No 


Requirement Result Comments 


2.4 Does factory inventory all solid wastes, including 
kind, sources, and quantities? 


  


2.5 Does factory adequately separate recyclable from 
non-recyclable wastes in workshops/warehouses? 


  


2.6 Can factory prove that they have taken actions to 
reduce/recycle/re-use solid wastes as much as 
possible? 


  


2.7 Does factory inventory all hazardous wastes, 
including kind, sources, and quantities? 


  


2.8 Does factory store hazardous wastes in a relevant 
ways, closed, with control access and ensure it 
cannot spill? 


  


2.9 Is factory able to prove that hazardous wastes 
are transferred to 3rd party with relevant 
certifications, and keep records of wastes 
transfer including quantities? 
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Ethical Audit Report 
Picture(s) 


  


  


 
3. Waste Water, Air Emissions and Noise 


Item 
No 


Requirement Result Comments 


2.10 Does factory inventory all waste water, including 
domestic waste water and industrial waste water, 
with sources and quantities? 


  


2.11 If applicable, is factory able to demonstrate that 
waste water is treated adequately before 
discharge, with relevant equipment and trained 
staff? 


  


2.12 Is factory able to demonstrate that waste water 
at discharge point is meeting the local standards 
requirement (through lab testing reports)? 


  


2.13 When observing waste water discharge point, 
does water seem to have color or odor on audit 
day? 


  


2.14 Does factory inventory all air emissions, with 
sources and identification of treatment needed? 


  


2.15 Is factory able to demonstrate that air quality at 
factory's boundaries is meeting the local 
standards requirement (through lab testing 
reports)? 


  


2.16 On audit day, is there any smell, fog, or dust 
observed by auditor on factory's direct 
environment, linked to factory's activity? 


  


2.17 Is factory able to demonstrate that noise level at 
factory's boundaries is meeting the local standards 
requirement (through lab testing reports)? 


  


 


Picture(s) 


  


  


 
4. Energy and Water reduction 


Item 
No 


Requirement Result Comments 
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Ethical Audit Report 
2.18 Can factory demonstrate that energy use is 


monitored and that actions have been taken to 
reduce energy use? 


  


2.19 Can factory demonstrate that water use is 
monitored and that actions have been taken to 
reduce water use? 


  


 


Picture(s) 


  


  


 
 


Special Remarks on this section 
 


 


 
 


Critical NC Major NC Minor NC Score /10 


   /10 
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Ethical Audit Report 
Part 3 Child Labour 


 
1. Child Labour 


Item 
No 


Requirement Result Comments 


3.1 Does the factory complies with the legal 
minimum age ? Please note the age of the 
youngest worker found.  


  


3.2 Does the factory have effective procedures such 
as verifying suspected young worker documents to 
confirm the correct age of the worker at the time 
of recruitment?  


  


3.3 Does the factory sign contracts with all workers 
and keep copies or records of ID documents of 
workers or similar way to check age? 


  


3.4 Does the factory have understand the 
requirements of laws and regulations on child 
labour and young workers? If so, is there a written 
child labor policy? 


  


 
2. Young Workers 


Item 
No 


Requirement Result Comments 


3.5 Are young workers exempted from hazardous 
work? 


  


3.6 Are young workers exempted from night shift?   


3.7 Are young workers exempted from overtime?   


3.8 Are young workers registered and given annual 
health checks? 


  


 


Picture(s) 


  


  


 


Special Remarks on this section 
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Ethical Audit Report 
 


 


 
 


Critical NC Major NC Minor NC Score /10 


   /10 







 


 
© 2015 AsiaInspection Limited. 


 
AI-QR-16-01A Page 16 of 23 


 


Ethical Audit Report 
Part 4 Working Hours, Wages and Benefits 


 
1. Working Hours 


Item 
No 


Requirement Result Comments 


4.1 Do the working hours of individual workers 
comply with local regulation? Do the working 
hours exceeds the international recommendation 
of 60 hours / week ? 


  


4.2 Do workers have 1 day off within 7 days (or 2 
days off within 14 days where applicable)? 


  


4.3 Does the factory record the working hours of 
individual workers in a reliable manner? 


  


4.4 Are workers given reasonable time for lunch and 
rest breaks? 


  


4.5 Are workers assigned overtime on a voluntary 
basis?                                 


  


4.6 Do workers have legal vacation, national holidays 
and paid leave? 


  


 


Picture(s) 


  


  


 
2. Wages and Benefits 


Item 
No 


Requirement Result Comments 


5.1 Is there any evidence that the legal minimum 
wage is not paid for regular working hours ? 
Please specify 


  


5.2 Are overtime hours paid with legal premium?   


5.3 Does the factory have written employment 
conditions on compensation, compensation 
methods and benefits that is communicated to 
and understood by all workers? 


  


5.4 Is the payment paid at a reasonable and legal 
frequency (monthly), and in a form convenient for 
workers (cash, bank,…)? 


  


5.5 Do workers receive a pay slip to sign that has 
information that will allow them to confirm their 
wages and see all deductions and bonuses? 
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Ethical Audit Report 
5.6 Are deductions fair, reasonable and legal (such as 


social insurance or other tax)?  
  


5.7 Are all workers provided social insurance as per 
local legal requirements? 
If no, please specify what is the percentage of 
employees without social insurance scheme. 


  


5.8 Is maternity and paid leaves paid as per 
regulations? 


  


5.9 If deductions as disciplinary practices are used, are 
they falling under regulatory rules? 


  


 


Picture(s) 


  


  


 


Special Remarks on this section 
 


 


 
 


  


Critical NC Major NC Minor NC Score /10 


   /10 
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Ethical Audit Report 
Part 5 Labour Practices 


 
1. Ability for Workers to be represented towards management 


Item 
No 


Requirement Result Comments 


6.1 If applicable by Local Law, do workers have the 
right  to join or for trade unions and bargain 
collectively, without interference of employer? 


  


6.2 If there is no union, are there fair and effective 
parallel means to resolve grievances of workers 
(workers representatives,…)? 


  


6.3 Is there evidence that workers cannot efficiently 
communicate grievances to management out of 
direct supervisors? 


  


 


Picture(s) 


  


  


 


2. Forced Labour 
Item 
No 


Requirement Result Comments 


7.1 Is there evidence that work is conducted in 
voluntary basis, with no threat of penalty or 
sanctions, and the factory do not use forced, 
bonded or involuntary prison labour? 


  


7.2 Is there evidences that factory do not require 
workers to lodge deposits or original documents 
such as work permits/ID papers, cards, training 
certificates, etc.? 


  


7.3 Are workers free to quit their jobs within the 
legal framework and without debts forcing them 
to continue working for the factory? 


  


7.4 The factory doesn't withhold any part of workers 
salary or benefits in order to force such worker to 
continue working for the factory? 


  


7.5 Are workers allowed to leave the factory 
compound after work at any time and freely 
move about during a shift (attend to hygiene 
etc)? If not, please specify. 


  


 


Picture(s) 


  


  


 
3. Discrimination 
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Ethical Audit Report 
Item 
No 


Requirement Result Comments 


8.1 Is non-discrimination guarantee in term of 
employment, promotion, compensation, welfare, 
dismissal and retirement, etc. within the 
company based on criteria of race, birth, religion, 
national or social origins, sex, family 
responsibilities, marital status, handicap, sexual 
orientation or political opinions? 


  


8.2 The factory doesn't insist on blood tests, 
pregnancy or virginity tests before hiring? 


  


8.3 Is there a written anti-discrimination policy?   


 


Picture(s) 


  


  


 
4. Disciplinary Practices 


Item 
No 


Requirement Result Comments 


9.1 Is mental / physical /sexual coercion forbidden 
and avoided in the factory? If not, please give 
details of the situation. 


  


9.2 Does the factory have documented disciplinary 
rules that are clearly communicated to all 
workers? 


  


9.3 Does the company keep a record of 
fines/disciplinary actions? 


  


9.4 Are the complaint and appeal methods defined 
and proved to be efficient? 


  


 


Picture(s) 


  


  


 
Special Remarks on this section 
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Ethical Audit Report 
 


 


 


Critical NC Major NC Minor NC Score /10 


   /10 
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Ethical Audit Report 


B. Employee’s interview 
 


Interview Nb Dept. Comments* 


1   


2   


3   


4   


5   


6-7-8   


   


   


 
* Comments: 
During the interviews, if any data is found that contradicts findings of Audit Part A (such as: fake birth date or fake date of hire), 
the whole related section in Audit Part A must be scored 0. No details of employees interviews are available in report in order to 
protect employees confidentiality. It can provided upon request 
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Ethical Audit Report 


C. Corrective Action Plan 
 


Item 
No Result Finding/Violation Corrective Action 


Factory 
estimated date 
for Completion 


     


     


     


     


     


     


     


     


     


 
 
Asia Inspection maximum suggested timings for implementation of Corrective Actions are: 
- 7 Days to submit Action Plan + 30 Days to book a follow-up audit for Critical NCs 
- Audit date + 30 days for Major NCs 
- Audit date + 90 days for Minor NCs 
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Ethical Audit Report 
IMPORTANT NOTES 


THE ABOVE RESULT(S) REFLECT(S) ASIAINSPECTION LIMITED’S FINDINGS AT THE TIME AND PLACE OF 
AUDIT.  
WITH REGARD TO THE RANDOM SAMPLE CHARACTER OF THE AUDIT, IT SHOULD BE NOTED THAT 
ADDITIONAL NONCONFORMITIES MAY EXIST, WHICH WERE NOT FOUND DURING THE AUDIT. 
THE AUDITOR'S FINDINGS DO NOT RELIEVE THE AUDITEE OF ITS RESPONSIBILITY TO ENSURE THAT THE 
REQUIREMENTS OF THE STANDARD ARE FULFILLED AND CONSTANTLY ADHERED TO.  


 


Factory Disclaimer 
 


Original signature of the Factory Representative accepting AsiaInspection policy including bribery issues. 


 


Confirmation of Compliance with AI Code of Conduct 
 


Original signature of the Factory Representative confirming that auditor respected AI Code of Conduct. 


 


Corrective Action Plan 
 


Original signature of the Factory Representative agreeing with the Audit Findings and Corrective Action Plan defined. 


 


END 
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A. Introduction 
This guide applies to all vendors shipping merchandise to any Big Lots distribution center in the 


United States. Any questions about the contents of this guide should be directed to the 


appropriate contact listed in Section B. 


 


 


B. Contacts 


 
Import Vendors 


If you have any questions, please contact your agent: 


Manttra Office – logistics@manttra.com 


Optimum Buying Office – office@optimumbuying.com 


United Sourcing Office – merchandising@united-sourcing.com 


 
Domestic Vendors 


If you have any questions, please contact Big Lots: 


Vendor Compliance – vendorcompliancemanager@biglots.com  



mailto:logistics@manttra.com

mailto:office@optimumbuying.com

mailto:merchandising@united-sourcing.com
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C. Master Carton Template 


 


The illustration below shows the layout and required information for all master cartons 


which are not a selling unit. Layouts for master cartons which are also the selling unit 


can be found starting in Section H on p.12. 


 


 
 


Additional Notes: 


- Seasonal Carton Markings and Special Handling Icons should only be used when applicable. 


 


- Adjustments to the carton marking placement may be needed to fit all required data on small or odd-


sized master cartons. Check with your designated contact listed on Page 2 for change authorization. 


 


- The term “Article#” and “SKU#” are interchangeable thus either term may be used. 


 


- Big Lots does not require carton numbers (ex: carton 1 of 100) to be printed on the master cartons. 


However for some country of origins, printing the carton numbers may be a mandatory requirement of 


Customs. In such cases it is acceptable to print the carton numbers on the master carton. Contact 


your agent if you are unsure whether this is needed. 


 


- Domestic EDI Vendors: the GS1-128 label satisfies the labeling requirements for all master carton 


information except Seasonal Carton Markings and Special Handling Icons. Only one GS1-128 label is 


needed per carton. 


 


- Inner Pack cartons must have the Article # and product description on the carton. 
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D. Special Handling Icons 


 


The Special Handling Icons are used to highlight cartons which require extra attention when 


being moved. They should only be used when applicable. The icons should be placed in the 


bottom left corner of the master shipping carton unless otherwise noted. Icons must appear on 


all four sides of the carton and in Pantone 032. Use the matrix on page 5 to determine icon size. 


Artwork in Adobe Illustrator file format is available on the Big Lots web page at 


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


Symbol Name Use Examples 


 


This side up indicator 


When the safety of the 
contents requires the 
carton to be stored or 
stacked in a specific 


direction 


Frames, liquids, mirrors, 
lamps, etc. 


 


Fragile item 


When the carton  
contains glass or some 
other easily breakable 


product 


Glass, ceramics, 
mirrors, any item easily 


breakable 


 


Heavy – Team Lift 
When the carton weighs 
more than 70 lbs. (31.75 


kg) 


Furniture, hardware, 
lawn & garden 


 


No Blades 


When use of sharp 
objects to open carton 
could damage carton 


contents 


Cushions, pillows, 
textiles, clothing 


 
NOTE: PLACE ON TOP 
AND BOTTOM OF BOX 


 


PDQ inside 


When carton contains a 
PDQ shelf-ready 


display; notifies DC 
shipper to not stack 


heavy product on carton 


 


 


Side Kick inside 


When the carton 
contains a Side Kick 
display; notifies DC 
shipper to not stack 


heavy product on carton 


 


 


Floor Display inside 


When the carton 
contains a Floor 


Display; notifies DC 
shipper to not stack 


heavy product on carton 


See page 5 for carton 
mock up example 


 


Notes: 


- Vendors are responsible for making sure that Special Handling Icons are correct prior to 


Big Lots receiving the merchandise in our DCs 


 


- Icons may be printed directly on the carton or printed labels can used 


 


- Vendors must to use opaque cover-up labels on master cartons if the icons are incorrect 



http://www.biglots.com/corporate/vendor-relations/vendor-routing-and-compliance
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Floor Display Layout 
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E. Seasonal Carton Markings - Overview 


 


To make it easier for our stores to identify key seasonal merchandise, we require the following 


seasonal markings on our shipping cartons.  


 


If your merchandise does not fall under one of the seasonal groups listed in Section F and your 


buyer has indicated that this is not part of a seasonal set then you do not need to apply 


seasonal carton markings to your master cartons. Contact your buyer if you are not sure 


whether your merchandise is part of a seasonal set. 


 


Print the seasonal carton markings on the top section of the four side panels of the shipping 


carton. We have supplied seasonal graphics (see Section F) with horizontal orientation for 


seasonal carton markings. Please place the seasonal name on the color stripe so the width fills 


the carton panel. 


 


 
 


For some merchandise (ex: Christmas, Christmas Giftables and Toys), we have a “class 


description” that should appear on a black stripe under the season name. Match the class 


number from the purchase order to the class description (ex: Extension Cords, etc.) found in 


Section G on Page 11 of this document. 
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F. Seasonal Carton Markings - Artwork 


 


Note: Artwork in Adobe Illustrator file format is available on the Big Lots web page at 


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


 


 


 



http://www.biglots.com/corporate/vendor-relations/vendor-routing-and-compliance
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G. Class Descriptions for Seasonal Carton Markings 


 


If one of the below class numbers matches the class number found on the purchase order, then 


add the class description on the black stripe under the seasonal name. 


 


  


Christmas 


 


Class # - Class Description 


11002 – Seasonal Candy 


11404 – Seasonal Food 


17001 – Storage 


25002 – Extension Cords 


27006 – Batteries 


27007 – Batteries 


27008 – Batteries 


34012 – Candles/Candle Holders 


35085 – Christmas Textiles 


36001 – Gift Wrap 


36002 – Lights 


36003 – Crafts/Holiday Baskets 


36004 – Floral/Garland/Wreaths 


36006 – Novelties/Party Goods 


36007 – Outdoor Décor 


36008 – Home Décor 


36009 – Tree Décor 


36011 – Trees 


37007 – Bibs and Onesies 


42501 – Men’s Apparel 


42502 – Ladies Apparel 


42503 – Children’s Apparel 


52003 – Tape 


 


 


 


 


 


 


 


 


 


Christmas Giftable 


 


Class# - Class Description 


11008 – Salty Snacks & Nuts 


11009 – Cookies/Crackers 


12002 – Bath 


34012 – Fragrances 


12004 – Cosmetics 


16001 – Cat Toys 


16003 – Dog Toys 


16004 – Dog Treats 


41001 – Jewelry 


41005 – Slippers 


41007 – Watches 


41008 – Leather Goods 


41011 – Hats/Gloves /Scarves 


 


Lawn and Garden 


 


Class# - Class Description 


25001 – Solar Lights 


 


Toys 


 


Class# - Class Description 


51012 – Dolls 


51013 – Summer Toys 


51014 – Crafts 


51014 – Music 


51015 – Girls Boxed Toys 


51016 – Boys Boxed Toys 


51019 – Preschool 


51021 – Games and Puzzles 


51022 – Cars & Trucks 
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H. Tools Required and/or Tools Provided 
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I. Brown Box With Color Label of Product 


 
This carton layout shows label placement when the master carton is the selling unit. 
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J. Brown Box With Line Art of Product 


 
This carton layout shows label placement when the master carton is the selling unit. 
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K. For Heavy and/or Large Bulk Boxed Items 


 
This carton layout shows label placement when the master carton is the selling unit. 
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L. Color Box 


 
This carton layout shows label placement when the master carton is the selling unit. 
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M. White Box with Wrap-Around Color Label 


 
This carton layout shows label placement when the master carton is the selling unit. 
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N. Furniture Carton Markings For “NEW ITEMS” 
 


To make it easier for our stores to identify NEW furniture items, we are now requiring the words “NEW 


Item” to appear on our shipping cartons. To help you identify when merchandise is a NEW Item, the 


buyer will indicate on the Purchase Order in the Purchase Order Instructions box, by article, that the 


words “NEW Item” need to appear on the master carton. 
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IPDS Instructions

		Instructions for Supplier Completion of Big Lots' IPDS (Quote Sheet)



		Big Lots' Import Product Data Sheet must be completed for a quotation to be considered.

				Initial quotes require the completion of all non-shaded fields on Tab 1.  No purchase orders will be issued with an incomplete document.

				A final version of the IPDS is due at the time that the supplier confirms the purchase order.  ALL tabs must be completed on the final IPDS including information specified in Big Lots' Supplier Manual.  Delete IPDS instructions tab before submitting.



		Tab 1 - Import Product Data Sheet - Complete information REQUIRED for ALL quotes and Final IPDS.

		1		Fill in Big Lots' Department Number and Buyer Name from Sourcing Request or by requesting information from Agent.  Dept Number must be entered.

		2		Fill in Country of Origin based on location where item will be manufactured.

		3		Choose FOB Point from drop down menu.

		4		Choose Rate Type from drop down menu.  Depending on FOB Point and whether the product is Food, certain rates might not be applicable:  
FCL - 40' Rate - 40 ft. Full Container Load (FCL); also used for 40HC or 45' containers
FCL - 20' Rate - 20 ft. Full Container Load (FCL); may only be selected if a 40' container weighs out
LCL - Less Than Container Load (for consolidation); NOTE: Food cannot ship LCL.
DCL 40' or DCL 20' (Deconsolidation)
Reefer (Direct): Refrigerated Shipment Direct to DCs
Reefer (DCL): Refrigerated Shipment to Deconsolidation

-If the quantity for any DC exceeds a full container, the 40' rate must be selected. 
-If the anticipated quantity is not sufficient for a FCL shipment, then LCL or DCL rates must be selected.  
-If a Rate Type is selected and 'No Rates' displays in the Freight Rate field, there is no service available from the selected port.

		5		Choose Product Type (food or non-food).  There is an additional cost for food shipments included due to costs incurred in the US.

		6		Original Date is date of first submission in response to Sourcing Request.  Revised Date is date revised IPDS is submitted.  Final Date is date Final IPDS is submitted at time of purchase order confirmation.

		7		Fill in Big Lots' Agent Name, if applicable.

		8		Select Payment Terms.  Big Lots' standard is Wire Transfer plus 60 days from Forwarder's Cargo Receipt (FCR) date.

		9		Fill in Big Lots' Supplier # and all Supplier Contact information.

		10		Fill in Supplier Email Address in which to send the Purchase Order

		11		Manufacturer Name, Address and Contact fields must be specific for the factory that produces the item.  Complete contact information is required.

		12		Dimensions: Can either use US Standard (inches/pounds) OR Metric (centimeters/kilograms) dimensions.  Calculations will default to US standard when applicable.

Fill in numerical values only for dimensions (e.g. 30, not 30"):  Fill in numerical values only for dimensions (e.g. 30, not 30"):  Master Pack Dimensions are for the shipping carton from the supplier to Big Lots DC.  Inner Pack Dimensions are for smaller pre-packs (carton, combo unit, etc.) within the Master Pack, if applicable, as it would be shipped from Big Lots DC to the Store.  Selling Unit Dimensions are for the individual item outside of any display packaging and fully assembled for sale to the customer.    The "Check if Pallet Shipment" highlighed in yellow must be checked if this is how the product will be shipped.  If checked, the Pieces per Pallet and Pallets per Container will be highlighted below to be completed.  Please note that all of the other item specifications (master carton cube, master pack, etc.) must be filled out in addition to pallet information for a rate to calculate, and Big Lots' Pallet Approval Process must be followed.

		13		Specify Production Time in Days to manufacture quoted item.

		14		Specify Price Quoted until (Order Date) and For shipment before (Ship Date).

		15		Main Description is the name of the item (e.g. 23" Jingle Bell Door Hanger - Assortment of 2; Water-filled Jumprope)

		16		In the Detailed Description field, provide a complete description of the item including how it works, for what purpose, and specifications of all components of the quoted item including but not limited to: Dimensions of each piece; Finishes; Color; Package Contents; Assortment Details; MOQ, Visual Uniqueness, etc

		17		When applicable, fill in Material Composition, Gauge, Weight, GSM Weight, Fiber Content, and Thread Count.  Please be as descriptive as possible to aid in classifying and testing the product.  State the exact type of material(s) used in the product.  For example, if the product is made of iron metal, specify "iron", not "metal".

		18		Supplier Mfg # is the supplier's model or style number.

		19		If the item was previously purchased by Big Lots, enter the most recent Big Lots Article number in the Big Lots Article # field.  For new items, the Big Lots Article number from the purchase order must be entered in this field on the Final IPDS.

		20		Fill in either EAN or UPC

		21		Enter the number of pieces contained in the shipping carton in the Carton Master Pack field.  If applicable, enter the number of pieces in Inner Pack field.  NOTE: For Non-Combo Items: Master Pack (Pcs) is the total number of sellable units in a master carton.  For Combo Items: Master Pack (Pcs) is the number of shippable cartons inside (Complete Combo Article Breakdown tab for detailed breakdown)

		22		Cubic Feet are calculated from Master Pack Dimensions.  Do not enter a value in this field.

		23		If product is shipping on pallets, the Check if Pallet Shipment must be checked above.  The number of Pieces per Pallet should indicate how many pieces are shipping on the pallet.  The Pallets per Container should indicate how many pallets will fit in the container size (Rate Type) that was selected.  Please make sure that weight is considered if the shipment is heavy, as the number of pallets that can physically fit might be more than the weight limits.  (20' container = 38,940 lbs; 40' = 43.890 lbs; DCL 40' or 20' = 47,000 lbs.)

		24		If the Buyer has requested for the item to be shipped in a PDQ (shelf display unit), select the PDQ Type from the dropdown menu. If the requested PDQ is not found in the dropdown menu, use the Notes for PDQ Job Ticket field to provide detailed information on the PDQ.

		25		Check Box(es) as appropriate for Proposition 65 and ISTA Transit Testing:
- Prop 65: Check any boxes that apply to product.
- ISTA: Check box to conifrm, if required, that product will pass ISTA testing to ensure that merchandise will transit with no damages.  The current Big Lots' Supplier Manual lists merchandise categories for which ISTA testing is required.  Big Lots' agents also have the most current list.                                                                                                                                                                                                                                                                                                         

		26		Packaging Specifications:  Select Package Type from the drop down menu.  Select Brand Name from the drop down menu of Big Lots' captive brands, if applicable.  Check EAS Source Tagging Required, if applicable.  Enter Other Packaging Notes as needed such as packaging materials, placement of hang tag, etc.

		27		Populate HTS Code (Tariff #), Duty %, and Quota Category.  Check if Check if US Anti-Dumping Duty is applicable is applicable.  Select 'yes' or 'no' from dropdown menu for GSP Eligible.  If 'yes' is selected, supplier must comply with GSP requirements as defined in Big Lots supplier manual.  Populate the Defective Allowance (DA) percentage required by the buyer based on the historical defective percentage of the category.  Freight Rate / Cubic Foot calculates automatically from the selections made in the FOB Point and Rate Type fields and cannot be entered manually.

		28		The Max Cntr Pcs is estimated based on the cube of the product for the various container sizes: 20', 40', 40H, 45', 20' Reefer, and 40' Reefer.  
- If the container will weigh out before cubing out, then the default maximum will be based on the weight.  
- If pallets are selected, it will be based on the pieces per pallet x pallets per container as input.
- NOTE: While this is auto populated, please review and overwrite if needed, as it could vary based on the size and shape of the master cartons.

		29		Container Weight is the calculated weight of a full container.  This is calculated by taking the number of master cartons times the weight of the master carton.   If the weight of a 40' container is over 43,890 lbs (47,000 lbs for DCL 40') then the container should be considered as "weighing out". For a 20' container the weight cannot exceed 38,940 lbs (47,000 lbs for DCL 20') and can only be used with the approval from Big Lots.  If the weight exceeds the maximum for that container size (depending on whether DCL Rate Type is selected), the weight will be highlighed in red.

		30		Select Currency and fill in FOB Cost per piece in selected currency.

		31		Some duty rates are on a per piece basis vs. a percentage of first cost.  If per piece duty applies, please input the duty in the Other Duty field.

		32		Insert Photo of item in space provided in bottom right of IPDS sheet.  Image must be supplier's photo of supplier's sample.  Do not reuse the photo provided in the Sourcing Request.



		Tab 2 - Article Cost Breakdown - Complete information REQUIRED for Final IPDS ONLY

				Fill in all non-shaded fields as indicated in the tab instructions



		Tab 3 - Combo Article Breakdown - Complete information REQUIRED for Final IPDS ONLY if the item is being purchased as a Combo Article

				Fill in all non-shaded fields as indicated in the tab instructions

				NOTE: A Combo Article is one that contains other Articles as part of it (i.e. purchasing unit is one Article, but sellable units at stores are different Article). 



		Tab 4 - Features & Benefits - Complete information REQUIRED for Final IPDS.

				Fill in details on product features and benefits that are appropriate for display package and advertising. 



		Tab 5 - Food Tab Compliance Data - Complete information REQUIRED for Final IPDS.

				Must be filled in for food quotations



		Tab 6 - Food Labeling Guide - Used as REFERENCE



		Tab 7 - PDQ Instructions - Used as REFERENCE



		Electronic File Naming Protocol:

		1		Electronic file for initial quotes must be saved as Description_Item #_Date_IPDS version # (For example:  Hand mixer_9876_09.03.31_v4.6).

		2		For initial quotes, multiple tabs within a file may be used for variations of an item or for similar items within a group (e.g. file for 'small electrics' with tabs for 'hand mixer', 'toaster', 'can opener').  Individual tabs within a file must be named with a descriptor (e.g. hand mixer, can opener, toaster) if there are multiple tabs.

		3		Electronic file for final IPDS sheets (post purchase order) must be saved as Article#_Item #_Description_Date_IPDS version # (For example:  123456789_1234_Hand mixer_09.03.31_v4.0).  One file per Article.
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1-Import Product Data Sheet

				IPDS 10.4		EFFECTIVE DATE: April 4, 2016														Revised Apr 2016		Original Date														PortNum		Reg		PORT		40' Rate		20' Rate		LCL		DCL 40'		DCL 20'		Reefer (Direct)		Reefer (DCL)		LC Port		Food (FDA) Load		Dept Except. Load				RateNum		Rate Type Options		RateTypes		Max Weight		Container Cubic Feet		DeptExcepts				PDQ_List (Last Update March 2016)				Brand Vend #  (Last Update 7/2015)		Vend Name		0				Select Payment Terms								Currency
(last update March 2016)		ConvRatio		Curr_Selected		Conv_Ratio				Package_Type  (Last Update March 2016)				Brand (Last Update March 2016)

		Department		Buyer		Country of Origin				FOB Point						Rate Type				Product Type		Revised Date														29		ASIA		China, Yantian/Shenzhen/Shekou/Chiwan		$2.92		$4.53		$2.92		$3.63		$5.08		$4.47		$5.08		N		$0.07		-$0.10		Selection		1		FCL - 40'/40H/45'		FCL - 40'/40H/45'		43,890		2,000		210								3890		AMLOID						WT + 60 DAYS (USD)				Yes		1						2		1.00

																						Final Date														1		SA		Argentina, Buenos Aires		$1.79		$2.91		No Rates		$2.82		$3.51		$3.34		$4.27		N		$0.07		-$0.10				2		FCL - 20'		FCL - 20'		38,940		1,000		360				FPLD – Full Palette Display				5000000		AMLOID						WT + 60 DAYS (EURO)				No		2		USD - US Dollar		1.000								ABL – Acetate Box with Label				AMERICAN KENNEL CLUB SELECT

																																				2		OCE		Australia, Melbourne		$3.18		$4.40		No Rates		$4.17		$5.08		No Rates		No Rates		N		$0.07		-$0.10				3		LCL		LCL		43,890		2,000		608

Parker, Jameson: $.14 per CFT - formula in Dept Exception below
				GDSP – Gravity Drop Side Panel				674680		AMLOID S. DE R.L.        						WT + 60 DAYS (GBP)						3		EURO - Euro		1.111								ABNI – Acetate Box No Insert				APRIMA

		Agent Name						Payment Terms		Select Payment Terms						Shaded Areas for Big Lots Internal Use Only						US Standard (in/lb)						Metric (cm/kg)								3		OCE		Australia, Sydney		$3.18		$4.40		No Rates		$4.17		$5.08		No Rates		No Rates		N		$0.07		-$0.10				4		DCL 40'		DCL 40'		47,500		2,000		610

Parker, Jameson: $.14 per CFT - formula in Dept Exception below
				HPLDB – Half Palette Dump Bin				1002589		APPLICA						WT + 60 DAYS (SEK)						4		GBP - UK Pound		1.458								ACCB – Acetate Cover Color Box				ARCTIC TRAIL

		Supplier #						Supplier Email Address to send PO												NOTE: Can enter either US Standard OR Metric		Mstr (in/lb)		Inner (in/lb)		Sell U (in/lb)		Mstr (cm/kg)		Inner (cm/kg)		Sell U (cm/kg)				4		ASIA		Bangladesh		$3.49		$5.44		No Rates		$4.20		$5.99		No Rates		No Rates		N		$0.07		-$0.10				5		DCL 20'		DCL 20'		47,500		1,000		612

Parker, Jameson: $.14 per CFT - formula in Dept Exception below
				HPLFLR – Half Palette Floor Display				5000713		APPLICA												5		SEK - Swedish Kronor		0.119								BBCL – Brown Box with Color Label				B*LOVED

		Supplier Name						Manufacturer Name												Length																5		EUR		Belgium, Antwerp		$1.88		$2.87		No Rates		$2.27		$2.86		$3.43		$3.72		N		$0.07		-$0.10				6		Reefer (Direct)		Reefer (Direct)		43,890		2,000		

Parker, Jameson: $.14 per CFT - formula in Dept Exception below
				PARTSP – Partitioned Side Panel				1006204		ARTISTIC STUDIOS LTD.												6		MAD - Moroccan Dirham		0.118								BBL – Brown Box line art				BIG LOTS

		Supplier Address						Manufacturer Address												Width																6		SA		Brazil, Itajai		$1.87		$3.04		No Rates		$2.82		$3.67		$3.42		$4.27		N		$0.07		-$0.10				7		Reefer (DCL)		Reefer (DCL)		43,890		2,000						PARTSP-HD – Partitioned Side Panel Heavy Duty				576270		ASHLEY FURNITURE         												7		DKK - Danish Kroner		0.179								BC – Blister or Backer Card				CLIMATE KEEPER

																				Height																7		SA		Brazil, Pecem 		$2.59		$4.40		No Rates		$3.24		$4.17		No Rates		No Rates		N		$0.07		-$0.10																		PDQ-12-RFP – 12 inch w reinforced Front Panel				1006813		BALL, BOUNCE AND SPORT   												8		CAD - Canadian Dollar		0.947								BHCWH – Boxed Header card with hanger				FRESH FINDS

		City/Country						City/Country												Weight																8		SA		Brazil, Rio Grande Do Sol		$2.13		$3.45		No Rates		$3.12		$3.98		$3.68		$4.57		N		$0.07		-$0.10				Food Option														PDQ-12-RFP+C – 12 inch w reinforced Front Panel plus Cover				1010081		BANDAI CREATION DIV				LC Port		N																		BS – Back stamp				GAME DAY GEAR

		Phone/Fax						Phone/Fax																												9		SA		Brazil, Santos 		$2.19		$3.55		No Rates		$3.15		$4.03		$3.74		$4.60		N		$0.07		-$0.10				FoodSeq		RateType												PDQ-12-RFSP – 12 inch w reinforced Front and Side Panel				1006053		BIDDEFORD BLANKETS       																								BWCL – Bulk with Color Label				GREAT GATHERINGS

		Email Address						Email Address												Production Time in Days																10		SA		Brazil, Sao Francisco Do Sul		$1.88		$3.05		No Rates		$3.06		$3.89		$3.43		$4.51		N		$0.07		-$0.10				1		Non-Food												PDQ-12-RFSP-BND – 12 inch w reinforced Front and Side Panel For Binder				350010		CAMBRIDGE SILVERSMITHS   																								BWL – Black and White Label				IFLAVOR

		Contact Name						Contact Name												Price Quoted until (Order Date)																11		EUR		Bulgaria, Varna		$2.19		$3.36		No Rates		$2.57		$3.35		$3.74		$4.02		N		$0.07		-$0.10				2		Food						FALSE		Combo Checked				PDQ-12-RFSP-BND+C – 12 inch w reinforced Front and Side Panel For Binder plus Cover				191730		CARDINAL INDUSTRIES      																								BWLR – Black and white label with retail				JUST HOME

		Mobile Number						Mobile Number												For shipment before (Ship Date)																12		ASIA		Cambodia, Phnom Penh		$3.14		$4.88		No Rates		$3.85		$5.43		No Rates		No Rates		N		$0.07		-$0.10																		PDQ-12-RFSP+C – 12 inch w reinforced Front and Side Panel plus Cover				1007293		CEPIA LLC																								CB – Color Box				LIVING COLORS

																																				13		ASIA		Cambodia, Sihanoukville		$3.14		$4.88		No Rates		$3.85		$5.43		$4.69		$5.30		N		$0.07		-$0.10						Port 		China, Yantian/Shenzhen/Shekou/Chiwan				29		PortSeq				PDQ-12-RHWFP – 12 inch w reinforced High Wall Front Panel				1006912		CHANCE PRODUCTIONS INC   																								CBW – Color Box with Window				MASTERCUISINE

		Main Description														PDQ Information						Packaging Specifications														14		SA		Chile, San Antonio 		$2.13		$3.46		No Rates		$3.37		$4.38		$3.68		$4.82		N		$0.07		-$0.10						RateType		FCL - 40'/40H/45'				1		RateSeq				PDQ-12-RHWFP+C – 12 inch w reinforced High Wall Front Panel plus Cover				1007330		CHAR-BROIL               																								CL – Color label				PET LUV

		Detailed Description: List in detail, (by component if applicable) the product specifications including but not limited to: Dimensions of each piece; Finishes; Color; Package Contents; Assortment Details; MOQ, Visual Uniqueness, etc														PDQ Type						Package Type														15		SA		Chile, Valparaiso 		$2.64		$4.28		No Rates		$3.77		$5.02		No Rates		No Rates		N		$0.07		-$0.10						Food Option		Non-Food				1		FoodSeq				PDQ-12-STK – 12 inch PDQ Stackable				115400		CON AIR																								CLG – Clings				PLAY ZONE

																						Brand Name														16		ASIA		China, Dalian		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						Base Freight		$2.92										PDQ-12-STK+C – 12 inch PDQ Stackable plus Cover				1004798		CONAIR- ALLEGRO DIVISION																								CLO – Clothing Label Logo				SHOP BASICS

		Material Composition														Notes for PDQ Job Ticket																				17		ASIA		China, Fuzhou		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						Pallet Ratio		1.00				FALSE		Pallet Checked				PDQ-24-RFP – 24 inch w reinforced Front Panel				1007335		CUISINART																								CLR – Color Label with Retail				SOUND BODY

		Gauge				GSM Weight				Thread Count												Other packaging notes:														18		ASIA		China, Huangpu		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						Revised Freight		$2.92										PDQ-24-RFP+C – 24 inch w reinforced Front Panel plus Cover				1006483		DAWSON FURNITURE CO INC  																								CP – Corner Protector				STRATOLOUNGER

		Weight				Fiber Content																														19		ASIA		China, Nanjing		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						Dept Execption		$0.00						DeptExceptRateDiff				PDQ-24-RFSP – 24 inch w reinforced Front and Side Panel				4000601		DIGITAL BLUE																								CS – Clam Shell				STRATFORD

		Supplier Mfg #		Big Lots Article #		UPC #		Carton Master Pk (Pieces)		Carton Inner Pk (Pieces)		Carton Cube (cubic feet)		Pieces per Pallet		Pallets per Container		California Proposition 65 Compliance:																		20		ASIA		China, Nansha/Guangzhou		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						Food (FDA)		$0.00		Non-Food		ASIA		Region				PDQ-24-RFSP-BND – 24 inch w reinforced Front and Side Panel For Binder				735930		FARBERWARE & STONEWARE																								CTI – Candle Top Insert				WILSON & FISHER

												0.00																								21		ASIA		China, Nantong		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						New Freight		$2.92										PDQ-24-RFSP-BND+C – 24 inch w reinforced Front and Side Panel For Binder plus Cover				1010263		FASHION ANGELS																								DBC – Double Blister Card				WINTER WONDER LANE

						EAN #		Select Currency				FOB Cost per piece in selected currency																								22		ASIA		China, Ningbo		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10												Pallets						PDQ-24-RFSP+C – 24 inch w reinforced Front and Side Panel plus Cover				1010145		FIRST ACT																								DCC – Die Cut Card

														Place Photo of Individual Product and Display Case (PDQ) below																						23		ASIA		China, Qingdao		$2.98		$4.62		$3.00		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						Case Cube (cft)		0.00				2,000		Cube for Container Selected				PDQ-24-RHWFP – 24 inch w reinforced High Wall Front Panel				670820		FISHER PRICE BRANDS      																								FHT – Folded Hang Tag

		HTS Code (Tariff #)						FOB Cost per piece (USD)				$0.00																								24		ASIA		China, Shanghai		$2.98		$4.62		$3.00		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10						Case Weight (lbs)		0.00				ERROR:#DIV/0!		Est Pieces / Floor Load				PDQ-24-RHWFP+C – 24 inch w reinforced High Wall Front Panel plus Cover				917029		FISHER PRICE BRANDS      																								GT – Gift Tag

		Duty %						Duty		$0.00		All Pricing to Two Decimal Places																								25		ASIA		China, Shantou		$3.17		$4.93		No Rates		$3.88		$5.48		$4.72		$5.33		N		$0.07		-$0.10												0		Pieces Per Container				PDQ-24-STK – 24 inch Stackable PDQ				1002401		FISHER PRICE BRANDS      																								HC – Header Card

		Freight Rate / Cubic Ft		$2.92				Other Duty																												26		ASIA		China, Wuhan		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10												ERROR:#DIV/0!		Pallet Ratio				PDQ-24-STK+C – 24 inch Stackable PDQ plus Cover				1008671		FISHER PRICE BRANDS      																								HCWH – Header Card with Hanger

		Quota Category						Freight		$0.00																										27		ASIA		China, Xiamen		$2.98		$4.62		$3.00		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10																		PDQ-6-RFP – 6 inch w reinforced Front Panel				5000200		FISHER PRICE BRANDS      																								HT – Hang Tag

		GSP Eligible						Subtotal (ZWIV)		$0.00																										28		ASIA		China, Xingang/Tianjin		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10																		PDQ-6-RFP+C – 6 inch w reinforced Front Panel plus Cover				1004823		FLYING COLORS            																								HTL – Heat Transfer Label

		Defective (DA) %						Import Load		$0.00																										29		ASIA		China, Yantian/Shenzhen/Shekou/Chiwan		$2.92		$4.53		$2.92		$3.63		$5.08		$4.47		$5.08		N		$0.07		-$0.10																		PDQ-6-RFSP – 6 inch w reinforced Front and Side Panel				679120		GEMMY INDUSTRIES INC.    																								I – Insert

		Class						Defective (DA) %		$0.00																										30		ASIA		China, Zhongshan		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10																		PDQ-6-RFSP+C – 6 inch w reinforced Front and Side Panel plus Cover				1007283		GIDDY UP LLC             																								PBH – Polybag with Header

		Subclass						Total Additional Cost				$0.00																								31		ASIA		China, Zhuhai		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10										N		DCL						PDQ-6-RHWFP – 6 inch w reinforced High Wall Front Panel 				1005550		GROUPE SEB		11/5/13																						PBI – Polybag with Insert

								Estimated Landed Cost				$0.00																								32		SA		Colombia, Barranquilla		$1.79		$2.90		No Rates		$3.13		$4.00		$3.34		$4.58		N		$0.07		-$0.10																		PDQ-6-RHWFP+C – 6 inch w reinforced High Wall Front Panel plus Cover				1010379		GROW N UP																								PBWH – Polybag with Hanger

		Calculated fill- supplier must verify		Max Cntr Pcs		Cntr Weight (lbs)		Retail (USD)																												33		SA		Colombia, Buenaventura		$1.79		$2.90		No Rates		$3.13		$4.00		$3.34		$4.58		N		$0.07		-$0.10						**Used for shading when max weight is exceeded												PDQ-APRM – Mens Softline Apparel PDQ				227610		HASBRO INC																								PP – Printed Polybag

		20' Cntr Qty (pcs)				0		IMU %				0.00%																								34		EUR		Denmark, Aarhus		$2.17		$3.33		No Rates		$2.66		$3.50		$3.72		$4.11		N		$0.07		-$0.10						MAX WEIGHT		Direct		DCL		Selection						PDQ-APRM+C – Mens Softline Apparel PDQ plus Cover				643440		HASBRO TOY GROUP         																								PPH – Printed Polybag with Header

		40' Cntr Qty (pcs)				0																														35		EUR		Denmark, Copenhagen		$1.90		$2.89		No Rates		$2.32		$2.95		$3.45		$3.77		N		$0.07		-$0.10						20' Cntr Qty (pcs)		38,940		47,000		38,940						PDQ-APRW – Womens Softline Apparel PDQ				911868		HASBRO TOY GROUP DIRECT IMPORTS																								PS – Printed Sleeve

		40H Cntr Qty (pcs)				0		Reminder: Supplier  is responsible for correct master/inner pack, carton cube, and all other key information.  Chargebacks for violations could apply.																												36		SA		Dominican Republic, Caucedo 		$1.63		$2.66		No Rates		$2.78		$3.44		$3.18		$4.23		N		$0.07		-$0.10						40' Cntr Qty (pcs)		43,890		47,000		43,890						PDQ-APRW+C – Womens Softline Apparel PDQ plus Cover				5000179		HASBRO TOY GROUP DIRECT IMPORTS																								PSH – Printed Sleeve with Header

		45' Cntr Qty (pcs)				0																														37		EUR		Egypt, Alexandria		$2.41		$3.71		No Rates		$2.47		$3.19		$3.96		$3.92		N		$0.07		-$0.10						40H Cntr Qty (pcs)		43,890		47,000		43,890						PDQ-DT – Display Tray				1004732		HAUCK HONG KONG LTD      																								RPF – Removable perf

		20' Reefer Qty (pcs)				0																														38		EUR		Egypt, Port Said		$2.50		$3.86		No Rates		$2.47		$3.19		$4.05		$3.92		N		$0.07		-$0.10						45' Cntr Qty (pcs)		43,890		47,000		43,890						PDQ-DT+C – Display Tray plus Cover				5000272		HAUCK HONG KONG LTD      																								SC – Slide Card

		40' Reefer Qty (pcs)				0																														39		EUR		France, Le Havre		$1.90		$2.89		No Rates		$2.23		$2.81		$3.45		$3.68		N		$0.07		-$0.10						20' Reefer Qty (pcs)		38,940		47,000		38,940						PDQ-FLR – PDQ Floor Display				934487		HAUCK HONG KONG LTD      																								SIL – sewn in label

																																				40		EUR		Germany, Bremerhaven		$1.91		$2.91		No Rates		$2.28		$2.88		$3.46		$3.73		N		$0.07		-$0.10						40' Reefer Qty (pcs)		43,890		47,000		43,890						PDQ-RFP – Other Size w reinforced Front Panel				1004374		HIT ENTERTAINMENT (TECHNICAL CHEMICAL)																								SWL – Shrink Wrap with Label

		Supplier  warrants that all information contained on this form is correct.  If the information (ie. dates, cube, duty, etc.) is incorrect, supplier will pay any increase in landed cost caused by incorrect information.  Supplier further warrants that the goods comply with all legal and regulatory requirements, including those governing intellectual property and those to insure the safety of the goods.  Buyer shall have the right to deduct any monies due to it from supplier from any amounts due from buyer to supplier  Supplier, by sending this form to the buyer, agrees to the foregoing and shall indemnify, defend (at buyer's option) and hold harmless buyer and its affiliates from all liabilities, costs and claims arising from supplier's breach of these terms.																																		41		EUR		Greece, Piraeus		$1.95		$2.98		No Rates		$2.26		$2.85		$3.50		$3.71		N		$0.07		-$0.10																		PDQ-RFP+C – Other Size w reinforced Front Panel plus Cover				751000		HOLMES                   																								SWPT – Shrink Wrap with Printed Tray

																																				42		EUR		Greece, Thessaloniki		$1.96		$2.99		No Rates		$2.27		$2.87		$3.51		$3.72		N		$0.07		-$0.10																		PDQ-RFS+C – Other Size w reinforced Front and Side Panel plus Cover				644370		HOMEDICS																								TOC – Tie On Card

																																				43		SA		Guatemala, Puerto Barrios 		$2.34		$3.79		No Rates		$3.21		$4.13		$3.89		$4.66		N		$0.07		-$0.10						Cnt		Max Cube		Max Cases		Max Pcs		Weight Adj Max Pieces				PDQ-RFSP – Other Size w reinforced Front and Side Panel				345290		INTEX DEVELOPMENT COMPANY																								UC – U Card

																																				44		SA		Guatemala, Santo Tomas De Castilla		$2.19		$3.55		No Rates		$3.02		$3.82		$3.74		$4.47		N		$0.07		-$0.10						20'		1,050		ERROR:#DIV/0!		ERROR:#DIV/0!						PDQ-RFSP+C – Other Size w reinforced Front and Side Panel plus Cover				1006610		INTEX DEVELOPMENT COMPANY																								WACC – Wraparound Color Card

																																				45		ASIA		Hong Kong		$2.92		$4.53		No Rates		$3.63		$5.08		$4.47		$5.08		N		$0.07		-$0.10						40'		2,300		ERROR:#DIV/0!		ERROR:#DIV/0!						PDQ-RHWFP – Other Size w reinforced High Wall Front Panel				1008612		INTEX DEVELOPMENT COMPANY																								WACL – Wraparound Color Label

																																				46		ISC		India, Chennai/Madras		$2.94		$4.56		No Rates		$3.65		$5.11		No Rates		No Rates		Y		$0.07		-$0.10						40H		2,600		ERROR:#DIV/0!		ERROR:#DIV/0!						PDQ-RHWFP+C – Other Size w reinforced High Wall Front Panel plus Cover				5000231		JAKKS HK LTD             																								WBCL – White Box with Color Label

																																				47		ISC		India, Cochin		$3.09		$4.80		No Rates		$3.80		$5.35		No Rates		No Rates		Y		$0.07		-$0.10						45'		2,900		ERROR:#DIV/0!		ERROR:#DIV/0!						PDQ-SILVER – Silver Holiday Jewelry Displays				1000614		JAKKS HK LTD             

																																				48		ISC		India, Mundra		$2.89		$4.48		No Rates		$3.60		$5.03		No Rates		No Rates		Y		$0.07		-$0.10						20' Rf		900		ERROR:#DIV/0!		ERROR:#DIV/0!						PDQ-SILVER+C – Silver Holiday Jewelry Displays plus Cover				1006706		JAKKS PACIFIC

																																				49		ISC		India, Nhava Sheva / Mumbai		$2.86		$4.43		$2.94		$3.57		$4.98		No Rates		No Rates		Y		$0.07		-$0.10						40' Rf		2,100		ERROR:#DIV/0!		ERROR:#DIV/0!						PDQ-SS – PDQ Stair Stepper				606460		JAKKS PACIFIC HK LIMITED 

																																				50		ISC		India, Pipava		$3.09		$4.80		No Rates		$3.80		$5.35		No Rates		No Rates		Y		$0.07		-$0.10																		PDQ-STK – Other Size Stackable PDQ				5000231		JAKKS PACIFIC HK LIMITED 

																																				51		ISC		India, Tuticorin		$2.94		$4.56		No Rates		$3.65		$5.11		No Rates		No Rates		Y		$0.07		-$0.10																		PDQ-STK+C – Other Size Stackable PDQ plus COVER				724390		JASCO                    

																																				52		ASIA		Indonesia, Jakarta		$3.00		$4.66		No Rates		$3.71		$5.21		$4.55		$5.16		N		$0.07		-$0.10																		PSP – Peg side panel				1004011		JAZWARES INC             

																																				53		ASIA		Indonesia, Semarang		$3.00		$4.66		No Rates		$3.71		$5.21		$4.55		$5.16		N		$0.07		-$0.10																		PSP-HD – Peg side panel Heavy Duty				5000300		JAZWARES INC             

																																				54		ASIA		Indonesia, Surabaya		$3.00		$4.66		No Rates		$3.71		$5.21		$4.55		$5.16		N		$0.07		-$0.10																		QPFLR – Quarter Palette Floor Display				1005485		JP PRODUCTS, L.C.        

																																				55		EUR		Ireland, Belfast		$2.31		$3.56		No Rates		$2.62		$4.24		$3.86		$4.07		N		$0.07		-$0.10																		QPLDB – Quarter Palette Dump Bin				4000482		JUST PLAY

																																				56		EUR		Ireland, Dublin		$2.08		$3.18		No Rates		$2.46		$4.76		$3.63		$3.91		N		$0.07		-$0.10																		SSP – Shelf Side Panel				5001484		JUST PLAY LLC

																																				57		EUR		Israel, Haifa		$1.91		$2.92		No Rates		$2.15		$2.67		$3.46		$3.60		N		$0.07		-$0.10																		SSP-CAL-HD – Shelf Side Panel Calendar Heavy Duty				1009120		KIDS ONLY TOYS LTD       

																																				58		EUR		Italy, Genoa		$1.78		$2.71		No Rates		$2.12		$2.63		$3.33		$3.57		N		$0.07		-$0.10																		SSP-HD – Shelf Side Panel Heavy Duty				1007797		KIDS STATION TOYS INTL   

																																				59		EUR		Italy, Gioia Tauro		$2.06		$3.16		No Rates		$2.27		$2.87		$3.61		$3.72		N		$0.07		-$0.10																						45060		KRACO ENTERPRISES        

																																				60		EUR		Italy, La Spezia		$2.09		$3.19		No Rates		$2.35		$2.99		$3.64		$3.80		N		$0.07		-$0.10																						641550		LIFETIME HOAN CORPORATION

																																				61		EUR		Italy, Naples		$1.99		$3.04		No Rates		$2.35		$2.99		$3.54		$3.80		N		$0.07		-$0.10																						1006535		L'IMAGE HOME PRODUCTS INC

																																				62		EUR		Italy, Palermo		$2.05		$3.14		No Rates		$2.36		$3.01		$3.60		$3.81		N		$0.07		-$0.10																						486590		MAISTO DOMESTIC          

																																				63		EUR		Italy, Salerno		$2.14		$3.28		No Rates		$2.35		$2.99		$3.69		$3.80		N		$0.07		-$0.10																						99530		MATTEL BRANDS            

																																				64		ASIA		Korea, Pusan		$2.84		$4.40		No Rates		$3.55		$4.95		$4.39		$5.00		N		$0.07		-$0.10																						918114		MATTEL BRANDS            

																																				65		EUR		Lithuania, Klaipeda		$2.21		$3.38		No Rates		$2.50		$3.23		$3.76		$3.95		N		$0.07		-$0.10																						5000207		MATTEL BRANDS            

																																				66		ASIA		Malaysia, Pasir Gudang		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10																						5000292		MATTEL SALES GROUP

																																				67		ASIA		Malaysia, Penang		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10																						162560		MATTEL TOYS

																																				68		ASIA		Malaysia, Port Klang		$2.98		$4.62		No Rates		$3.69		$5.17		$4.53		$5.14		N		$0.07		-$0.10																						1002136		MAY CHEONG

																																				69		EUR		Morocco, Casablanca		$2.33		$3.58		No Rates		$2.36		$3.01		$3.88		$3.81		N		$0.07		-$0.10																						1007394		MEGA BRANDS AMERICA INC  

																																				70		EUR		Netherlands, Rotterdam		$1.91		$2.92		No Rates		$2.25		$2.84		$3.46		$3.70		N		$0.07		-$0.10																						309490		MEGA BRANDS AMERICAN     

																																				71		ISC		Pakistan, Karachi		$2.94		$4.56		No Rates		$3.65		$5.11		No Rates		No Rates		Y		$0.07		-$0.10																						1002388		MEYER  CORPORATION

																																				72		ISC		Pakistan, Port Qasim		$2.99		$4.64		No Rates		$3.70		$5.19		No Rates		No Rates		Y		$0.07		-$0.10																						1009777		MONOGRAM PRODUCTS HK LTD 

																																				73		SA		Panama, Balboa		$1.78		$2.89		No Rates		$2.86		$3.57		$3.33		$4.31		N		$0.07		-$0.10																						5000056		NEW BRIGHT

																																				74		SA		Panama, Cristobal		$1.88		$3.06		No Rates		$2.68		$3.27		$3.43		$4.13		N		$0.07		-$0.10																						446020		NEW BRIGHT               

																																				75		SA		Peru, Calloa		$1.79		$2.89		No Rates		$2.93		$3.68		$3.34		$4.38		N		$0.07		-$0.10																						5001530		NICOLAS HOLIDAY INC

																																				76		SA		Peru, Paita		$2.09		$3.19		No Rates		$3.23		$3.98		No Rates		No Rates		N		$0.07		-$0.10																						1007997		NKOK

																																				77		ASIA		Philippines, Cebu		$2.94		$4.56		No Rates		$3.65		$5.11		$4.49		$5.10		N		$0.07		-$0.10																						931607		PLAY ALONG               

																																				78		ASIA		Philippines, Manila		$2.94		$4.56		No Rates		$3.65		$5.11		$4.49		$5.10		N		$0.07		-$0.10																						1003971		PLAY ALONG               

																																				79		EUR		Poland, Gdynia		$2.26		$3.48		No Rates		$2.50		$3.23		$3.81		$3.95		N		$0.07		-$0.10																						5000259		PLAY ALONG               

																																				80		EUR		Portugal, Leixoes		$2.11		$3.23		No Rates		$2.30		$2.91		$3.66		$3.75		N		$0.07		-$0.10																						1003618		PLAY HUT, INC.

																																				81		EUR		Portugal, Lisbon		$2.07		$3.17		No Rates		$2.35		$2.99		$3.62		$3.80		N		$0.07		-$0.10																						5000216		PLAY HUT, INC.

																																				82		EUR		Romania, Constanta		$2.07		$3.16		No Rates		$2.35		$2.99		$3.62		$3.80		N		$0.07		-$0.10																						908467		PLAYMATES ASIA SERVICES  

																																				83		ASIA		Singapore		$2.89		$4.48		No Rates		$3.60		$5.03		$4.44		$5.05		N		$0.07		-$0.10																						763600		PLAYMATES TOYS

																																				84		EUR		Spain, Algeciras		$1.88		$2.86		No Rates		$2.26		$2.85		$3.43		$3.71		N		$0.07		-$0.10																						5000143		PLAYMATES TOYS INC

																																				85		EUR		Spain, Barcelona		$1.74		$2.63		No Rates		$2.17		$2.71		$3.29		$3.62		N		$0.07		-$0.10																						1005841		POOF-SLINKY INC.         

																																				86		EUR		Spain, Bilbao		$2.62		$4.05		No Rates		$2.73		$3.60		$4.17		$4.18		N		$0.07		-$0.10																						1007265		PRETTY PRODUCTS          

																																				87		EUR		Spain, Valencia		$1.72		$2.60		No Rates		$2.17		$2.71		$3.27		$3.62		N		$0.07		-$0.10																						1006216		PRO BEST DBA SIL-WARE LLC

																																				88		ASIA		Sri Lanka		$3.09		$4.80		No Rates		$3.80		$5.35		No Rates		No Rates		N		$0.07		-$0.10																						614120		REEVES INTL INC          

																																				89		EUR		Sweden, Gothenburg		$2.13		$3.27		No Rates		$2.45		$3.15		$3.68		$3.90		N		$0.07		-$0.10																						5001104		REEVES INTL INC          

																																				90		ASIA		Taiwan, Kaohsiung		$2.91		$4.51		No Rates		$3.62		$5.06		$4.46		$5.07		N		$0.07		-$0.10																						1003535		REVMAN INDUSTRIES

																																				91		ASIA		Taiwan, Keelung		$2.91		$4.51		No Rates		$3.62		$5.06		$4.46		$5.07		N		$0.07		-$0.10																						1006518		RUSS BERRIE & COMPANY    

																																				92		ASIA		Taiwan, Taichung		$2.91		$4.51		No Rates		$3.62		$5.06		$4.46		$5.07		N		$0.07		-$0.10																						240940		SAKAR INTERNATIONAL INC. 

																																				93		ASIA		Thailand, Bangkok		$2.87		$4.45		No Rates		$3.58		$5.00		$4.42		$5.03		Y		$0.07		-$0.10																						729040		SAKURA                   

																																				94		ASIA		Thailand, Laem Chabang		$2.87		$4.45		No Rates		$3.58		$5.00		$4.42		$5.03		Y		$0.07		-$0.10																						663870		SCIENTIFIC               

																																				95		ASIA		Thailand, Songkhla		$3.19		$4.96		No Rates		$3.90		$5.51		$4.74		$5.35		Y		$0.07		-$0.10																						5000338		SCIENTIFIC               

																																				96		EUR		Turkey, Ambarli Port/Istanbul		$2.04		$3.12		No Rates		$2.30		$2.91		$3.59		$3.75		N		$0.07		-$0.10																						946389		SCIENTIFIC               

																																				97		EUR		Turkey, Gemlik		$1.91		$2.92		No Rates		$2.35		$2.99		$3.46		$3.80		N		$0.07		-$0.10																						1001914		SISCO  (FIRST ALERT)                 

																																				98		EUR		Turkey, Izmir		$1.95		$2.98		No Rates		$2.35		$2.99		$3.50		$3.80		N		$0.07		-$0.10																						1006928		SPIN MASTER TOYS FAR EAST

																																				99		EUR		Turkey, Mersin		$1.99		$3.03		No Rates		$2.20		$2.75		$3.54		$3.65		N		$0.07		-$0.10																						1007184		SPIN MASTER TOYS FAR EAST

																																				100		EUR		United Kingdom, Felixstowe		$1.82		$2.78		No Rates		$2.22		$2.79		$3.37		$3.67		N		$0.07		-$0.10																						641540		SPINMASTER TOYS

																																				101		ASIA		Vietnam, Haiphong		$3.14		$4.88		No Rates		$3.85		$5.43		$4.69		$5.30		N		$0.07		-$0.10																						503190		SYRATECH

																																				102		ASIA		Vietnam, Ho Chi Minh City		$2.86		$4.43		No Rates		$3.57		$4.98		$4.41		$5.02		N		$0.07		-$0.10																						1000960		TEAM PRODUCTS INTERNATION

																																																																																		1004073		TECHNO SOURCE            

																																																																																		5000678		TECHNO SOURCE            

																																																																																		1007909		T-FAL

																																																																																		1006179		TIGER ACCESSORY GROUP    

																																																																																		1009733		TOLLYTOTS LIMITED        

																																																																																		539670		TOY STATE INT'L LIMITED  

																																																																																		5001052		TOY STATE INT'L LIMITED  

																																																																																		959164		TOY STATE INT'L LIMITED  

																																																																																		4000481		UNCLE MILTON

																																																																																		5000205		UNCLE MILTON INDUSTIRES

																																																																																		532520		UNIMAX TOYS LTD          

																																																																																		1037813		VIVITAR SAKAR

																																																																																		1006768		WESTPOINT HOMES INC.

																																																																																		1035625		WESTPOINT HOMES INC.

																																																																																		1001853		WHAM-O                   

																																																																																		5001905		WHAM-O INTERNATIONAL LTD

																																																																																		1004349		WHAT KIDS WANT INC.      

																																																																																		1009532		WOWWEE GROUP LIMITED     

																																																																																		5000758		WOWWEE GROUP LIMITED     

																																																																																		1009529		WOWWEE USA  

																																																																																		5003735		MANLEY (AKA OCCASIONS, TOY GROUP)		2/5/15

																																																																																		103420		GIBSON OVERSEAS		6/23/15

																																																																																		5003531		Bella		9/22/15

																																																																																		5001163		Toy Quest Ltd.		9/22/15

																																																																																		266500		ARBOR TOYS               		Dormant - can keep on list but likely will not ship

																																																																																		5000053		ARBOR TOYS               		Dormant - can keep on list but likely will not ship

																																																																																		1001521		BASIC FUN INC            		Dormant - can keep on list but likely will not ship

																																																																																		1009615		BIG TIME TOYS            		Dormant - can keep on list but likely will not ship

																																																																																		1007260		FRIENDLY GAMES WAY       		Dormant - can keep on list but likely will not ship

																																																																																		1001090		K'NEX INDUSTRIES         		Dormant - can keep on list but likely will not ship

																																																																																		1006428		LEAPFROG ENTERPRISES     		Dormant - can keep on list but likely will not ship

																																																																																		553830		MICRO GAMES OF AMERICA   		Dormant - can keep on list but likely will not ship

																																																																																		1007385		MICRO GAMES OF AMERICA   		Dormant - can keep on list but likely will not ship

																																																																																		5000961		MICRO GAMES OF AMERICA   		Dormant - can keep on list but likely will not ship

																																																																																		5000133		NEW RAY TOYS		Dormant - can keep on list but likely will not ship

																																																																																		726530		NEW RAY TOYS CO LTD      		Dormant - can keep on list but likely will not ship

																																																																																		5000770		NEW RAY TOYS CO LTD      		Dormant - can keep on list but likely will not ship

																																																																																		1007305		OREGON SCIENTIFIC        		Dormant - can keep on list but likely will not ship

																																																																																		4000660		OREGON SCIENTIFIC        		Dormant - can keep on list but likely will not ship

																																																																																		4000642		TOY TECK		Dormant - can keep on list but likely will not ship

																																																																																		46519		VTECH INDUSTRIES         		Dormant - can keep on list but likely will not ship
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Check if Pallet Shipment

Check if Combo Article

EAS Source Tagging Required

Check if US Anti-Dumping Duty is applicable

Will have a Prop 65 warning label

Has been tested for Prop 65 chemicals

Does not contain Prop 65 chemicals

Packaging will require/pass ISTA

ISTA (when applicable)



2-Article Cost Breakdown

		If item is selected for purchase by Big Lots, this form must be completed and submitted as part of final IPDS.

		Material Breakdown

		NOTE: If item is a "Combo" (composed of different SAP Articles), please fill out the Combo Article Breakdown tab instead



		List the materials used to make the merchandise, along with the percentage and cost of each.  The % of Total Weight should show the percentage of each material  to the total weight of the item.  The cost of each must add to equal the total cost of item (FOB cost).   Prorate transportation costs, labor, packaging, etc.  into cost of each material.  If the item is a set or assortment, each item in the set/assortment must be listed and detailed separately.   If the product is made in more than one country, cost breakdown by country is required.



		Item / Description 

		0







		Supplier Mfg. Part #		Qty of each component		Description		Material		% of Total Weight		Cost		HTS#		Duty %		Value %































														*Completed by Big Lots











&F
	&D


&A	&P of &N




3-Combo Article Breakdown

		If item is selected for purchase by Big Lots and is a Combo**, this form must be completed and submitted as part of final IPDS.

		Combo Article Breakdown

		**This tab only applies if an item is a "Combo" article in which there are multiple Big Lots SAP Articles.  If product is an assortment of the same SAP Article, use Article Cost tab.





		Combo Article

		Combo Mfg. Part #		Combo Article #		Master Pack		Inner Pack		Combo Description						Cost of Combo Article		Total Cost of Components*

		0		0		0		0		0						$0.00		$0.00		*Note: Total should equal the cost of the Combo







		Components of Combo

		Big Lots SAP Article #		Supplier Mfg. Part #		Component Qty		UPC #		Description		Material and/or Cost Breakdown		Unit FOB Cost (USD)		Retail		HTS#		Duty %		Value %		Est. Subtotal (ZWIV) / pc

Parker, Jameson: Based on Component Quantity


														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

														$12.00										

																*Completed by Big Lots
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4-Features & Benefits

		Features and Benefits

		Please provide product features and benefits that are appropriate for copy on display package and in advertising.

		Features and benefits may include the following as applicable to the product:  description of what item does or is used for, item dimensions, materials,

		   assembly requirements, assembled size, battery requirements / inclusion, power requirements, age ratings, caution statements, other benefits to 

		   the end-use consumer
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5-Food



		Food Product Compliance Data 



		Shelf Life is printed on product:		Yes				No



		Show example of shelf life format:



		Guaranteed Shelf Life at production:



		Ingredients List: 











		FDA Registration Number: (Supplier)

		FDA Registration Number: (Manufacturer)



		FDA Product Code:



		LACF Registration Number:



		SID Number:



		Net Weight:		g:				oz:



		Refrigerated Container		Yes				No		 



		Maximum - Minimum Temperature 



		Product Shipped on Pallets 		Yes				No



		Size of Pallets



		Product Floor Loaded 		Yes				No 



		1. NEW USA PACKAGING : 



		LEAD-TIME FOR NEW PACKAGING 						DAYS



		MINIMUM ORDER QUANTITY FOR NEW PACKAGING 						UNITS



		OR 



		2. CORRECTING EXISTING PACKAGING WITH STICKERS/LABELS:

		 						 

		LEAD-TIME TO CREATE AND APPLY STICKERS TO THE PRODUCTS 						DAYS



		MINIMUM ORDER QUANTITY TO STICKER PRODUCTS						UNITS



		Note : 

		Please reference the FDA Labelling Guide in tab five to see what modifications you will need to make, as we will not be able to continue with the selection process until this document has been completed. 
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6-Food Labeling Guide



		Here are the principal rules for Nutritional facts panel information;



		Nutrient 		Daily Values 		measurement		FDA rounding off rules		specific reported values 

						to report

		Calories 		n/a		Calories 		< 50 calories - round off to nearest 5		face value

								> 50 calories - round off to nearest 10

		Calories from Fat 		n/a		Calories 		< 50 calories - round off to nearest 5		if <0.5g reported as 0g  or ' not a significant source of'

								> 50 calories - round off to nearest 10

		Total Fat 		65g		grams - g		Round to the nearest 0.5g		if <0.5g reported as 0g  or ' not a significant source of'

								if > or = to 5g - round to the nearest 1g

		Saturated Fats 		20g		grams - g		Round to the nearest 0.5g		if <0.5g reported as 0g  or ' not a significant source of'

								if > or = to 5g - round to the nearest 1g

		Transfats		n/a		grams - g		Round to the nearest 0.5g		if <0.5g reported as 0g  or ' not a significant source of'

								if > or = to 5g - round to the nearest 1g

		Cholesterol		300 mg		milligrams - mg		Round to the nearest 5mg 		if < 2mg reported as' 0g' or ' not a significant source of'

										if 2- 5 mg reported as < 5mg or 'less than 5mg'

		sodium		2400mg		milligrams - mg		if < 140mg - round to the nearest 5mg		if <5mg reported as '0mg' or ' not a significant source of'

								if > 140mg - round to the nearest 10mg

		Total Carbohydrates		300g		grams - g		Round to the nearest gram		if < 0.5g reported as' 0g' or ' not a significant source of'

										if 0.5 -1g report as '<1g' or ' less than 1 g'

		Dietary Fiber		25g		grams - g		Round to the nearest gram		if < 0.5g reported as' 0g' or ' not a significant source of'

										if 0.5 - 1g report as '<1g' or ' less than 1 g'

		Sugars		n/a		grams - g		Round to the nearest gram		if < 1g report as 'contains less than 1g'



		Protein		50g		grams - g		Round to the nearest gram		if < 0.5g reported as' 0g' or ' not a significant source of'

										if < 1g report as '<1g' or ' less than 1 g'

		vitamin A		500UI		% of daily values		< 10% - round to the nearest 2% increment		if <2 % daily values report as

		vitamin C		60mg				> 10% - round to the nearest 5% increment		 ' not a significant source of'

		Calcium		100mg

		Iron		18mg
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7-PDQ Instructions

		Effective immediately, for all products being shipped in a PDQ, a rendering or photo of the PDQ will be required with the IPDS sheet.

		REQUIREMENTS



		- 72 DPI photo or line art rendering of the exact PDQ to be used, including how the product will be displayed

		- All dimensions, including width, height and depth of the PDQ

		- photo or rendering from overhead angle to demonstrate the internal construction of the PDQ, including trays, wedges, etc. as applicable

		- Call out on exact number of pieces included in the PDQ

		- Flute specification (minimum requirement is "B" flute, per the guide)

		- PDQ shown will be included in the price quote.  Final printed sample will be compared to the IPDS sheet for quality control

		- Document should be sent as a TAB, attached to the IPDS sheet

		- It is NOT necessary to show color, item description or pricepoint on the photo or rendering

		Please see example:
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Food Labeling





Labeling Guide: http://www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodLabelingNutrition/FoodLabelingGuide/default.htm





Front label (Principal Display Panel, PDP)


· Statement of identity (name of the food) in English: 


http://www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodLabelingNutrition/FoodLabelingGuide/ucm064872.htm 


Use prominent print or type for the statement of identity. It shall be in bold type. The type size must be reasonably related to the most prominent printed matter on the front panel and should be one of the most important features on the principal display panel. Generally, this is considered to be at least 1/2 the size of the largest print on the label.





· Net Quantity of Contents Statements (Net weight/volume): 


http://www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodLabelingNutrition/FoodLabelingGuide/ucm064877.htm


The net quantity statement (net quantity of contents) is placed as a distinct item in the bottom 30 percent of the principal display panel, in lines generally parallel with the base of the container. Food labels printed must show the net contents in both metric (grams, kilograms, millilitres, litres) and U.S. Customary System (ounces, pounds, fluid ounces) terms: NET WT. 1 lb 8 oz. (680g)





Side/Back label (Information Panel)


· Ingredient list: http://www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodLabelingNutrition/FoodLabelingGuide/ucm064880.htm


The ingredient list on a food label is the listing of each ingredient in descending order of predominance. Always list the common or usual name for ingredients unless there is a regulation that provides for a different term. For instance, use the term "sugar" instead of the scientific name "sucrose". 


Vegetable oil/fat: ALWAYS specify the type of oil/fat used (palm oil, corn oil, etc)


Flavors & colors: ALWAYS specify if they are natural or artificial.


E-numbers are not allowed in the US: always use the FD&C or common name (i.e. replace e129 by FD&C Red 40).


List of colour additives authorised by the FDA: 


http://www.fda.gov/forindustry/coloradditives/coloradditiveinventories/ucm115641.htm





· US Nutrition Facts Panel: 


http://www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodLabelingNutrition/FoodLabelingGuide/ucm064904.htm


Determine the serving size for your product on the following website: 


http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=563f0b6235da3f4c7912a64cbceec305&rgn=div8&view=text&node=21:2.0.1.1.2.1.1.8&idno=21


Be very careful to round the nutrients up/down correctly: 


http://www.fda.gov/Food/GuidanceComplianceRegulatoryInformation/GuidanceDocuments/FoodLabelingNutrition/FoodLabelingGuide/ucm064932.htm


Based on the size of the packaging, different types of panels can be used.





· Name and address of the manufacturer, packer or distributor.


·  Unless the name given is the actual manufacturer, it must be accompanied by a qualifying phrase which states the firm's relation to the product,


·  e.g., "manufactured for" or "distributed by."





· Country of origin – Made in your country name – Made in the EU is not an acceptable ‘ country of Origin for the FDA.











· Facts panel – You can see 2 common examples below – you can find other types on the FDA website.
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Nutrition Facts

Serving Size 4 pieces (40g)
Servings Per Container about 3.5

Amount Per Serving
Calories 180 Calories from Fat 50

* Daily Value*

Total Fat 6g 10%
Saturated Fat 4g 20%
Trans Fat1.5g

Cholesterol 15mg 6%

Sodium 40mg 2%

Total Carbohydrate 31g 10%
Dietary Fiber 0g 0%
Sugars 31g

Protein less than 1g
I
Vitamin A0%  + Vitamin C 0%
Calcium 0% « Iron 0%

“Percent Daily Values are based on a 2,000 calorie
diet.
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Master Carton Marking Changes 
Effective April 1, 2015 


 


 
 


In response to feedback from our stakeholders, we have made the following revisions to the 


Master Carton Marking Guide:  


 


1. Page 3 – added a paragraph which states, “Big Lots does not require carton numbers (ex: 


carton 1 of 100) to be printed on the master carton. However for some country of origins 


printing the carton numbers may be a mandatory requirement of Customs. In such cases it 


is acceptable to print the carton numbers on the master carton. Contact your agent if you 


are unsure whether this is needed.” 


 


2. Pages 7-10 - updated seasonal carton marking Pantone colors for Toys/Dolls, 


Toys/Crafts, Toys/Music, Toys/Girl's, Toys/Pre-School, Toys/Games & Puzzles, Easter, 


Patriotic, St. Patrick's, Lawn & Garden, Summer and Valentine's.  
 
 


 


These changes are effective immediately. We understand that some vendors preprint cartons in 


advance, therefore we will continue to accept cartons using the old templates as vendors work 


through the inventory on hand. However vendors printing new cartons should use the new 


templates.   
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C-TPAT Audit Report 
 


  
    


Audit Findings & Corrective Action  


Clause  
No. 


Findings (per clause) 


  
  
  


  


Client   AI Service No  


Supplier  Auditor  


Factory  Audit Date   


General Overview of the Audit’s findings 
Clause   Theoritical Max Score   Actual Score   


1. Personal Security                              19  
2. Physical Security   33  
3. Storage & Distribution                                                  19  
4. Shipment Information Controls  6  
5. Information Access Controls 14  
6. Contractor Controls 8  
7. Export Logistics 7  
8. Records & Documentation 11  
9. Facility Photos /  
10. CAP in Chinese & English  /  
 117  


Overall Score (result)  







              ¤1997-2015 AsiaInspection Limited. All rights reserved 


www.AsiaInspection.com                                                                            Page 2 of 17 


-  


Factory profile 
 


General information 
1 Factory name   
2 Factory address/postal code  
3 GPS location  
4 Contact person name   
5 Tel. / Fax Number  
6 Email / website   
7 Total number of workers Permanent :  Temporary :  Migrant :  
8 Industry   
9 Key / Main products  
10 Main market  
11 Business license Certificate No.:  
12 Annual turnover  


for the past 3 years 
 Trend: 


 


 


 
 


Facility Structure 
13 No. of buildings 


Workshop  
Warehouse  
Container yards  
Others  


 Trucks owned By Company  
 Percent of goods exported to US  
 By air  


 By sea  
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Part 1 - Personnel Security 
 


Nr Checkpoints Y N NA Finding/comments 


 


1.1 


  


Is there a procedure in place to screen prospective em-


ployees and to periodically check current employees? A 


process for hiring & interviewing applicants? 


 


 


 


 


 


  


 


1.2 
Application information, such as employment history and 


references, must be verified prior to employment.  


 


 


 


 


 


  


 


1.3 


Should each applicant fill-in personal data & application 


form?  


 


 


 


 


 


 
 


1.4 Does the factory keep each employee’s ID copy and per-


sonal file? 


 


 


 


 


 


 
 


 


1.5 


Consistent with national regulations, background checks 


and investigations should be conducted for prospective 


employees.  


 


 


 


 


 


  


 


1.6 


Periodic checks and reinvestigations for existing employ-


ees should be performed based on cause and/or the sen-


sitivity of the employee’s position. 


 


 


 


 


 


  


1.7 Is there a procedure in place to monitor the hand-over of 


badge, keys/cards, tools and authority of system login-in 


when the employee resigned? Check the records.  


 


 


 


 


 


  


1.8 Did the security personnel control adequately the issuance 


and removal of employees, visitor and vendor ID badges? 


Did the security dept. get the resigned name list everyday?  


 


 


 


 


 


  


1.9 Did all employees accept the basic safety training, includ-


ing new employee orientation and periodic training for 


existing employees? Like security policies and related 


procedures and standards.  


 


 


 


 


 


 
 


1.10 Did special training offer to assist security personnel in 


maintaining the cargo integrality, identify internal conspir-


acies, and protecting access control?   


 


 


 


 


 


  


1.11 Employees must be made aware of the procedures the 


company has in place to address a situation and how to 


report it (e.g. hot-line).  


 


 


 


 


 


  


1.12 Are personnel encouraged to report irregularities, suspi-


cious activity and/or security violations? If yes, please 


indicate by which means :  


 


 


 


 


 


  


1.13 Are documented security procedures publicized through-


out the facility?  


 


 


 


 


 


 
 


1.14 Did additional training provide to employees in the ship-


ping and receiving areas, as well as those receiving and 
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opening mail? 


1.15 Is a threat awareness program established and maintained 


by security personnel to recognize and foster awareness 


of the threat posed by terrorists at each point in the supply 


chain?   


 


 


 


 


 


 
 


1.16 Employees should only be given access to those secure 


areas needed for the performance of their duties. Guard 


should check employees ID to monitor access to the re-


stricted areas.  


 


 


 


 


 


 
 


 


 


 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Actual Score  Theoretical Max 
 / 19 
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Part 2 – Physical Security 
 


Nr Checkpoints Y N NA Finding/comments 


 


2.1 
Do management or security personnel control the issu-


ance of all locks and keys?  


 


 


 


 


 


  


2.2 Does the facility have an alarm system and video sur-


veillance cameras? Is there a back-up power source for 


the alarm system?  


 


 


 


 


 


  


2.3 Is there a procedure in place to identify challenge and 


address unauthorized/unidentified person?    


 


 


 


 


 


  


 


2.4 
Are all buildings in the facility constructed of materials 


that prevent unlawful entry? 


 


 


 


 


 


   


2.5 Are all buildings properly inspected, maintained and re-


paired so that there are no open areas through floors, 


roof or broken walls? If, yes, check the records.  


 


 


 


 


 


  


2.6 Are the perimeter barrier and gates regularly inspected, 


properly maintained and repaired? If, yes, check the rec-


ords. 


 


 


 


 


 


  


2.7 Is there adequate lighting inside and outside the facility 


including around entrances and exits, cargo handling and 


storage areas, fence lines and parking areas? 


 


 


 


 


 


  


2.8 Does the facility store containers/trailers onsite? If yes, 


do they store in a secure area with mechanisms in place 


to prevent unauthorized access? 


 


 


 


 


 


  


2.9 Are loaded stored containers/trailers sealed with high 


security seals that meet or exceed ISO/PAS 17712 


standard? 


 


 


 


 


 


  


2.10 Does the guard force staff in the facility 24hours a day, 


7days a week? If yes, please record the working time and 


shifts. 


 


 


 


 


 


  


2.11 Do security guards log incidents and report any security 


violation incidents to management personnel? 


 


 


 


 


 


 
 


2.12 Does the facility have proper communication mechanism 


(e.g. phone, radio) to local law enforcement authorities?  


 


 


 


 


 


 
 


2.13 Are gates for employees and vehicles entrance/exit 


guarded and/or monitored during operations and 


non-operating hours? 


 


 


 


 


 


  


2.14 Does access control include the positive identification of 


all employees, visitors, and vendors at all entry points? 


Check the records.  
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2.15 Does an authorized employee escort visitors and vendors 


through the buildings? 


 


 


 


 


 


 
 


2.16 Are all visitors monitored while accessing restricted areas 


(e.g. loading/unloading, IT, Finance) 


 


 


 


 


 


 
 


2.17 Do guards patrol the interior of building in the facility? If 


yes, check the records.  


 


 


 


 


 


 
 


2.18 Are closed circuit television cameras (CCTVs) used to 


monitor activity inside/outside the facility? 


 


 


 


 


 


 
 


2.19 When are CCTVs monitored? Who monitors the CCTVs? 


Is access to CCTV monitors controlled?  


 


 


 


 


 


 
When : ____  Who : ___  


2.20 Is there written procedures in place to stipulate how seals 


are controlled and affixed to loaded containers, including 


recognizing and reporting compromised seals and /or 


containers to local customs authorities? 


 


 


 


 


 


 
 


2.21 In case there is shortage, overages, and other significant 


discrepancies or anomalies, the facility must make sure 


such situation be resolved and/or investigated appropri-


ately?  


 


 


 


 


 


 
 


2.22 Are vehicles prohibited/prevented from parking near 


cargo conveyances/perimeter fencing? 


 


 


 


 


 


 
 


2.23 Are parking lots for visitors separated from those for em-


ployees? If allowed to enter facility area, are vendor and 


visitor vehicles inspected?  


 


 


 


 


 


  


2.24 Are there security measures in place to ensure the integ-


rity and security of processes relevant to the transporta-


tion, handling and storage of cargo in the supply chain?   


 


 


 


 


 


  


 


 
 


 


 
 
 
 
 
 
 
 


Actual Score  Theoretical Max 
 / 33 
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Part 3 – Storage & Distribution 
 


Nr Checkpoints Y N NA Finding/comments 


 


3.1 
Does the factory have fencing or other barrier materials to 


enclose cargo handling and storage areas to prevent un-


authorized access? 


 


 


 


 


 


  


3.2 Are international and domestic cargo segregated and 


stored separately within a fenced area or secured room? 


 


 


 


 


 


  


3.3 Is high value cargo marked, segregated and stored sepa-


rately within a fenced area or secured room? 


 


 


 


 


 


 
 


3.4 Is dangerous cargo, including hazardous material and 


ammunitions and explosives, secured and stored sepa-


rately and labeled when necessary?  


 


 


 


 


 


  


3.5 Is the loading and departure of containers/trailers super-


vised by a security officer or other designated supervisor?  


 


 


 


 


 


  


3.6 Are security controls in place to prevent the introduction of 


foreign materials at point of loading? 


 


 


 


 


 


 
 


3.7 Are the cargo units identified, labeled, weighted and/or 


counted before loading?  


 


 


 


 


 


 
 


3.8 Is there a documented procedure in place to ensure that 


management and/or customs and/or local law enforce-


ment is informed of all anomalies found in shipments? 


 


 


 


 


 


  


3.9 Are accurate, legible and complete cargo documents and 


packing slips prepared?  


 


 


 


 


 


 
 


3.10 Are there documented procedures for tracking goods for 


shipment? How to track? 


 


 


 


 


 


 
 


3.11 Are documented procedures in place to verify the integrity 


of the container structure through inspection of front wall, 


left side, right side, Floor, ceiling/roof, inside/outside door, 


outside/undercarriage? Check the records.  


 


 


 


 


 


 
 


3.12 Is there a documented procedure to affix a high security 


seal which meets or exceeds ISO/PAS17712 on each 


container/trailers bound for US? 


 


 


 


 


 


  


3.13 Please list all seal types used, indicate whether each type 


is ISO/PAS17712 compliant, and for what percentage of 


overall shipments the seal type is used. 


 


 


 


 


 


  


3.14 Is there an individual responsible to issuing and tracking 


seals? Are there documented procedures for affixing, re-


placing, recording and tracking the seals placed on con-


tainers, trailers, trucks?  
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3.15 Does the facility keep records of seal numbers together 


with truck license, driver name, time and date of lading or 


unloading, container/cargo conveyance number? How 


long the records are kept _____? 


 


 


 


 


 


 
 


3.16 Are seal numbers verified at time of final sealing before 


departure? 


 


 


 


 


 


 
 


 
 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 
 


 
 


Actual Score  Theoretical Max 
 / 19 
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Part 4 – Shipment Information Control 
 


Nr Checkpoints Y N NA Finding/comments 


 


4.1 
Is there a designated company representative responsible 


for providing accurate information o the facility products to 


the broker/forwarder and carrier? 


 


 


 


 


 


  


4.2 Has this person been trained on the information require-


ments for shipments to the United States?  


 


 


 


 


 


  


4.3 
Are records maintained on all shipments? 


 


 


 


 


 


 
 


4.4 
Are the information requirements automated? 


 


 


 


 


 


 
 


4.5 Does the responsible company representative understand 


the need to provide accurate shipper, forwarder, and con-


signee information? And the timeframes required for the 


advance information?  


 


 


 


 


 


 
 


4.6 Is the information requested in this section related to 


shipping records documented and verifiable?  


 


 


 


 


 


 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Actual Score  Theoretical Max 
 / 6 
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Part 5 – Information Access Controls 
 


Nr Checkpoints Y N NA Finding/comments 


 


5.1 
Does the facility have documented procedures for identi-


fying which employee is allowed access to: electronic 


information systems? facility documents? Shipping forms? 


Shipping data? Shipping/cargo movement? High security 


seals? Is there a name list of access limit?  


 


 


 


 


 


 


 


5.2 Does the facility have electronic information systems used 


for operational purposes? Is password protected? 


 


 


 


 


 


  


5.3 
Is access to the server room controlled?  


 


 


 


 


 


 
 


5.4 Are relevant employees provided with individually as-


signed IT system accounts? 


 


 


 


 


 


 
 


5.5 Are passwords changes required by policy, or enforced in 


a systematic manner at least every 90days? 


 


 


 


 


 


  


5.6 Is there a designated system administrator who set up the 


user IDs? 


 


 


 


 


 


 
 


5.7 Is the login user ID suspended after a certain number of 


failed access attempts? 


 


 


 


 


 


 
 


5.8 Do desktops automatically lock after a designated period 


of inactivity? 


 


 


 


 


 


 
 


5.9 Are security logs kept and reviewed periodically for invalid 


password attempts and file access?  


 


 


 


 


 


 
 


5.10 Has the facility implemented into its network system: fire-


walls? Intrusion warning system? Virus protection?  


 


 


 


 


 


 
 


5.11 Is all computer information saved on a back-up system? 


Are backups stored in a fire resistant safe or at an off-site 


facility? 


 


 


 


 


 


  


5.12 
Is there a plan to restore data in the case of a failure?  


 


 


 


 


 


 
 


5.13 Is the information requested in this section related to IT 


security documented and verifiable?  


 


 


 


 


 


 
 


 


 


 


 
 


 
 


Actual Score  Theoretical Max 
 / 14 
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Part 6 – Contractor Controls 
 


Nr Checkpoints Y N NA Finding/comments 


6.1 Does the facility select and hire contractor (including other 


manufacturers, product suppliers, and vendor) to perform 


services? 


 


 


 


 


 


  


6.2 In selecting the contractors used by the facility, does the 


facility consider the contractors’ security controls, financial 


stability, and corporate history? 


 


 


 


 


 


  


6.3 Does the facility have written security standards and 


documented procedures for its contractors? 


 


 


 


 


 


 
 


6.4 Do contractor that have access to restricted areas undergo 


a background investigation? 


 


 


 


 


 


 
 


6.5 Is there a documented procedure for contractors to report 


security violations to facility management?  


 


 


 


 


 


  


6.6 Does the facility require C-TPAT enrollment of its contrac-


tors?  


 


 


 


 


 


 
 


6.7 Is the information requested in this section related to 


business partners documented and verifiable?  


 


 


 


 


 


 
 


 


 


 


 


 
 


 


 
 


 
 
 
 
 
 
 


Actual Score  Theoretical Max 
 / 8 
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Part 7 – Export Logistics 
 


Nr Checkpoints Y N NA Finding/comments 


7.1 When selecting carriers, does the facility consider: security 


controls, financial stability, corporate history?  


 


 


 


 


 


  


7.2 Does the factory require eligible carriers to demonstrate 


C-TPAT certification?  


 


 


 


 


 


  


7.3 
Does the facility use in-country transport services?   


 


 


 


 


 


 
 


7.4 
Does the facility use in-country carrier services?   


 


 


 


 


 


 
 


7.5 Is there a documented procedure for in-country carriers to 


report security violations to the facility management? 


 


 


 


 


 


  


7.6 Does the facility have written or electronic confirmation of 


its partners compliance with C-TPAT or C-TPAT equivalent 


security criteria (e.g. contract language, a letter of com-


mitment signed at the management level or above) 


 


 


 


 


 


 
 


7.7 Is the information requested in this section related to ex-


port logistics documented and verifiable?  


 


 


 


 


 


 
 


 


 


 


 


 


 


 
 
 


 


 
 
 
 
 
 
 
 


Actual Score  Theoretical Max 
 / 7 
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Part 8 – Records & Documentation 
 


Nr Checkpoints Y N NA Finding/comments 


8.1 Does the facility have a documented policy that requires 


that all security procedures be documented? 


 


 


 


 


 


  


8.2 Does the facility have designated chief/head personnel 


responsible for overall site security? 


 


 


 


 


 


  


8.3 Is there a designated security department/team at the 


facility? 


 


 


 


 


 


 
 


8.4 Is there a facility official responsible for plant security, 


personnel security, contractor security, convey-


ance/transport security? 


 


 


 


 


 


  


8.5 Is there facility official responsible for security audit or 


evaluation?  


 


 


 


 


 


  


8.6 Has many (internal, second or third party) site security 


assessment been conducted?  


 


 


 


 


 


 
 


8.7 Is there a documented procedure to conduct periodic se-


curity checks to ensure that the security procedures in all 


sections (Part 1-8) are being performed properly?  


 


 


 


 


 


  


8.8 Is there a documented security improvement plan that 


summarizes or identities vulnerabilities and responsive 


corrective actions?  


 


 


 


 


 


  


8.9 Is the facility security plan reviewed and updated periodi-


cally? 


 


 


 


 


 


 
 


8.10 Is the information requested in the section above docu-


mented and verifiable?  


 


 


 


 


 


 
 


 
 
 
 
 
 
 
 
 
 
 
 


 


Actual Score  Theoretical Max 
 / 11 
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Part 9 -Facility Photos 


(Please add column if needed) 


Related pictures 
  


Facility Entrance Auditor in front of factory gate 


  


Perimeter Fencing Facility Building 


  


Employee Parking Visitor Parking 


  


Outside Lighting Security Room – Communication Equipment 


  


CCTV system and monitor Packing Area 


  


Loading Area Business License 


  


Facility Security Plan Personnel Security Guideline for Hiring & Termi-
nation Procedure 


  


Personal File Training Records for New Employees 


  


Training Records for Security Guard Job Description of Security Guard 


  


Handbook/Work Rule Visitor / Vehicle In/out Access Control Record 


  


Records of the distribution of keys, codes, cards Factory ID Return And Missing Records 


  


Conveyance Drivers Entry-Exit Log Screen Records of Arriving Package and Mail  


  


Container Integrity Inspection Record (Seven Points 
Inspection) 


Container Inspection Records 
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Cargo Loading Records Seal Control Records 


  


Internal Periodic Unannounced Security Check Rec-
ords 


Factory Disclaimer 


  


 Confirmation of Compliance with AI COC CAP signed & stamped  


  


NC Findings description:  NC Findings description: 
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Part 10 –Corrective Action Plan 


纠正措施计划  
       请用中英文填写该 CAP. 


Nr. 
序号 


Clause
条款 


Finding Description 
发现描述 


Corrective Actions agreed/planned 
采取的纠正措施 


Implementation 
Date实施日期 


Remarks 
备注 
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Nr. 
序号 


Clause
条款 


Finding Description 
发现描述 


Corrective Actions agreed/planned 
采取的纠正措施 


Implementation 
Date实施日期 


Remarks 
备注 


      


      


      


      


      
Please sign this document confirming that the above findings have been discussed with and understood by you: (site management) 


Site Representative Signature and  
Company chop: 
 


 Title  
Date  


Auditor Signature:  Title  
Date  


 


- End - 
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Big Lots requires that all import merchandise be pre-ticketed. Pre-ticketing gets the goods to the sales floor faster, 
saves store personnel valuable time, and helps to prevent costly ticketing errors. 


Our import vendors are responsible for creating and printing pre-price tickets, and this Handbook is being provided 
to help make the pre-ticketing process as easy and efficient as possible.  Please review all information and follow 
the guidelines carefully to avoid delays and penalties.  Note that the charge back for incorrect tickets is 15 cents per 
retail unit, and that a production line sample of each ticket must be submitted for testing. In addition, vendors are 
required to review, sign, and return a TRADEMARK SUBLICENSE AGREEMENT-PRICE TICKETS form.    


Returning the signed cover sheet is your acknowledgment that you understand our pre-ticketing process. 
 


You and your printers will be required to adhere to the guidelines provided.


Signature Date


Printed Name and Title of 


I have read and understood all of the information included in Big Lots Pre-Ticketing 
Handbook for Vendors.


PRE-TICKETING 
300 Phillipi Rd 


Columbus, Ohio 43228-0512, U.S.A.
Fax:  614-278-6678    Email: ticketing@biglots.com


___________________________________________________________


__________ OF ___________


______________________________________________________________


Import Vendor
Version 5.0
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√  All vendor-created tickets for IMPORT orders will now use either the industry 
standard UPC-A or EAN type barcode instead of the Code 128 (20 digit) barcode.  
The change in the style barcode used on import vendor-created tickets will remove
complexity/errors with overseas vendors by having a barcode that is now industry
standard for retail price tickets. 


 


√  Revised ticket information may be sent to the vendor at any point in the Pre-Ticketing 


as a new department number, class number, sku number, retail price, and/or UPC number – 
that will change the price ticket.  If this occurs, the vendor must send revised tickets to the 


Pre-Ticketing team for approval. -


√  UPCs originating from the vendor are preferred;  however, if the vendor is unable to 
provide a UPC, a Big Lots internal UPC can be assigned.


√   Vendors creating price tickets for Big Lots are required to sign and return a TRADE-
MARK SUBLICENSE AGREEMENT-PRICE TICKETS form (see pages 28-31).  This
form specifies limitations regarding use of the BIG LOTS brand on price tickets. This form is 
specific to price tickets, and only one signed form is required for all tickets created.  


√   The buyer may request that vendor-created tickets be produced using a removable
adhesive (refer to page 12 for complete details). 


√   The Preticketing Department will no longer create/send price ticket artwork for IMPORT
vendors.  Since the barcode has changed to the industry standard UPC barcode, IMPORT 


vendors will now be able to create the tickets themselves. 


 √  A new ticket type has been developed specifically for candles and candleholders
(refer to page 15 for complete details).


  √  There are now new ticket placement requirements for Home Decor items (refer to 
page 16 for complete details).


NEW! √  New ticket types have been developed specifically for Holiday giftable items 
(refer to page 17-18 for complete details).
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Revised 3/15  
Pre-Ticketing
Handbook 5.0


How to Create Price Tickets for Big Lots


For All IMPORT Orders


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2


Other Key Points. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4


One Good Reason to Read these Guidelines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6
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√  Big Lots Pre-Ticketing Department (or its agent) will email pre-ticketing information and 
instructions to import vendors.  All pre-ticketing approvals will be sent by the Pre-Ticketing 


√  This Handbook (along with the barcode information sheet(s) emailed to vendors for  


tickets.


√  Vendors should read this Handbook carefully and keep it for future reference.  


√  Vendors should make this Handbook available to those who assist them in creating pre-
price tickets for Big Lots.  Vendors are responsible for ensuring that the price tickets created 
are correct.


√  Vendors will be charged back 15 cents ($0.15 U.S.) per retail unit for tickets that do not 
meet requirements.


√  Vendors must read, sign and return the cover page and page 28 sent with this Handbook.  
No pre-price ticket information sheet(s) will be sent until these two, signed forms have been 
received.


√  Vendors that have a question after reading this Handbook thoroughly may contact the
Big Lots Pre-Ticketing Department via e-mail: ticketing@biglots.com


PRE-TICKETING
300 Phillipi Road


Columbus, Ohio 43228-0512, U.S.A.
e-mail:  ticketing@biglots.com
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, including the 


purchase order (P.0.) number(s) and Big Lots’ mfg part number (also referred to as the ITEM#, PART# 
or STYLE #).  A copy of the Ticket Samples for Approval form is included on page 26 of this 
Handbook. Please make copies of this form to use each time you send in samples.
 
For all price tickets printed directly on a polybag, vendors must send an actual printed sample (prior to 
mass printing) instead of a print proof. If a print proof is sent, it will not be accepted.  This may cause 
ticket approval delays.  


 


 -- one for our files and one to be 
signed and returned to them.  They must also cover the cost of returning the samples to them 
(advise carrier–DHL, FedEx, etc.–and account number).
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1          
TO READ AND UNDERSTAND 


THESE GUIDELINES  
BEFORE YOU CREATE  


PRE-PRICE TICKETS FOR  
BIG LOTS: 


 


 
     (covered by product, wrong location on package, wrong ticket on               
     package, etc.)


     (doesn’t adhere to product, retail illegible, etc.)


Vendors must submit production line ticket samples for testing (refer to 
the current Big Lots Vendor Manual for guidelines).  Global Sourcing 
will contact vendors to discuss order status if tickets do not pass testing.


Merchandise arriving at Big Lots DC is checked for compliance with 
ticketing requirements and price tickets are test scanned.  Global 
Sourcing will contact vendors to discuss order status if any problems are 
found.  


Good Reason 
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-- This is the barcode used by Big Lots on all IMPORT tickets. The digits needed to create the UPC barcode 
are sent to vendors on the Barcode Information Sheet.  These digits appear under the heading “UPC” as shown in the graphic 
above.


Store cash registers are programmed to scan the UPC barcode.  Ticket samples sent to the Pre-Ticketing Department are test 
scanned on one of these registers to verify that they will scan in the stores.      


Sheet emailed to vendors that includes information needed to create the UPC Barcode for item
on a specific P.O.  See example below:


 -- Clause which includes the words “Distributed by” and Big Lots Stores, Inc. name and address (in 
accordance with the guidelines of the U.S. Fair Packaging and Labeling Act).  Country of origin, item number and vendor number 
are also included.  See the example below:


V# This is the number directly to the right of the vendor name at the top of Barcode Information 
Sheet.  It is usually, but not always, a 6-digit number.


ITEM #) -- This is the  on the Barcode Information Sheet.


-- A label that includes a price ticket, product identity, and distribution clause (  pieces of information on  label).  If 
the item on which the 3-in-1 is placed requires a warning or caution statement, this information may also be printed on the 
3-in-1 label instead of on a separate sticker.


 -- A 2-in-1 label (includes price ticket and distribution clause–  pieces of information on  label) that 
wraps around the product.  The ends of the label adhere to one another (forming what resembles a small flag).


 -- A 3-in-1 label (as defined above) that wraps around the product.  The ends of the label adhere to one 
another (forming what resembles a small flag).


Distributed By: 
Big Lots Stores, Inc.


P.O. Box 28523
Columbus, OH  43228-0523


V #0000       ITEM #0000


P.O.# PART # SKU RETAIL TICKET
TYPE


432002095508152816 219 012320020955 $10.00 A1


UPCDATE
CODE


DPT  CL 


330 07


The distribution clause is included on the Wrap Around 2-in-1, 3-in-1 and Wrap Around 3-in-1 type price tickets. It may 
also be used on the E1 price ticket.
Note:  The “Resources” section following page 19 of this Handbook includes examples of 2-in-1 and 3-in-1 tickets for 
your reference.   
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. 
A barcode information sheet is emailed to the vendor by the Big Lots Pre-Ticketing Department (or its agent) 


This sheet provides item-specific barcode information.  Vendor uses this information, along with the 


detailed guidelines in this Handbook, to create price tickets.


Vendor creates tickets using the emailed barcode information sheet(s) and following the detailed guidelines  


in this Handbook.  Vendor mails completed TICKET SAMPLES FOR APPROVAL form, that includes a 


print proof (ticket sample) of each ticket created, to the Big Lots Pre-Ticketing Department for approval.  A 


copy of the TICKET SAMPLES FOR APPROVAL form is included in the “Resources” section of this 


Handbook (page 26).  Please duplicate this form as needed.


ALL information requested on the TICKET SAMPLES FOR APPROVAL form must be provided including 
the purchase order (P.O.) number(s) and the mfg part number (also referred to as the ITEM #, PART # or 
STYLE #).


NOTE:  Vendor should list all P.O.s that include the item at the top of the form in the indicated spaces 
(separate lines for each P.O., identified by DC, have been provided).  All ticket samples on a given TICKET 
SAMPLES FOR APPROVAL form must be for items included on the listed P.O.s.


. 
Big Lots Pre-Ticketing Department reviews ticket samples sent on TICKET SAMPLES FOR APPROVAL 
form(s).  These samples are test scanned and reviewed carefully to ensure that ticket size and format are 
correct.


Please note that this step in the approval process is particularly critical.  Store cash registers are 
programmed to scan the UPC-A Barcode.  Ticket samples sent to the Big Lots Pre-Ticketing Department 
are test scanned on one of these registers to verify that they will scan in the stores.


Big Lots Pre-Ticketing Department emails ticket approval (or revision instructions for unapproved tickets).


.


 Big Lots Pre-Ticketing Department emails a 
PRE-PRICE TICKET APPROVAL SHEET (see copy of this form on page 27 of this Handbook).  This 
sheet is the ONLY WAY IN WHICH PRICE TICKETS ARE APPROVED BY BIG LOTS. Vendors may 
then proceed to printing. Vendor must submit a production line sample of the ticket for testing (refer to the 
current Big Lots Vendor Manual for guidlelines).
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P.O.# PART # SKU RETAIL TICKET
TYPE


432002095508152816 219 012320020955 $10.00 A1


UPCDATE
CODE


DPT CL  


330 07  


This example shows where to find the DEPARTMENT (DPT) NUMBER, CLASS (CL) NUMBER AND 


DATE CODE on the Barcode Information Sheet. It also indicates where this information should be placed
on the price ticket. 


 


  Vendor submits revised ticket sample for approval.


If the revised ticket sample is correct, vendor receives ticket approval from Big Lots Pre-Ticketing Depart-
ment.  Approved ticket may then be printed and must be submitted for testing as described on the previous 
page.  If the revised ticket sample is not approved, vendor will be contacted by Global Sourcing regarding 
order status. 


Pre-ticketed goods are shipped by vendor to Big Lots distribution centers where they are checked again to 
ensure that all requirements detailed in the Handbook have been met.  


$10
33007  012     320020955
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 emailed to vendors by 
Big Lots Pre-Ticketing Deparment.


This graphic shows where these digits are found on the Barcode 
Information Sheet.  


UPC barcodes may be created using the MacBarcoda computer 
software application. 


  These 12 digits are derived 
as the UPC barcode number as indicated on 
this graphic.  


WHERE TO FIND THE 12 DIGITS THAT ARE PRINTED BELOW THE UPC-A BARCODE


P.O.# PART # SKU RETAIL TICKET
TYPE


432002095508152816 219 012320020955 $10.00 A1


UPC DATE
CODE


P.O.# PART # SKU RETAIL TICKET
TYPE


152816 219 012320020955 $10.00 A1


UPCDATE
CODE


DPT CL  


330 07


DPT CL 


330 07 432002095508


$10
33007  012     320020955


$10
33007  012     320020955
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07  012     


(Please Note:  Six examples are provided to show a variety of retail price 
options.  The dollar sign symbol is ONLY used on whole retail amounts such as $1, $5, $10, $25, etc.)


Franklin Gothic Extra Condensed


Do not use a black outline around price tickets.  


This is an indication of edges only.


The Big Lots logo should look like this.
 Note that it is printed in BLACK. 


Logo will be 
provided to 
you via email


Futura Book


  


4 32002 09550 8


  


4 32002 09550 8


  


$10
4 32002 09550 8


  


4 32002 09550 8


99¢
  


$1
4 32002 09550 8


$100


150


19999
  


4 32002 09550 8


$10
  


4 32002 09550 8


Email ticketing@biglots.com if you need the Big Lots logo


The UPC barcode and the barcode numbers printed directly below the barcode are part of the Big Lots’ 
price ticket.  Department Number, Class Number, Date Code Number, and Sku Number are printed above .  
the barcode.  Other elements include the retail price and the Big Lots logo.  This page provides vendors .  
with the information needed to complete the price ticket. 


330 07  012     320020955 33007  012     320020955 33007  012     320020955


33007  012     32002095533007  012     32002095533007  012     320020955


330 320020955
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  The buyer may request that IMPORT vendors use a removable adhesive on the price tickets. 


      If the buyer wants a removable A1 price ticket, the ticket type will be RA1


 
 


   


      If the buyer wants a removable E1 price ticket, the ticket type will be RE1
      If the buyer wants a removable 3A1 price ticket, a removable 2A2 ticket, or 


      a removable 3A2 ticket, they will place the following note in the Purchase Order
      Header: REMOVABLE TICKETS ARE NEEDED FOR FOR SKU(S)  _____________________. 
      TICKET SPECIFICATION SHEET CAN BE FOUND IN PRETICKETING HANDBOOK. 


  For security purposes, a tamper evident cutout has been added to the ticket as a safety feature
to prevent customers from removing the price ticket prior to purchase.  A visual of this cutout 
is shown below.  Vendors will need to add this cutout when producing the removable price tickets. 


33007  012     


$10
320020955


  


$8
 .O. Box 28523Inc. P


MADE IN CHINA


Distributed By: Big Lots Stores, 


Columbus, OH  43228-0523


V #416280       ITEM #T129


3
3


0
07  012   


  320020955


RA1 TICKET


RE1 TICKET


 Refer to Pages 22-25 to view the Removable Ticket Specification Sheets.  


 SPECIAL NOTE:  The removable adhesive price ticket IS NOT to be used on polybags or
plastic vinyl bags.  The removable ticket DOES NOT adhere securely to the plastic and this
will result in the tickets falling off the goods.  


  The following paper quality requirements apply only to separate pre-price tickets, not those printed
directly on packaging:  Glossy White, Coat Cast Label, Stock Weight: 54# paper


Ticket adhesive must be of a quality which ensures ticket will adhere securely to item on package. 


 
 


If ticket is printed directly on a polybag, we recommend that the white background be “double bumped”
(white printed on top of white) to increase contrast and improve likelihood that the barcode will scan. 


Pre-printed ticket should NEVER be covered with an adhesive barcode. 


Do not modify the Big Lots Logo in any way.  
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Price tickets may be printed directly on packaging or may be printed separately and then adhered to 
packaging.
This section explains where Big Lots’ price tickets must be placed. 


  Price ticket should be placed in the upper right-hand corner on the front of the package.  


    


 


One exception to this policy is hang tags. Price Tickets are placed on the back of hang tags.


  Price ticket should never cover a hang hole.


  Merchandise should not cover the price ticket in any way.


  If price ticket is placed on a cylindrical object (wrapping paper rolls, taper candles, broom
    and tool handles, etc.), barcode must not be positioned on curved area of object as this will
    affect price scanning. 


 


  


    


    
The following page shows where tickets should be placed on different package types 
(color box, backer card, header card, hang tag, polybag and cylindrical packages).
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Photos on this page show recommended price ticket placement for several common package types. 
Vendors should use the ticket size indicated on the Barcode Information Sheet emailed by the 
Pre-Ticketing Department (or its agent).  If this type of ticket does not seem appropriate for the 
item, contact the Pre-Ticketing Department.  


Hang TagBox


Blister Card Header Card Polybag


Front


Back


Distributed By:  Big Lots Stores,Inc
P.O. Box 28523, Columbus,Ohio 43228-0523


V#000000MADE IN CHINAITEM #000


 45  203


 45  203


45  203


 45  203


Distributed By:  Big Lots Stores,Inc.
P.O. Box 28523, Columbus, Ohio, 43228-0523


  V#000000    MADE IN CHINA      ITEM #000


Cylindrical 
Package


330  012   


$10
4 32002 09550 8


Box


445 20 45  20345  20


Blister Card


Cylindrical
Package


Polybag


Back


330  012


  $10
4 32002 09550 8
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-
√   The DPT CL and date code is to be printed above the code UPC barcode on the left hand side 
with the DPT CL number being in bold.  The article number is to be printed above the UPC barcode 
on the right hand side.


√  A new ticket type has been developed specifically for candles and candleholders. The 
new ticket type is “RPF” which stands for ‘REMOVABLE PERFORATED TICKET”.  
This ticket is a rounded label that contains all of the necessary warning/safety information.  
On the left hand side of the rounded label there is a perforated tag that contains the Big Lots 
logo and retail price information. This label will be applied to the bottom of the item. A 
visual reference of this new ticket is shown below.


 


10
$


Distributed by: Big Lots Stores, Inc.
P.O. Box 28523; Columbus, OH 43228-0523


V#1004975        
MADE IN USA        


ITEM#108990


Net wt.: 19 oz (538g)


BURN CANDLES WITH CARE AND AT YOUR OWN RISK.
Read and follow these safety guidelines. Burn only in


well-ventilated,heat-resistant candle holders made of glass,
ceramic or other non-�ammable materials. Burn only on heat-resistant


surfaces. Do not handle or move candle while it is burning, or while wax
is in a liquid state. Trim wick to 1/4 inch before lighting or relighting.
Do not allow wick trimmings or other foreign materials to remain in


Burn within sight
Keep away from things that catch �re
Keep away from children


Item Description


33007  012     320020955


10
$


Distributed by: Big Lots Stores, Inc.
P.O. Box 28523; Columbus, OH 43228-0523


V#1004975        
MADE IN USA        


ITEM#108990


Net wt.: 19 oz (538g)


BURN CANDLES WITH CARE AND AT YOUR OWN RISK.
Read and follow these safety guidelines. Burn only in


well-ventilated,heat-resistant candle holders made of glass,
ceramic or other non-�ammable materials. Burn only on heat-resistant


surfaces. Do not handle or move candle while it is burning, or while wax
is in a liquid state. Trim wick to 1/4 inch before lighting or relighting.
Do not allow wick trimmings or other foreign materials to remain in


Burn within sight
Keep away from things that catch �re
Keep away from children


33007  012     320020955


Removable Perforated Ticket Where
Vendor’s Packaging Will Be Used


Removable Perforated Ticket Where
Big Lots Brand Packaging Will Be Used


SIZING INFORMATION
Size of rounded label should be proportionate to the size fo the bottom of the item.  Label
should not be smaller than 2 ½” in Diameter.


The size of the perforated ticket is 0.6736” in length and 0.2748” in height.


√   The buyer will select the RPF ticket type on items that require a warning or safety label and this
information IS NOT already on the product.  If the warning or safety label is already on the product,
then the buyer will select the Removable A1 ticket (RA1) or the Removable E1 ticket (RE1).
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√   For Candleholders and Candles, the vendor will apply the pre-price ticket 
(either the RPF ticket, RA1 ticket, or RE1 ticket) to the bottom of the item.  If there is not
 room to apply the RA1 or RE1 ticket types to the bottom, if there is a hangtag, the vendor 
will apply the ticket to the hangtag. If there is no hangtag, the vendor will place the 
pre-price ticket in the least conspicuous area. 


√   For Vases and Home Décor items, the vendor will apply the pre-price ticket (RA1 or RE1) to 
the bottom of the item. If there is not room to apply the RA1 or RE1 ticket types to the bottom, the 
vendor will place the pre-price ticket in the least conspicuous area. 


√   For Picture Frames, Art, Wall Decor, and Mirrors, the vendor will apply the pre-price 
ticket (RA1 or RE1) on the back of the item in the top right corner regardless of packaging or 
materials (example: felt back, no corner protectors). 







Page 17
03/15


EXCLUSIVE TICKET TYPES FOR 
HOLIDAY GIFTABLE ITEMS


 


-
√   The DPT CL and date code is to be printed above the code UPC barcode on the left hand side 
with the DPT CL number being in bold.  The article number is to be printed above the UPC barcode 
on the right hand side.


√  A new ticket type has been developed specifically for “holiday giftable” items to allow 
the customer to remove the price from the ticket using the perforated line after purchase.  


The entire ticket is printed on a removable adhesive.  The blue box on the top of the ticket 
indiciates a back liner cut.  This means the removable adhesive does not get applied to this area.
This will allow for the top portion of the ticket to be more easily removed.  


 


√   The buyer will select the either the TA1 (Tear Away A1 style) ticket type OR the TE1
(Tear Away E1 style) ticket type if they are wanting this style ticket for their product.  


TEAR AWAY TICKETS


1.125”


0.75”
$5


33007 012 320020955


4 32002 09550 8


TICKET TYPE:  TA1
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TICKET TYPE:  TE1
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EXCLUSIVE TICKET TYPES FOR 
HOLIDAY GIFTABLE ITEMS


 


-


√   The DPT CL and date code is to be printed above the code UPC barcode on the left hand side 
with the DPT CL number being in bold.  The article number is to be printed above the UPC barcode 
on the right hand side.


√  A new ticket type has been developed specifically for “holiday giftable” items that will use
a hang tag as part of the packaging.  The hang tag will use vendor artwork only.  It will NOT
use Big Lots packaging artwork.  The ticket type for this hang tag is THT (Tear Away Hang Tag). 


The front side of the hang tag will have a perforated line to allow for the customer to remove 
the price after purchase.  The back side of the hang tag will have the Big Lots barcode with
human readable information to assist with returns.  


 


√   The buyer will select the THT (Tear Away Hang Tag) ticket type if they are wanting 
this style ticket for their product.  


TEAR AWAY HANG TAG


20$


LOGO/RETAIL TOGETHER ON BOTTOM FRONT OF HANG TAG


33007  012     


4 32002 09550 8


320020955


FRONT SIDE BACK SIDE


TICKET TYPE:  THT


SIZING INFORMATION
The size of the perf is 0.6736” in length and 0.2748” in height.
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Resources
REVISED 3/15


Import Ticket Types


Ticket Samples for Approval
 Pre-Price Ticket Approval Sheet


Trademark Sublicense Agreement-Price Tickets 


Removable Ticket Specification Sheets
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Import Ticket Types
Tickets on this page are for visual reference only and are not actual 


size. Actual size requirement is printed below each ticket type.


Preferred size is  1-1/4” (W) x 1-1/4” (H)
Size may need to be enlarged depending on 


substrate the ticket is being printed on.


1-1/8” (W) x 3/4” (H)


Wrap around 2-in-1 (2A2)
4-1/8” (W) x 7/8” (H)


Wrap around 3-in-1 (3A2)
4-1/8” (W) x 7/8” (H) 


.E1 tickets should also be used on taper 
candles, wrapping paper rolls, and 
items in polybag (ticket printed directly 
on plastic).  This ticket will include our 
distribution clause, as shown here.  


33007  012     
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 .O. Box 28523Inc. P


MADE IN CHINA


Distributed By: Big Lots Stores, 


Columbus, OH  43228-0523


V #416280       ITEM #T129


3
3
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  320020955


RA1 TICKET


RE1 TICKET


1-1/8” (W) x 3/4” (H)


33007  012     


$10


4 32002 09550 8


320020955


  


$8


4
3
2
0
0
2


0
9
5
5
0


8


 .O. Box 28523Inc. P


MADE IN CHINA


Distributed By: Big Lots Stores, 


Columbus, OH  43228-0523


V #416280       ITEM #T129


3
3


0
07  012   


  320020955


E1 TICKET


 


Claw Hammer
Distributed By: Big Lots Stores, Inc.,


 P.O. Box 28523
Columbus, OH  43228-0523


MADE IN CHINA  ITEM #T129V #416280  


$5
4 32002 09550 8


33007  012     320020955


3-in-1 (3A1)
2-3/8” (W) x 1-1/4” (H)


Porcelain
Vase


Distributed By: Big Lots Stores, Inc., P.O. Box 28523
Columbus, OH  43228-0523


MADE IN CHINA   
    


 ITEM #T129V #416280  


4 32002 09550 8


33007  012     320020955


4588


Claw Hammer
WARNING: Always wear safety goggles when using tools.


Distributed By: Big Lots Stores, Inc., P.O. Box 28523
Columbus, OH  43228-0523


MADE IN CHINA   
    


 ITEM #T129V #416280  


$29
4 32002 09550 8
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10
$


Distributed by: Big Lots Stores, Inc.
P.O. Box 28523; Columbus, OH 43228-0523


V#1004975        
MADE IN USA        


ITEM#108990


Net wt.: 19 oz (538g)


BURN CANDLES WITH CARE AND AT YOUR OWN RISK.
Read and follow these safety guidelines. Burn only in


well-ventilated,heat-resistant candle holders made of glass,
ceramic or other non-�ammable materials. Burn only on heat-resistant


surfaces. Do not handle or move candle while it is burning, or while wax
is in a liquid state. Trim wick to 1/4 inch before lighting or relighting.
Do not allow wick trimmings or other foreign materials to remain in


Burn within sight
Keep away from things that catch �re
Keep away from children


WARNING:!


Item Description


33007  012     
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Distributed by: Big Lots Stores, Inc.
P.O. Box 28523; Columbus, OH 43228-0523


V#1004975        
MADE IN USA        


ITEM#108990


Net wt.: 19 oz (538g)


BURN CANDLES WITH CARE AND AT YOUR OWN RISK.
Read and follow these safety guidelines. Burn only in


well-ventilated,heat-resistant candle holders made of glass,
ceramic or other non-�ammable materials. Burn only on heat-resistant


surfaces. Do not handle or move candle while it is burning, or while wax
is in a liquid state. Trim wick to 1/4 inch before lighting or relighting.
Do not allow wick trimmings or other foreign materials to remain in


Burn within sight
Keep away from things that catch �re
Keep away from children


WARNING:!


33007  012     


4 32002 09550 8


320020955


RPF (Removable Perforated Ticket) 
Where Vendor’s Packaging Will Be Used


RPF (Removable Perforated Ticket)  
Where Big Lots Brand Packaging Will Be Used


A1 TICKET


SIZING INFORMATION FOR RPF TICKET TYPE
Size of rounded label should be proportionate to the size
 of the bottom of the item. Label should not be smaller 
than 2 ½” in Diameter.
The size of the perforated ticket is 0.6736” in length and 
0.2748” in height. 
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Import Ticket Types
Tickets on this page are for visual reference only and are not actual 


size. Actual size requirement is printed below each ticket type.
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320020955


FRONT SIDE BACK SIDE


TICKET TYPE:  THT


SIZING INFORMATION FOR THT TICKET TYPE
The size of the perforated ticket is 0.6736” in length and 
0.2748” in height. 
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Technical parameters  


Farson grams of white card Glassine coated paper at 
the end PC/AR600/62


Product Code #  /
AW3269 (back 


print)
Revision Date: 16-Nov-2009


The surface of 
the substrate


Applications  
Widely used in promotional and industry on the half-
light color label printing.  Typical uses such as 
logistics labels and promotional labels.  
Tag after 3 months in the labeling, glue viscosity may 
increase and there may be conversion to a 
permanent glue.  Different substrates may be 
removed with a chemical reaction of the glue, it is 
strongly recommended prior to full testing.  
In order to maintain the label can be removed better 
performance, not recommended for application in 
more than 70P0PC environment and the plexiglass 
surface (PMMA).  
This product is not recommended for use in a curved 
surface of the substrate.  
Application of the above description of the proposal 
is not a guarantee as Avery Dennison.  All Avery 
Dennison products sold should be used by the client 
in the final environment for testing to confirm 
compliance with the requirements of the use of the 
environment.  


Printing and Processing  
Super calendar treatment by the half-height optical 
surface, well suited for a variety of printing 
technology for monochrome and color printing.  
Should pay attention to controlling the viscosity of the 
ink, causing the ink to avoid too sticky coating off.  
Excellent processing properties of paper, suitable for 
rotary and flat-style processing methods.  
Suitable for bronzing.  
Avoid rewinding tension is too large, causing them to 
overflow glue.  


Shelf  
Temperature 23 ± 2C, relative humidity of 50 ± 5% of 
the cases, can be stored for one year.  


Help  
Avery Dennison description of all relevant material, 
technical information and application 
recommendations are based on test results we 
consider reliable, but does not constitute a 
guarantee.  All Avery Dennison products sold should 
be used by the client in the final environment for 
testing to confirm compliance with the requirements 
of the use of the environment to determine what 
material to choose to buy.  All Avery Dennison 
products are in strict quality control system of 
production, from the Avery Dennison plant of any 


Super calendar treatment by the half-height optical white 
paint on paper. 


Basic Weight 80 ± 10%g / m² ISO 536 


Thickness 0.072 ±
10%


mm ISO 534 


Adhesives


A general purpose removable acrylic latex. 


The end of paper


Super calendar treatment by white Glassine paper at the 
end. 


Basic Weight 61 ± 10%g / m² ISO 536 


Thickness 0.055 ±
10%


mm ISO 534 


Typical viscosity values


Initial viscosity 3.0  N/25mm FTM 9 st.st. 


90 degrees 20 
minutes peeling 
sticky 


1.8  N/25mm FTM 2 st.st. 


24 hours 90 peel-
off adhesive 


2.0  N/25mm FTM 2 st.st. 


The lowest 
temperature 
labeling 


-10 ° C 


Operating -50 ° C-+90 ° C 


Product Data Sheet for AW3269 (back print), Farson grams of white card Glassine coated...


http://translate.googleusercontent.com/translate_c?hl=en&sl=zh-CN&u=http://www.fasson...
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 ______________________________   ___________________


  PLACE  
 TICKET  
   HERE 


  PLACE  
 TICKET  
   HERE 


  PLACE  
 TICKET 
   HERE 


  PLACE  
 TICKET  
   HERE 


 


ITEM#____________ 
 


 


ITEM#____________ 
 


 


ITEM#____________ 
 


 


ITEM#____________ 
 


  PLACE  
 TICKET  
   HERE 


  PLACE  
 TICKET  
   HERE 


  PLACE  
 TICKET 
   HERE 


  PLACE  
 TICKET  
   HERE 


 


ITEM#____________ 
 


ITEM#____________ 
 


ITEM#____________ 
 


ITEM#____________ 


 


ITEM#____________ 
 


ITEM#____________ 
 


ITEM#____________ 
 


ITEM#____________ 


  PLACE  
  TICKET  
   HERE 


  PLACE  
  TICKET  
   HERE 


  PLACE  
 TICKET  
   HERE 


  PLACE  
 TICKET  
   HERE 


Sample tickets should be 
affixed directly to this 
form. P.O. number(s) must 
be included in the space(s) 
provided at the top of the 
form.  Item numbers must 
be included below each 
sample as shown here. 


SEND TICKETS TO: 
The Preticketing Department


300 Phillipi Road
Columbus, Ohio 43228-0512,U.S.A


DC #890 DC #879 DC #874 DC #873 DC #870 


219 ITEM#____________ 
 


33007  012     


$10
320020955
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Big Lots, Inc. 300 Phillipi Rd. • Columbus, OH 43228-0512, USA • Fax (614) 278-6678 


Pre Ticketing Department 


PRE-PRICE TICKET APPROVAL SHEET 


123456, 
123457, 
123458, 


123459, 


PLEASE NOTE:The purchase order numbers, as shown on this form, do not 
include a hyphen followed by a 2 two-digit, one-letter suffix  ( for example,
349563-10M). Although this information is printed on some hard copy PO’s
it is NOT REQUIRED FOR TICKET APPROVAL and will not be included on 
this form.


January 1, 2007


TO: Vendor Name 


DATE:  


FROM: 


COL- 


PA- 
CAL- 
Furn-, 
Mont- 


0 


PO No. Item SKU Approved Comments 


123456-COL, 
123457-PA, 
123458-CAL, 


1111 
1112 
1113 
1114 


OK 
OK 
OK 


Not OK 


An explanation of why specific tickets were not 
approved might be printed in this space. 


Furn-  
123459-MONT, 
123460-DUR 


Dur 123460, 
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Important Preliminary remarks: 
 
This note of instructions explains the procedure that Factories or Vendors need to follow to book audits with 
AsiaInspection for Big Lots. 
 
Please note: 


- AsiaInspection has been selected by Big Lots as a partner for Social/Ethical and C-TPAT Audits 
- Big Lots is recipient of the audit reports 
- Big Lots controls the audit criteria that AsiaInspection will use for the audit. 
- Factories/Vendors are billed for the audits and pays them to AsiaInspection upfront. 


 
 
All the bookings and re schedulings will be done online by following the procedure explained in the present 
document. AsiaInspection will not accept any other procedure (telephone, fax or email communications). The 
website booking gives an easy access 24x7 to the booking, gives online pricing, sends immediate email 
confirmations, etc. which makes it extremely convenient for vendors to use it. 
 
All audit bookings must be placed online at least two weeks prior to the day of the audit, before 4 PM (China 
time) and must be pre-paid either online or wire transfers, please see page 16 for more information.  
 
Should this notice not be met, AsiaInspection will endeavour its best to meet the required date but cannot 
guarantee it. In case the audit cannot happen on the required day, the vendor will have to justify this to the Big 
Lots, AsiaInspection will not take any responsibility. 
 
In the event of rush bookings (less than 48 hours notice) and provided the date is met, a $129 US up charge 
will be billed. 
 
Re scheduling or cancellations follow the same rule and can be done online without penalty until 4 PM 
China time on the day before. 
 
After 4 PM on the day before, the audit will not be moved anymore and the auditor will go to the factory on the 
following day. Should the conditions defined for the audit not be met (factory not ready, access of the auditor 
denied, etc.) the audit will be charged to the vendor. 
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    Letter to Factories – Important Communication from Big Lots 


 
 
Dear Vendors/Factories, 
尊敬的<工厂联系人> 
 
As you will already be aware, Audits for Big Lots in Asia are performed by AsiaInspection. 
正如大家所熟知，Big Lots 在亚洲的质量检验是由AsiaInspection来执行。  
 
To tackle effectively bribery issues a close cooperation between the factories and AsiaInspection is essential. 
工厂和AsiaInspection之间的紧密合作对于有效防治受贿是非常重要的。 


 
We would like to remind you of the important points and rules auditors must follow when being at your factory: 
以下几点是我们验货员在工厂必须遵守且非常重要的要求和规定：我们在此提醒贵工厂注意： 


 
1/ The auditor gets a meal allowance for his meals. 
1/ 我们的验货员有餐饮津贴。 


 
2/ If the auditor asks you for any gifts, meals or favors please immediately contact us claim@asiainspection.com 
or + +86-755-2223-9003 and the auditor will be replaced with a new one within hours. 
2/ 如果验货员向工厂索要任何礼物，餐饮或好处，请立即与我们联系claim@asiainspection.com or + +86-755-
2223-9003，该验货员将会在几小时之内被替换。 


 
3/ If the auditor misbehaves please immediately contact us claim@asiainspection.com or + +86-755-2223-
9003and the inspector will be replaced with a new one within hours. 
3/ 如果验货员有任何不恰当的行为，请立即与我们联系claim@asiainspection.com or + +86-755-2223-
9003，该验货员将会在几小时之内被替换。 


 
4/ Factories/vendors are not allowed to offer any meals, gifts or advance any expenses to our auditor.  Any 
breach will be reported to Big Lots. 
4/ 工厂不允许向验货员提供任何餐饮，礼物或是垫付验货员的任何费用。任何违规将立即通知 Big Lots. 
 
All of the above points are mentioned in the factory declaration that you sign for every audit and it is your 
obligation to ensure they are followed. 
所有以上几点在你们每次验货签署的工厂声明书里面都有提到，你们有义务保证这些条款的遵守与实施。 


 


 
Thanks and regards, 
商祺 
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I. Opening your account 
 
To open your account: 
 
1 - Connect to www.asiainspection.com  . 
 
2- Hit “Create your Free Account” 
 


 
 
3- Fill out the registration form completely. Please use Big Lots  – XXXXXX (your company name) as your 
account's company name. This will help us identify your account from the several registrations we receive. 
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4- Wait for our email which should come immediately. Use the activation link enclosed for your first connection, 
you will then be able to sign in with your login and password. 
 
If you are contacted by an AsiaInspection representative simply let him/her know that you are a supplier of one 
of our Big Lots and that you are taken care of by David Feig. 
 
II. Accessing your account: 
 
You can access New Platform by entering your username and password from the log in area on the top right of 
www.asiainspection.com.  
      


 
 


            
 
 Your account is a unique to you, with private storage for your product and factory details enabling you to 
manage your quality control needs from AsiaInspection.com 
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III. Booking an audit 
 
      From your Account, you can book all AsiaInspection services:  
 
      1. To start a new booking from scratch, mouse over ‘Book Now!’ and select the service you would like 
 to order.  
 


 
 
To save time, for similar orders you can start your new booking from a previous order; click on ‘Book using a 
previous order’ and select the previous order you want to start from.  
 
This will save time if you have repeat orders of the same product or with the same factory.  
 
 


Book a new order:  
Start a new booking from 
scratch; you’ll be guided 
all along the process 


Bookings:  
Access your pending 
orders. From there you can 
open, amend and cancel 


Book using a previous 
order:  
Select a previous order 
and start a new  order 
...amend and cancel 


Message Centre: 
Contact AsiaInspection 
team and keep track of 
your communication. 
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A. SOCIAL/ETHICAL AUDIT WALK THROUGH 
 
To book Social or Ethical audits, please follow instructions below: 
 
Please click "Ethical" under Audit's list. 
 


 
 
 
 
 
 
 
 
 
Step1. Fill out the General Info page. 
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Step 2. Fill out the Factory Info page 
 
Enter your factory contact details or retrieve from your factory list. The factory list is updated every time you book 
an order with any new factory information. 


                                         
 
 
 
Step 3: Tick all fields to be audited as shown on the screen shot below. 
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Step 4: Review all the booking details 
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Step 5: Check out page 
 
- Select the appropriate factory size (Less than 500 employees or More than 500 employees). 
 
- To confirm, please click "Confirm and Pay Now" Button. 
 
- Please note that Payment should be made upon booking. Please see page 16 for billing options. 
 


               
           
 
B. C-TPAT AUDIT WALK THROUGH 
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Please select C-TPAT under the Audit services list 
 
 


 
 
 
Follow Steps 1-2 on page 9 (fill our general info and factory information page) 
 
 
Step 3: Tick all fields to be audited 
 


 
 
 
Step 4: Specify special instructions (if required) 
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Step 5: Review the request form 
 


 
 
 
Step 6: Check out and confirm the request 
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- Select the appropriate factory size (Less than 500 employees or More than 500 employees). 
 
- To confirm, please click "Confirm and Pay Now" Button. 
 
- Please note that Payment should be made upon booking. Please see page 16 for billing options. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
IV . Booking Amendment  
 
To update the booking, please go to Open Bookings and click the link to Open.  
You can update the order in review page by clicking ‘Edit’ button , Don’t forget to click ‘Save button” 
to resubmit the order and re-verify the payment detail, after this step all your changes will be applied to 







 


   


14 
 


the order.  
 
 


 
 
 


 
 
 
 
 
 
V. Billing Options 
 


AI offers 2 payment solutions: 







 


   


15 
 


 
1. Online payment:  
An online payment service through the use of PayPal and Global Payments solution. Orders 
settled online are subject to payment of PayPal and Global payment processing fees (see 
PayPal conditions on www.paypal.com). 
 
 
2. Wire transfers:  
Payments via wire transfers can be made through: 
 
The Hongkong & Shanghai Banking Corporation Ltd 
Swift #HSBCHKHHHKH 
1 Queen's Road Central 
Hong Kong 
Bank Code: 004 
Account No:   043-244268-838 
Beneficiary Name: AsiaInspection Limited 
 


             To request a proforma invoice with our banking information please go to payments page, check box the 
 audit you need to pay and click "request pro-forma invoice".   
 
 Note: Payments are due upfront upon booking. No audits will be performed without pre-payment. 
 


            
 
 
 
 
 
 
VI. Contact US 
 


For immediate assistance please contact: 
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East Coast Office (USA) 


1/ David Feig 


Tel : + 1.888.264.8988 x 1 


Email: David.Feig@asiainspection.com 


 


Shenzhen China Office 


2/ Carrie Tan 


Tel : + 86 755 222 39093 


Email: Carrie.Tan@asiainspection.com 


 


West Coast Office (Vancouver, Canada) 


3/ Cheryl Ador 


Tel: +1-888-264-8988 X 4 


Email: Cheryl.Ador@asiainspection.com 


4/ Honey Cardenas 


Tel: 1-888-264-8988 X 2 


Email: Honey.Cardenas@asiainspection.com 
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1. Definitions: 


A non-compliance is a specific breach of the standard or code against which the employment site was 
audited.  
Non-compliances may be Critical, Major or Minor 
A minor non-compliance is: 


x an occasional or isolated problem; 
x an issue which presents a low risk to workers/ those on-site; 
x A policy issue or misunderstanding where there is no evidence of a material breach.  


 


A major non-compliance is: 
x a breach which represents a danger to workers/ those on-site; 
x a material breach of a code requirement/ law;  
x a systematic violation of a code requirement/ law.  


 


A critical non-compliance is: 
x an issue which presents imminent risk to workers’ safety/risk to life and limb or constitutes a 


significant breach of workers’ human rights, and/or; 
x a major non-compliance that has not been addressed or for which no significant improvement has 


been made by the time of a follow up audit, in spite of supplier commitment to resolve the issue; 
x an attempt to pervert the course of the audit through fraud, coercion, deception or interference. 


 


A good practice example is: 
x an issue that the auditor feels is over and above the standard against which the employment site 


was audited. 
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2. Critical Conditions: 


Sections  Checkpoints 
concerned  


Conditions for critical nonconformity 


General  
 


1. Factory operates without business license 
2. Factory refused the entrance to the site, access to documents, 


worker interviews during audits 
3. Bribery or corruption attempt 


 
Hygiene, 
Health & 
Safety 


1.4 
1.6 
1.13 
1.14 
1.15 
1.16 
1.17 
1.18 
1.20 
1.23 
1.24 
1.26 
1.34 
1.35 


1. Personal Protective Equipment are not provided by factory 
2. No legal construction certificate (Building Structure) available, or 


building structure at risk (cracks,...) 
3. Emergency exits not arranged according to regulations (in 


number, location,...) 
4. There is no fire alarm or firefighting equipment in the factory. 
5. Dangerous work environment which implies an immediate risk for 


workers’ health and/or security 
6. Poor electrical safety maintenance, fire equipment maintenance 


or boiler maintenance that endangers the safety of the workers 
7. Dormitories are within the same building of production workshop 


or warehouse 
8. Emergency exits are found to be kept locked 


Waste 
Management 


2.2 
2.8 
2.9 
2.12 
2.13 
2.15 
2.16 


1. Factory has been sued for damage on the environment within last 
2 years 


2. Factory is operating without legal approval for activities 
3. Evidence of spill of hazardous wastes directly into the 


environment 
4. Evidence of spill of waste water directly into the environment 
5. Evidence of spill of polluted air without treatment directly into the 


environment 
 


Child Labor 3.1 
3.5 


1. Presence of child/children on production site on audit day (no 
matter if the child/children is/are working or not) 


2. Documentary evidence (eg. ID card) even without any presence 
of child/children  


3. If “presumption” and no procedure nor documentary evidence 
and (with adequate comments) 


4. Oral witness during interviews. Employee assumes he or she is a 
child but no documentary evidence is provided  


5. Oral witness during interviews and neither procedure nor ground 
allowing to assess workers’ age  


6. Young workers are found to be working in hazardous conditions 
 


Working Hours 4.1 
4.2 


1. Evidence of double booking or forged documents made on 
purpose of misleading auditor 


2. Evidence of coaching for workers' interviews 
3. Evidences that working hours are exceeding 72 hours per week, 


in a repeated way, and without specific justification 
4. Evidences that workers do not have 1 day off in 7 days (or 2 days 


off in 14 days where applicable) 
 


Wages & 5.1 1. Evidence of double booking or forged documents made on 
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Benefits 5.2 purpose of misleading auditor 


2. Evidence of coaching for workers' interviews 
3. Documentary evidence that legal minimum wage is not reached 
4. Oral witness during interviews (at least 1) that legal minimum 


wage is not reached but lack of evidence due to absence of 
documents  


5. Documentary evidence that overtime hours are not paid at all or 
with a rate lower than normal working hours 
 


Forced Labor 7.1 
7.2 
7.3 
7.4 
7.5 


1. Proved forced labor (According to the ILO definition : « every 
work or service required from someone under any kind of threat, 
and which is not done of one’s own free will”), including 
recruitment, transportation, harboring or receipt of people for the 
purpose of slavery, prostitution, bonded labor, forces labor and/or 
debt bondage 


2. Presence of prison labor on manufacturing site 
 


Discrimination 8.1 
8.2 


1. Proof of discrimination in term of employment, promotion, 
compensation, welfare, dismissal and retirement, etc. within the 
company based on criteria of race, birth, religion, national or 
social origins, sex, family responsibilities, marital status, 
handicap, sexual orientation or political opinions 


2. Use of blood test, pregnancy test of virginity test for hiring 
 


Disciplinary 
practices 


9.1 1. Proof of mental/physical/sexual ill-treatment as part of the 
management style of supplier 


2. Proof of excessive disciplinary measures, outside of legal 
framework (including fines as disciplinary practices) 
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3. Scoring System 


 


3.1 Score per checkpoint: 


- If a checkpoint is rated "Pass", it receives 1 point 


- If a checkpoint is rated with a Minor, Major or Critical NC, it receives 0 point 


- if a checkpoint is N/A (not applicable), it is not included in scoring 


 


3.2 Score per section: 


- The score of each section is calculated by adding the number of point reached (number of 
"Pass" checkpoints) and divide by the maximum potential score (number of scored checkpoints), 
and bring back to a score /10 


- If there is 1 or more checkpoint receiving a Critical NC in any section, the score for the whole 
section will be 0/10 


Example: Child Labour Section has 8 checkpoints evaluated. In example below, 4 checkpoints 
evaluated, 3 checkpoints are Pass and 1 checkpoint has a Minor NC found.  


Result is:  (3 points (for 3 Pass checkpoints) + 0 point (for 1 Minor NC)) / 4 (checkpoints 
evaluated = 7.5/10  


 


3.3 Overall Score: 


- Overall Score is calculated by applying the indicated weights to each section's score 


 







                       ¤2015 AsiaInspection Limited. All rights reserved 
In example below: 
- Health & Safety: 6.5/10, weight 35% => 2.275 points 
- Waste Management: 8.9/10, weight 20% => 1.78 points 
- Child Labour: 7.5/10, weight 15% => 1.125 points 
- Hours, Wages & Benefits: 10/10, weight 20% => 2 points 
- Labor Practices: 9.3/10, weight 10% => 0.93 points 
---------- 
Total: 2.275+1.78+1.125+2+0.93 = 8.1/10 
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4/ Color Indicator 


Color indicator and recommendation are determined as follow: 


RED 


 


AMBER 
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GREEN 


 


 






_1537107706.xls
Supplier Profile updated

		Big Lots Supplier Profile																														Date

		Company Name:																				Homepage address:

		Address:																				Contact 1:										e-mail:

																						Contact 2:										e-mail:

		City/ State/ Country:		Delhi						Delhi						India						Phone No:										Fax:

		Year Business Established										Are you vertically integrated?														Do you have EDI capabilities?

		Are you a Public Company?												What Year Public?												Do you have In-House Packaging capability

		Are you currently a Big Lots supplier?												Shipping port												Do you have existing out sourced packaging relationship

		Have you ever been a Big Lots supplier?												Shipping port

		Do you have peak season storage capacity?														Do you have internal Design Capability										Do you have Peak Season Internal Financing Capability

		Type of Business:														Type of Industry              (X over one industry)

																						Hardlines				Textiles				Toys				Food				Other

		Products and sales		2012						2013						2014						2015						2016						% Growth ('12-'16)

		Sales to Big Lots Direct:

		Sales to  BL through Third Party

		Total Sales (US$):

		BL % to TTL Sales

		Major Products (Show annual Cost Shipments for all markets)		2012  Total Sales				2012 to US.		2013  Total Sales				2013 to US.		2014  Total Sales				2014 to US.		2015 Total Sales				2015 to US.		2016 Total Sales				2016 to US.

		Customers including Big Lots (Show at least largest 8 customers in last fiscal year)				Annual Sales
(2015)								% to Total
(2015)				Products Sold

		Do you own a Brand?										If Yes which Brand(s)?

		Do you own a Trademark?										If Yes which Trademark(s)?

		Do you own a Patent?										If Yes which Patent(s)?

		Do you hold a License?										If Yes which License(s)?

		All Factories must be shown from which product is shipped; Information must be for current year.

		Factory Information				Factory Name																		# Employees

		Factory Ownership:				Company owned												Joint venture										Sourced Factory

		Factory Size (Square Feet)										BL Factory Certification Rating												Last Certification Date										By Whom

		Production Capacity per Month (pcs)														Production Capacity per Year (pcs)																%  Capacity Used

		Products produced in factory						Pet Bowls & Dishes , Stainless Steel articles														What Industry certifications do you hold?												Medium scale Industry

		Production Curve		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec		Total

		% by Month

		Factory Information				Factory Name																		# Employees

		Factory Ownership:																Joint venture										Sourced Factory

		Factory Size (Square Feet)										BL Factory Certification Rating												Last Certification Date										By Whom

		Production Capacity per Month (pcs)														Production Capacity per Year (pcs)																%  Capacity Used

		Products produced in factory																				What Industry certifications do you hold?

		Production Curve		Jan		Feb		Mar		Apr		May		Jun		Jul		Aug		Sep		Oct		Nov		Dec		Total

		% by Month

		Factory Information				Factory Name																		# Employees

		Factory Ownership:																Joint venture										Sourced Factory

		Factory Size (Square Feet)										BL Factory Certification Rating												Last Certification Date										By Whom

		Production Capacity per Month (pcs)														Production Capacity per Year (pcs)																%  Capacity Used

		Products produced in factory																				What Industry certifications do you hold?
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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
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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
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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.







_1459683629.xls

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.











Procedure for China

		Big Lots, Inc.

		Vendor Products Liability Program - China

		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 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 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



















































Procedure for Non-China

		Big Lots, Inc.

		Vendor Products Liability Program - Worldwide excl. China

		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		*  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 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



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









































AON Contacts



		Vendor Products Liability Program

		Aon Preliminary Local Contacts 2013-2014



		COUNTRY		BROKER CONTACT

		United States		Jerome Hopkins
Aon Risk Solutions (AGCN-Chicago)
200 E. Randolph Street
Chicago, IL  60601
Ph: 312-381-3922
e-mail: jerome.hopkins@aon.com


		China		Richard Wang
AonCofco - Shanghai
42/F., Jin Mao Tower
88 Century Boulevard
Pudong, Shanghai 200121
Peoples Republic of China
Ph: 8 621 3868 8298
e-mail: richard_wang@aon-cofco.com.cn

		Cambodia		Tirapol Osiri
Aon Risk Services (Thailand) Ltd.
18/F Siam Tower Building
989 Rama I Road, Pathumwan
Bangkok, Thailand
Ph: 6623054611
e-mail: tirapol.osiri@aon.com

(coordinated by Aon Thailand)

		Hong Kong		Benjamin Chang
Aon Risk Services (AGCN-Hong Kong)
28/F, Tower 1, Times Square
Hong Kong
Ph: 85228624133
e-mail: benjamin.chang@aon.com

		India		Ashish Katiyar
Aon Global Client Network India
302, Dalamal House, Nariman Point
Mumbai 400021
India
Ph: 91 8130475719
e-mail: ashish.katiyar@aon.com


		Indonesia		Florentina Pranoto 
P.T. Aon Indonesia
5/F Menara Sudirman 
JI. Jend Sudirman kav. 60
Jakarta 12190
Indonesia
Tel:   +62 21 2985 8500 
Email:  florentina.pranoto@aon.com 


		Malaysia		Amizah Abbas
Aon Insurance Brokers (Malaysia)
Level 10, Tower 3, Avenue 7
The Horizon, Bangsar South
No.8, Jalan Kerinchi 
Kuala Lumpur, 59200
Malaysia
Ph: 60320956628
e-mail: amizah.abbas@aon.com

		Pakistan		Taher Mukhi 
Aon Insurance Brokers (Pvt) Ltd
Bahria Complex 3, 2nd Floor
M.T.Khan Road
Karachi, 74000
Pakistan
Tel:   +9221111266266 
Email:  taher.mukhi@aon.com 


		Taiwan		Alfred JH Shum
Aon Risk Services - Taiwan
9/F, Lotus Building, No.136 Jen Ai Road
Section 3 
Taipei, Taiwan
Ph: 886266390392
e-mail: alfred.jh.schum@aon.com

		Thailand		Suchada Teerabutanan 
Aon Risk Services (Thailand)
18/F Siam Tower Building
989 Rama I Road, Pathumwan
Bangkok, Thailand
Tel:  +66 2305 4678 
Email:  suchada.teerabutanan@aon.com 


		Turkey		Selin Salcioglu
Aon Risk Services
Saray Mah. Dr.Adnan Büyükdeniz Cad. No:2
Umraniye, Istanbul
Turkey
Ph: 90(216)636 0700 
e-mail: selin.salcioglu@aon.com.tr


		Vietnam		Thao Nguyen Phuc Hieu
Aon Ho Chi Men CIty
Unit 702, 7/F Sailing Tower 
111A Pasteur
District I
Ho Chi Minh City, Vietnam
Ph: 84 8 822 4884
e-mail: nguyen.phuc.hieu.thao@aon.com



















































Ace Underwriting Application

										ace insurance





						BIG LOTS INC. SUPPLIERS PROGRAM

						PRODUCTS LIABILITY INSURANCE APPLICATION



						1.		Named Insured (Name of Supplier)



								Complete Mailing Address



						2.		Additional Insured:				BIG LOTS Inc.



						3.		Period of Insurance: 				12 months from date to be confirmed

								*		the effective date of coverage will be "date of premium payment" to "common expiry date"



						4.		Limit of Liablity				US$1,200,000 any one occurrence and US$1,200,000 in annual aggregate during the period of insurance



						5.		Deductible (Excess)



						6.		List of all products supplied by you to Big Lots Inc. ( A separate sheet may be used if sales details exceed the available space

								PRODUCT DESCRIPTION 						ANNUAL ESTIMATED SALES (US$)

														$   - 0

														$   - 0

														$   - 0

														$   - 0



						7.		Have you ever experienced a government-mandtaed or voluntary recall of any products?





								If yes, please provide details: 





						8.		Have there been any reported incident or claims filed for any of your products over the last 5 years?





								If yes, please provided details: 





								I/We, the undersigned, declare that to the best of my/our knowledge and belief the statements set forth herein are true and correct, and agree that these statements shall form the basis of and be incorporated into any contract of insurance which may be conducted between the Proposer and ACE.



								Date				Signature (with Company Chop):



								Phone No:				Name of Representative:



								E-mail:				Title: 







YES

NO

YES

NO



Summary of Terms

		Big Lots PLI - ROW excluding China, India and Malaysia



		COVERAGE TERMS				2013-2014 Program



		Big Lots Inc. Suppliers Program				Big Lots Inc. Suppliers Program





		Named Insured:  				Named Insured:  

						Named Supplier of Big Lots as specifically

						scheduled by certificate or endorsement.



		Coverage:				Bodily Injury or Property Damage

						caused by goods sold, supplied or distributed by the Named Insured.



		Period of Insurance: 				12 months from date of premium payment



						Option 1

		Limit of Liability: 				US$1,200,000 for each and every supplier

						US$1,200,000 in the annual aggregate during the Period of Insurance

						Total Policy Aggregate - Nil

						Defense Costs are included in policy limit



		Policy Form:				Occurrence



		Products Insured: 				Scheduled products (as shown in the rate schedule) sourced and distributed by Big Lots for worldwide sales, subject to declaration of individual supplier and/or as declared under the Certificate issued by the Insurer.



		Coverage Territory:				Worldwide



		Jurisdiction:				Worldwide



		Premium Rate for each category: 				As outlined on corresponding rate table



		Deductible: 				US$500 per claim



		Significant Exclusions (include but are not limited to):

						- Absolute Y2K Exclusion

						- Absolute Pollution Exclusion (including Clean Up Costs)

						- Lead Liability Exclusion

						- Designated Products Exclusion

						- Product Recall Exclusion

						- Professional Liability

						- Transmissible Spongiform Encephalopathy Exclusion

						- Genetically Modified Foods Products Exclusion

						- Full Electromagnetic Fields Exclusion

						- Nuclear Energy Injury Exclusion

						- Product Guarantee Exclusion

						- Silica, Dust and Particulate Matter Exclusion

						- Terrorism Exclusion



		PRICING TERMS: 

		RATES: Per Hazard Classification applied to "First Cost"				Hazard Class		Rate/$1,000		Minimum Premium

						Class I		0.100%		$   2,500

						Class II		0.350%		$   2,500

						Class III		0.168%		$   2,500

						Class IV		0.346%		$   2,500

						Class V		0.435%		$   4,500

						Class VI		0.600%		$   6,000

						Class VII		individually u/w  - coverage not guaranteed		individually u/w  - coverage not guaranteed





Program Rates by Hazard Group

						Big Lots PLI - ROW excluding China, India and Malaysia



				ACE Hong Kong 

				Rate: .1% ; US$2,500 Minimum & Deposit Premium

				►		Wearing Apparels excluding Infant/Children/Sleepwear		1

				►		Hats and Caps and Scarves		1

				►		Raincoats		1

				►		Artificial Flowers		1

				►		Gloves excluding Protective, Medical and Latex Gloves		1

				►		Stationery		1

				►		Bags/Wallets/Handbags		1

				►		Hair Accessories (Excluding Electrical Items)		1

				►		Jewelry		1

				►		Linens; Towels, Table Cloths, Fabric, Fabric Curtains (excluding any roman blind)		1

				►		Key Chains (without plush toys)		1

				►		Photo Frames		1

				►		Umbrellas		1

				►		Clocks		1

				►		Watches		1

				►		Baskets		1

				►		Calculators		1

				►		Non-electrical photo album		1





				ACE Hong Kong

				Rate: .135%; US$2,500 Minimum & Deposit Premium

				►		Bath/Bedroom Furnishings		2

				►		Fragrances		2

				►		Luggage		2

				►		Floor/Furniture/Seat Coverings		2

				►		Rugs/Door Mat		2

				►		Footwear (Excluding Industrial Protective Footware and Footwear with wheels)		2

				►		Leather Goods

				►		Non-electrical Christmas Decorations		2

				►		Non-electrical Craftware		2

				►		Confectionery, Cookies, Crackers excluding Jelly		2

				►		Non-electrical Household Decorative Items

				►		Non-electrical Porcelain Wares		2

				►		Sunglasses		2

				►		Telephone Excluding Mobile Phone		2

				►		Computers, Computers Accessories (including headphones)		2

				►		Glassware, Tableware, Cutlery		2

				►		Kitchen Utensils (non-electrical)		2

				►		Lampshades		2

				►		Locks		2

				►		Horticulture & Accessories		2

				►		Tarpaulins		2





				ACE Hong Kong

				Rate: 168%; US$2,500 Minimum & Deposit Premium

				►		Ball and Ball games		3

				►		Fishing Equipment		3

				►		Pet Supply excluding pet food		3

				►		Table Games		3

				►		Cooking appliances excluding electrical and gas-operated items		3

				►		Drinks in Bottles or cans (excluding any health drinks or herbs items)		3

				►		Food other than in Category II (Excluding infant food/drinks or health foods or herbs of any kind, pet food and jelly)		3

				►		Light bulbs excluding Halogen Lights		3





				ACE Hong Kong

				Rate: .346%; US$2,500 Minimum & Deposit Premium

				►		Household Detergents		4

				►		Bathroom Fixtures		4

				►		Batteries excluding rechargeable batteries		4

				►		Cameras

				►		Fax Machines		4

				►		Hand Tools (non-powered)		4

				►		Hardware excluding any electrical item		4

				►		Lamps (excluding halogen items ), LED Light		4

				►		Office Automation Equipment		4

				►		Furniture (household excluding infant items like cribs, high chairs, baby car seat, Changing Table, stepping stools, ladders, or collapsible items)		4

				►		Furniture excluding any infant/children furniture, stool, ladder, bunk bed, folding table, folding chair, rocking chair, swing.		4

				►		Candle Holder & Candle, Oil Lamp		4

				►		Electronic Products excluding any medical equipment		4

				►		Solar Low Voltage Light		4





				ACE Hong Kong

				Rate: .435%; US$4,500 Minimum & Deposit Premium

				►		Electrical Sewing machines		5

				►		Electrical Cooking Appliances		5

				►		Electrical Household Appliances (excluding heaters)		5

				►		Vacuum Cleaners		5

				►		Fans (Excluding Ceiling fans)		5

				►		Personal Care Products (non-pharmaceutical and non-invasive)		5

				►		Electrical Craft ware		5

				►		Paints		5

				►		Non electrical power tools accessories (excluding Grinding and cutting wheels)		5

				►		Air tool Accessories (excluding air pumps, air compressors)		5

				►		Extension Cords		5





				ACE Hong Kong

				Rate : .60%; US$6,000 Minimum & Deposit Premium

				►		Lawn/Garden Patio Furniture (excluding Folding Furniture, Ladder, Swing, Hamock, Infant/Children Furniture)		6

				►		Non-critical Auto parts		6

				►		Electric/Power Tools (excluding hoist, crane, forklift, escalator)		6

				►		Power Generating Products		6

				►		Air Compressor		6

				►		Chair (excluding infant/children use or folding/rolling ones)		6

				►		Rechargeable battery		6





				ACE Hong Kong

				To be determined on individual risk basis - coverage not guaranteed

				►		Infant wear/Children Wear/Sleepwear		7

				►		Halloween Novelty Items (non-electrical)		7

				►		Novelty Gift Items		7

				►		Shoe for Special Purposes		7

				►		Toys excluding infant toys/projectile/launching items		7

				►		Sports and Fitness Equipment (excluding unicycles, bicycles, tricycles, life safety and protective equipment		7

				►		Halogen Work Light		7

				►		Gazebo/Tent		7

				►		Heater		7

				►		All products not otherwise included in Class I-VII		7





				ACE Hong Kong

				DECLINED RISKS

				►		Infant furniture like cribs, high chairs, baby car seat, changing table, stepping stools, ladders or collapsible items		Excluded

				►		Infant toys/projectiles/launching items		Excluded

				►		Collapsible Furniture		Excluded

				►		Safety related critical auto part including brake, air bag, tire, etc.		Excluded

				►		Pet Food		Excluded

				►		Christmas lights		Excluded

				►		Ladder		Excluded

				►		Unicycles, bicycles, tricycles, life safety and protective equipment		Excluded

				►		Gas Grill		Excluded



						Definition - Infant - babies below 3-years old (including 3 Years)

						                Children - below 13-years old (including 13 years)
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Introduction


What is “Primary Packaging?”  At Big Lots, we define primary packaging as “the packaging that 
the consumer sees at the point of sale.”  There are many types of primary packaging, ranging 
from blister cards and color boxes to hang tags and header cards.


Attractive, quality primary packaging is an important component of the Big Lots’ sales promotion 
strategy.  It is essential that our packaging include all legally required information, as well as  
useful details and key product selling features.  Creative, eye-catching package designs that 
draw attention to the product and enhance perceived value are also critical, as are consistent 
printing and package material quality.  All of these factors affect our customers at store level  
and influence their buying decisions.


Vendors are responsible for ensuring that merchandise arrives on time and packaged in  
accordance with Big Lots’ requirements.  This Vendor Packaging Guide is designed to help our 
vendors meet these goals. It includes a step-by-step description of our packaging process with 
a timetable for each step to keep vendors on track.  A handy “Primary Packaging Checklist” 
that outlines key packaging elements, visual references showing placement of these elements 
on common package types, an overview of labeling requirements, and a summary of Big Lots’ 
guidelines for packaging quality are also included.  Additional resources provided are a list of 
package types and abbreviations, a list of the Big Lots’ brands, and a copy of the Trademark 
Sublicense Agreement form that must be completed by vendors using our brands on packaging.


If you have questions about primary packaging that are not addressed in this Guide, please  
contact:  packaging@biglots.com
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Definition of Key Terms


Arranged alphabetically.


Art Pack – A packet that includes a format (or formats) on disc, written instructions, and color printouts for 
quick visual reference.  Printouts show the format as applied to several common package types (header card, 
backer card, and color box). Art Packs are generally sent for use on seasonal merchandise packaging.


Brand – Refers to Big Lots’ original, protected trade names. May also be used to refer to a trade name with 
original logo and package format. 
 
Distribution Clause – Clause that includes the words “Distributed By” and the Big Lots Stores, Inc. name and 
address (in accordance with the guidelines of the U.S. Fair Packaging and Labeling Act).  Country of origin, 
item number and vendor number are also included (see example below):


Distributed By:
Big Lots Stores, Inc.


P.O. Box 28523
Columbus, OH  43228-0523


V #000000      MADE IN CHINA     ITEM #00000


Existing Format – An original Big Lots’ format that has already been created and is available for use.


Existing Vendor – Vendor that has worked with Big Lots on packaging and understands the Big Lots’  
packaging process.


Final Printed Packaging Samples – Upon approval of print proof, mass printing of final printed packaging 
samples begins.  The final printed packaging sample represents the way the package will appear in our stores.  
Vendors are required to send three final printed packaging samples for our files.
             
Format – Original package artwork, Big Lots’ formats generally include a trade name/brand and logo and  
are used on specific product lines.  For example, our SHOP BASICS format is one of two original formats  
used on tool packaging.


Format Code – Unique code assigned to each format. This code is used on the purchase order to indicate 
the correct format for a particular item.  For example, the SHOP BASICS format code is H374. Note:  Vendors 
will be informed of format code(s) that are relevant to their product lines.


FPO (For Placement Only) – FPO may appear on a package format printout or on a layout to indicate  
placement of elements that will be added later (such as a photo or price ticket).  FPO is generally shown in a 
white box that is the size of the missing element.  IMPORTANT:  The letters “FPO” should never be printed 
on a final package.  “FPO” is used to represent placement of elements on initial layouts only.


Item Number (ITEM #) – This is the Mfg Part# on the purchase order.


New Format – An original Big Lots’ format that has been requested for a product line by a buyer or  
marketing specialist, but has not yet been created. If a new format is required for an item, the packaging  
process timeline is extended.


New Vendor – Vendor that has not worked with Big Lots on packaging.   
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Definition of Key Terms (continued)


Package Copy – Information printed on the package, in addition to the distribution clause and any required 
warning/caution or safety information.


Primary Packaging – Product packaging that the consumer sees at the point of sale. 


Principal Display Panel – That part of a label (or package) that is most likely to be displayed, presented, 
shown or examined under normal and customary conditions of display for retail sale


Print Proof – A color press proof sent by vendor (or vendor’s printer) showing exact colors to be printed  
in mass production.  This proof must also be of card stock weight to be used in mass production.  If this is  
not possible, a sample of stock weight to be used must be sent with print proof for approval.  Color  
adjustments are suggested and any necessary color changes are made at this stage for approval of color  
prior to mass production.


Trademark Sublicense Agreement Form – Agreement that outlines limitations regarding the use of Big Lots’ 
original trade names on packaging.  This form is sent to vendors via e-mail and must be reviewed, signed by 
the appropriate person, and returned to the Big Lots’ packaging team.


Vendor Number (V#) – This is the number directly above the vendor name on the top, left-hand side of  
the purchase order.  
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Packaging Timeline Matrix
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Primary Packaging Checklist


1. PRICE TICKET LABEL
	 • �Price labels are located in the upper right corner of the Principal Display Panel, unless 


otherwise specified in the visual design guidelines for the brand.
	 • Use the appropriate size as indicated on ticket information.
	 • �If the price is not printed on the package, there must be enough space for the price label to 


be placed without covering any copy or photographs.


2. LOGO Design
	 • �Most design formats include a logo – generally located in the upper left corner of the layout. 


Follow the visual design guidelines for the brand.


3. TRADE NAME PROTECTION SYMBOL
	 �• �Logos will have either a “TM” to the right (signifies trade name protection) or a 
        to the upper right (signifies registered trade name). The correct symbol to be used 
	   will be indicated in the visual design guidelines for each brand.


4. HANG HOLE
	 • �Reference hang hole specifications found on page 30 in the Packaging Quality section of 


this Guide.


5. IDENTITY STATEMENT
	 • This should accurately describe the item using descriptive words.
	


6. DISTRIBUTION CLAUSE
	 • �Use the correct “distributed by” clause on all packages. The correct item number, vendor 


number and country of origin must be included and must be printed in a sans serif font. The 
country of origin must be printed in all upper case letters, in a sans serif bold font, at least 
one point size larger than the address.


	 • �“Distributed by” information may be printed in only one location on the package.  Prefered 
placement is the bottom panel of a box, or the back, lower area of other packaging (header 
card, blister card, etc.). If package is a color label or insert with only one side printed, the 
clause should be placed on the lower area.


7. PHOTOGRAPHS AND ILLUSTRATIONS
	 • �Photography of an item must appear on the front, back and two side panels of a  box unless 


otherwise stated in the visual design guidelines for a specific brand category. If additional 
copy is needed, photos on side panels may be smaller. Illustrations may be placed on a back 
or side panel.  If photography is requested for items in other package types, photos are 
generally placed on the front, but may be placed on the back (as appropriate for the item).


	 • �If a photo shows an object not included with item, then the statement “Accessories shown in 
photo not included” must be printed under photo.


	 • �If an item is a candle holder, candle lantern or any type of candle accessory, the photo 
must include a lit candle. The lit candle cannot be cropped out of the photo and the words 
“Candle not included” must appear under the photo.


®


The following are key elements included on Big Lots’ primary packaging:
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Primary Packaging Checklist (continued)


8. WARNING/CAUTION
	 • �Warnings and/or caution statements may appear on the back of a package if not legally 


required on the Principal Display Panel (PDP).
	 • �Warning and caution statements must be printed in a sans serif font, must be clearly 


visible (not covered by product or other information) and must appear in legible type size 
(absolutely no smaller than 8 points). The word “WARNING” must be in all upper case 
letters, in a sans serif bold font, and must be preceded by a triangle with an exclamation 
mark (“!”) inside.  


        NOTE:  Some warning and safety information has specific size and placement 		
	   requirements. Please adhere to these requirements.


9. UL CLAUSE AND LOGO
	 • �If an item is UL listed, the UL logo should appear on all sides of the package.
	 • �If an item has a polarized plug, the UL clause must be included on one side of the 


package (prefer same side as the “distributed by” clause, unless that clause is printed on 
the bottom of the box). Must be printed in a sans serif font. 


10. OTHER COPY
	 • �Key features not included as part of the identity statement should appear just below the 


identity statement in a smaller type size. If back is printed, copy may appear on back. 
Additional information, including any instructions (use, care, etc.), may be printed on a 
side or back panel.


11. Package Structure
	 • �Refer to the Import Product Data Sheet for specific package structure requirements.
	 • �Additional information may be found in the Packaging Quality section of this guide.


12. net quantity/weights & measures statement
	 • �Size, quantity or weight of an item is included in this statement. Refer to the “Labeling 


Requirements” section of this Guide for further information. The symbols for feet (‘) 
and inches (“) may not be used in the net quantity statement. See page 26 for a list of 
acceptable abbreviations.
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LOGO®


Product Name
• Product copy


LOGO®


Net Quantity Here


Product Name
• Product copy


Blister Card


1.	 PRICE LABEL
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
4.	 HANG HOLE
5.	� IDENTITY 


Must appear on front of 
card. If printing back, 
prefer it also appear  
on back.


6.	� DISTRIBUTION CLAUSE 
If printing back of card, 
this information may be 
moved to back.


7.	� PHOTOGRAPHS AND  
ILLUSTRATIONS 
Photographs or 
illustrations may appear 
on front or back of card. 
If on back, they must 
be referenced in copy 
on front of card: “See 
illustration (photo)  
on back.”


8.	� WARNING/CAUTION    
May appear on back – 
if not legally required 
to appear on Principal 
Display Panel (PDP).


9.	� UL CLAUSE AND LOGO 
NOTE: If this were a 
UL-listed item, UL logo 
would be required on 
front of card. If item had 
a polarized plug, UL 
clause would be required 
on card (front or back).


10.	OTHER COPY
11.	ROUNDED CORNERS
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT


6


Back


Front
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000 000000000 0 000


000  00 000
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!  WARNING STATEMENT HERE


General Information10


LOGO®


Net Quantity Here


Product Name


• Product copy


000000 000000000 0 000


000  00 000


!  WARNING STATEMENT HERE


Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000
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Color Box


1.	 PRICE LABEL
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
5.	 IDENTITY
6.	� DISTRIBUTION CLAUSE 


This information may be 
moved to back panel or 
bottom flap.


7.	� PHOTOGRAPHS AND  
ILLUSTRATIONS 
Photographs should 
appear on the front, back 
and two side panels of 
the box (and may also 
be included on the top).  
Illustrations may be 
placed on one panel only 
(generally a side or the 
back panel).  


8.	 WARNING/CAUTION
9.	� UL CLAUSE AND LOGO 


NOTE: If this were a 
UL-listed item, UL logo 
would be placed on 
front, back and side 
panels. If item had a 
polarized plug, UL clause 
would be required on 
box (back or side panel).
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Color Box with Window
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LOGO®


Net Quantity Here


Product Name


• Product copy


!  WARNING STATEMENT HERE
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LOGO
®


Product Name


• Product copy


1.	 PRICE LABEL
2.	 LOGO
3.	� TRADENAME 


PROTECTION SYMBOL
5.	 IDENTITY
6.	� DISTRIBUTION CLAUSE 


This information may be 
moved to back panel or 
bottom flap.


7.	� PHOTOGRAPHS AND  
ILLUSTRATIONS 
Photographs should be 
placed on side and back 
panels.  Illustrations may be 
placed on a side panel or 
the back panel. 


8.	 WARNING/CAUTION
9.	� UL CLAUSE AND LOGO 


NOTE: If this were a UL-
listed item, UL logo would 
be placed on front, back 
and side panels. If item had 
a polarized plug, UL clause 
would be required on box 
(front or back).


10.	OTHER COPY
11.	DIE CUT
12.	�NET QUANTITY/ WEIGHTS 
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LOGO®


Product Name
• Product copy


Net Quantity Here


!  WARNING STATEMENT HERE


000


000 000000000 0 000


000  00 000


Color Label


1.   PRICE LABEL
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
5.	 IDENTITY
6.	� DISTRIBUTION CLAUSE
7.	� PHOTOGRAPHS AND  


ILLUSTRATIONS
8.	� WARNING/CAUTION
9.	� UL CLAUSE AND LOGO 


NOTE: If this were a 
UL-listed item, UL logo 
would be required on 
label. If item had a 
polarized plug, UL clause 
would be required  
on label.


10.	OTHER COPY
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT
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Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000


LOGO ®


Product Name


• Product copy


Size Info HereDistributed By: Big Lots Stores, Inc.


P.O. Box 28523; Columbus, OH 43228-0523


V#0000000 MADE IN CHINA ITEM #00000


!  WARNING STATEMENT HERE
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Product Name
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P.O. Box 28523; Columbus, OH 43228-0523
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!  WARNING STATEMENT HERE
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!  WARNING STATEMENT HERE
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Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000
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Hang Tag


8


6


1.   PRICE LABEL
      Note that the price 
	 label is placed on the 
	 back of the hang tag.
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
4.	 HOLE – ¼” DIAMETER
5.	 IDENTITY
6.	� DISTRIBUTION CLAUSE 


May be printed on back, 
instead of front.


7.	� PHOTOGRAPHS AND  
ILLUSTRATIONS 
Although not generally 
required on hang 
tags, photographs or 
illustrations may appear 
on front or back of tag. 


8.	� WARNING/CAUTION    
May appear on back – 
if not legally required 
to appear on Principal 
Display Panel (PDP).


9.	� UL CLAUSE AND LOGO 
NOTE: If this were a 
UL-listed item, UL logo 
would be required on 
front of hang tag.  If item 
had a polarized plug, UL 
clause would be required 
on hang tag  (front or 
back).


10.	OTHER COPY
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT


Front Side


Back Side


12


NOTE: Size may vary 
with scale of product.


A: Small size – 3” W x 2” H
B: Large size – 6” W x 4” H


A: Small Items B: Large Items
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P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000
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1.	 PRICE LABEL
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
4.	 HANG HOLE
5.	 IDENTITY
6. ��	� DISTRIBUTION CLAUSE 


May be printed on back, 
instead of front.


8. �	� WARNING/CAUTION    
May appear on back – 
if not legally required 
to appear on Principal 
Display Panel (PDP).


9.	� UL CLAUSE AND LOGO 
NOTE: If this were a 
UL-listed item, UL logo 
would be required on 
front of card. If item had 
a polarized plug, UL 
clause would be required 
on card (front or back).


10.	OTHER COPY
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT


LOGO®


Back Panel


Front Panel
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Product Name
• Product copy
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Header Card


!  WARNING STATEMENT HERE
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Net Quantity Here
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Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000
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LOGO®


Net Quantity Here


Product Name
• Product copy


Insert


Product Name
• Product copy


1.	 PRICE LABEL
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
4.	 HANG HOLE
5.	 IDENTITY
6.	� DISTRIBUTION CLAUSE 


If printing back of insert, 
this information may be 
moved to back.


7.	�� PHOTOGRAPHS AND  
ILLUSTRATIONS 
Photographs or 
illustrations are generally 
placed on the front of 
the insert.  If printing 
the back, they may be 
printed on the back, but 
must be referenced in 
copy on the front: “See 
illustration (photo)  
on back.”


8.	� WARNING/CAUTION    
May appear on back – 
if not legally required 
to appear on Principal 
Display Panel (PDP).


9.	� UL CLAUSE AND LOGO 
NOTE: If this were a 
UL-listed item, UL logo 
would be required on 
front of insert.  If item 
had a polarized plug, UL 
clause would be required 
on insert (front or back).


10.	OTHER COPY
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT
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V#000000  MADE IN CHINA   ITEM#00000
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Product Name
• Product copy


Other copy


Printed Polybag


1.	� PRICE LABEL 
White background 
should be “double 
bumped” (white printed 
on top of white) to 
increase contrast and 
improve likelihood that 
the barcode will scan.  
Vertical barcode (E1 
ticket) should be used.


2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
5.	� IDENTITY 


Must appear on front of 
polybag.  If printing back, 
prefer it also appear on 
the back.


6.	� DISTRIBUTION CLAUSE 
If printing back of 
package, this information 
may be moved to  
back panel.


7.	� PHOTOGRAPHS AND  
ILLUSTRATIONS


	 Although not generally 
	 required on a polybag
	 (as item is visible to 		
	 consumer), photos or 
	 illustrations may be
	 placed on the front or
	 back, if requested.
8.	� WARNING/CAUTION    


May appear on back –  
if not legally required 
to appear on Principal 
Display Panel (PDP).


10.	OTHER COPY
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT


LOGO®


Product Name
• Product copy


5


2


3


10


1


10


Back


Front


6


!  WARNING STATEMENT HERE


Net Quantity Here


8


12


Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000


LOGO®Product Name


• Product copy


Net Quantity Here


LOGO®


!  WARNING STATE-Net Quantity Here


Product Name
• Product copy


000


0
0
0
 0


0
0
0
0
0
0
0
0
 0


 0
0
0


0
0
0  0


0
 0


0
0


Distributed By: Big Lots Stores


Inc. P.O. Box 28523


Columbus, OH  43228-0523


MADE IN CHINA


V #000000       ITEM #0000


000


000 000000000 0 000


0
0


0  00 000


Distributed By: Big Lots Stores
Inc. P.O. Box 28523


Columbus, OH  43228-0523
MADE IN CHINA


V #000000       ITEM #0000
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Net Quantity Here


LOGO®


Product Name
• Product copy


5


2


3


10


12
9


 Printed Sleeve


1.	 PRICE LABEL
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
5.	 IDENTITY
6.	� DISTRIBUTION CLAUSE 


If printing back of  sleeve, 
this information may  be 
moved to back.


7.	�� PHOTOGRAPHS AND  
ILLUSTRATIONS 
Photographs should 
appear on the front of 
the sleeve.  Illustrations 
may be placed on the 
back.


8.	� WARNING/CAUTION    
May appear on back – 
if not legally required 
to appear on Principal 
Display Panel (PDP).


9.	� UL CLAUSE AND LOGO 
NOTE: If this were a 
UL-listed item, UL logo 
would be required on 
front panel. If item had a 
polarized plug, UL clause 
would be required  
on front or back.


10.	OTHER COPY
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT


6


8


Front Panel


Back Panel


!  WARNING STATEMENT HERE


000


000 000000000 0 000


000  00 000


1


LOGO®


Product Name
• Product copy


7


Net Quantity Here


LOGO ®


Product Name


• Product copy 0 00
000 000000000 0 000


000  00 000


LOGO®
Product Name


• Product copy


Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000
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Wraparound Label


1.	 PRICE LABEL
      Note the use of a 	
	 vertical barcode (E1 
	 ticket) to ensure 
	 scanning.
2.	 LOGO
3.	� TRADE NAME 


PROTECTION SYMBOL
5.	 IDENTITY
6.	� DISTRIBUTION CLAUSE 


If printing back of label, 
this information may be 
moved to back.


7.	� PHOTOGRAPHS AND  
ILLUSTRATIONS 
Photographs or 
illustrations may appear 
on front or back panel.


8.	� WARNING/CAUTION    
May appear on back – 
if not legally required 
to appear on Principal 
Display Panel (PDP).


10.	OTHER COPY
12.	�NET QUANTITY/ 


WEIGHTS & MEASURES 
STATEMENT


Front Panel


LOGO®


Product Name
• Product copy


Net Quantity Here


Product Name
• Product copy


Other copy


Back Panel


12


2


3


5


10


8


10


6


!  WARNING STATEMENT HERE


7


000
000 000000000 0 000


0
0


0  00 000


Distributed By: Big Lots Stores
Inc. P.O. Box 28523


Columbus, OH  43228-0523
MADE IN CHINA


V #000000       ITEM #0000


1


Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000
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Labeling Requirements


Overview


Primary packaging must provide the consumer with accurate information regarding the 
product.  The U.S. Fair Packaging and Labeling Act (FPLA) legislates requirements for 
primary package labeling.


This section is an overview of key requirements and does not include detailed information 
about product-specific labeling.  Vendors must ensure that all information required as a 
result of product testing is included on packaging.


 Primary packaging must have:


	 1.	 Statement of identity located on the Principal Display Panel (PDP).


	 2.	� Net quantity of contents – English and metric units or numerical count located  
on the Principal Display Panel (PDP).


	 3.	 “Distributed by” clause – distributor’s name and address, including zip code. 
           Note:  The FPLA requires that packaging include “the name and place of 
		  business of the manufacturer, packer, or distributor.  Big Lots generally prefers 
		  that our distribution address be included.
	
	 4.	 Country of origin –  Big Lots prefers that this information be included as part of 		
	      “distributed by” clause (see page 27).
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Labeling Requirements


Principal Display Panel


The Fair Packaging and Labeling Act (FPLA) defines the Principal Display Panel (PDP) of a 
package or label as “That part of a label [or package] that is most likely to be displayed, 
presented, shown, or examined under normal and customary conditions of display for 
retail sale.”


Shown here are examples that illustrate the PDP.


Printed Polybag Blister Card


Color Label 


Color Box


Wraparound Label


LOGO®


Net Quantity Here


Product Name


• Product copy


000000 000000000 0 000


000  00 000


!  WARNING STATEMENT HERE


LOGO®


Net Quantity Here


Product Name


• Product copy


!  WARNING STATEMENT HERE


000000 000000000 0 000


000  00 000


LOGO
®


Product 
Name


• P
roduct c


opy


LOGO
®


Product Name


• Product copy


LOGO®


Product Name


• Product copy


Distributed By: Big Lots Stores, Inc.


P.O. Box 28523; Columbus, OH 43228-0523


V#0000000 MADE IN CHINA ITEM #00000


Net Quantity Here


!  WARNING STATEMENT HERE


000000 000000000 0 000


000  00 000


LOGO®Product Name


• Product copy


Net Quantity Here


LOGO®


!  WARNING STATE-Net Quantity Here


Product Name
• Product copy


000


0
0
0
 0


0
0
0
0
0
0
0
0
 0


 0
0
0


0
0
0  0


0
 0


0
0


Distributed By: Big Lots Stores


Inc. P.O. Box 28523


Columbus, OH  43228-0523


MADE IN CHINA


V #000000       ITEM #0000
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Identity And Net Quantity Statements


FPLA regulations require that the PDP contain both an identity statement and a separate 
declaration of the net quantity.


Only the actual identification of the item should be included in the separate net quantity 
statement. Do not include the descriptive information contained in the identity.


NOTE: �If the item is a single item, 
and dimensions are not 
required, (e.g.: “Surge 
Protector,”) the net quantity 
statement is not required.


NO YES


Labeling Requirements


PAPER 
NAPKINS


50 NAPKINS 


50 
NAPKINS


 
NAPKINS


50 SOFT WHITE 
PAPER NAPKINS 


9.5 x 9.5 IN.


PAPER 
NAPKINS


SOFT WHITE


NO YES


Surge 
Protector


9 in. x 9 in. (22.8 cm x 22.8 cm) 9 in. x 9 in. (22.8 cm x 22.8 cm)


50 NAPKINS 
9 in. x 9 in. (22.8 cm x 22.8 cm)
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Location of Net Quantity on Principal Display Panel 


The net quantity statement must be located within the bottom 30% of the PDP. Either the 
entire front panel of a package or a spot label may be considered the PDP. However, if 
a spot label is used, it must be large enough for all the required label information to be 
included in the correct type size.  (refer to pages 25 and 26).


IDENTITY


NET QUANTITY


IDENTITY


NET QUANTITY


Round or Cylindrical Principal Display Panels 


In the case of cylindrical or nearly cylindrical containers, the identity and net quantity 
statements must appear within that 40% of the circumference most likely to be displayed, 
presented, shown or examined under customary conditions of display for retail sale.


40%


Labeling Requirements


30%
30%


236.5 mL
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Labeling Requirements


Position of Identity and Net Quantity Statements on Principal Display Panel


Both the identity and net quantity statements must be placed on the PDP in a position that is 
“generally parallel” to the base on which the package rests as it is designed to be displayed.


ID
EN


TI
TY


NET QUANTITY


IDENTITY


NO YESNO


ID
E


N
TI


TY


NET QUANTITY
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LOGO®


Product Name
• Product copy


!  WARNING STATEMENT HERE


000


000 000000000 0 000


000  00 000


Labeling Requirements


Qualifying terms
 


Terms such as “approximately,” “average,” “minimum,” “full,” “when packed,” “giant,” 
“jumbo,” etc. may not be used in any statement of net quantity. The FPLA requires that 
the net quantity statement be accurate and unqualified.


Separation of Net Quantity Statement and Other Printed Matter


The net quantity statement must be separated from other printed label information. 
Separation above and below the statement must be at least a space equal to the height of 
the minimum type size required. Separation at each side of the statement must be equal 
to at least twice the width of the letter “N” of the typeface used. Use a sans serif font such 
as Helvetica for net quantity statements.


NOTE: Page 25 
explains how to find 
the area of the PDP, 
and minimum type size 
requirements for the net 
quantity statement in 
relationship to that area. 
Accepted measurement 
abbreviations are 
provided on page 26.


(2N)


(1N)


(1N)


(2N)


NET WT. 00 oz. (00g)


NET WT. 00 oz. (00g)


Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000







25
1/12


Labeling Requirements


Determining Area of Principal Display Panel


For the purpose of determining the required type size, the area of the PDP is defined as 
“the area of the side or surface of the package or container that bears the PDP” exclusive 
of tops, bottoms, rims at the tops and bottoms of cans, and shoulders and necks of bottles 
and jars. Regardless of the use of a spot label on a package, the area of the entire side or 
surface of the package governs the type size to be used. 


In the following illustrations, individual types of containers are represented to show 
application of “area of PDP” as it is used to determine type size:


Circular Package
ii (3.14) x R2= area


Area of PDP is pi (3.14) times radius squared.


Cylindrical Package
40% x (H x circumference) = area


Area of PDP is 40% of bottle height times circumference. 
Tops, bottoms, rims at tops and bottoms of cans, and 
shoulders and necks of bottles or jars are not considered 
part of the PDP.


Triangular Package
40% x H x ½ (base circumference + neck 
circumference) = area


Area of PDP is 40% of the total surface area of the container 
excluding neck and shoulders or 40% of height times ½ of the 
sum of base circumference plus neck circumference.


Rectangular Box
W x H = area


Area of PDP is width times height. The size of the label 
has no bearing on the minimum type size.


Diameter


Label Height Label


Circumference


Height


Width


Label
Height Label


Circumference


Circumference


Radius
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Labeling Requirements


Minimum Type Size of the Net Quantity Statement in Relationship to PDP 
Area (Use table below to determine the minimum type size for net quantity statements.)


PDP Area			          Inches	 Millimeters    Points


5 Sq. In. or Less			 
Over 5 Thru 25 Sq. In.			 
Over 25 Thru 100 Sq. In.		
Over 100 Thru 400 Sq. In.		
Over 400 Sq. In.			 


If net quantity statement is embossed or molded on glass or plastic surface, increase type size 
by 1/16 inch, 1.59 millimeters or 5 points.


Remember, the net quantity statement must be located within the bottom 30% of the Principal 
Display Panel.


Accepted Abbreviations for Net Quantity Statement*


These abbreviations should also be used in the identity statement. NOTE: You may not use 
the symbol “ for inches or ‘ for feet in the net quantity statement. These symbols may, 
however, be used in the identity statement.


cont (contents)					     Net Wt. (net weight)
dia (diameter)					     od (outside diameter)
doz (dozen)						      pc (piece) or pcs (pieces)
ea (each)
id (inside diameter)


For the following units of measure, note that you use the same abbreviation for both singular 
and plural (1ft., 5ft.). If the abbreviated word is spelled out, retain the plural when the number 
is greater than one (1 foot, 5 feet).


cl (centiliter[s])		  gal (gallon[s])		 lb (pound[s])			   oz (ounce[s])
cm (centimeter[s])		  g (gram[s])		  m (meters[s])			   qt (quart[s])
fl oz (fluid ounce[s])		  in. (inch[es])		  ml or mL (milliliter[s])	 yd (yard[s])
ft (foot, feet)			   l  or L (liter[s])		 mm (millimeter[s])


1/16		  1.59		  5
1/8		  3.18		  10	
3/16		  4.76		  14
1/4		  6.35		  19
1/2		  12.7		  37
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Distribution Clause 


All packaging must include the name and place of business of the manufacturer, packer, 
or distributor.  Big Lots prefers to use a “distributed by” clause.  The Big Lots clause also 
includes the country of origin (and an item and vendor number). There are two approved 
formats that may be used given the space constraints of a package.


Refer to the Visual References section of this Guide for correct placement on common 
package types.


LOGO®


Product Name
• Product copy


Net Quantity Here


!  WARNING STATEMENT HERE


000


000 000000000 0 000


000  00 000


Labeling Requirements


Country of Origin 


Every article of foreign origin imported into the United States (or its container) must be 
marked in a conspicuous place as legibly, indelibly, and permanently as the nature of the 
article (or container) will permit. The marking will indicate to the ultimate purchaser in 
the United States the English name of the country of origin of the article at the time of 
importation into the United States. The point size of the country of origin must be larger 
(one point size) than the “distributed by” statement.


Distributed By:  
Big Lots Stores, Inc. 


P.O. Box 28523  
Columbus, OH 43228-0523 


V#000000   MADE IN CHINA   ITEM #00000


3–Line Format 5–Line Format
Distributed By: Big Lots Stores, Inc. 


P.O. Box 28523; Columbus, OH 43228-0523 
V#000000  MADE IN CHINA   ITEM#00000


Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000


Distributed By: Big Lots Stores, Inc. 
P.O. Box 28523; Columbus, OH 43228-0523 


V#000000  MADE IN CHINA   ITEM#00000
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Packaging Quality Guidelines


Overview


Each day customers visiting our stores come in contact with thousands of packaged and 
labeled products. During those visits, the way a product is packaged may have a negative 
effect on their purchasing decisions.  For example, if a package is partially crushed or a 
pouch is torn, chances are the consumer will not buy the item. We refer to this condition 
as the “acceptance threshold,” and it applies to all products, including our lowest-priced 
commodities.


This section provides useful information to help ensure that we receive consistent, quality  
packaging from our many vendors. 


On page 29 we provide general quality information.  More technical information is 
available from our material and transportation suppliers.
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Packaging Material Requirements - Minimum Standards
IMPORTANT!  Big Lots vendors are responsible for conducting appropriate Primary Packaging performance testing to ensure that 
packaging does not fail in the supply chain or store.  If requested, Big Lots reserves the right to obtain your testing documents in order 
for Big Lots to verify results.


BACKER/BLISTER CARDS
•  Lightweight items:  330 or 350 gsm (16 or 18 point), Sulfate Bleached Sheet (SBS) on both sides,
    C1S (Coated 1 Sided) on the Front with a UV Gloss Varnish.


•  Heavier items:  Must be reinforced with a metal grommet at the hanging point.


COLOR BOXES
•  Small items:  135 gsm (26#) E-Flute Singleface Kraft Corrugate  + 
    250 gsm (12 point) Clay Coated News Back (CCNB)  + UV Gloss Varnish.


•  Larger items:  170 gsm (35#) E-Flute Singleface Kraft Corrugate  +    
350 gsm (26 point) Clay Coated News Back (CCNB) + UV Gloss Varnish.


NOTE:  Packaging for very large and/or heavier items should be built to meet specific performance needs.


SPOT COLOR LABELS (LITHO LABELS)  - 161.78 gsm (110# C1S) Gloss White


DISPLAY BOXES (PDQ TRAYS)
•  32# ECT (Edge Crush Test*) OR 200# (Mullen test**) 
Bleached white outside liner B-Flute + Scuff-Resistant Varnish


•  Minimum liner combination: 
175 gsm (35#) liner x 112 gsm (23#) medium x 175 gsm (35#) liner


DISPLAY BOX COVERS (Half Slotted Containers)
•  32# ECT (Edge Crush Test*) OR 200# (Mullen Test**) Kraft (Brown) C-Flute


*     Edge Crush Test - ECT  The Edge Crush Test is a standard industry measure of the stacking strength for corrugated board.
**   Mullen Test - The Mullen Test is a standard measure of the bursting strength of corrugated board.  


HANG TAGS
•  250 gsm (12 point) C2S (Coated 2 sided), Sulfate Bleached Sheet (SBS) on both sides,
    C2S (Coated 2 Sided) with a UV Gloss Varnish.


HEADER CARDS
•  Lightweight items:  300 gsm (14 point) C2S (Coated 2 Sided) Sulfate Bleached Sheet (SBS)
•  Heavier items:  330 or 350 gsm (18 point) or greater C2S (Coated 2 Sided) Sulfate Bleached Sheet (SBS)
•  Extremely heavy items:  Must be reinforced with a metal grommet at the hanging point.


LOGO®


Net Quantity Here


Product Name


• Product copy


! WARNING
STATEMENT HERE


000000 000000000 0 000


00000 000


LOGO
®


Product
Name


• Product copy


LOGO
®


Product Name


• Product copy


LOGO®


Product Name


• Product copy


Distributed By: Big Lots Stores, Inc.


P.O. Box 28523; Columbus, OH 43228-0523


V#0000000 MADE IN
CHINA ITEM


#00000


Net Quantity Here


! WARNING
STATEMENT HERE


000000 000000000 0 000


00000 000


LOGO®


Net Quantity Here


Product Name


• Product copy


000000 000000000 0 000


00000 000


! WARNING STATEMENT HERE


Product 
NameNet Quantity Here 000000 000000000 0 000


000  00 000


LOGO®


LOGO
Product Name


Corrugated Maximum Weight
• If box (L”+W”+D”) = up to 75” in size or 30 lbs in weight 
   If box (L+W+D) = up to 190.5 cm in size or 13.6 kg in weight


• If box (L”+W”+D”) = 75”- 90” in size or 30 lbs - 50 lbs in weight
   If box (L+W+D) = 190.5 cm - 228.6 cm in size or 13.6 kg - 22.6 kg in weight
 
• If box (L”+W”+D”) = 90” - 110” in size or 50 lbs - 75 lbs in weight
   If box (L+W+D) = 228.6 cm - 279.4 cm in size or 22.6 kg - 34 kg in weight


• If box (L”+W”+D”) = 110” - 130” in size or 75 lbs - 100 lbs in weight
   If box (L+W+D) = 279.4 cm - 330.2 cm in size or 34 kg - 45.3 kg in weight


•  If box (L”+W”+D”) = greater than 130” in size or greater than 200 lbs in weight
   If box (L”+W”+D”) = greater than 330.2 cm in size or greater than 90.7 kg 
	 in weight


Suggested Corrugated Box
32 ECT / 200# C-Flute (singlewall)


44 ECT / 275# C-Flute  (singlewall)


48 ECT / 275# C/B-Flute (doublewall)


50 ECT / 330 or 350# C/B-Flute (doublewall)


80 ECT / 330 or 350# C/B-Flute (doublewall with 
innerpack)
     	 Must meet ISTA Standards


$1


N
et Q


uantity H
ere


Product 
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Packaging Quality Guidelines


Hang Hole Specifications


Please follow these guidelines for backer cards, header cards and other packaging that 
requires a hang hole.  Note that hang hole may not cut into logo, price ticket or copy.


 1-       


NO YES


LOGO®LOGO®


3/8”


1/4”


1/4”


1/2”
to


1/8”
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Packaging Quality Guidelines


Cropping Photos


Good photographs can make packages more attractive and help to sell the item. But, to be 
effective, a photo must be cropped correctly. This page shows how photos should be cropped.


NO NO


YES
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Primary Packaging Types – Abbreviations


This Guide provides visual references for several of the most common packaging types.  The list below 
includes additional packaging types used by Big Lots (abbreviations are shown to the left).


ABL	  Acetate Box with Label
ABNI	  Acetate Box No Insert
ACCB	  Acetate Cover Color Box
BBCL	  Brown Box with Color Label
BBL	  Brown Box Line Art
BC		  Blister Card or Backer Card
BS		  Back Stamp
BWCL	  Bulk with Color Label
BWL	  Black and White Label
BWLR	  Black and White Label with Retail
CB		  Color Box
CBW	  Color Box with Window
CLR	  Color Label with Retail
CS		  Clam Shell
DBC	  Double Blister Card
DCC	  Die Cut Card
HC		  Header Card
HT		  Hang Tag
I		   Insert
PBH	  Polybag with Header
PBI	  Polybag with Insert
PP		  Printed Polybag
PPH	  Printed Polybag with Header
PS		   Printed Sleeve
PSH	  Printed Sleeve with Header
SC	 	  Slide Card
SWL	  Shrink Wrap  with Label
SWPT	  Shrink Wrap with Printed Tray
TOC	  Tie-On Card
WACC	  Wraparound Color Card
WACL	  Wraparound Color Label
WBCL	  White Box with Color Label


Additional Resources
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Trademark Sublicense Agreement Form


Big Lots uses original brands on packaging, including Shop Basics, Fresh Finds, Village Green, BBQ 
Grates, and Classic Quarters (see complete list below).  Vendors are required to complete and return  
a Trademark Sublicense Agreement form (pages 34-37) for items using these brands on packaging.   
The Agreement gives permission to the vendor to use the brand, and explains vendor use limitations.


Big Lots Brands


AUTO MATICS
BBQ GRATES
BIG LOTS PRIVATE LABEL
BRIDGEPORT
CLASSIC QUARTERS
CLIMATE KEEPER FANS
CLIMATE KEEPER HEATERS
COOK ON IT
COUNTER COOK
CRASH ON IT
DAKIN    |   GENERAL/INFANT/DIAPER
DAN RIVER
E SOURCE
FRESH FINDS
FRESH FINDS INTERNATIONAL
FRESH LIVING
GAME DAY GEAR
GRAVEL ROADS
GREAT GATHERINGS
GREAT GATHERINGS SUMMERTIME
IT’S A KEEPER
LIVING COLORS
MEG & LILLY
MY PAL
MY PAL HOLIDAY
ONCE UPON A TIME
READY SET ROOM    |   ADULT/BOYS/GIRLS
RIVAL
SHOP BASICS
SOUNDBODY
STRATFORD
STRATOLOUNGER
STYLE ELEMENTS
STYLE IT
VILLAGE GREEN
WILSON & FISHER
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(b)  Additional Sublicense Restrictions.  Nothing in this Agreement shall give Sublicensee any right, title or interest in
the Trademarks, including trade dress, copyrights, package design or any other property right, (or any other
trademark or right of Big Lots or its affiliated companies), other than the sublicense rights expressly granted in
Subsection 1(a) above.  Sublicensee shall not assign, transfer or sublicense this Agreement (or any right granted
herein) without the prior written consent of Big Lots.  Sublicensee agrees not to use the Trademarks in any way that
would disparage or injure Big Lots  reputation for high quality.
ADDITIONALLY, LICENSEE AGREES THAT GOODS MANUFACTURED AND/OR LABELED BY SUBLICENSEE
SHALL NOT BE DEEMED AUTHORIZED OR GENUINE GOODS UNTIL:  (1) BIG LOTS HAS EXPRESSLY
DECLARED SUCH GOODS TO BE GENUINE IN WRITING, OR (2)(i) BIG LOTS HAS RECEIVED SUCH GOODS AT
ITS DISTRIBUTION CENTER, (ii) HAS INSPECTED  THE GOODS TO CERTIFY THEIR QUALITY AND (iii) THE
GOODS ARE NOT MATERIALLY DIFFERENT IN ANY MANNER FROM GOODS EXPRESSLY AUTHORIZED BY BIG
LOTS PREVIOUSLY.


 Vendor


 Vendor Number


TRADEMARK SUBLICENSE AGREEMENT
This Trademark Sublicense Agreement (“Agreement”) contains a sublicense from Big Lots Stores, Inc., an Ohio
corporation having its principal place of business at 300 Phillipi Road, Columbus, Ohio 43228 (“Big Lots”), for use of
trademarks specified herein (“Trademarks”) and will only become effective upon your assent to all terms herein, as evidenced
by your execution of this Agreement.  If you do not accept all terms of this Agreement, you shall not be permitted to use the
Trademarks for any purpose or have any other right in the Trademarks or goods bearing the Trademarks.  You, the company or
organization set forth below, are referred to as the “Sublicensee” in this Agreement.


1.  SUBLICENSE.
(a) Sublicense Grant. Upon the acceptance of this Agreement, Big Lots grants to Sublicensee, and Sublicensee
accepts, a nonexclusive, nontransferable, personal right to use, under the express terms of this Agreement, only the
following Trademarks and only for the purposes of labeling goods ordered by Big Lots with a valid purchase order
placed by Big Lots for the following goods:


TRADEMARK DESCRIPTON OF SPECIFIC GOODS ITEM NO.
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3.  ADDITIONAL USE RESTRICTIONS AND GUIDELINES.
(a)  The Trademarks may be used only to identify Big Lots as the source of Big Lots goods, as specifically provided in
Subsection 1(a) above.


b)  Sublicensee may use the Trademarks so long as such use complies with this Agreement, including:
(i)   Sublicensee shall only use the Trademarks on goods sold or provided directly to Big Lots and not in
any other manner;
(ii)  The Trademarks must appear exactly as provided by Big Lots  direction and not in any other  manner;
(iii) The Trademarks shall not be altered in any way, including but not limited to, skewing, changing the
color, rotating, separating logo elements or changing a typeface;
(iv)  Sublicensee may reproduce the Trademarks only as expressly permitted by this Agreement;
(v)   Sublicensee may not display the Trademarks in any manner that implies affliation with, sponsorship, or
endorsement by any person, company or organization other than Big Lots;
(vi)  Sublicensee may  not display the Trademarks in any manner that disparages Big Lots or its goods and
services, infringes Big Lots  intellectual property, or violates any state, federal or international laws; and
(vii) Sublicensee shall adhere to all quality control standards imposed by Big Lots.


2.  DISTRIBUTION LABEL.        If applicable, for the mutual benefit of the parties, Big Lots hereby grants Sublicensee
permission to print the following text on the packaging of goods to be sold only in Big Lots stores in connection with the
Trademark(s) specified below:


                                                                                                                             DISTRIBUTED BY:


TRADEMARK DESCRIPTON OF SPECIFIC GOODS ITEM NO.
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(c)  Protecting the Trademarks.  Sublicensee acknowledges Big Lots  rights in and/or ownership of (and/or its affiliated
companies  rights in and/or ownership of) the Trademarks.  Sublicensee shall not use the Trademarks in a manner that does
derogates from Big Lots  and its affiliated companies  rights in the Trademarks and will take no action that will interfere with or
diminish Big Lots  and its affiliated companies  rights in the Trademarks.  All uses of the Trademarks by Sublicensee will inure
to the benefit of Big Lots and its affiliated companies.  Sublicensee will not use the trademarks in any way as an endorsement
or sponsorship by Big Lots of a third party or Sublicensee product, website, service, information or other content.


4.  QUALITY STANDARD; INSPECTION AND APPROVAL.
(a)  Standard.  Sublicensee agrees to maintain the quality of Sublicensee s use of the Trademarks that meets or exceeds
industry standards.


(b) Inspection. Upon reasonable request from Big Lots, Sublicensee shall notify Big Lots of all of Sublicensee s use of the
Trademarks and furnish Big Lots with suitable specimens of Sublicensee s use of the Trademarks.  Big Lots may review
Sublicensee s use of the Trademarks periodically to evaluate Sublicensee s compliance with the quality standards provided
by Big Lots and as described in this Agreement. Sublicensee shall immediately remedy any deficiencies in its use of the
Trademarks, upon discovery of the same or upon notice from Big Lots and destroy all goods and packaging bearing the
Trademarks in contradiction to this Agreement.


(c)  Sublicensee s Liability.  Sublicensee shall fully indemnify, defend (at Big Lots  option) and hold harmless Big Lots from
and against any claims relating to Sublicensee s use of the Trademarks that does not comply with this Agreement or any
state, federal or international law or regulation.


5.  LIMITATION OF LIABILITY.    BIG LOTS MAKES NO WARRANTIES OF ANY KIND, EITHER EXPRESS OR IMPLIED, WITH
RESPECT TO THE TRADEMARKS OR THE RELATED GOODS.  IN NO EVENT SHALL BIG LOTS BE LIABLE FOR ANY
CONSEQUENTIAL, INCIDENTAL, OR SPECIAL DAMAGES (INCLUDING LOSS OF BUSINESS PROFITS) ARISING FROM
OR RELATED TO SUBLICENSEE S USE OF THE TRADEMARKS, EVEN IF BIG LOTS HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES.  IN ALL CASES, BIG LOTS  AGGREGATE LIABILITY SHALL BE LIMITED TO DIRECT
DAMAGES NOT TO EXCEED US$1,000.00.


6.  TERM AND TERMINATION.  The date of acceptance of this Agreement by Sublicensee shall be the Effective Date of this
Agreement.  The term of this Agreement shall be for a period of one (1) month from the Effective Date and will automatically
renew for successive one (1) month terms until either party gives the other party thirty (30) days prior written notice of
termination.  Big Lots shall have the right to immediately terminate this Agreement with cause if it determines, in its sole
discretion, that Sublicensee is not using the Trademarks in compliance with this Agreement.  Any violation of this Agreement
by Sublicensee or other misuse of the Trademarks or Big Lots  (or its affiliated companies ) other intellectual property rights
shall automatically and immediately terminate this Agreement, with or without notice from Big Lots.  From and after termination
or expiration of this Agreement, Sublicensee shall cease and desist from all use of the Trademarks and shall immediately
destroy all goods and packaging bearing the Trademarks.


7.  NOTICES.  All notices under this Agreement shall be in writing and shall be deemed given if sent by:


(a)  confirmed facsimile to Sublicensee at the facsimile number set forth below,


(b)  overnight courier, with confirmation of receipt, to Big Lots Stores, Inc., at 300 Phillipi Road, Columbus, Ohio, USA 43228,
Attention:  Package Design Department, with a copy to Big Lots  General Counsel at the same address.
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8.  MISCELLANEOUS.  The parties agree that, in lieu of any royalty for use of the Trademarks, Sublicensee will factor the
value of its use of the Trademarks in connection with this Agreement into the purchase price of the related goods being
charged to Big Lots. This Agreement contains the entire agreement of the parties with respect to the subject matter hereof
and shall not be amended except by a written agreement subsequent to the Effective Date and signed by authorized
representatives of each party.  This Agreement shall not modify any purchase order placed by Big Lots to Sublicensee or its
affiliates, but the terms of this Agreement shall prevail in the event, and only to the extent, that they conflict with the express
terms of a Big Lots purchase order.  This Agreement shall be governed and construed in accordance with the laws of the
State of Ohio. Sublicensee hereby consents to the exclusive jurisdiction and venue in the state and federal courts sitting in
Franklin County, Ohio, USA, and waives all objections to lack of personal jurisdiction and an inconvenient forum.  If either party
employs attorneys to enforce any rights arising out of or related to this Agreement, the prevailing party shall be entitled to
recover its reasonable attorneys  fees, costs, and other expenses.  No waiver of any breach of any provision of this
Agreement shall constitute a waiver of any prior, concurrent or subsequent breach of the same or any other provision hereof,
and no waiver shall be effective unless made in writing and signed by an authorized representative of the waiving party.  If any
provision of this Agreement shall be held by a court of competent jurisdiction to be illegal, invalid or unenforceable, the
remaining provisions shall remain in full force and effect.  This Agreement shall not be construed as creating a partnership,
joint venture or agency relationship or as granting a franchise.  This Agreement is made in Columbus, Ohio, USA, as of the
date written below by an officer of the Sublicensee authorized to execute contracts of this nature on behalf of his/her
company.


AGREED AND ACCEPTED:


By: Effective Date:


Title:
Address:


Company:


Country:


City, State Zip:
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BVCPS LAB LOCATIONS & SAMPLE SUBMISSION CONTACTS



		LABORATORY

		CONTACTS



		BVCPS - Buffalo                                                               Lab # 51


100 Northpointe Parkway


Buffalo,  NY  14228


Phone:  716-505-3300, 1-800-277-3300


Fax:  716-505-3301




		Teresa Keller  CRM

Phone:  716. 505.3482

Email: teresa.keller@us.bureauveritas.com

Patti Luthringer
Customer Service Specialist II     

Phone: 716-505-3478   Fax: 716-505-3301                                              Email:  Patti.Luthringer @us.bureauveritas.com

Amanda B. Meinke 


Customer Service Supervisor

Office: 716-505-3685 

Email:  Amanda.Meinke @us.bureauveritas.com

Technical


Carlene Schwartz 


Office: 716-505-3691


Email: carlene.schwartz@us.bureauveritas.com

AJ Rybarczyk 


Technical Manager


Office: 716-505-3561


Email: aj.rybarczyk@us.bureauveritas.com





		BVCPS - India                                                                   Lab # 67


C - 19 , Sector -7, Noida - 201301                                                            NOIDA-201301


Tel: 0091-0120-4368100/4368119/4568151/


2424879/876/878/ 4768166


Fax:0091-0120-2424880/877




		Softlines:


Arvind Sharma -Technical


Phone:  0120-4368112

Email:  arvind.sharma@in.bureauveritas.com

P.N.Jha- Customer Service


Phone:  0120-4368182

Email: pn.jha @in.bureauveritas.com

Hardlines:


Pooja Singhal– Technical


Phone:  0120-4368121, 91-8800990916

Email: pooja.singhal@in.bureauveritas.com

Sonia Chugh- Customer Service Executive
Phone: +0091.120 4368253 , +91-8800990912


Email: sonia.chugh@in.bureauveritas.com

Baljeet Kaur – Manager  Customer Service –India ( CS Escalation)


Phone:  0120-4368182

Email: baljeet.kaur @in.bureauveritas.com

Analytical :


Ramesh Kumar- Technical


Phone : 0120-4768164


Email : ramesh.kumar@in.bureauveritas.com

Akhliesh Kumar – Customer Service


Phone : 0120-4768165


Email : akhilesh.kumar@in.bureauveritas.com





The following BVCPS lab locations are approved for testing for the Big Lots Quality Assurance Program.  These contacts can assist vendors with sample submissions and questions.

		LABORATORY

		CONTACTS



		PT. Bureau Veritas Consumer Products Services Indonesia


JI. Cideng Timur No. 38, Gedung KKM, 2nd Floor


Jakarta Pusat 10130, Indonesia


Tel: 021-634-8877




		Hardlines


General Inquiry: Dedy Ariyanto 


Dedy.ariyanto@id.bureauveritas.com


Technical Inquiry: Ignatius Jopy 


ignatius.jopy@id.bureauveritas.com

HL Manager: Josephine Indriati 


josephine.indriati@id.bureauveritas.com

Softlines:


General Inquiry: Doham Setiono 


Doham.setiono@id.bureauveritas.com

Technical Inquiry: Yerri Fino 


yerri.fino@id.bureauveritas.com

SL Manager: Ida Widaningsih 


Ida.widaningsih@id.bureauveritas.com



		Bureau Veritas CPS Sdn. Bhd. Malaysia            Lab #12
Setia Business Park
No. 7, Jalan Laman Setia 7/3,
Taman Laman Setia,
81550 Johor Bahru, Malaysiasinga



		Customer Service:


Evon Chong - evon.chong@sg.bureauveritas.com

Tel: (6)07 558 7266


Technical & Escalation contact:


Koo Chieh Voon - chiehvoon.koo@sg.bureauveritas.com

Tel: (65) 6823 8366 Ext: 886 /  Mobile: (65) 9116 7808



		BVCPS - Pakistan                                                     Lab #  73


191-S, Quaid-e-Azam, Industrial Estate,


Kotlakhpat, Lahore, Pakistan


Tel: +92-42-5215779-83




		Salman Yousaf – Customer Service


Phone:  92-42-5215779-83, Ext:115, Cell: 92-3249444002

Email:  Salman.yousaf@pk.bureauveritas.com

Awedas Rauf – Technical & Escalation Contact

Phone:  92-42-5215779-83-Ext-104 Cell: 0336-4700013


Email:  awedas.rauf@pk.bureauveritas.com





		BVCPS - Shanghai                                                          Lab # 66

No. 368, Guangzhong Road, Zhuanqiao Town


Minhang, Shanghai, China. Post Code: 201108


Phone:  86-021-24166888


Fax:  


Inspection, Audit and Assessment - 86-021- 64183853/64182336


Hardlines - 86-021-64891984 


Toys & Juvenile Products - 86-021- 64892458 


Softline and Footwear Products

Address:上海闵行区颛桥镇光华路168号 No. 168, Guanghua Road, Zhuanqiao Town, Minhang, Shanghai China, 201108

Phone:  86-021-24081888




		CRM Hardline and Toy


Frances Shi


Phone: (86)-21- 2416 6811   MP 18121279625


Email: Frances.shi@cn.bureauveritas.com

CRM Softline and Footwear


Vincent Luo

Customer Services Supervisor 
Tel: +86 - 21 – 2408 1645  


 Email: Vincent.luo@cn.bureauveritas.com 


Backup:


Jennifer Xie


Phone: (86)-21- 24081554   MP 15801773347 

Email: Jennifer.xie@cn.bureauveritas.com

Softlines:

General Query--Customer Service 

Fayer Yao


Customer Services 
Tel: +86 - 21 – 2408 1702  


 Email: fayer.yao@cn.bureauveritas.com 

Back up:

Shirley Xue


Customer Services Supervisor
Tel: +86 - 21 – 2408 1522


 Email: shirley.xue@cn.bureauveritas.com 


Hardlines:


General Query--Customer Service 

Lucy Zhang  

Tel :  (86)-21- 2416 6735 
Email：lucy.ning@cn.bureauveritas.com

Back up:


Norah Weng– Customer Service


Phone: +86-21 2416 6892

Email:  norah.weng@cn.bureauveritas.com

Supervisor


Sampson Zhu


Phone: +86-21 2416 6805


Email:  Sampson.zhu@cn.bureauveritas.com

Toys and Juvenile Products:


General Query--Customer Service 

Laura Sun


Phone:021-24166504(Extension 6504)
Email: Laura.sun@cn.bureauveritas.com

Back up:


Peggy Chen


Phone:021-24166817(Extension 6817)
Email: Peggy.chen@cn.bureauveritas.com

Supervisor


Julia Chen


Phone:021-24166772(Extension 6772)
Email: Julia-JJ.Chen@cn.bureauveritas.com

Technical Query:

Eric Jiang


Tel: +86-21 2416761

Email: eric.jiang@cn.bureauveritas.com



		BVCPS - Singapore                                                         Lab # 53


11 Ubi Road 1, Meiban Industrial Building


#07-01 Singapore408723

		Customer Service:


Evon Chong - evon.chong@sg.bureauveritas.com

Tel: (6)07 558 7266


Technical & Escalation contact:


Koo Chieh Voon - chiehvoon.koo@sg.bureauveritas.com

Tel: (65) 6823 8366 Ext: 886 /  Mobile: (65) 9116 7808



		BVCPS - Shenzhen                                                  Lab # 85


4th Floor, B Building, Minlida Industrial Building, 4th Zone of Honghualing Industrial Park,


Xili Town, Nanshan District, Shenzhen, Guangdong, P.R.C. Post Code:518055


Tel: (+86)755 86000151


Fax: (+86)755-86185206




		Hardlines: 


Administrative issues :

Main contact: 


Simone Huang - Customer Service Coordinator

Phone:  +86-755- 32980213 

Email: simone.huang@cn.bureauveritas.com


Backup:


Lora  Xian- Customer Service Coordinator

Phone: +86-755- 32980215 

Email: Lora.xian@cn.bureauveritas.com

Technical issues :


Main Contact: 


Corey Huang
Engineer

Phone: + 86-755 32980211


corey.huang@cn.bureauveritas.com

Backup:


John Hong


Engineer

Phone: (86-755) 32980207 

Email:John.hong@cn.bureauveritas.com 


Managerial contact:


Brian Tam


Manager


Phone:  86 755 32980200 

Email: Brian.tam@cn.bureauveritas.com

Toys & Children’s Products

General Query--Customer Service 

Melody Zuo


Phone:0755-86185371
Email: Melody.zuo@cn.bureauveritas.com

Back up:


Scarlett Yin


Phone:0755-86185325
Email: Scarlett.yin@cn.bureauveritas.com

Technical Query:


Sam Luo


Tel: 0755-86185292


Email: Sam.luo@cn.bureauveritas.com

Ming Zhao


Tel: 0755-86185241


Email: Ming.zhao@cn.bureauveritas.com

Ryna Liu


Tel: 0755-86185354


Email: Ryna.liu@cn.bureauveritas.com

Jonny nie


Tel: 0755-86185358


Email: Jonny.nie@cn.bureauveritas.com







		LABORATORY

		CONTACTS



		BVCPS - Taiwan                                                               Lab # 62


37, Zhongyang S. Rd., Sec. 2, Beitou 


Taipei 112, Taiwan, R.O.C.

Phone: 886-2-2895-3666

Fax: 886-2-2895-6999



		Softlines:

Kathy Liu – Customer Service


Phone:   +886-2-6619-6262


Email:  kathy-gj.liu@tw.bureauveritas.com

Carey Chang – Customer Service 


Phone:   +886-2-6619-6266


Email:  carey.chang@tw.bureauveritas.com

Ivy Chang – Customer Service Manager


Phone:   +886-2-6619-6225


Email:  ivy.chang@tw.bureauveritas.com

Casey Fang – Supervisor (Technical)


Phone:   +886-2-6619-6292


Email:  casey.fang@tw.bureauveritas.com

Daniel Hsieh – Assistant Manager (Technical)


Phone:   +886-2-6619-6287


Email:  daniel.hsieh@tw.bureauveritas.com

Hardlines:


Penny Wang – Customer Service


Phone:   +886-2-2895-3666 ext#307


Email:  penny.wang@tw.bureauveritas.com

Judy Chan – Customer Service Assistant Manager 


Phone:   +886-2-2895-3666 ext#304


Email:  judy.chan@tw.bureauveritas.com

Carolyn Jin – Business Manager


Phone:   +886-2-2895-3666 ext#303


Email:  carolyn.jin@tw.bureauveritas.com

Andy Lin – Assistant Manager (Technical)


Phone:   +886-2-2895-3666 ext#280


Email:  andy.lin@tw.bureauveritas.com

Jack Peng – Assistant Manager(Technical)


Phone:   +886-2-2895-3666 ext#375


Email:  jack.peng@tw.bureauveritas.com

Gary Wang – Senior Manager


Phone:   +886-2-2895-3666 ext#301


Email:  gary.wang@tw.bureauveritas.com



		BVCPS - Taiwan (ADT)                                                Lab # 64


No. 19, Hwa Ya 2nd Rd., Wen Hwa Tsuen, Kwei Shan Hsiang, Taoyuan Hsien 333, Taiwan, R.O.C.


Tel: 886 3 318 3232


Fax: 886 3 318 5050




		Silvia YC Yeh –Senior Specialist (Customer Service)


Phone:  +886 3 318 3232 ext 1903


Email:  silvia-yc.yeh@tw.bureauveritas.com

Ann Lin – Senior Specialist (Customer Service Back-up)


Phone:  +886 3 318 3232 ext 1810


Email:  ann.lin@tw.bureauveritas.com

Ronald Chang - Supervisor (Technical)


Phone:  +886 3 318 3232 ext 1807


Email:  ronald.chang@tw.bureauveritas.com

Joy Cheng – Engineer (Technical Back-up)


Phone:  +886 3 318 3232 ext 1815


Email:  joy.cheng@tw.bureauveritas.com

Ted Wu- Senior Manager ( Managerial)


Phone:  +886 3 318 3232 ext 1828


Email:  ted.wu@tw.bureauveritas.com





		BVCPS - Turkey                                                           Lab # 72


Mahmutbey MahaIlesi Haci Bostan Caddesi No:4 Bagcilar 34218 stanbul, Turkey


Tel: +90-212-494-35-35


Fax: +90-212-494-35-60




		Softlines:


Meltem Tunali–  Key Account Manager


Email:  meltem.tunali@tr.bureauveritas.com

Fatma Canturk-Customer Service


Email:  fatma.canturk@tr.bureauveritas.com

Hardlines:


Ayca Cevikus–  Key Account Manager


Email:  ayca.cevikus @tr.bureauveritas.com



		BVCPS-  UK 
31 Kingsland Grange, Woolston,
Warrington, Cheshire,
WA1 4RW, UK

		Shawna Hill
Customer Services 


Email: shawna.hill@uk.bureauveritas.com

Amir Khalid


Hardlines Manager

Email: amir.khalid@uk.bureauveritas.com



		BVCPS - Vietnam                                                      Lab # 96


Lot C7-C9, Conurbation 2, Cat Lai Industrial Zone, District 2, HCMC,Vietnam


Tel: 84-8-7421604 - 


Fax: 84-8-7421603




		HARDLINES/ CHILDREN’S PRODUCTS: 


Emily Le – Customer Service (main contact)


Phone : 84-8-7421604~6 – Ext. 138


hotline (84) 08 37425090


Email: emily.le@vn.bureauveritas.com

Abby Pham – Customer Service (back-up)


Phone : 84-8-7421604~6 – Ext. 559


hotline (84) 08 37425090


Email: abby.pham@vn.bureauveritas.com

Technical issues :


James Nguyen - Asst. Department Manager

Phone: 84-8-7421604~6 – Ext. 313


Email: james-son.nguyen@vn.bureauveritas.com

For escalation:


D Balasubramanian (General Manager)


Phone: 84-8-7421604~6 – Ext. 101


Email: d.balasubramanian@vn.bureauveritas.com



		BVCPS-NANJING                                                 LAB#91

F6,Block C,Shuntian building,No.55 of JiangJun Road, JiangNing economic development zone. NanJing.

Phone:  +86 - 25–52076174


Fax:  +86 - 25–52076122



		Softlines:

General Inquiry: Lily xin


Phone:86-025-52076123


lily.xin@cn.bureauveritas.comEmail: 

Technical Inquiry: cindy xu


Phone:86-025-52076125


cindy.xu@cn.bureauveritas.comEmail: 

SL Manager:Sophia yang


 Phone:86-025-52076127


Sophia.yang@cn.bureauveritas.comEmail: 







		BVCPS - Hong Kong (Kowloon Bay)                             Lab # 52


Bureau Veritas Hong Kong Limited 


Pacific Trade Centre, 1st Floor 


2 Kai Hing Road, Kowloon Bay, Kowloon, Hong Kong




		Toys:


Kenny HS Wong– Customer Service


Phone:  (852) 2331-0161


Email:  kenny-hs.wong@hk.bureauveritas.com

CS Leader


Ceres Chan– Customer Service


Phone:  (852) 2331-0220


Email:  ceres.chan@hk.bureauveritas.com


Eva Cheung – Quality  Engineer


Phone: 852  2331 0561


Email address:  eva.cheung@hk.bureauveritas.com


Hardlines:


Niki-NK Lee– Customer Service


Phone:  (852) 2331-0267


Email:  niki-nk.lee@hk.bureauveritas.com


Dennis Hong – Technical


Phone: (852) 2331 0335


Email: dennis.hong@hk.bureauveritas.com

Supervisory/Managerial contact : 


Johnson Chan


Phone: (852) 2331 0331


Email: johnson.chan@hk.bureauveritas.com


Softlines:


Jean Poon- Customer Service (Report Status)

Phone: (852) 2331 0271

Email: jean.poon@hk.bureauveritas.com

Clive Yip-Customer Service (Program Issue)

Phone : (852) 2331 0591

Email : clive.yip@hk.bureauveritas.com


Yvonne Luk (Apparel)– Technical


Phone: (852) 2331 0188


Email: yvonne.luk@hk.bureauveritas.com





		BVCPS-QINGDAO                                              LAB#90


No.3 building, GNDC Tech Base, No.192 Zhuzhou Road, Laoshan District, Qingdao,China

Phone:  +86 – 532-58827999




		General Inquiry:

Allie.Meng


Phone:86-532-58827896


 HYPERLINK "mailto:" Email: Allie.meng@cn.bureauveritas.com

Technical Inquiry: Basic Liu


Phone:86-532-58827906


basic.liu@cn.bureauveritas.comEmail: 

SL Manager:Millar Sun


 Phone:86-025-58827912


millar.sun@cn.bureauveritas.comEmail: 







		BVCPS-PANYU                                       LAB# 93

No.183, Shi Nan Road, Mei Lin Plaza Block B, Dong Chong, 511453 Pan Yu, Guangzhou, Guang Dong, China


Phone:  +86 -  20 - 22902088




		Softlines:


Apollo Luo -Technical


Phone:  86-20-22902088-359

Email:  Apollo.Luo@cn.bureauveritas.com

Jane Zu- Customer Service


Phone: 86-20-22902088-601

Email: Jane.Zu@cn.bureauveritas.com

Toys:


Albert Chan– Technical


Phone:  86-20-22902088-285


Email: Albert.Chan@cn.bureauveritas.com

Tiffany Bai- Customer Service

Phone:  86-20-22902088-288


Email: Tiffany.Bai@cn.bureauveritas.com

Footwear:


David Feng– Technical


Phone:  86-20-22902088-222


Email: David.Feng@cn.bureauveritas.com

Xuefang Li- Customer Service

Phone:  86-20-22902088-248


Email: Xuefang.Li@cn.bureauveritas.com
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		Business function in SGS

		Contact person 

		Contact detail



		[bookmark: OLE_LINK26][bookmark: OLE_LINK27]Global  Key  Account  Manager (GKAM)  

		Bill Baxter

SGS USA

		Tel: +1 (862) 233-5775

[bookmark: OLE_LINK30][bookmark: OLE_LINK31]E-mail: william.baxter@sgs.com



		Regional Key Account Management 

		Anne Zhang

SGS Shanghai, China

		Tel: + 86 021 61072918

Email: anne.zhang@sgs.com



		Testing service in China



		Local Key Account Management (LKAM)

		Yuki Zhu

SGS Shanghai, China

		Tel.: + 86 (0) 21 61072918

[bookmark: OLE_LINK15][bookmark: OLE_LINK18]Email: yuki.zhu@sgs.com



		Local Key Account Management (LKAM)

		Aaron Luo

SGS Guangzhou, China

		Tel: +86 (20) 82155590

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Email: aaron.luo@sgs.com



		[bookmark: OLE_LINK12][bookmark: OLE_LINK13]Customer Services (CS)

		Sarah Wang

SGS Shanghai, China

		[bookmark: OLE_LINK16][bookmark: OLE_LINK17][bookmark: OLE_LINK14][bookmark: OLE_LINK5][bookmark: OLE_LINK6][bookmark: OLE_LINK10][bookmark: OLE_LINK11]Tel.: + 86 (0) 21 6107 8277

[bookmark: OLE_LINK28][bookmark: OLE_LINK29]Email: sarah.wang@sgs.com



		

		 Chance Quan

SGS Guangzhou, China

		Tel: +86 (20) 2909 3703

Email:  chance.quan@sgs.com



		Testing service in India



		Local Key Account Management (LKAM)

		Garish Malhotra 

SGS India

		Tel: +91 124 613 5199

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Email: Garish.Malhotra@sgs.com 



		Customer Services (CS)



		Sumit Sinha

SGS India

		Tel: + 91 124 613 5194

Email: sumit.sinha@sgs.com









Lab Locations:

		SGS Hardline Team  (Shanghai)



		LKAM



		Yuki Zhu



		(86) (021) 61078356



		yuki.zhu@sgs.com

Address: 4F, 1st Building, No.889.Yishan Road, Shanghai, China

		 



		Customer Service

		Sarah Wang

		( 86 )(021) 6107 8277

		sarah.wang@sgs.com

Address: 5F, 1st Building, No.889.Yishan Road, Shanghai, China

		 



		Technical Support 

		Vincent Feng



		(86)(021)61402666 ex.2016

		vincent.feng@sgs.com

Address: 4F, 1st Building, No.889.Yishan Road, Shanghai, China

		 







		SGS Hardline Team  (Guangzhou)



		LKAM

		Aaron Luo



		(86) (020)82155590

		aaron.luo@sgs.com

Address: 1st floor,198 Kezhu Road, Guangzhou, China

		 



		Customer Service

		Chance.quan



		(86) (020) 29093703

		chance.quan@sgs.com

Address: 1st floor,198 Kezhu Road, Guangzhou, uangdong, China

		 









		SGS Hardline Team  (India)



		LKAM



		Garish Malhotra 

		+91 124 613 5199



		Garish.Malhotra@sgs.com

Address:Plot No - 21, sector 3 IMT Manesar, Haryana, India

		 



		Customer Service

		Sumit Sinha



		+ 91 124 613 5194

		sumit.sinha@sgs.com 

Address:Plot No - 21, sector 3 IMT Manesar, Haryana, India

		 



		Technical Support 

		NC Manna 

		+ 91 124 613 5194

		Nc.Manna@sgs.com

Address:Plot No - 21, sector 3 IMT Manesar, Haryana, India

		 









		SGS Softline Team  (Shanghai)



		LKAM



		Vicky.Cheng

		(86)( 021) 60645171



		Vicky-JY.cheng@sgs.com 

Address: 5/F 3rd Building, No 889, Yishan Road, Xuhui District, Shanghai, China.

		 



		Customer Service

		Tracey Zhang



		( 86 )(021) 6107 2878

		Tracey.Zhang@sgs.com 

Address: 4/F  4th Building, No 889, Yishan Road, Xuhui District, Shanghai, China.

		 



		Technical Support 

		Shero Wang

		(86)( 021) 6107 2863

		shero.wang@sgs.com

Address: 4/F 4th  Building, No 889, Yishan Road, Xuhui District, Shanghai, China.

		 







		SGS Softline Team  (Guangzhou)



		LKAM



		Heath Xu



		(86)(020) 82155621



		heath.xu@sgs.com

Address: 198 Kezhu Road, Science Park, Guangzhou Economic & Technology Development Zone, Guangzhou, Guangdong Province, China.

		 



		Customer Service

(footwear)

		Emily Zeng

		( 86 )(020) 8215 5641



		Emily.zeng@sgs.com 

Address: 198 Kezhu Road, Science Park, Guangzhou Economic & Technology Development Zone, Guangzhou, Guangdong Province, China.

		 



		Technical Support 

(footwear)

		Sampson Zeng

		(86)( 020) 8215 5177

		Sampson.zeng@sgs.com

Address: 198 Kezhu Road, Science Park, Guangzhou Economic & Technology Development Zone, Guangzhou, Guangdong Province, China.

		 



		Customer Service



		Yoyo Yao



		(86) (020) 8215 5936

		Yoyo.yao@sgs.com

Address: 198 Kezhu Road, Science Park, Guangzhou Economic & Technology Development Zone, Guangzhou, Guangdong Province, China.

		 



		Technical Support 



		Lily Wang



		(86 )(020) 8215 5630



		Lily_xy-wang@sgs.com

Address: 198 Kezhu Road, Science Park, Guangzhou Economic & Technology Development Zone, Guangzhou, Guangdong Province, China.

		 









		SGS SoftlineTeam  (India-GURGAON)



		LKAM



		Sagarika Mishra



		9810856232

		sagarika.mishra@sgs.com

Address:250, Udyog Vihar Phase IV, Gurgaon- 122015, India

		 



		Technical Support 



		Sumanjit Sengupta

		9312653787

		sumanjit.sengupta@sgs.com 

Address:250, Udyog Vihar Phase IV, Gurgaon- 122015, India

		 



		Customer Service
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Address:250, Udyog Vihar Phase IV, Gurgaon- 122015, India

		 



		Customer Service
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		Customer Service
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IMPORT CORRUGATE DISPLAY 
STANDARDS


Effective for Orders placed after 12/21/12 
and all Shipments after 4/1/13.


ALL NEW REQUIREMENTS FOR:
				    – PDQs
				    – Stackable PDQ’s
				    – Side Kicks 
				    – Floor/Pallet Displays


Vendors are required to conform to the process 
outlined in this guide.
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BIG LOTS CORRUGATED DISPLAY STANDARDS  


INTRODUCTION:
This document provides our vendors with the information and resources needed to create all shelf 
PDQ’s, Stackable PDQ’s, Side Kicks and Floor Displays.
   
It includes:
	 1. A list of required fonts, sizes, color themes and sample color layouts.  		      	             
	     These sample layouts are not camera ready; customize the layout for each shelf PDQ, 
	     Stackable PDQ, Side Kick or Floor Display using the item description and retail price 
	     provided by the buyer.
  
        NOTE:  Big Lots is not permitted to copy type fonts to the disc for each format.  Vendors must 
              purchase the identified fonts or similar alternatives (to be approved by Big Lots). The attached 
              sheet lists the names and provides a visual reference for each font.


	 2. Photo examples of what to do and what NOT to do in building the shelf PDQs, Stackable 
	     PDQ’s, Side Kicks and Floor Displays.


	 3.  Transit Testing Standards REQUIRED (see page 105) for all Stackable PDQ’s, Side Kicks 	
	      and Floor/Pallet Displays. 
 	      NOTE:  Anticipate approximately 2 weeks for transit testing to be performed and completed.


	 4. REQUIRED Carton Marking Icons (see page 5, 6 and 7) for use on shipping cartons and/or      
              shrouds.  Vendors are responsible for making sure that the carton marking icons are 
              correct prior to Big Lots receiving the merchandise in our DCs.  Carton marking icons require
              DCs to give special handling to each box that comes through the sorters to be loaded on our
              trucks for outbound delivery to our stores.  (For PDQs, Stackable PDQs, Side Kicks and Floor/		
              		  Pallet Displays, see examples on pages 32, 61, 83 and 100.)


	     • Icon(s) may be printed directly on the box or printed labels can be placed on each box.


	     • Vendors are REQUIRED to use opaque cover-up labels on master cartons if the icons  
	        are incorrect. 


	 5.  Follow the outlined approval processes found on pages 12, 54, 64 and 85.
 


 
        NOTE:  Required Carton Markings document and icons can be found on our website at:
	     http://www.biglots.com/corporate/vendor-relations/vendor-routing-and-compliance


Please do not discard this guide; it may be used for future packaging.


	 NOTE: ALL DISPLAYS ARE EXPECTED TO SURVIVE 13 TOUCH POINTS 		
            IN SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.
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USE:  this carton marking icon if item 
contains glass 


EXAMPLES:  glass, mirrors, patio tables, 
ceramic pots, light bulbs, porcelain


FRAGILE-HANDLE WITH CARE


REQUIRED CARTON MARKING ICONS
The carton marking icons shown below are required to be placed in the bottom left corner 
of the Master Shipping Carton when applicable.  Icons must appear on at least four
different sides of the box and in Pantone 032.  Please also reference the IPDS (IMPORT 
PRODUCT DATA SHEET) for determining the appropriate size carton marking icon(s) to use 
based on carton cube (see page 7).


ICON:  Use only if the item is Fragile


2
3 5


Other Examples


ICON: Pallet Stackings 


USE:  In this example, boxes can’t be 
stacked more than 2 pallets high or items will 
be crushed.


REMEMBER:  
Big Lots vendors are 


responsible for using the 
appropriate carton marking 
icon(s) to prevent damage 


prior to items arriving in our 
DC’s and/or stores. 


 Big Lots reserves the right 
to charge back vendors if 


wrong carton marking icons 
are used.


Don’t use words, instead 
use Red icons as shown in 


this document.


ICON: Carton is to Ship this side up.  


USE: when the safety of the contents necessitates the con-
tainer be stored or stacked with the top surface up, and on 
cartons that should never be inverted or laid on their side


EXAMPLES: picture frames, liquids, lamps, glass, white 
out, ceramics, mirrors and framed prints.
(Use on anything other tha0n the examples listed above 
takes away the importance of the arrows).


NOTE: 
Arrows-Up takes precedence over saving space on our 
trucks to the stores.THIS SIDE UP INDICATOR


Can use more than one icon if necessary.  
Example:  glassware (Arrow Up / Fragile etc.)


NOTE:    This photo is how our DC’s 
will pack items on our trucks however, 
stores would not be able to place this 
item as shown above on conveyor for 


unloading our trucks.
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Can use more than one icon if necessary.  
Example:  glassware (Arrow Up / Fragile etc.)


ICON:  SIDE KICK - Do Not Stack Heavy Product On Top Of Carton


USE:  Communicates SIDE KICK display to the DC 
associate.  DC associate will then avoid stacking other 
heavy boxes onto the SIDE KICK display/product when 
loading our trucks to avoid damaging the SIDEKICK.


SIDE KICK - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


REQUIRED CARTON MARKING ICONS CONT’D


PDQ
ICON:  PDQ - Do Not Stack Heavy Product On Top Of Carton


USE:  Communicates PDQ display to the DC associate.  
DC associate will then avoid stacking other heavy boxes 
onto the PDQ display/product when loading our trucks to 
avoid damaging the PDQ.


PDQ - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


ICON:  FLOOR DISPLAY - Do Not Stack Heavy Product On Top Of Carton


USE:  Communicates FLOOR DISPLAY to the DC associate.  
DC associate will then avoid stacking other heavy boxes onto 
the FLOOR DISPLAY/product when loading our trucks to avoid 
damaging the FLOOR DISPLAY.


FLOOR DISPLAY - DO NOT STACK 
HEAVY PRODUCT ON TOP OF CARTON


SIDE
KICK


FLOOR
DISPLAY
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ICON: Team Lifting


USE:  If box weighs more than 70 lbs (31.75 kg), 
this carton marking icon must be used.


EXAMPLES:  Furniture, Hardware and Lawn and 
Garden  (Items listed are not inclusive)


NOTE:
This icon will also communicate to our DC associ-
ates to place this item on the bottom of trucks to 
prevent crushing of other cartons.


DO NOT USE SHARP 
OBJECT WHEN OPENING BOX.


ICON: No Blades


USE:  Do not use sharp object when opening box.


EXAMPLES:  cushions, pillows, wicker furniture, 
bedding, cloth coolers, rugs, towels, tablecloths, 
stuffed animals  (Items listed are not inclusive)


NOTE:  Logo should appear on top and bottom 
of box.  Logo communicates to the stores that the 
merchandise inside can easily be cut and damaged 
when using a knife to open the box.


REQUIRED CARTON MARKING ICONS CONT’D


Can use more than one icon if necessary.  
Example:  glassware (Arrow Up / Fragile etc.)


- Required Carton Markings Document and icons can be found on our website at:


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


NOTE: For questions on Carton Markings contact vendorcompliancemanager@biglots.com


Please reference the IPDS 
(IMPORT PRODUCT DATA SHEET) 
for determining the appropriate size 
carton marking icon(s) to use based 
on carton cube.  See chart above.


Carton Marking Icons CARTON CUBE 
FROM IPDS SHEETS


ICON SIZES
(MINIMUM SIZES)


up to 2 cubes 1” X 1”
3 - 5 cubes 2” X 2”


6 - 10 cubes 3” X 3”
cube 11 and up 4” X 4”


Carton Marking Icon Sizing Chart


ICON: Team Lifting


HEAVY


HEAVY
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BIG LOTS CORRUGATED DISPLAY STANDARDS


GENERAL SPECIFICATIONS - ALL PDQS, Stackable PDQ’s, Side Kicks & Floor Displays
( PDQ color examples can be seen on pages 8-10)


1.  ALL shelf PDQs (including National Brand) will be printed on three sides, which includes the front
      panel and both side panels.  ALL Stackable PDQ’s, Side Kicks and Floor Displays will be 
      printed on four sides, which includes the top, bottom and both side panels. 


2.  ALL shelf PDQs (other than National Brand) will utilize white type for the item description and item price 
       point, as well as white logos, with the exception of “Games & Puzzles”, which will utilize black type 
       for the item description and item price point, as well as black logos. 


  - These PDQs require 2 color printing: background color + varnish to provide a scu�-resistant 
      �nish (3 Color printing will be required for “Games & Puzzles”, which includes Black).


3.  ALL “Short Season” shelf PDQs will utilize 2 color icons that correspond to the season.


  - These PDQs require 3 color printing: 2 colors for the background and icon + varnish to provide a 
     scu�-resistant �nish.


4.  ALL information on the PDQs (logo or icon), plus item description and price, should be printed 
 on the PDQ corrugate.  


5.  Peel and Stick on labels are NOT acceptable.


COLORS:
 
The PDQ, Stackable PDQ’s, Side Kick or Floor Display color will vary depending on the season.  The type, 
retail, and logo remains white.  NOTE: This does not apply to Dept 510.  See page 10 for Dept. 510 colors.  


 


• For Holiday Jewelry use Pantone 877 (Metallic Silver)


• For Electronic Items Green will not be used however, use Orange (PMS 021) and Red (PMS 193) for Holiday.
   


PMS 877


PMS 193PMS 021


ARTCODE:
PDQSILVER
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Trademark License/Sublicense Agreement Form
Vendors are required to complete and return a Trademark License/Sublicense Agreement form for item using our  
Captive Brand on packaging.  The Agreement gives permission to the vendor to use our Captive Brand, and explains 
use limitations.  The Agreement will be sent to you, if applicable, at the time the buyer submits the formal package 
design request.
NOTE: These BL Captive Brand Logos will be provided as EPS files on disk.


Item Description


Item Description


$99Item Description


2013 - CORRUGATED DISPLAYS - “BRANDED” ITEMS
(For Big Lots Captive Brands or National Brands that do not require use of their Displays)


Artcode:


PDQB4821


BRAND LOGO
HERE


BRAND LOGO
HERE


BRAND LOGO
HERE


All Lawn and Garden 
and Short Seasons 
(except Harvest and 
Halloween) Merchandise 


Two-Line Item
 Description 


BRAND LOGO
HERE


This shows what a two-line item
description should look like


PMS 356 SCUFF-RESISTANT
VARNISH


PMS 356 SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


PMS 021


PMS 193


Artcode:


PDQB3547


SCUFF-RESISTANT
VARNISH


PMS 193


Artcode:


PDQ3547


Artcode:


PDQ4821


Artcode:


PDQB0152


Electronics, BTS 
and all other 
merchandise


FOR NARROW PDQs (6 in. (W) or smaller in general) OR ANY DISPLAY CONTAINING ITEMS PACKAGED WITH VENDOR ART
NOTE:  these Displays will not have a logo on them, only an item description and retail.


For ALL Holiday items without a National or Big Lots Captive Brand Logo, please use red 
background color with item description and retail only.


For ALL Lawn & Garden and Summer items without a National or Big Lots Captive Brand Logo, 
please use green background color with item description and retail only.


PDQ4821       -     PDQ3547      -      PDQ0152


PMS 356 PMS 193 PMS 021


$99


$99


$99
Holiday and Stocking 
Stuffer Toys Only
(For all other Toys, 
see Page 10.


PMS 021 SCUFF-RESISTANT
VARNISH


Artcode:


PDQ4821
For Electronics, Back to School and all other items without a National or Big Lots Captive Brand 
Logo, please use orange background color with item description and retail only.
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Item Description


Item Description


$99Item Description


2013 - CORRUGATED DISPLAYS - “TOYS - DEPT. 510” ITEMS
(For Big Lots Captive Brands or National Brands that do not require use of their Displays)


Artcode:


PDQBGTPK


BRAND LOGO
HERE


BRAND LOGO
HERE


BRAND LOGO
HERE


Girls Toys


Two-Line Item
 Description 


BRAND LOGO
HERE


This shows what a two-line item
description should look like


PMS 190 SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


PANTONE 
YELLOW


PMS 2738


Artcode:


PDQBBTBL


Boys Toys


Artcode:


PDQBGPYL


Games & Puzzles


FOR NARROW PDQs (6 in. (W) or smaller in general) OR ANY DISPLAY NOT USING A NATIONAL OR CAPTIVE BRAND LOGO, 
OR CONTAINING ITEMS PACKAGED WITH VENDOR ART


NOTE: these Displays will not have a logo on them, only an item description and retail.


PDQGTPK       -     PDQBTBL      -      PDQGPYL      -      PDQPSGR


PMS 190 PMS 2738 PANTONE
YELLOW


$99


$99
$99


Item Description
BRAND LOGO


HERE
SCUFF-RESISTANT
VARNISH


PMS 347


Artcode:


PDQBPSGR


Pre-School Toys


$99


SCUFF-RESISTANT
VARNISH


PMS 347


NOTE: ONLY GAMES AND PUZZLES WILL HAVE A BLACK ITEM DESCRIPTION AND RETAIL PRICE.


Trademark License/Sublicense Agreement Form
Vendors are required to complete and return a Trademark License/Sublicense Agreement form for item using our  
Captive Brand on packaging.  The Agreement gives permission to the vendor to use our Captive Brand, and explains 
use limitations.  The Agreement will be sent to you, if applicable, at the time the buyer submits the formal package 
design request.
NOTE: These BL Captive Brand Logos will be provided as EPS files on disk.
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SHELF PDQ STANDARDS
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BIG LOTS SHELF PDQ STANDARDS
PDQ DESIGN APPROVAL PROCESS:  Every shelf PDQ must go through each step in this process.  
Big Lots reserves the right to charge back any vendor that produces incorrect or inferior PDQs that have 
not completed this process.


	 1. Send the electronic artwork layout on the PDQ dieline and specify the height of the front 	
	     panel of the PDQ (with suggested copy wording) and shipping container with carton marking  
	     icons via e-mail to packaging@biglots.com for review and approval before proceeding to  
	     step 2.  For each e-mail layout submitted, you must indicate purchase order number(s) and  
	     article number(s).


	     It is the Vendors responsibility to communicate if merchandise doesn’t fit the PDQ.  See 
	     page 51 for an example of where the merchandise doesn’t fit the PDQ (Bulging).  Prior to  
	     sending a color print proof for approval, you must send a photo or line art rendering of your  
	     PDQ filled with merchandise.  The photo should show how the merchandise will be displayed  
	     based on the Buyer’s case pack.  The photo should be from an overhead angle to show the  
	     internal construction of the PDQ, including trays, wedges, etc. The photo of the PDQ does not  
	     need to show color, item description, or retail price.  Additional information that needs to be  
	     included with the photos is PO#, Article#, PDQ Case Pack, Inside Dimension (ID) of PDQ  
	     (Height, Width, Depth), and Outside Dimension (OD) of PDQ (Height, Width, Depth).


	     An example of this is shown on page 51. 


	 2. Once the electronic artwork layout has been approved, a color print/press proof is required.     
              This proof must show the exact colors to be printed in mass production and be on the same  
              corrugate (color and weight) to be used in mass production.  An ink draw down swatch
              with Varnish on the actual corrugate is also acceptable, at this stage.  If you require a signed
              print proof to be sent back to you, please send two.  Minimum PDQ Substrate Standards are
              provided on page 37.     
            
              If the proof is approved, go to step 3.  If the proof is not approved, you will need to make 
              revisions as necessary and re-submit a new proof.  Be sure to allow time in this step if 
              corrections are needed.


              The print proofs should be sent to:	 Rashi Shaneel
              						      MANTTRA
              						      818, ILD Trade Centre
              						      Sector-47, Sohna Road  
							       Gurgaon-122001, India


         3. Begin mass printing.  Vendors are required to send two (2) final printed PDQ samples to  
	    Manttra. Send to the same address as in step 2 above.  If a buyer requires a  
	    sample, an additional sample should be sent separately to their attention.   
	    If a final printed PDQ does not match the sample submitted in the print proof, Big Lots reserves  
	    the right to charge back the vendor.


If you have any questions you may email us at packaging@biglots.com.
	 NOTE:  SHELF PDQ’S ARE EXPECTED TO SURVIVE 13 TOUCH POINTS 		
            IN SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.
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SHELF PDQ CONSTRUCTION: 
 
1.  ALL PDQs should keep the product looking neat and upright.


2.  Vendors are to work with the buyer to determine the appropriate PDQ for the product.  There are 
 examples on pages 19 - 29 to guide you.


3.  ALL shelf PDQs must have a fold over front panel to ensure quality.  
 Reminder: all printed panels must be printed with varnish to provide a scu­-resistant �nish.


4.  NO PDQS WITH “TEAR AWAY” CONSTRUCTION or PERFORATIONS (See Example Below).


5.  A standard PDQ weight limit, with three sides reinforced, is 35 pounds.  Please see PDQ substrate
     standards on Page 14.


6.  In general, the height of the front panel should be 2” (5.08 cm), depending on the item.  The goal is 
         for the PDQ to keep the merchandise upright, shoppable and so the product is visible.  For taller 
         goods such as throws, front panel must be taller.  For shorter items, the front can be shorter, but no 
         less than 1“.


7.  Maximum shelf depth of pdq is 17” (D) (43.18 cm)


SPECIAL REMINDERS FOR PDQS THAT WILL APPEAR ON THE 4-WAY IMPULSE CONDOS:
 
• Any combination of PDQs equal to or less than 24” (60.96 cm), but no less than 20” (50.08 cm) is 
acceptable per shelf.


• Depth can not exceed 15“ (38.1cm).


• Height can not exceed 13” (33.02 cm) to accommodate a max of base deck plus 3 shelves.
 (Over 13” (33.02 cm) will need approval from Merchandise Presentation)


  


BIG LOTS SHELF PDQ STANDARDS cont’d
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BIG LOTS SHELF PDQ STANDARDS cont’d


IMPORTANT!  DISPLAYS ARE EXPECTED TO SURVIVE 13 TOUCH POINTS IN SUPPLY CHAIN AND LAST 
9-14 WEEKS ON STORE FLOOR.   Note: The shelf PDQ must adequately protect against shock and 
vibration hazards of the distribution environment. 


Big Lots reserves the right to chargeback vendors for failure to comply.


DISPLAY BOXES (PDQ TRAYS)
•  32# ECT (Edge Crush Test*) OR 200# (Mullen test**) 
Bleached white outside liner B-Flute + Scu�-Resistant Varnish


•  Minimum liner combination: 
175 gsm (35#) liner x 112 gsm (23#) medium x 175 gsm (35#) liner


For All India Vendors
DISPLAY BOX COVERS (Half Slotted Containers)
• 42# ECT (Edge Crush Test*) OR 200# (Mullen Test**) Kraft (Brown) BB-Doublewall Flute


For All Vendors Except India
DISPLAY BOX COVERS (Half Slotted Containers)
•  32# ECT (Edge Crush Test*) OR 200# (Mullen Test**) Kraft (Brown) C-Flute


*     Edge Crush Test (ECT) - The Edge Crush Test is a standard industry measure of the stacking 
 strength of corrugated board.
**   Mullen Test - The Mullen Test is a standard measure of the bursting strength of corrugated board.  


PDQ SUBSTRATE MINIMUM STANDARDS:
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FONTS/SIZES:


Futura Heavy - Used for the Item Description


ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz


• Use Futura Heavy for upper and lower case (all white lettering)
• 68 pt. for 24” (60.96 cm) wide PDQs with one line descriptor
• For smaller widths, no less than 55 pt. type is to be used
• If the item description will not fit at 68 pt., you may reduce it to no smaller than 55 pt. and stack it
   (See page 16 for reference)


Futura Bold - Used for the Retail Price


0123456789  $
• For Retail Price Futura Bold all upper case (all white) 100 pt. type
• For Dollar Sign Futura Bold all upper case (all white) 55 pt. type, aligned with the top of the retail price. 
• There should be a 1” (2.54 cm) space between the last number of the price and the right edge of the 
color PDQ


Note: If the retail price is a whole number, use ONLY the dollar sign and amount
$5 right
$5.00 wrong


•  If retail is under $1, use ONLY the decimal point and amount in Futura Bold 100 pt. type (all white)
.99 right
.99¢ wrong


• Do NOT use the decimal point if the retail price is not a whole number.  Cents in Futura Bold 55 pt. 
   type (all white), aligned with the top of the retail price
$150 right
$1.50 wrong


TYPE PLACEMENT:


Item Description:
• Place the item description so that it is centered horizontally between the left edge of the PDQ front 
   and the left edge of the retail price.  If there is a logo/icon used, center the item description between 
   the logo/icon and retail price.  Logos are to be approximately 2-1/2” (6.35 cm) wide.  Icons are to be  
   approximately 1-1/2” (3.81 cm) wide.
• Align the baseline of the item description with the baseline of the retail price.
• If necessary, item description can be 2 lines (see page 16 for example).  Center each line horizontally.


Distributed By Clause:
If a distribution clause is included on the individual packaging or price label of items to be displayed in 
the PDQ, then this information is not required on the PDQ.  If required, the distribution clause should 
be printed on the bottom of PDQ.


BIG LOTS SHELF PDQ STANDARDS continued
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BIG LOTS SHELF PDQ STANDARDS
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PMS 356


2013 - PDQ DESIGN - IN AND OUT “SHORT SEASONAL” ITEMS
( ITEMS THAT UTILIZE THE SEASONAL ARTPACKS )


Item Description


PMS 193 SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


SCUFF-RESISTANT
VARNISH


PMS 356PMS 361


PMS 356PMS 116


PMS 021PMS 215


PMS 021PMS 167


PMS 662 PMS 021


Artcode:   PDQV4821


Artcode:   PDQSP4821


Artcode:   PDQE4821


ALL Valentine’s Day Items


ALL St. Patrick’s Day Items


ALL Easter Items


Artcode:   PDQHV2234


ALL Harvest Items


Artcode:   PDQH2234


ALL Halloween Items


ALL Back to School Items


Artcode:   PDQBTS


ALL Patriotic Items


SCUFF-RESISTANT
VARNISH


PMS 356PMS 2728


Artcode:   PDQP4821


* For ALL Holiday, Lawn & Garden, and Summer items, please see the information at the bottom of page 9.
NOTE:  These Short Season Icons are located on http://www.biglots.com/corporate/vendor-relations/vendor-routing-and-compliance


$99
$99


$99


$99


$99


$99


$99Item Description


Item Description


Item Description


Item Description


Item Description


Item Description
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BIG LOTS SHELF PDQ STANDARDS FOR SOFT HOME


For Soft Home Throws only in Dept 350, All shelf pdq’s are required to 
be 24” wide to best utilize a 48” shelf left to right (see photo example below).


Front lip of shelf PDQ for Soft 
Home Throws only, items should 
be 4” tall (10.16 cm)


48” shelf 
under utilized.


NO!


YES!


48” shelf 
utilized.


NOTE:  Above photo was a 
mock-up only and therefore-
copy and price had not yet been 
added.
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Roll Over Shelf PDQ Tray w/ Reinforced Front Panel


For lighter weight items ( of less than 10 lbs. and not “stuffed”
into the PDQ ), we recommend this PDQ.


24 in. (60.96 cm) PDQ
Package Type Code: PDQ-24RFP


12 in. (30.48 cm) PDQ
Package Type Code: PDQ-12RFP


6 in. (15.24 cm) PDQ
Package Type Code: PDQ-6RFP


ROLLOVER FRONT PANEL


Roll Over Shelf PDQ Tray w/ Reinforced Front Panel + HSC Cover


Cover is considered the master shipping carton


Covers are required to be used to optimize case packing
and minimize damage to the PDQ product


Package Type Code: 


PDQ-24RFP+C (with HSC cover)
PDQ-12RFP+C (with HSC cover)
PDQ-6RFP+C (with HSC cover)


Inner Dimension (ID) of PDQ Tray is 22-15/16” x 14-15/16” x 10”    (58.26 cm x 37.94 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 23-7/16” x 15-7/16” x 10-1/8”   (59.53 cm x 39.21 cm x 25.72 cm)


Inner Dimension (ID) of PDQ Tray is  10-15/16” x 8-15/16” x 10”    (27.78 cm x 22.7 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 11-7/16” x 9-7/16” x 10-1/8”    (29.05 cm x 23.97 cm x 25.72 cm)


Inner Dimension (ID) of PDQ Tray is  8-9/16” x 5-3/16” x 10”   (21.75 cm x 13.18 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 9-7/16” x 5-7/16” x 10-1/8”    (23.97 cm x 13.81 cm x 25.72cm)


Multiple PDQ trays without covers packed in master 
shipping carton will have stacking strength 
determined by master carton not PDQ tray.


ATTENTION:


Do not use “E” or “F” 
Flute Corrugated 
Material for Display 
Trays.  These materi-
als are better suited for 
primary packaging, not 
display trays.


Reference page 37 for 
Minimum packaging 
standards


Color of PDQ should be printed so that 
it rolls over the front edge of PDQ
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Roll Over Shelf PDQ Tray w/ Reinforced Front Panel


PDQ Die Line


For lighter weight items ( of less than 10 lbs. and not “stuffed”
into the PDQ ), we recommend this PDQ.


Peel back shows direction of �ute
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Color of PDQ should be printed so that it rolls 
over the front and side edges of PDQ


Roll Over Shelf PDQ Tray w/ Reinforced Front and Side Panels


For heavier or bulky items ( greater than 10 lbs. but still less than 35 lbs. or items
that are “stuffed” into the PDQ ), we recommend this PDQ.


24 in. (60.96 cm) PDQ 
Package Type Code: PDQ-24RFSP


Roll Over Shelf PDQ Tray w/ Reinforced Front and Side Panels + HSC Cover


ROLLOVER FRONT AND SIDE PANELS


12 in. (30.48 cm) PDQ 
Package Type Code: PDQ-12RFSP


6 in. (15.24 cm) PDQ 
Package Type Code: PDQ-6RFSP


Package Type Code: 
PDQ - 24RFSP+C (with HSC cover)
PDQ -12RFSP+C (with HSC cover)
PDQ - 6RFSP+C (with HSC cover)


Inner Dimension (ID) of PDQ Tray is  22-11/16” x 14-15/16” x 10”    (58.26 cm x 37.94 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 23-7/16” x 15-7/16” x 10-1/8”    (59.53 cm x 39.21 cm x 25.72 cm)


Inner Dimension (ID) of PDQ Tray is  10-11/16” x 8-15/16” x 10”    (27.78 cm x 22.7 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 11-7/16” x 9-7/16” x 10-1/8”    (29.05 cm x 23.97 cm x 25.72 cm)


Inner Dimension (ID) of PDQ Tray is  8-15/16” x 4-11/16” x 10”    (21.75 cm x 13.18 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 9-7/16” x 5-7/16” x 10-1/8”    (23.97 cm x 13.81 cm x 25.72 cm)


Cover is considered the master shipping carton


Covers are required to be used to optimize case packing
and minimize damage to the PDQ product


Multiple PDQ trays without covers packed in master 
carton will have stacking strength determined by 


master shipping carton not PDQ tray.


ATTENTION:


Do not use “E” or “F” 
Flute Corrugated 
Material for Display 
Trays.  These materi-
als are better suited for 
primary packaging, not 
display trays.


Reference page 37 for 
Minimum packaging 
standards
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Roll Over Shelf PDQ Tray w/ Reinforced Front and Side Panels


For heavier or bulky items ( greater than 10 lbs. but still less than 35 lbs. or items
that are “stuffed” into the PDQ ), we recommend this PDQ.


PDQ Die Line
Peel back shows direction of �ute
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Roll Over Shelf PDQ Tray w/ Reinforced High Wall Front Panel
For items that need to stand up , we recommend this PDQ.


24 in. (60.96 cm) PDQ
Package Type Code: PDQ-24RHWFP


12 in.  (30.48 cm) PDQ
Package Type Code: PDQ-12RHWFP


ROLLOVER FRONT PANEL


45˚ SUPPORT ANGLE
FOR ADDED WALL STABILITY


Roll Over Shelf PDQ Tray w/ Reinforced Front Panel + HSC Cover


Package Type Code:


PDQ-24RHWFP+C (with HSC cover)
PDQ-12RHWFP+C (with HSC cover)


Inner Dimension (ID) of PDQ Tray is  22-15/16” x 14-15/16” x 10”  (58.26 cm x 37.94 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 23-7/16” x 15-7/16” x 10-1/8” (59.53 cm x 39.21 cm x 25.72 cm)


Inner Dimension (ID) of PDQ Tray is  10-15/16” x 8-15/16” x 10” (27.78 cm x 22.7 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 11-7/16” x 9-7/16” x 10-1/8” (29.05 cm x 23.97 cm x 25.72 cm)


Cover is considered the master shipping carton


Covers are required to be used to optimize case 
packing and minimize damage to the PDQ product.


Multiple PDQ trays without covers packed in master 
carton will have stacking strength determined by 


master shipping carton not PDQ tray


ATTENTION:


Do not use “E” or “F” 
Flute Corrugated 
Material for Display 
Trays.  These materi-
als are better suited for 
primary packaging, not 
display trays.


Reference page 37 for 
Minimum packaging 
standards


Color of PDQ should be printed so that 
it rolls over the front edge of PDQ
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Roll Over Shelf PDQ Tray w/ Reinforced High Wall Front Panel
For items that need to stand up , we recommend this PDQ.


PDQ Die Line
Peel back shows direction of �ute
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Softlines Roll Over Shelf PDQ Tray w/ Reinforced High Wall with 4” Front Panel
For items that need to stand up , we recommend this PDQ.


24 in. (60.96 cm) PDQ
Package Type Code: PDQ-APR


12 in. (30.48 cm) PDQ
Package Type Code: PDQ-APR


ROLLOVER FRONT PANEL


45˚ SUPPORT ANGLE
FOR ADDED WALL STABILITY


Roll Over Shelf PDQ Tray w/ Reinforced Front Panel + HSC Cover


Package Type Code:


PDQ-APR+C (with HSC cover)


Inner Dimension (ID) of PDQ Tray is  22-15/16” x 14-15/16” x 10”    (58.26 cm x 37.94 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 23-7/16” x 15-7/16” x 10-1/8”    (27.78 cm x 22.7 cm x 25.4 cm)


Inner Dimension (ID) of PDQ Tray is  10-15/16” x 8-15/16” x 10”    (27.78 cm x 22.7 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 11-7/16” x 9-7/16” x 10-1/8”   (29.05 cm x 23.97 cm x 25.72 cm)


Cover is considered the master shipping carton


Covers are required to be used to optimize case packing
and minimize damage to the PDQ product


Multiple PDQ trays without covers packed in master 
carton will have stacking strength determined by 


master shipping carton not PDQ tray.


ATTENTION:


Do not use “E” or “F” 
Flute Corrugated 
Material for Display 
Trays.  These materi-
als are better suited for 
primary packaging, not 
display trays.


Reference page 37 for 
Minimum packaging 
standards


4” (h)


Color of PDQ should be printed so that 
it rolls over the front edge of PDQ
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Softlines Roll Over Shelf PDQ Tray w/ Reinforced High Wall with 4” Front Panel
For items that need to stand up , we recommend this PDQ.


PDQ Die Line


Peel back shows direction of flute
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24 in. (60.96 cm) PDQ 
Package Type Code: PDQ-24RFSP-BND


Roll Over Shelf PDQ Tray w/ Reinforced Front and Side Panels + HSC Cover


ROLLOVER FRONT AND SIDE PANELS


12 in. (30.48 cm) PDQ 
Package Type Code: PDQ-12RFSP-BND


Package Type Code: 
PDQ - 24-RFSP-BND+C (with HSC cover)
PDQ -12-RFSP-BND+C (with HSC cover)


Inner Dimension (ID) of PDQ Tray is  22-11/16” x 14-15/16” x 10”    (58.26 cm x 37.94 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 23-7/16” x 15-7/16” x 10-1/8”    (59.53 cm x 39.21 cm x 25.72 cm)


Inner Dimension (ID) of PDQ Tray is  10-11/16” x 8-15/16” x 10”    (27.78 cm x 22.7 cm x 25.4 cm)
Outer Dimension (OD) of PDQ Tray is 11-7/16” x 9-7/16” x 10-1/8”    (29.05 cm x 23.97 cm x 25.72 cm)


Cover is considered the master shipping carton


Covers are required to be used to optimize case packing
and minimize damage to the PDQ product


Multiple PDQ trays without covers packed in master 
carton will have stacking strength determined by 


master shipping carton not PDQ tray.


Color of PDQ should be printed so that it rolls 
over the front and side edges of PDQ


ATTENTION:


Do not use “E” or “F” 
Flute Corrugated 
Material for Display 
Trays.  These materi-
als are better suited for 
primary packaging, not 
display trays.


Reference page 37 for 
Minimum packaging 
standards


3 Ring Notebook Roll Over Shelf PDQ Tray w/Reinforced Front Panel
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Peel back shows direction of flute


PDQ Die Line


3 Ring Notebook Roll Over Shelf PDQ Tray w/Reinforced Front Panel


12 in. (30.48 cm) PDQ
Package Type Code:  PDQ-12RFSP-BND
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Peel back shows direction of flute


PDQ Die Line


3 Ring Notebook Roll Over Shelf PDQ Tray w/Reinforced Front Panel


24 in. (60.96 cm) PDQ
Package Type Code:  PDQ-12RFSP-BND
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ICON: Carton is to Ship this side up


Step 1:  Slide PDQ down into HSC 
Shipper to prevent the cover from 
catching the merchandise.


Step 2:  Fold in box flaps and tape
(Tape to extend a minimum of 2” (5 
cm) beyond the corners of the box at 
the top and bottom).  Will also need 
to tape base of HSC Shipper to the 
bottom of the PDQ tray.  


IMPORTANT!!  The HSC Shipper 
should fit completely over the PDQ 
so that the tape isn’t affixed to the 
sides, as this will damage the 
printing. 


Directions for Placing PDQ in HSC Shipper


Peel back shows direction of box flute.  Flute 
gives the box strength.  Arrow should be 
printed on box to communicate in the supply 
chain how box should be oriented.
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Folding a Top HSC Cover as seen below saves corrugate and money.


Standard PDQ Size: 24 x 15 x 13"


Description 3D Rendering Flat Layout Blank Size 
(sq in)


% More 
Material


Top HSC Cover 1665 -


End Load RSC 2182 31%


Peel back shows direction of flute


1665


2182 31 %


Top HSC Cover


End Load RSC


PDQ MASTER CARTON
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PDQ’s
Master Carton Marking Icons


This icon communicates PDQ display to the DC associate.  DC associate will then avoid 
stacking other heavy boxes onto the PDQ display/product when loading our trucks to 
avoid damaging the PDQ.


PDQ - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


PDQ


NOTE: Carton marking icons are required to be placed on at least four different sides of the Master Shipping Carton.  If the 
master shipping carton contains a casepack of one then the carton marking icons are also required on at least four different 
sides of the box.   See Carton Marking Icon Sizing Chart (page 7) for appropriate size carton marking icon(s).


Seasonal Carton Markings Go Here


Shipping Side 
Marks Go HereCarton Marking 


Icons 
Go Here


FRONT SIDE OF BOX


Shipping End 
Marks Go Here


Carton Marking Icons
Go Here


Color  Label  Goes  Here
Seasonal Carton 


Markings Go Here


Example Only


2


GLASS-HANDLE WITH CARE


PDQ
PDQ - DO NOT STACK HEAVY 


PRODUCT ON TOP OF CARTON


        - Required Carton Markings Document and icons can be found on our website at:


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


NOTE: For questions on Carton Markings contact vendorcompliancemanager@biglots.com
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PLEASE READ THE FOLLOWING INSTRUCTIONS THOROUGHLY.
THERE ARE TWO UNIQUE SETS OF INSTRUCTIONS 


DEPENDING ON CIRCUMSTANCES.


INSTRUCTIONS FOR PDQ ARTWORK FOR VENDORS WORKING THROUGH UNITED 
SOURCING


Step 1 – Prior to generating the PO, discuss the PDQ (costs, construction specifications, and number of colors 
for printing). Once merchandise is approved, PDQ specs and photo must be placed on separate tab on IPDS.


Step 2 -
• Merchant (agent) communicates to Vendor what artwork is to be used on each PDQ.
• �Merchant (agent) sends the Vendor the Big Lots Corrugated Display Standards Artpack for their use to create 


each artwork layout.


Step 3 - (Should be done at same time as Step 2) 
• �Buyer sends the BL Package Design Team the populated EPR (electronic package request) to Jennifer 


Herbst and Shelly Kean via e-mail.  
• �Populating the PDQ ART CODE column on the EPR indicates to the BL Package Design Team what artwork 


needs to appear on each PDQ.
	 • �Please also fill in the Retail column and type your suggested item description into the Buyer  


Suggested Copy column.
	 • �NOTE - If your item uses a BL Captive Brand or a BL Seasonal Artpack, the item’s package type 


(Hangtag, Backer Card, Insert) will need to be listed on a separate line from the PDQ in the EPR.
	
Step 4 - The BL Package Design Team automatically uploads each job listed on the populated EPR submitted 
by the Buyer into their production schedule.  


Step 5 - United Sourcing’s Packaging Team will provide vendor with appropriate logo/icon.


Step 6 - A photo sample is required to be submitted for review and approval by United Sourcing Packaging 
Team.  At this step in the process, Big Lots Agents reserve the right to request any design changes.  Recom-
mended design changes will be sent to the vendor via email.  Be sure to allow time in this step for corrections 
as needed.  Additional information that needs to be included with the photo sample (see page 55-56) is PO#, 
Article#, case pack and weight of display.


Note:  A sample is not required for Close-out items


	 If the photo sample is approved, go to step 7.  If the sample is not approved, you will need to make revi-
sions as necessary and re-submit a new photo sample.


Step 7 - Once the revised photo sample is approved, Vendor is required to send Corel Draw or Adobe Illustra-
tor raw files of each individual PDQ package structure to United Sourcing.  Agent’s design team reviews and 
approves all suggested copy, retail price on PDQ’s along with carton marking icons on PDQ shipping contain-
ers.  For each layout submitted, you must indicate PO# and Article #.  
• �Once the electronic artwork layout is approved, Vendor is advised by United Sourcing to proceed to print/


press proof (Step 8). If electronic layout is not approved, you will need to make revisions as necessary and 
re-submit a new electronic layout.
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INSTRUCTIONS FOR PDQ ARTWORK FOR VENDORS WORKING THROUGH UNITED 
SOURCING Continued...


Step 8 - Vendor is required to send a color print/press proof, via regular mail, of each individual corrugated 
PDQ package structure to Agent’s design team for review and approval.  
• �Any necessary color changes are made at this stage.  (Note: Vendor must allow time for changes as a 


revised print proof may be requested.) 
• Once the print/press proof is approved, Vendor is advised by United Sourcing to proceed to mass printing.


Step 9 - Vendor is required to send 2 final printed samples of each individual PDQ package structure to United 
Sourcing who then forwards one to Agent’s design team for filing purposes.  If a final printed sample does not 
match the sample submitted in the print proof, Big Lots reserves the right to charge-back the vendor.  If the 
vendor does not submit a sample, Big Lots will charge the vendor up to 15% of the total retail value of the dis-
play (times the number of stores this display was sent to) for failing to follow this process.
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INSTRUCTIONS FOR PDQ ARTWORK FOR VENDORS WORKING THROUGH Manttra


Step 1 – Prior to generating the PO, discuss the PDQ (costs, construction specifications, and number of colors 
for printing). Once merchandise is approved, PDQ specs and photo must be placed on separate tab on IPDS.


Step 2 -
• Merchant (agent) communicates to Vendor what artwork is to be used on each PDQ.
• �Merchant (agent) sends the Vendor the Big Lots Corrugated Display Standards Artpack for their use to create 


each artwork layout.


Step 3 - (Should be done at same time as Step 2) 
• �Buyer sends the BL Package Design Team the populated EPR (electronic package request) to Jennifer 


Herbst and Shelly Kean via e-mail.  
• �Populating the PDQ ART CODE column on the EPR indicates to the BL Package Design Team what artwork 


needs to appear on each PDQ.
	 • �Please also fill in the Retail column and type your suggested item description into the Buyer  


Suggested Copy column.
	 • �NOTE - If your item uses a BL Captive Brand or a BL Seasonal Artpack, the item’s package type 


(Hangtag, Backer Card, Insert) will need to be listed on a separate line from the PDQ in the EPR.
	
Step 4 - The BL Package Design Team automatically uploads each job listed on the populated EPR submitted 
by the Buyer into their production schedule.  


Step 5 - Manttra will provide vendor with appropriate logo/icon.


Step 6 - A photo sample is required to be submitted for review and approval by BL Packaging Team.  At this 
step in the process, Big Lots Agents reserve the right to request any design changes.  Recommended design 
changes will be sent to the vendor via email.  Be sure to allow time in this step for corrections as needed.  Ad-
ditional information that needs to be included with the photo sample (see page 55-56) is PO#, Article#, case 
pack and weight of display.


Note:  A sample is not required for Close-out items


	 If the photo sample is approved, go to step 7.  If the sample is not approved, you will need to make revi-
sions as necessary and re-submit a new photo sample.


Step 7 - Once the revised photo sample is approved, Vendor is required to send Corel Draw or Adobe Illustra-
tor raw files of each individual PDQ package structure to Manttra.  BL Packaging Team reviews and approves 
all suggested copy, retail price on PDQ’s along with carton marking icons on PDQ shipping containers.  For 
each layout submitted, you must indicate PO# and Article #.  
• �Once the electronic artwork layout is approved, Vendor is advised by Manttra to proceed to print/press proof 


(Step 8). If electronic layout is not approved, you will need to make revisions as necessary and re-submit a 
new electronic layout.
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INSTRUCTIONS FOR PDQ ARTWORK FOR VENDORS WORKING THROUGH MANTTRA 
Continued...


Step 8 - Vendor is required to send a color print/press proof, via regular mail, of each individual corrugated 
PDQ package structure to Agent for review and approval.  
• �Any necessary color changes are made at this stage.  (Note: Vendor must allow time for changes as a 


revised print proof may be requested.) 
• Once the print/press proof is approved, Vendor is advised by Manttra to proceed to mass printing.


Step 9 - Vendor is required to send 2 final printed samples of each individual PDQ package structure to 
Manttra who then forwards one to BL Package design team for filing purposes.  If a final printed sample does 
not match the sample submitted in the print proof, Big Lots reserves the right to charge-back the vendor.  If 
the vendor does not submit a sample, Big Lots will charge the vendor up to 15% of the total retail value of the 
display (times the number of stores this display was sent to) for failing to follow this process.
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IMPORTANT!  Vendors are responsible for conducting testing to ensure that packaging do not fail in the our stores.  If requested, Big 
Lots reserves the right to obtain your testing documents in order for Big Lots to verify results.


BACKER/BLISTER CARDS
•  Lightweight items:  330 or 350 gsm (16 or 18 point), Sulfate Bleached Sheet (SBS) on both sides,
    C1S (Coated 1 Sided) on the Front with a UV Gloss Varnish.


•  Heavier items:  Must be reinforced with a metal grommet at the hanging point.


COLOR BOXES
•  Small items:  135 gsm (26#) E-Flute Singleface Kraft Corrugate  + 
    250 gsm (12 point) Clay Coated News Back (CCNB)  + UV Gloss Varnish.


•  Larger items:  170 gsm (35#) E-Flute Singleface Kraft Corrugate  +    
350 gsm (26 point) Clay Coated News Back (CCNB) + UV Gloss Varnish.


NOTE:  Packaging for very large and/or heavier items should be built to meet specific performance needs.


SPOT COLOR LABELS (LITHO LABELS)  - 161.78 gsm (110# C1S) Gloss White


DISPLAY BOXES (PDQ TRAYS)
•  32# ECT (Edge Crush Test*) OR 200# (Mullen test**) 
Bleached white outside liner B-Flute + Scuff-Resistant Varnish


•  Minimum liner combination: 
175 gsm (35#) liner x 112 gsm (23#) medium x 175 gsm (35#) liner


DISPLAY BOX COVERS (Half Slotted Containers)
•  32# ECT (Edge Crush Test*) OR 200# (Mullen Test**) Kraft (Brown) C-Flute


*     Edge Crush Test - ECT  The Edge Crush Test is a standard industry measure of the stacking strength  
       for corrugated board.
**   Mullen Test - The Mullen Test is a standard measure of the bursting strength of corrugated board.  


HANG TAGS
•  250 gsm (12 point) C2S (Coated 2 sided), Sulfate Bleached Sheet (SBS) on both sides,
    C2S (Coated 2 Sided) with a UV Gloss Varnish.


HEADER CARDS
•  Lightweight items:  300 gsm (14 point) C2S (Coated 2 Sided) Sulfate Bleached Sheet (SBS)
•  Heavier items:  330 or 350 gsm (18 point) or greater C2S (Coated 2 Sided) Sulfate Bleached Sheet (SBS)
•  Extremely heavy items:  Must be reinforced with a metal grommet at the hanging point.


Suggested Corrugated Box
32 ECT / 200# C-Flute (singlewall)


44 ECT / 275# C-Flute  (singlewall)


48 ECT / 275# C/B-Flute (doublewall)


50 ECT / 330 or 350# C/B-Flute (doublewall)


80 ECT / 330 or 350# C/B-Flute (doublewall with 
innerpack)
     	 Must meet ISTA Standards
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Corrugated Maximum Weight
• If box (L”+W”+D”) = up to 75” in size or 30 lbs in weight 
   If box (L+W+D) = up to 190.5 cm in size or 13.6 kg in weight


• If box (L”+W”+D”) = 75”- 90” in size or 30 lbs - 50 lbs in weight
   If box (L+W+D) = 190.5 cm - 228.6 cm in size or 13.6 kg - 22.6 kg in weight
 
• If box (L”+W”+D”) = 90” - 110” in size or 50 lbs - 75 lbs in weight
   If box (L+W+D) = 228.6 cm - 279.4 cm in size or 22.6 kg - 34 kg in weight


• If box (L”+W”+D”) = 110” - 130” in size or 75 lbs - 100 lbs in weight
   If box (L+W+D) = 279.4 cm - 330.2 cm in size or 34 kg - 45.3 kg in weight


•  If box (L”+W”+D”) = greater than 130” in size or greater than 200 lbs in weight
   If box (L”+W”+D”) = greater than 330.2 cm in size or greater than 90.7 kg 
	 in weight
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CURRENT RECOMMENDED


Color labels are shortened which allows the 
customer to see notebook colors from front 
and sides.


Color labels covers the product - customer 
unable to view binder colors.


Includes divider so when items 
are shopped they don’t fall over 
and disappear in PDQ.  Full 
assortment of colors/patterns 
visible.


Customer can only view one design


Full highwall potentially makes product harder 
to shop and more costly than “recommended” 
version.


Dropped highwall to allow item to be 
shopped more easily and saves cost.


PDQ’s: Best Practices


Shelf PDQ Standards /// PDQ’s: Best Practices
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CURRENT RECOMMENDED


Making PDQs Easy To Shop


PDQ doesn’t adequately hold product. Use a slotted tray to hold each item up-
right in PDQ.


Items lay flat in PDQ, hard for customer to see 
the selection of styles and colors.


Use stair step filler so customer can see 
the selection of styles and colors.


Use a wedge behind the 
items allowing them to lean back 
in the PDQ.


PDQ doesn’t adequately hold product.


Shelf PDQ Standards /// Making PDQs Easy to Shop
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CURRENT RECOMMENDED


Designed the PDQ to have a larger foot 
print from front to back and used a wedge 
behind items allowing them to lean back in 
the PDQ.


Use a wedge and single 
face corrugate material 
in bottom of PDQ tray to 
hold each item up-right 
and neat in PDQ.


Merchandise falls forward as items are shopped.


Lowering front wall allows product to be 
seen.  Deeper tray allows use of full shelf 
and eliminates need of stacking merchan-
dise.


PDQ doesn’t adequately hold product.


Bottom row of product is 
squashed and damaged.  
Front lip of PDQ blocks 
item description on bottom 
row.


Shelf PDQ Standards /// Making PDQs Easy to Shop
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CURRENT RECOMMENDED


Utilized a slotted tray to hold each item up-
right in PDQ as shopped.


Dropped highwall to allow item to be shopped 
and saved on corrugate.


Utilized a slotted tray to hold each item up-
right in PDQ as shopped.


Utilized a wedge behind the items to allow 
them to lean back in the PDQ.


Product falls in PDQ


Difficult to remove product from PDQ.  PDQ 
will likely rip.


Product falls in PDQ.


Highwall reduces product visibility; hard to 
remove product from PDQ.


Shelf PDQ Standards /// Making PDQs Easy to Shop
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CURRENT RECOMMENDED


When item is hard to see, customer will pull on front of  
PDQ to try to see the item, sometimes tearing it.


Item is flimsy and falls forward.
Utilized a wedge behind the items to allow 
them to lean back in the PDQ.


Utilized a wedge behind the items to 
allow them to lean back in the PDQ.


Product falling forward.


Shelf PDQ Standards /// Making PDQs Easy to Shop
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CURRENT


Utilized a wedge behind the 
items to allow them to lean 
back in the PDQ.


Dropped highwall to allow 
item to be shopped 
and save on corrugate.


Utilized a wedge behind 
the items to allow them to 
lean back in the PDQ.


Product falling forward.


Highwall reduces product visibility; hard to 
remove product from PDQ.


Lowering front wall allows product to be seen.  
Deeper tray allows use of full shelf and eliminates 
need of stacking merchandise.


Item was hard to shop in this highwall PDQ.


RECOMMENDED


Shelf PDQ Standards /// Making PDQs Easy to Shop







44. Revised 11.8.12


CURRENT


Merchandise won’t stand on it’s own in this PDQ.


Designed the PDQ to have 
a larger foot print from front 
to back.
 
Also utilized a wedge behind 
the items to allow them to 
lean back in the PDQ.


Changed PDQ design and because of their size,  
laid the items down so they are easy to see and 
shop.


PDQ won’t stand up as merchandise makes 
this item top heavy.


RECOMMENDED


Shelf PDQ Standards /// Making PDQs Easy to Shop
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CURRENT


Utilize Shelf Real Estate, Front to Back


Two Facings


Four Facings


Reduced to one Facing, utilizes front to back 
of shelf


By reducing the number of facings in your PDQs, you utilize the depth (front to back) of shelf.  
This will allow for more PDQs to fit on the shelf (left to right).   Currently, stores are placing 
merchandise behind other merchandise on the shelf as seen below.  The picture below 
demonstrates what we are trying to avoid.


RECOMMENDED


Shelf PDQ Standards /// Utilize Shelf Real Estate


For A/C/F allocation, 
more then one PDQ 
(same case pack) may 
need to be sent for a 
larger store utilizing 
front to back of shelf.
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Reduced to one 
facing, utilizes front to 
back of shelf.


Provided a tray that will 
allow the items to move 
forward in PDQ as it’s 
shopped.


Six Facings


CURRENT RECOMMENDED


Shelf PDQ Standards /// Utilize Shelf Real Estate
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PDQ Construction


This PDQ was weakened by cutting 
slots into the reinforced Side Panels.


Must utilize a slotted tray to hold each 
item upright in PDQ as it’s shopped.


Shelf PDQ Standards /// PDQ Construction


NO!


YES!
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The items in the above PDQ were heavy and about to fall through bottom.
Bottom of PDQs need to be one solid piece of corrugate as shown below.  


PDQ Construction


Notice that this PDQ construction is all one piece; No Gluing, No 
Taping and No Stapling is needed to construct this PDQ.  A flattened 
PDQ using diecut tabs is shown on page 49 for your reference.


NOTE:  However, taping will be allowed to adhere the cover to the 
bottom of the PDQ tray for shipping.


NO!


YES!


Shelf PDQ Standards /// PDQ Construction
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STACKABLE PDQ STANDARDS
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BIG LOTS STACKABLE PDQ STANDARDS 
STACKABLE PDQ DESIGN APPROVAL PROCESS:  Every Stackable PDQ must go through each 
step in this process.  Big Lots reserves the right to charge back any vendor that produces incorrect or
inferior Stackable PDQ’s that have not completed this process.


	 1. Send the electronic artwork layout on the PDQ dieline and specify the height of the front 	
panel of the PDQ (with suggested copy wording), and shroud with carton marking icons via e-mail to 
packaging@biglots.com for review and approval before proceeding to step 2.  For each e-mail layout 
submitted, you must indicate purchase order number(s) and Article number(s).


	     It is the Vendors responsibility to communicate if merchandise doesn’t fit the Stackable PDQ.  
See page 51 for an example of where the merchandise doesn’t fit the PDQ (Bulging).  Prior to sending 
a color print proof for approval, you must submit a photo sample fully loaded with merchandise for our 
review and final approval.  Additional information that needs to be included with the photo sample is 
PO#, Article# and PDQ Case Pack.


	 2. Once the electronic artwork layout has been approved, a color print/press proof is required.     
This proof must show the exact colors to be printed in mass production and be on the same corrugate 
(color and weight) to be used in mass production.  An ink draw down swatch with Varnish on the  
actual corrugate is also acceptable, at this stage.  If you require a signed print proof to be sent back  
to you, please send two.  Minimum Stackable PDQ Substrate Standards are provided on page 37.     
            
              If the proof is approved, go to step 3.  If the proof and white pack out sample is not  
approved, you will need to make revisions as necessary and re-submit a new proof.  Be sure to allow 
time in this step if corrections are needed.


              The print proofs should be sent to:	 Rashi Shaneel
              						      MANTTRA
              						      818, ILD Trade Centre
              						      Sector-47, Sohna Road  
							       Gurgaon-122001, India


         3. Stackable PDQs will require testing prior to mass production.  See page 105 for transit testing 
requirements.


         4. Begin mass printing after Transit Test has passed.  Vendors are required to send two (2) final  
printed PDQ samples to Manttra.  Send to the same address as in step 2 above.  If a buyer  
requires a sample, an additional sample should be sent separately to their attention.   
If a final printed Stackable PDQ does not match the sample submitted in the print proof, Big Lots  
reserves the right to charge back the vendor.  If the vendor does not submit a sample, Big Lots will 
charge the vendor up to 15% of the total retail value of the Stackable PDQ (times the number of stores 
this display was sent to) for failing to follow this process.


If you have any questions you may email us at packaging@biglots.com


NOTE:  STACKABLE PDQ’S ARE EXPECTED TO SURVIVE 13 TOUCH POINTS  
IN OUR SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.
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REQUIRED TRANSIT TESTING FOR ALL FLOOR/PALLET 
DISPLAYS ONLY


The purpose of the ISTA testing is to make sure merchandise flows through the supply chain and out into 
the retail stores without damage.  Our goal is to reduce complaints, increase product sales and not have 
to re-merchandise 1500 stores (store labor).


All Floor/Pallet displays (includes Stackable PDQ), now require ISTA 3E transit testing.  


Failure to comply to the ISTA Transit Testing, is an automatic chargeback of 20% of the cost value (US 
Dollar) of the purchase if this process is not followed.


You will be required to have the Floor/Pallet Displays tested with Bureau Veritas prior to mass printing/
production. 


NOTE:  Allow up to 1 week for testing and another week to obtain final test report.
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ATTENTION:


Do not use “E” or “F” 
Flute Corrugated 
Material for Display 
Trays.  These materi-
als are better suited for 
primary packaging, not 
display trays.


Reference page 37 for 
Minimum packaging 
standards


Color of PDQ should be 
printed so that it rolls over 


the front edge of PDQ


Stackable PDQ Tray 


24 in. (60.96 cm) PDQ 
Package Type Code: PDQ-24S


Stackable PDQ Tray + HSC Cover


Cover is considered the master shipping carton


Covers may need to be used to optimize case packing
and minimize damage to the PDQ product


Multiple PDQ trays without covers packed in master shipping 
carton will have stacking strength determined by 


master shipping carton not PDQ tray.


Package Type Code: 
PDQ - 24S+C (with HSC cover)


Inner Dimension (ID) of PDQ Tray is  10” x 19.15” x 15.12” (25.4 cm x 48.64 cm x 38.40 cm)
Outer Dimension (OD) of PDQ Tray is 10.25” x 23.125” x 17” (26.03 cm x 58.74 cm x 43.18 cm)


Stackable PDQ Tray
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Stackable PDQ Tray 


PDQ Die Line
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1. Structure requirements: 
a. Pallets to be constructed as double wing style pallet. This pallet structure will allow for 


accessibility with current material handling equipment throughout the Big Lots supply chain 
and at the retail store level.   


b. Failure to conform to this pallet style structure may result in damage to your display due to 
improper handling methods.  


2. Size: 
a. Ideal size for quarter pallet displays = 24 x 20” (610 x 508mm) 
b. Maximum width = 20” (508mm) 
c. Maximum Length = 24” (610mm) 


3. Terminology 


 
 


4. Construction: 
a. Pallet must consist of top and bottom deck boards to provide adequate stability 
b. Minimum pallet height = 4.5” (114mm) 
c. Stringers must be a minimum of 1.5” (37.5mm) thick and 3.5” (89mm) high  
d. Maximum stringer spacing to outside of stringers = 12” (305mm) 


5. Handling 


 
 


Stringers 


Deck Boards 


QUARTER PALLET REQUIREMENTS
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STACKABLE PDQ’s
Master Carton Marking Icons


        - Required Carton Markings Document can be found on our website at:


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


The above Carton Markings Icons can also be found on above website


NOTE: For questions on Carton Markings contact vendorcompliancemanager@biglots.com


This icon communicates Floor Display to the DC  
associate.  DC associate will then avoid stacking other 
heavy boxes onto the Floor Display/product when  
loading our trucks to avoid damaging the Floor Display.


NOTE: Displays with cardboard
	   feet are NOT ALLOWED.


NOTE: Cartons 
containing Floor Displays, 
but do not display required 
icon(s) are likely to be 
crushed during shipping.


NOTE: Carton marking icons are required to be placed on at least four different sides of the Master Shipping Carton.  If the 
master shipping carton contains a casepack of one then the carton marking icons are also required on at least four different 
sides of the box.   See Carton Marking Icon Sizing Chart (page 7) for appropriate size carton marking icon(s).


Seasonal Carton 
Markings Go Here


Shipping End 
Marks Go Here


Carton Marking Icons
Go Here


Seasonal C
arto


n 


Markings Go Here


Carto
n 


Marking 


Icons G
o 


Here


Shipping 


Side 


Marks G
o 


Here


2


GLASS-HANDLE WITH CARE


Example Only


PDQ - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


FLOOR
DISPLAY


FLOOR DISPLAY - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


FLOOR
DISPLAY
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SIDE KICK STANDARDS
(Power Wing)
(Side Panel)
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BIG LOTS SIDE KICK STANDARDS 
SIDE KICK DESIGN APPROVAL PROCESS:  Every Side Kick must go through each step in this 
process.  Big Lots reserves the right to charge back any vendor that produces incorrect or inferior Side 
Kicks that have not completed this process.


	  1. For all Import vendors assisgned to an Agent, you must submit a photo sample to your Agent 
for review and approval.  See page 51 for an example of where the merchandise doesn’t fit the PDQ 
(Bulging). At this step in the process, Big Lots and Big Lots Agents reserve the right to request any de-
sign changes.  Recommended design changes will be sent to the vendor via email.  Be sure to allow 
time in this step for corrections as needed.   Additional information that needs to be included with the 
photo sample is PO#, Article# and PDQ Case Pack.


NOTE: A sample is not required for close-out items. 


                If the photo sample is approved, go to step 2.  If the sample is not approved, you will need 
to make revisions as necessary and re-submit a new photo sample.


	   2. Once the revised photo sample is approved, send the electronic artwork layout on the Side 
Kick dieline (with suggested copy wording) and the shipping container with carton marking icons via 
e-mail to packaging@biglots.com for review and approval before proceeding to step 3.  For each e-mail 
layout submitted, you must indicate purchase order number(s) and Article number(s).


           3. Once the electronic artwork layout has been approved, a color print/press proof is required.  
This proof must show the exact colors to be printed in mass production and be on the same corrugate 
(color and weight) to be used in mass production.  An ink draw down swatch with varnish on the actual 
corrugate is also acceptable, at this stage.  If you require a signed print proof to be sent back to you, 
please send two.  Minimum Substrate Standards are provided on page 37.                 
               If proof is approved, go to step 4.  If proof is not approved, you will need to make revisions 
as necessary and re-submit a new proof.  Be sure to allow time in this step if corrections are needed.


              The print proofs should be sent to:	 Rashi Shaneel
              						      MANTTRA
              						      818, ILD Trade Centre
              						      Sector-47, Sohna Road  
							       Gurgaon-122001, India


         4. Side Kicks will require testing prior to mass production.  See page 105 for transit testing 
requirements.


         5. Begin mass printing after Transit Test has passed.  Vendors are required to send two (2) final 
printed Side Kick samples (please ship samples flat packed for our files) to Manttra.  Send them to 
the same address as in step 3 above.  If a buyer requires a sample, an additional sample 
should be sent separately to their attention.  If a final printed Side Kick does not match the 
sample submitted in the print proof, Big Lots reserves the right to charge back the vendor.  If the vendor 
does not submit a sample, Big Lots will charge the vendor up to 15% of the total retail value of the  
Side Kick (times the number of stores this display was sent to) for failing to follow this process.  


If you have any questions you may email us at packaging@biglots.com.
NOTE:  SIDE KICKS ARE EXPECTED TO SURVIVE 13 TOUCH 


POINTS IN SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.
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REQUIRED TRANSIT TESTING FOR ALL SIDE KICKS 
DISPLAYS ONLY


The purpose of the ISTA testing is to make sure merchandise flows through the supply chain and out into 
the retail stores without damage.  Our goal is to reduce complaints, increase product sales and not have 
to re-merchandise 1500 stores (store labor).


All Side Kick displays now require ISTA 2A transit testing.  


Failure to comply to the ISTA Transit Testing, is an automatic chargeback of 20% of the cost value (US 
Dollar) of the purchase if this process is not followed.


You will be required to have the Side Kicks tested with Bureau Veritas prior to mass printing/production. 


NOTE:  Allow up to 1 week for testing and another week to obtain final test report.
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Power Wing Clip
•  Holds corrugated display on our Wire Rack
•  Holds 1/8” B-Flute corrugate
• Each sidepanel must have a minimum of 4 clips  


1” W x 2” T


For heavier or bulky items (16 lbs. or greater but still less than 20 lbs.), we 
recommend this PDQ.


• Under 5 lbs is considered light
• 6-15 lbs is Medium
• 16-20 lbs is Heavy (Requires Heavy- Duty Constuction, 	
	 see considerations below)


Heavy Duty Construction 
Requirements for Side Kicks 


- Display reviewed by a Packaging Engineer for overall better 
	 construction and/or material


- All four sides of the Side Kick is required to have Rollover 
	 Reinforced Sides.


- More and/or better hardware


- Void filler inserts to help restrict movement of product within 
	 display


All four sides of the Side Kick is required 
to have Rollover Reinforced Sides.


Heavy Duty Shelf Side Kick w/Reinforced Front & Side Panels
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Power Wing Clip
•  Holds corrugated display on our Wire Rack
•  Holds 1/8” B-Flute corrugate
• Each sidepanel must have a minimum of 4 clips  


1” W x 2” T


For heavier or bulky items (16 lbs. or greater but still less than 20 lbs.), we 
recommend this PDQ.


• Under 5 lbs is considered light
• 6-15 lbs is Medium
• 16-20 lbs is Heavy (Requires Heavy- Duty Constuction, 	
	 see considerations below)


Heavy Duty Construction 
Requirements for Side Kicks 


- Display reviewed by a Packaging Engineer for overall better 
	 construction and/or material


- All four sides of the Side Kick is required to have Rollover 
	 Reinforced Sides.


- More and/or better hardware


- Void filler inserts to help restrict movement of product within 
	 display


All four sides of the Side Kick is required 
to have Rollover Reinforced Sides.


Heavy Duty Partitioned Side Kick w/Reinforced Front & Side Panels
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For heavier or bulky items (16 lbs. or greater but still less than 20 lbs.), we 
recommend this PDQ.


Heavy Duty Peggable Side Kick w/Reinforced Front & Side Panels


Power Wing Clip
•  Holds corrugated display on our Wire Rack
•  Holds 1/8” B-Flute corrugate
• Each sidepanel must have a minimum of 4 clips  


1” W x 2” T


• Under 5 lbs is considered light
• 6-15 lbs is Medium
• 16-20 lbs is Heavy (Requires Heavy- Duty Constuction, 	
	 see considerations below)


Heavy Duty Construction 
Requirements for Side Kicks 


- Display reviewed by a Packaging Engineer for overall better 
	 construction and/or material


- All four sides of the Side Kick is required to have Rollover 
	 Reinforced Sides.


- More and/or better hardware


- Void filler inserts to help restrict movement of product within 
	 display
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Displays shall utilize protective inserts to protect pegged product and restrict movement during 
distribution.  Inserts may include, but not limited to: die-cut corrugated, peg-hook accessories. 


 


 


Above Image shows protective corrugated insert for shipping.  This insert holds down pegged product to 
restrict movement and also nests over the display pegs to provide additional support of the pegs and to 
limit movement of the peg hooks. 


  
Void fill inserts shall be used to help restrict movement of product within the display.  Void fill inserts 
are to be removed from the display at the retail store level and are not intended to provide additional 
structural support during the selling cycle period of the display.  Corrugated roll-ups are preferred for 
void fill materials. 


GENERAL RECOMMENDATIONS
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Accessory product stops restrict movement of product during shipment and keeps it on peg hooks.  
Example shown is for standard metal or plastic peg hooks 


 


 


Accessory product stops restrict movement of product during shipment and keeps it on peg hooks.  
Example shown is for butterfly style peg hooks. 
 


 


 


 


 


 


 


 


 


 


4” (10.16 cm) plastic hooks, no more than 1 lb per hook
5” (12.7 cm) plastic hooks, no more than 3/4 lb per hook
6” (15.24 cm) plastic hooks, no more than 1/2 lb per hook 


NOTE: Product can not “sag” on clip,
            see guidelines below.


GENERAL RECOMMENDATIONS cont’d
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Heavier products shall utilize shelf dividers or similar structural support to help distribute the weight of 
the product across the full shelf.  Dividers will help maintain the structural integrity of the display 
throughout the sell cycle period.   
Display dividers shall be flood coat printed to match the color of the Side Kick display. 


 
 


Side Kick Display with dividers Divider side kick with void fill inserts for shipment 


Side Kick displays will be hung on existing wire rack structures or power bar supports. 


  
Wire Rack cage Power bar support hung on shelf structure. 
 


 


 


 


 


All four sides of the Side Kick is now required to have Rollover Reinforced Sides.


GENERAL CONSTRUCTION
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Side Kick’s shall utilize end loading shippers.  This style shipper allows for ease of loading and unloading 
at store level, and also utilizes minimal material required for the shipper box.  See page 5 - 7  for proper 
carton marking icons. 


 
Load Side Kick display into shipper as shown 


 


 
Close shipper and seal with adhesive tape. 


If using two stacked sidekicks, 
you must ship each in a separate 
shipping container.


Flute Direction for End Load RSC


SIDE KICK MASTER CARTON
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1).   End Load RSC is 16% less expensive than Top Load RSC


2).   Easier to pull display out of an End Loaded RSC box


3).   End Load box will use less tape


Three good reasons to use a End Load RSC Box for Side Kicks:


Standard Side Kick Size: 47 x 17 x 6"


Description 3D Rendering Flat Layout
Blank 


Size (sq 
in)


% Less 
Material


Top Load RSC 3118.5 -


End Load RSC 2622 -16%


Peel back shows direction of flute


Top Load RSC


End Load RSC


3118.5


2622 -16%


SIDE KICK MASTER CARTON
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USE
PPC HOOK


DO NOT USE
OVER THE TOP HOOK


NEW STANDARDS – Side Kicks:  
Hooks for Hanging Product on Corrugated Displayers


PPC HOOK - When product is hung on this hook, it 
causes the clip to press against the corrugate above the 
hook.  This keeps the front end of the hook from falling 
down, and keeps product from sliding off.


OVER THE TOP HOOK -  
As this hook gets weighed down by the product, it 
causes the clip to lift from where it attaches to the  
corrugate.  This lets product slide down the hook,  
adding more pressure to the clip and tearing the  
corrugate.


BUTTERFLY HOOK - Same benefits as the PPC HOOK 
above, but with a wider front hook.


HOOK WITH PRONGS - Same disadvantages as the 
OVER THE TOP HOOK above


NO TAPE!


USE
BUTTERFLY HOOK


DO NOT USE
HOOK WITH PRONGS


4” (10.16 cm) plastic hooks, no more than 1 lb per hook
5” (12.7 cm) plastic hooks, no more than 3/4 lb per hook
6” (15.24 cm) plastic hooks, no more than 1/2 lb per hook 
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SIDE KICK Construction


Construction was weakened by design of 
this Side Kick.


 - From the side, the bottom is much 
wider then the top, therefore there is no 
structural support for corner of Side Kick


 - Too much weight on each hook


 - Product is too heavy for each hook and 
therefore sliding off hooks


 - Hooks are too close to top edge


Shelf PDQ Standards /// PDQ Construction


NO!







78. Revised 11.8.12


Si
de


 K
ic


k 
ST


A
N


D
A


RD
S


M
in


im
um


 M
at


er
ia


l S
pe


ci
fic


at
io


ns
:


• 
32


 E
C


T 
(E


dg
e 


C
ru


sh
 T


ES
T*


) O
R 


20
0#


 (M
ul


le
n 


Te
st*


*)
 


Bl
ea


ch
ed


 w
hi


te
 o


ut
sid


e 
lin


er
 B


-fl
ut


e 
+ 


Sc
uf


f-R
es


ist
an


t V
ar


ni
sh


• 
M


in
im


um
 L


in
er


 C
om


bi
na


tio
n:


 
17


5 
gs


m
 (3


5#
)  


lin
er


 x
 1


12
 g


sm
 (2


3#
) m


ed
iu


m
 x


 1
75


 g
sm


 (3
5#


) l
in


er


D
im


en
si


on
s:


• 
M


in
im


um
 H


ei
gh


t i
s 


25
” 


(6
3.


5 
cm


)  
• 


M
ax


im
um


 O
ut


er
 D


im
en


sio
n 


(O
D


): 
17


” 
W


 x
 6


” 
D


 (4
3.


18
 c


m
 x


 1
5.


24
 c


m
)


• 
M


ax
im


um
 W


ei
gh


t:  
2


0 
lb


s


Tr
an


si
t T


es
tin


g:
  


• 
Se


e 
pa


ge
 1


05
 fo


r B
ig


 L
ot


s 
Tr


an
sit


 T
es


tin
g 


St
an


da
rd


s.
 


Te
st


in
g 


Pr
ot


oc
ol


 fo
r 


Si
de


 K
ic


ks
:


IS
TA


 (I
nt


er
na


tio
na


l S
af


e 
Tr


an
sit


 A
ss


oc
ia


tio
n)


 T
es


t 2
A


• 
Fo


r m
or


e 
in


fo
rm


at
io


n 
on


 IS
TA


:
In


te
rn


at
io


na
l S


af
e 


Tr
an


sit
 A


ss
oc


ia
tio


n
14


00
 A


bb
ot


t R
oa


d,
 S


ui
te


 1
60


Ea
st 


La
ns


in
g,


 M
ic


hi
ga


n 
48


23
-1


90
0


U
SA


Ph
on


e:
 1


-5
17


-3
33


-3
43


7
Fa


x:
 1


-5
17


-3
33


-3
81


3
ist


a@
ist


a.
or


g 
or


 c
on


ta
ct


 Q
A


 M
an


ag
er


 a
t B


LQ
A


@
bi


gl
ot


s.
co


m
fo


r q
ue


sti
on


s 
on


 c
or


ru
ga


te
 d


isp
la


y 
tra


ns
it 


te
sti


ng
.


* 
Ed


ge
 C


ru
sh


 T
es


t (
EC


T)
 - 


Th
e 


Ed
ge


 C
ru


sh
 T


es
t i


s 
a 


sta
nd


ar
d 


in
du


str
y 


m
ea


su
re


 o
f t


he
 s


ta
ck


in
g 


str
en


gt
h 


or
 c


or
ru


ga
te


d 
bo


ar
d.


 


**
 M


ul
le


n 
Te


st
 - 


Th
e 


M
ul


le
n 


Te
st 


is 
a 


sta
nd


ar
d 


m
ea


su
re


 o
f t


he
 b


ur
sti


ng
 s


tre
ng


th
 o


f c
or


ru
ga


te
d 


bo
ar


d.


 N
O


TE
: S


id
e 


Ki
ck


 d
is


pl
ay


s 
m


us
t b


e 
ab


le
 to


 b
e 


sh
ip


pe
d 


in
 a


ny
 o


rie
nt


at
io


n.


A
ll 


fo
ur


 s
id


es
 o


f t
he


 S
id


e 
Ki


ck
 is


 n
ow


 r
eq


ui
re


d 
to


 h
av


e 
Ro


llo
ve


r 
Re


in
fo


rc
ed


 S
id


es
.


N
O


TE
: 


 S
ID


E 
K


IC
K


S 
A


R
E 


EX
PE


CT
ED


 T
O


 
	


  
  


SU
RV


IV
E 


1
3


 T
O


U
CH


 P
O


IN
TS


 I
N


 
	


  
  


SU
PP


LY
 C


H
A


IN
 A


N
D


 L
A


ST
 9


-1
4


 	
 


	
  


  
W


EE
K


S 
O


N
 S


TO
R
E 


FL
O


O
R
.







79. Revised 11.8.12


CURRENT – NO!


No support at bottom of tray per shelf.  
Weight of product collapses the  


shelf bottom.


As customer shops calendars  
to look at designs, calendars fall  


forward and tear front of tray.


Quantity and weight of product in tray 
pushes shelf apart.


1st Issue 2nd Issue 3rd Issue


HEAVY-DUTY CONSTRUCTION REQUIRED 


The new design has rolled-over corrugate in key areas to give the shelves more rigidity and strength.  The shelves have 
independent side walls that fit inside the display tray (see inset photo).  The sides and bottoms of the shelves are tied  
to the display back with wide straps (see photo 2).  Shelves are angled out slightly to make the display easier to shop  
(see photos 3 and 4).


1. 2. 3. 4.


weight of above display is 17.5 lbs. (7.94 kg)


YES!YES!
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HEAVY DUTY SIDE KICK CALENDAR DIE LINE
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Heavy Duty Construction Requires one or more of the following:


- Display reviewed by a Packaging Engineer for overall better construction and/or material
- All four sides of the Side Kick are required to have Rollover Reinforced Sides.
- More and/or better hardware
- Void filler inserts to help restrict movement of product within display


	 NOTE:  SIDE KICKS ARE EXPECTED TO SURVIVE 13 TOUCH 	                  
POINTS IN SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.


HEAVY DUTY SIDE KICK CALENDAR DIE LINE cont’d
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SIDE KICK
Master Carton Marking Icons


This icon communicates SIDE KICK display to the DC 
associate.  DC associate will then avoid stacking other 
heavy boxes onto the SIDE KICK display/product when 
loading our trucks to avoid damaging the SIDE KICK.


NOTE: Carton marking icons are required to be placed on at least four different sides of the Master Shipping Carton.  If the 
master shipping carton contains a casepack of one then the carton marking icons are also required on at least four different 
sides of the box.   See Carton Marking Icon Sizing Chart (page 7) for appropriate size carton marking icon(s).


SIDE KICK - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


SIDE
KICK


2


GLASS-HANDLE WITH CARE


Example Only


PDQ - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


SIDE
KICK


        - Required Carton Markings Document and icons can be found on our website at:


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


NOTE: For questions on Carton Markings contact vendorcompliancemanager@biglots.com


NOTE: Side Kick displays must be able 
to be shipped in any orientation.
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FLOOR DISPLAY STANDARDS
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FLOOR/PALLET DISPLAY DESIGN APPROVAL PROCESS:  Every Floor Display must go through 
each step in this process.  Big Lots reserves the right to charge back any vendor that produces incorrect 
or inferior Floor Displays that have not completed this process.


	 1. For all Import vendors assisgned to an Agent, you must submit a photo sample to your  
Agent for review and approval.  At this step in the process, Big Lots and Big Lots Agents reserve the 
right to request any design changes.  Recommended design changes will be sent to the vendor via 
email.  Additional information that needs to be included with the photo sample is PO#, Article# and 
PDQ Case Pack.


Be sure to allow time in this step for corrections as needed.


            If the photo sample is approved, go to step 2.  If the sample is not approved, you will need to 
make revisions as necessary and re-submit a new photo sample.


	 2. Once the photo sample is approved, please send the electronic artwork layout for the Floor 
Display dieline (with suggested copy wording) and the shroud layout (with carton marking icons) via 
e-mail to packaging@biglots.com for review and approval before proceeding to step 3.  For each e-mail 
layout submitted, you must indicate purchase order number(s) and Article number(s).


           3. Once the electronic artwork layout has been approved, a color print/press proof is required.  
This proof must show the exact colors to be printed in mass production and be on the same corrugate 
(color and weight) to be used in mass production.  An ink draw down swatch with Varnish on the  
actual corrugate is also acceptable, at this stage.  If you require a signed print proof to be sent back  
to you, please send two.                 
              If the proof is approved, go to step 4.  If the proof is not approved, you will need to make 
revisions as necessary and re-submit a new proof.  Be sure to allow time in this step if corrections are 
needed.


	     The print proofs should be sent to:  Rashi Shaneel
              					          MANTTRA
              					          818, ILD Trade Centre
              					          Sector-47, Sohna Road  
						           Gurgaon-122001, India


         4. Floor Displays will require testing prior to mass production.  See page 105 for transit testing 
requirements.


         5. Begin mass printing after Transit test has passed.  Vendors are required to send two (2) final 
printed Floor Display samples (please ship samples flat packed for our files) to Manttra.  Send them to 
the same address as in step 3 above.  If a buyer requires a sample, an additional sample 
should be sent separately to their attention.  If a final printed Floor Display does not match the 
sample submitted in the print proof, Big Lots reserves the right to charge back the vendor.  If the vendor 
does not submit a sample, Big Lots will charge the vendor up to 15% of the total retail value of the Floor 
Display (times the number of stores this display was sent to) for failing to follow this process.


If you have any questions you may email us at packaging@biglots.com.


NOTE:  FLOOR/PALLET DISPLAYS ARE EXPECTED TO SURVIVE 13 TOUCH POINTS
IN OUR SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.


BIG LOTS FLOOR/PALLET STANDARDS
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REQUIRED TRANSIT TESTING FOR ALL FLOOR/PALLET 
DISPLAYS ONLY


The purpose of the ISTA testing is to make sure merchandise flows through the supply chain and out into 
the retail stores without damage.  Our goal is to reduce complaints, increase product sales and not have 
to re-merchandise 1500 stores (store labor).


All Floor/Pallet displays (includes Stackable PDQ), now require ISTA 3E transit testing.  


Failure to comply to the ISTA Transit Testing, is an automatic chargeback of 20% of the cost value (US 
Dollar) of the purchase if this process is not followed.


You will be required to have the Floor/Pallet Displays tested with Bureau Veritas prior to mass printing/
production. 


NOTE:  Allow up to 1 week for testing and another week to obtain final test report.


	 NOTE: ALL DISPLAYS ARE EXPECTED TO SURVIVE 13 TOUCH POINTS 	
	          IN SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.
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FLOOR DISPLAY STANDARDS
Allow approximately 4 months to create display from design to completion of mass printing.


Definition of a shoppable display:
	 • Able to easily see the assortment (color and  
             sizes of a given item) 
	 • The ability to pull the item from the display  
             without damaging and/or without having to  
             move pieces of the display to get item out.


What to Consider When Designing a Floor Display:
 - Consider the life of the display in store as this will  
   help the designer determine the appropriate  
   corrugate.  Displays are expected last 9-14 weeks 
   on store floor.
 - Identify where the display is going to be located. 
 - Determine with Big Lots buyer how many sides display 
   will be shopped in the store
 - What size pallet is needed for the display 
     • Quarter -24”x 20”(60.96 cm x 50.8 cm)
	 (Maximum Weight Limit of Display is 80 lbs)     
     • Half - 40”x 24” (101.60 cm x 60. cm)
     • Full Pallet - 48”x 40” (121.92 x 101.60)
 - Corrugator will need samples and case pack of each
   item to design display.
 - How many colors will be printed on the display?
 - Is there any items that should be prominent on display?
 - Able to reach in and pull out and item without display 
   collapsing.
 - Product not falling forward after partially shopped.


What to Consider When Quoting a Floor Display:
 - How many stores will this display reside in?
 - Will display be flat packed and shipped?
	 - Assembly instructions will need placed inside each box
 - Will display ship assembled and loaded?	
	 - See page 5-7 for REQUIRED CARTON MARKING ICONS
 - Required Transit Testing, see page105.


Performance and Transit Testing:
Prototype testing is absolutely critical, and must be conducted by an ISTA certified facility.  While the 
overall appearance of the display is very important, it is not an indicator of how well the merchandise 
will be protected in shipping, from the manufacturer, and out to our stores.  It also does not indicate 
how well the unit will withstand the duration of its in store use.


Shoppable Display


	 NOTE: ALL DISPLAYS ARE EXPECTED TO SURVIVE 13 TOUCH POINTS 	
	          IN SUPPLY CHAIN AND LAST 9-14 WEEKS ON STORE FLOOR.
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The following guidelines represent some displays and best practices; however the exact style and design 
may vary depending on the specific product involved.  A proactive approach to designing a new display 
will help ensure the success of the display program as it reaches the retail stores. 
 
Displays shall be designed to support the weight of the product through distribution and the supply 
chain as well as maintain integrity through the entire sell cycle period at the retail store.  This period 
may last 9 to 14 weeks. 
 
Preliminary graphic renderings, plan-o-gram images, or sample mock-ups are highly encouraged during 
the approval process 
 
Please allow 4 months to allow full design, graphic art, testing, production, approval and refinements to 
be made prior to launch date of the display.  
Displays are intended to be shop through style.  This means that the product should not support any 
load of the display structure.  Customers should be able to remove product from the display without 
having to alter the construction of the display or move components of the display. 
 
Display may be 1, 2, 3, or 4 sides shoppable, depending on merchandising and buyer requirements. 


  
Example: 1 side shoppable display.  Customer is 
able to select product from 1 side only. 


Example: 2 side shoppable display.  Customer is 
able to select product from 2 sides. 


  
Example: 3 side shoppable display. Customer is 
able to select product from 3 sides. 


Example: 4 side shoppable display. Customer is 
able to select product from all 4 sides. 


 


GENERAL FLOOR DISPLAY GUIDELINES AND REQUIREMENTS
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Pallet displays must be engineered to withstand multiple fork lift and pallet jack touches. 
Pallet displays must be designed to withstand dynamic forces (vibration) from long distance transit (over 
1,000 miles) without damage. 
Pallet displays shall be designed to withstand compressive load from mixed load product placed on top 
of the display during distribution to retail stores.   
Displays must be designed to withstand high humidity environmental factors without failure.  
 


Pallet Requirements:  


 


  


Big Lots standard for pallets is: 4 -way 
Pallet GMA B 48” x 40”  


Corrugated pallets are not 
allowed 


Pallets should be of sound quality: free of debris, stains, odor and bugs.  All stringers and               deck boards 
intact.  No nails or fasteners shall be protruding shall be 


 


 
Display Materials:  
Minimum material requirements  are 32 # ECT B flute or 200# Mullen Burst B flute  
 
Paper combinations: 
35lb (175g/m²) Liner / 26lb (125 g/m²) Medium / 35lb (175g/m²) Liner 
 
B flute is typical for displays due to its high graphic quality and cost balance.  Heavier paper 
combinations or specialty flutes, such as EB doublewall, may be required or utilized depending on 
various factors including (but not limited to) transit distance, product weight and density, display 
construction, compression requirements and environmental factors 
  


Chep, Peco and iGPS are 
allowed, but not preferred


PALLET REQUIREMENTS
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Quarter pallet displays size requirements: 


 
 


Import Displays- standard 40 foot sea container: 
24” x 20” x 45” Tall (Including Pallet) 


Import Displays – imported in 40 foot High Cube 
containers: 24” x 20” x 52” tall (Including pallet) 


 


 


Domestic Displays: 24” x 20” x 52” tall (Including 
Pallet) 


Incoming shipments must ship 4 Quarter Pallet 
units secured to a standard 48 x 40” pallet 


  


1 


2 


3 


4 


QUARTER PALLET DISPLAYS
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Half Pallet Displays Size Requirements:  


  
Import Displays - standard 40 foot sea container: 
40” x 24” x 45” Tall (Including Pallet) 


Import Displays – imported in 40 foot High Cube 
containers: 40” x 24” x 52” tall (Including pallet) 


 


 


Domestic Displays: 40” x 24” x 52” tall (Including 
Pallet) 


Incoming shipments must ship 2 Half Pallet units 
secured to a standard 48 x 40” pallet 


  


1 


2 


HALF PALLET DISPLAYS
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Full Pallet Displays Size Requirements: 


 
 


Import Displays- standard 40 foot sea container: 
48” x 40” x 45” Tall (Including Pallet) 


Import Displays – imported in 40 foot High Cube 
containers: 48” x 40” x 52” tall (Including pallet) 


 


 
 


 


Domestic Displays: 48” x 40” x 52” tall (Including 
Pallet) 


Image shows full pallet display with shroud, cap 
and banding. 


  


  


FULL PALLET DISPLAYS
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Secondary packaging includes any protective packaging used to help restrict movement of the product 
and protect the display during distribution and handling.  Secondary packaging may include, but not 
limited to: void fillers, corrugated shroud and cap, corrugated HSC cover, stretch wrap, corner posts, 
banding & strapping and pallets. 


 


 


  Void fillers shall be utilized in shipment of displays 
to help restrict movement of the product inside the 
display during distribution 


Display must NOT overhang pallet.  Pallet 
overhang reduces the compression strength of 
the display and also increases the likelyhood for 
damage during distribution handling.   


 
Pallet displays shall utilize corrugated shroud and banding to properly restrain the display to the pallet 
during transit.  Corrugated shrouds also help improve overall compression strength of the display and 
help prevent punctures to the display and packaged product during distribution handling. 
Pallet displays without a corrugated shroud MUST utilize stretch wrapping and banding to properly 
restrain the display to the pallet during transit.   
A minimum of 80 gauge stretch film, wrapped three times or the equivalent in performance is required 
 


 
 


 


Pallet display with corrugated shroud, cap and 
banding.  The top cap also protects the display from 
strapping and other cartons stacked on top of the 
display.  


Corner boards added for additional protection 
and compression strength.  Corner boards also 
protect the display from damage due to tight 
stretch wrap or strapping.   


Cap 


NO!


SECONDARY PACKAGING
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Metal tube supports may also be used to provide 
additional strength support to display shelving.  
Metal tube supports may be used depending on 
product mix, shop-ability of the display and display 
plan-o-gram. 


Image shows metal tube support in use.  Support 
is typically ¾” aluminum tubing. 


 


Style Recommendations/ Display Layouts: 
Pallet display layouts to maintain 80% utilization of pallet footprint (only 20% “air space” allowed).   
Considerations for this requirement shall be made when determining the number of product facings, 
number of sides shop-able, and total number of products per display. 


 


 


Image shows example of display layout with less than 20% 
open space in the center of the pallet display. 


 


HARDWARE
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Layout shows the Top View of 
two half pallet designs combined 
to make a Full pallet 


Layout shows the Top View of 
four quarter pallet designs 
combined to make a Full pallet 


Image shows the Top View of 
potential pinwheel layout of Full 
pallet display. 


   
Image shows the Top View of 
potential layout of full pallet 
display. 


Image shows the Top View of 
potential layout of full pallet 
display. 


Image shows the Top View of 
potential layout of full pallet 
display. 


 


TOP VIEW OF PALLET LAYOUTS
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CURRENT


Floor Displays: Best Practices


The display was a shop down display and 
was not built strong enough.  
When corrugate filler used to support the 
tray above was removed, the display  
began to collapse in store.


Corrugate void fillers are intended for 
restricting movement during shipping.  
Void fillers will be removed once the 
display reaches the retail store.  They 
should not be intended to add any ad-
ditional support to the display at the retail 
store level.


Displays must be constructed to hold the 
weight of the product once these void fill-
ers are removed.


Each tier has been designed to handle the weight of 
the merchandise and allows the display to be shopped, 
since each tier isn’t resting on the product below.


RECOMMENDED


Big Lots standard for pallets is:  
4-way Pallet GMA B, 
48” x 40”  (121.92 cm x 101.6 cm)


Shop Through 
Display







98. Revised 11.8.12


CURRENT RECOMMENDED


Weight of product is too heavy for construction 
of display.  Trays were damaged in shipping 
and had to be taped together to contain  
product.


Each tier has been designed to handle the weight of 
the merchandise and allows the display to be shopped, 
since each tier isn’t resting on the product below.


No carton marking icons were used on shroud 
and/or master carton to indicate Pallet Display 
enclosed.  Displays can start to buckle when too 
much weight is placed on display unneccessarily.


Using carton marking icons on the shipping 
shroud or master carton communicates to DC  
associates to be careful with what is loaded  
on this floor display for shipment to stores.


Floor Displays: Best Practices


Big Lots standard for pallets is: 4-way Pallet GMA B
48” x 40”  (121.92 cm x 101.6 cm)
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Visual of Shroud covering the 
floor display for shipping.  
NOTE:  Carton Marking Icons 
placed on all four sides of 
shroud/display.


If Shroud covers the pallet, 
allow for cut-aways at base of 
shroud for the floor jack.


FLOOR DISPLAY WITH SHROUD
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FLOOR DISPLAYS 
Master Carton Marking Icons


This icon communicates Floor Display to the DC  
associate.  DC associate will then avoid stacking other 
heavy boxes onto the Floor Display/product when  
loading our trucks to avoid damaging the Floor Display.


NOTE: Displays with cardboard
	   feet are NOT ALLOWED.


NOTE: Cartons 
containing Floor Displays, 
but do not display required 
icon(s) are likely to be 
crushed during shipping.


NOTE: Carton marking icons are required to be placed on at least four different sides of the Master Shipping Carton.  If the 
master shipping carton contains a casepack of one then the carton marking icons are also required on at least four different 
sides of the box.   See Carton Marking Icon Sizing Chart (page 7) for appropriate size carton marking icon(s).


Seasonal Carton 
Markings Go Here


Shipping End 
Marks Go Here


Carton Marking Icons
Go Here


Seasonal C
arto


n 


Markings Go Here


Carto
n 


Marking 


Icons G
o 


Here


Shipping 


Side 


Marks G
o 


Here


2


GLASS-HANDLE WITH CARE


Example Only


PDQ - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


FLOOR
DISPLAY


FLOOR DISPLAY - DO NOT STACK HEAVY 
PRODUCT ON TOP OF CARTON


FLOOR
DISPLAY


        - Required Carton Markings Document and icons can be found on our website at:


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


NOTE: For questions on Carton Markings contact vendorcompliancemanager@biglots.com
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Please include a copy of this sheet and list the following information when submitting white 
pack out samples for approval:


PO#:  
Article#: 
Case Pack per Article:  


Dimensions of Pallet (in inches):                


	 Height:					     Width:			 
	 Depth:


Dimensions of Display (in inches):


	 Height:					     Width:			 
	 Depth:


Weight of Display:
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CASH WRAP MERCHANDISING
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CASH WRAP MERCHANDISING PROGRAM 


Introduction: This new program will provide a monthly assortment of select merchandise to be 
presented at the cash wrap. Stores will receive 2 - 3 unique Articles two weeks prior to the first of the 
month. Articles will release the same week as the monthly impulse 4-way program.


Criteria: 
Merchandise will be purchased specifically with the cash wrap in mind, not to exceed dimensions • 
of 18” (W)x 12” (D)x 9” H  (45.72 cm x 30.48 cm x 22.86 cm).
Shipping carton labels will read:  REGISTER COUNTER  and should be marked with the
“PDQ” carton marking icon.
  


• 


All Merchandise will arrive in a PDQ or a selling container, such as a fish bowl etc...• 
All merchandise is set up to be UPC scanned.  NO price ticketing required.• 


JANUARY SKU LIST


    


 
Custom price stickers are attached for the JAN/FEB/MAR items and should be applied to the PDQs 
or selling container to display the retail price prior to placing the monthly offering on the cash wrap.


Placement of the retail price custom sticker should be determined based on the information on the 
PDQ.  Try to keep the brand information exposed whenever possible. 
      AS SHOWN BELOW


       SKU         DESCRIPTION         RETAIL
 120115282-4 Blistex lipbalm (combo), pk 72   $1.00 
 120068085  Cough Drops Smith Bros, pk 20   $0.50 
 120115312  Absorbine Jr, pain patches, pk 18   $1.00 


$1


$.50


$1
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Below is a reliable packaging contact or corrugator with contact information.  Please note it is the 
vendor’s responsibility to contact the printer and pay for any services provided.  Please reference my 
name, Carey Young, when speaking to Menasha Packaging or YFYJupiter.


DOMESTIC CONTACTS
John Hugus                          
Menasha Packaging Company, LLC                        
567 Waltz Mill Road 
Ruffs Dale, PA 15679
Phone: 724-722-4218 
Fax: 920-751-2477    
john.hugus@menasha.com


INTERNATIONAL CONTACTS
Contact this office if you reside in the USA


YFYJUPITER
Jan Freeman
Senior Project Manager
84 S. 10th Street Suite 400
Minneapolis, MN 55403
jan.freeman@yfyjupiter.com
Phone:  612-333-3815


Contact this office if you reside outside USA


YFYJUPITER
Ellot So
Project Manager
15/F, Yen Sheng Centre, 64 Hoi Yuen Rd.
Kwun Tong, Kowloon, HK
ellot.so@yfyjupiter.com
Phone: 852-3120-2041
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REQUIRED TRANSIT TESTING
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2 


 


1. Purpose 


The purpose of this document is to establish standardized package performance test methods 


and procedures to ensure that Side Kick and Pallet Displays are designed, tested and evaluated 


prior to shipping to withstand normal shipping and handling hazards.  These tests are intended 


to help determine if the current and future levels of packaging provide adequate protection 


through the distribution system to retail stores. All displays shall be designed to “Pass” its 


specified test protocol. 


2. Overview 


Side Kick and Pallet Displays will be subjected to drops, vibration and compression testing to 


evaluate the performance of the entire packaging system (primary, secondary, tertiary and 


protective packaging).   


3. General requirements 


Side Kick displays to be tested per ISTA 2A test protocol.  Pallet displays to be tested per ISTA 3E 


test protocol.   Testing to be completed by Bureau Veritas testing facility. 


A “passed” test report shall be valid for a 1 year time period.  Any changes in product samples, 


materials, package size, design structure shall require new testing and validation.  Vendors shall 


provide a letter to QA Manager at BLQA@biglots.com, outlining that no changes were made. 


4. Sample size requirements 


For all tests, a minimum sample size of one side kick display or pallet display will be required 


loaded with actual product samples.  Perform each series of tests on each individual side kick or 


pallet display.  Packages shall be over packed with protective materials for delivery to test lab 


facility, so that the test package does not endure rigors of transportation shipment before it gets 


to the lab.  This may include over boxing the display with protective foam.   


5. Pre‐inspection 


Inspect the product and packaging for damage, abrasion, punctures, etc. prior to beginning the 


first test sequence.  Photos shall be taken at pre‐inspection to note and record current package 


condition and any noted damage prior to testing. 


6. Acceptance Criteria 


See separate “Big Lots – Display Acceptance Criteria” document for additional details 


7. Test Report Format 


Test report format to include, but not limited to, the following: 


• Test sample size and description 


o Size, weights, etc 


• Pre‐inspection photos 


• Documented test procedures and results 


o To include images of test setup and procedures 


• Post inspection photos 


• Any noted damage during any of the test series procedures 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8. Test Overview 


Summary of Testing 


Display Type  Test Procedure  Test Description  Summary 


Side Kicks  ISTA 2A 


Packaged‐Products 


150 lbs (68kg) or 


Less 


Atmospheric conditioning, 


compression, fixed displacement 


or random vibration, shock testing 


Floor/Pallet 


Displays 


(Includes Stackable 


PDQs) 


ISTA 3E 
Unitized Loads of 


Same Product 


Atmospheric conditioning, 


compression, random vibration, 


shock testing 


 


Side Kicks – ISTA 2A Summary 


 


 


 
Atmospheric Conditioning  Compression 


   
 


Fixed Displacement Vibration 
Random Vibration 


(Alternative method) 
Shock Testing 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Pallet Displays – ISTA 3E Summary 


 


 
 


 


Atmospheric Conditioning Shock – Horizontal Impact Shock – Rotational 
Edge Drop 


   


Compression Random Vibration Shock – Rotational 
Edge Drop 
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Big Lots! Package Testing Acceptance Criteria 


 


Purpose:   


• The function of retail displays is to present the product and increase sales and velocity, while 


maintaining its structural integrity and aesthetic appeal throughout the life of the display 


• The purpose of this document is to give some definition to types of acceptable and unacceptable 


damage – either to the display packaging or the product - and to make the review process more 


consistent and less subjective.   


• After testing, the reviewers will ask themselves “is this result acceptable or unacceptable?”   They 


will need to determine what will be considered “damage” and result in a FAILED test, which would 


then need to be enhanced and retested.    


• Extensive damage to the product, primary packaging and/or display packaging has a negative 


effect on the sale of goods and results in increased store labor and potential loss of sales 


• All vendors with Import products requiring corrugate displays are required to under go ISTA 


testing and have a “passed” test report to obtain an FCR in order to get paid. 


Product damage 


• Product damage can be any condition which causes the product to not meet its performance 
specifications.  It can include both structural and cosmetic damage which makes the product 
unacceptable to the customer and would result in a 1) lost sales or 2) store markdown and 
discounted product.   


Product(s) must not be missing, torn, dented, scratched, cracked, broken, crushed, bent, wrinkled, wet, 
or have smeared artwork as a result of testing 


• Examples of general acceptance criteria are as follows: 


o The product functions per its original intention 


o Product is damage-free; no structural damage including no detached, loose, fractured or 
deformed materials 


o Product cosmetic areas are not degraded beyond manufacturing or final acceptance 
criteria.  Cosmetic damage is defined as non-structural defect that does not affect the 
function or safety of the product that would be also be deemed unacceptable by the 
customer 


• Examples of general product failure criteria are as follows: 


o Failure of the product to perform as originally intended 


o Damage that negatively impacts the sale of the item (chipped and/or scuffed paint, dents, 


scratches, tears, etc) 


Secondary and Protective Packaging 


• The purpose of the package is to absorb, distribute or modify the energy transmitted by the 
distribution environment and to protect and preserve the product in its original, undamaged 
condition. 


Packaging must support the product and not show damage to the product during or after completion of 
each test identified in the test procedure 


• Some package damage and degradation to the secondary and/or protective packaging is 
expected and acceptable 
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• UNACCEPTABLE package degradation may be defined, but not limited to: 


o ANY structural or cosmetic damage that would cause the customer to believe the product 
inside is damaged, even if the product is not 


o Cosmetic wear that would result in a markdown to the product  


o Any change in package condition, including fractured or deformed materials that may 
result in product damage or permanent displacement of the product and accessories from 
their intended position 


o Edge ruptures to the shipper to the extent that it can no longer contain the product, 
support the product’s weight, or facilitate the movement of the packaging in the 
distribution environment  


o Excessive puncture, tearing or breaking of retail display 


o Leaking of liquids or granular product 


o Severe damage to packaging materials is not acceptable 


 


Display Packaging - Side Kick displays criteria 


Shipper glue joint seams shall remain sealed (glue joint failure in shipper box) 


Shipper shall remain sealed and in-tact – either by its original tape or adhesive closure 


Method or apparatus for hanging display has not been damaged or deteriorated beyond use in the 
store or missing from display shipper 


• Examples of potential FAILURES: 


  
Product loose and displaced from peg Product loose within Side Kick and displaced 


from peg hooks 


  


Product peg hooks are not to be deformed, 
broken, missing or punctured through display 
shipper (Peg Hook Missing shown) 


Peg hooks sag, crack or break due to weight 
of product and lack of protective insert 
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Products loose within display tray = greater labor at store level Display shall remain on pallet 


(no shifting of display or trays 
from pallet base) 


 
Damage to internal supports & display structure damage – will 
severely impact the life and image of the display 


Internal structure & supports 
damaged such that it affects the 
performance and safety of the 
display 


 
Front facing of display scratched, dented, damaged = lowers 
perception of product/ package by customer 


Display tray facing dented, creased 


 


**Overall acceptance criteria is dependent on the degree (severity) and location of the damage on the 
display.  Any and all exceptions are to be approved by Big Lots point person** 







112. Revised 11.8.12


 
 


3 
 


 
Tray front lip dented and creased – likely from 
weight of product and lack of support structure 


Damage, wrinkling to main facing of side kick 
display 


 
Display construction deteriorated Ruptured shipper shown 


 


Display Packaging - Pallet display damage examples 


Void fill materials are not damaged or compressed beyond means of providing adequate protection 


There shall be no broken or missing parts that compromise the structural integrity of a pallet, upon 
completion of transit testing 


To secure display to a pallet, there shall be no missing bands, shrink wrap, or clips 


   
Layered display tiers shall not 
deform, sag, or detach from adjacent 
layered trays (due to adhesive 
failure, lock tab failure or other) 


Leaning displays – 
top heavy – presents 
safety concerns 


Leaning displays – top heavy – 
presents safety concerns 










Big Lots Payment Policy: Prime Revenue



Effective date:  01 March 1 2012



Objectives:  

1. Define policy for collection, posting of documents for all vendors on Prime Revenue.



Policy:  For all vendors for Direct Import:



1. Vendors register themselves on Prime Revenue.



1. Prime Revenue issues a login and password to the vendor.



1. Once shipments are handed over and FCR issued, the vendor sends A/P the original FCR along with the original invoice and other relevant documents.



1. It is the vendor’s responsibility to keep A/P posted on the dispatch details of the documents and track to confirm delivery at AP.



1. Once the documents are received, AP posts the invoices on the Prime Revenue Site.



1. Upon posting of invoice, the vendor has the option to factor the invoices and receive payment.



1. [bookmark: _GoBack]It is the Agent’s responsibility to on board the vendors on this program with the attached Power Point presentation.






_1507636636.pdf









_1451120423.xls
ISTA TESTING

		

		ISTA TESTING BY CLASS

		Division		Dept		Class Description		Class #		SubClass #		SubClass Description		Effective for bookings after date noted below

		3		210		Lawn & Garden

						Ceramics		210-04		ALL				10/1/08

						Fiberglass		210-06		ALL				10/1/08

						Patio		210-12		ALL				10/1/08

						Umbrella's		210-14		ALL				10/1/08

						Bird Feeders		210-28		ALL				10/1/08

						Fountains/Décor		210-29		ALL				10/1/08

						Grills		210-32		ALL				10/1/08

						Gazebos		210-34		ALL				10/1/08

				360		Christmas

						Outdoor		360-07		ALL				10/1/08

						Home Décor		360-08		ALL				10/1/08

						Tree Décor		360-09		2		ELECT TREE TOP		10/1/08

						Tree Décor		360-09		6		GLASS ORNAMENTS		10/1/08

						Trees		360-11		ALL				10/1/08

				362		Spring Holidays

						Easter Décor		362-06		2		GIFTS		10/1/08

						Easter Décor		362-06		3		FIGURINES		10/1/08

				364		Summer

						Dec. Garden		364-01		2		TORCHES		10/1/08

										5		STATUARY		10/1/08

										7		GAZING BALLS		10/1/08

										16		WIND CHIMES		10/1/08

										17		FOUNTAINS		10/1/08

						Pools		364-03		ALL				10/1/08

				365		Floral

						Trees		365-01		ALL				10/1/08

						Wreaths/Arr.		365-02		ALL				10/1/08

				367		Harvest

						Décor		367-03		2		WALL DÉCOR		10/1/08

										3		HOME DÉCOR		10/1/08

		4		320		Tabletop

						Christmas		320-01		ALL				11/1/08

						Dinner Open		320-02		ALL		**Melamine does not need ISTA		11/1/08

						Beverage		320-04		ALL				11/1/08

						Housewares		320-05		ALL				11/1/08

				340		Home Décor

						Clocks		340-03		ALL				11/1/08

						Gifts		340-04		ALL				11/1/08

						Collections		340-11		ALL				11/1/08

				345		Frames

						Picture Frames		345-01		ALL				11/1/08

						Mirrors		345-02		ALL				11/1/08

						Art		345-03		ALL				11/1/08

		5		310		Appliances		ALL		ALL

				550		Electronics

						Business Machines		550-04		ALL				11/1/08

						Video		550-05		ALL				11/1/08

		9		608		Upholstery		ALL		ALL				6/1/08

				610		Ready to Assemble

						Home Office		610-01		1		Desks		11/2/10

						Home Entertainment		610-03		1		TV Stands		11/2/10

				612		Casegoods		Entire Department Except Subclass 612-01-14						6/1/08

		** All pallet loads (non-cartoned) Items are Exempted from ISTA - ex: stackable chairs, store fixtures, etc…

		Special notes for all display cartons (categories exempted above may apply to these additional requirements):

		ALL SIDE KICKS are applicable to ISTA 2A/B

		ALL FLOOR DISPLAY PALLETS (including STACKABLE PDQ's) are applicable to ISTA 3E

		*After effective date pass ISTA test certificate will be a required document for issuance of FCR
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MAY 2012

		SKU#		ITEM DESCRIPTION		VENDOR		PO		PO TYPE		QTY UNITS		PO WRITTEN DT		CY/CFS		CBM		EARLY SHIP DATE		CANCEL DATE		YUSEN BOOKING DUE DT		YUSEN BOOKING DONE DT		EX-FACTORY TARGET DATE		EX-FACTORY DONE DATE		SIGNED PO
REQD		SIGNED PO ACTUAL		PACKAGING TYPE		EPR ELEC LAYOUT DUE DT		EPR ELEC LAYOUT
APPROVAL DT		EPR PRINT PROOF DUE DT		EPR PRINT PROOF APPROVAL DT		VENDOR ART ELEC LAYOUT DUE DT		VENDOR ART ELEC LAYOUT APPROVAL DT		VENDOR PRINT PROOF APPROVAL DUE DT		VENDOR ART PRINT PROOF APPROVAL DT		PRICE TICKET APPROVAL DUE DT:		PRICE TICKET RECEIVED ON:		PRICE TICKET  PROOF DISPATCH ON		PRICE TICKET APPROVAL RECEIVED ON		PRE-PRODUCTION SAMPLES
APPROVAL DUE DT		PRE-PRODUCTION SAMPLES APPROVAL DT		B.V. PRODUCT TESTING LOGIN  DUE DT		B.V. PRODUCT TESTING
SAMPLE LOGIN DT		B.V PRODUCT TESTING REPORT NO.		B.V PRODUCT TESTING REPORT  RELEASE DT		B.V. TESING RESULT		PRODUCTION START DATE		PRODUCTION REVIEW I
DUE DATE		PRODUCTION REVIEW I
DONE DATE		RAW MATERIAL 
INHSE DT		DYE MOLD
 Start Date 01/01/12
End Date 01/05/12		BLOWING
Start Date 01/06/12
End Date 02/05/12		CUTTING
Start Date 02/01/12
End Date 02/15/12		MOSAIC PASTING
Start Date 02/16/12
End Date 03/15/12		CHECKING
Start Date 03/10/12
End Date 03/25/12		REPAIRING 
Start Date 03/20/12
End Date 04/05/12		PROCESS XYZ
Start Date 03/20/12
End Date 04/05/12		PACKAGING MATERIAL
Start Date
End date		PACKING
Start Date 04/05/12
End Date 04/20/12		PROCESS 10
 Start Date : MM/DD/YY
End Date : MM/DD/YY		PROCESS 11
 Start Date : MM/DD/YY
End Date : MM/DD/YY		PROCESS 12
 Start Date : MM/DD/YY
End Date : MM/DD/YY		PROCESS 13
 Start Date : MM/DD/YY
End Date : MM/DD/YY		TOTAL NO. OF CARTONS		NO.OF CARTONS PACKED		PRODUCTION REVIEW II
DUE DATE		PRODUCTION REVIEW II
DONE DATE		B.V. INSPECTION DUE DT		B.V. INSPECTION DONE DT:		B.V. INSPECTION RESULT		ISTA LOGIN DUE DATE		ISTA LOGIN DATE		ISTA REPORT RESULT		COMMENTS

		350058310		MOSAIC GLASS TBH		XYZ/ABC		9942607		Grm		1200		12/21/12		CFS		1.35		4/23/12		4/30/12		4/2/12				4/16/12				12/28/12		12/22/12		B/W Label		2/13/12		2/21/12		3/9/12		3/12/12		3/9/12				3/24/12				3/24/12		12/27/11		1/9/12		1/13/12		2/10/12		2/8/12		3/24/12		2/4/12		6712035-0094		2/8/12		Pass		2/11/12		2/21/12		2/21/12		1/31/12		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY		QTY		4/2/12				4/2/12						3/24/12						P.P Sample approved by Candy during the meeting.

		350058310		MOSAIC GLASS TBH		XYZ/ABC		9942608		Grm		1124		12/21/12		CFS		1.27		4/23/12		4/30/12		4/2/12				4/16/12				12/28/12		12/22/12		B/W Label		2/13/12		2/21/12		3/9/12		3/12/12		3/9/12				3/24/12				3/24/12		12/27/11		1/9/12		1/13/12		2/10/12		2/8/12		3/24/12		2/4/12		6712035-0094		2/8/12		Pass		2/11/12		2/21/12		2/21/12		1/31/12		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY		QTY		4/2/12				4/2/12						3/24/12						P.P Sample approved by Candy during the meeting.

		350058310		MOSAIC GLASS TBH		XYZ/ABC		9942610		Grm		884		12/21/12		CFS		1.00		4/23/12		4/30/12		4/2/12				4/16/12				12/28/12		12/22/12		B/W Label		2/13/12		2/21/12		3/9/12		3/12/12		3/9/12				3/24/12				3/24/12		12/27/11		1/9/12		1/13/12		2/10/12		2/8/12		3/24/12		2/4/12		6712035-0094		2/8/12		Pass		2/11/12		2/21/12		2/21/12		1/31/12		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY		QTY		4/2/12				4/2/12						3/24/12						P.P Sample approved by Candy during the meeting.

		350058310		MOSAIC GLASS TBH		XYZ/ABC		9942611		Grm		1132		12/21/12		CFS		1.28		4/23/12		4/30/12		4/2/12				4/16/12				12/28/12		12/22/12		B/W Label		2/13/12		2/21/12		3/9/12		3/12/12		3/9/12				3/24/12				3/24/12		12/27/11		1/9/12		1/13/12		2/10/12		2/8/12		3/24/12		2/4/12		6712035-0094		2/8/12		Pass		2/11/12		2/21/12		2/21/12		1/31/12		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY COMPLETED AS ON DT		QTY		QTY		4/2/12				4/2/12						3/24/12						P.P Sample approved by Candy during the meeting.

		LIST THE 9 DIGIT SKU NO. PER PO.		THE ITEM DESCRIPTION ON ORDER		VENDOR NAME		LIST THE PO NOS ON ORDER FOR THE SKU ORDERED		THIS REFERS TO THE ORDER TYPE : AD/GRM/SEASONAL		NO. OF UNITS ON ORDER PER SKU/PER PO		DATE OF PO WRITING: MM/DD/YYYY		THIS INDICATES THE LOAD TYPE FOR THE WHOLE PO AND NOT ONE SKU		THE TOTAL CBM FOR THE SKU /PO		MM/DD/YYY
AS PER PO		MM/DD/YYY
AS PER PO		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		ENTER THE DATE WHEN THE PO WAS BOOKED IN THE YUSEN SYSTEM		THE EX-FACTORY DATE WILL BE THE DATE THE GOODS ARE COMMITED TO MOVE FROM THE FACTORY TO NYKL/YUSEN		THE ACTUAL EX-FACTORY DATE ACHIEVED		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		LIST THE DATE THAT THE SIGNED PO COPIES WERE SENT TO MANTTRA		CLEARLY LIST THE PACKAGING THAT IS ON ORDER. IF THERE IS NO PACKAGING AND ONLY A PRICE TICKET. PLEASE WRITE "PRICE TICKET ONLY"		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		DATE ON WHICH THE ARTWORKS WERE APPROVED BY BIGLOTS		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		DATE ON WHICH THE PRINTPROOFSWERE APPROVED BY BIGLOTS		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		DATE ON WHICH THE LAYOUTS WERE APPROVED BY BIGLOTS		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		DATE ON WHICH THE PRINTPROOFSWERE APPROVED BY BIGLOTS		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		THE DATE ON WHICH YOU RECEIVED THE PRICE TICKETING/ BARCODE INFORMATION		THE DATE ON WHICH YOU SENT THE  PRICE TICKETING/ BARCODE TO BIGLOTS FOR APPROVALS		THE DATE ON WHICH YOU RECEIVED THE PRICE TICKETING/ BARCODE APPROVALS FROM BIGLOTS		THE DATE WHEN THE PREPRODUCTION SAMPLES WILL BE SUMITTED BY THE VENDOR TO MANTTRA.		THE DATE ON WHICH YOU RECEIVED THE APPROVALS FROM BIGLOTS ON PREPRODUCTION SAMPLES		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		LIST THE DATE ON WHICH THE SAMPLES WERE LOGGED IN AT B.V. FOR TESTING ALONG WITH COMPLETED TRF FORM		PLEASE LIST PRODUCT TESTING  REPORT NUMBER		PLEASE LIST 
PRODUCT TESTING REPORT RELEASE DT		HERE PLEASE LIST :
PASS
FAIL: WAIVER REQUESTED
FAIL: RE-TEST
COC ISSUED		DATE TO BE THE TARGET DATE WHEREIN CUSTOMISATION OF RAW MATERIAL WILL BEGIN FOR OUR ORDER		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		THIS WILL BE THE DATE ON WHICH MANTTRA CARRIED OUT PRODUCTION REVIEW I. IF NO VISIT OCCURRED ON THIS DATE. IF NO VISIT : THEN LIST N/A		DATE TO BE THE DATE WHEREIN ALL RAW MATERIAL FOR THIS ORDER WILL BE INHOUSE		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST OUT THE KEY PROCESSES THAT ARE INVOLVED IN MANUFACTURING OF THE ITEM.
THE HEADING SHOULD STATE THE PROCESS AND THE START AND END DATE OF THE PROCESS		LIST THE NO. OF CARTONS ON ORDER PER SKU/PER PO		REFLECTS THE CURRENT NO. OF MASTER CARTONS PACKED		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		MM/DD.YY
THE DATE ON WHICH THE PRII WAS COMPLETED BY MANTTRA ASSOCIATE		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		LIST THE ACTUAL DATE ON WHEN THE B.V. INSPECTIONS WERE DONE.		HERE PLEASE LIST :
PASS
FAIL: WAIVER REQUESTED
FAIL: RE-TEST
COC ISSUED		THIS IS AN AUTO GENERATED COLUMN: DO NOT ALTER		LIST THE DATE THE TRF WAS SUBMITTED TO BV FOR SCHEDULING INSPECTION		HERE PLEASE LIST :
PASS
FAIL: WAIVER REQUESTED
FAIL: RE-TEST
COC ISSUED

		NOTE:

		DO NOT CHANGE THE  FORMAT OF THE NAME ON TAB :1-VENDOR NAME. REPLACE VENDOR NAME WITH YOUR NAME .I.E. 1-DESIGNCO

		DO NOT SEND ONE SINGLE FILE WITH MUTIPLE PO T&As. PLS ENSURE TO SUBMIT ONE EXCEL FILE PER PO SET

		T&A NAMING: PO#.VENDOR NAME.mmddyyy.xls  The PO # will be the first po# on the series, followed by vendor name and he date on which the T&A was last updated by the vendor. Note: all dates must be mmddyyy forma

		PLEASE DO NOT TAMPER WITH THE COLUMN/ CELLS HIGHLIGHTED IN BLUE. ANY TAMPERING OF THESE WILL RESULT IN NON-ACCEPTANCE INTO THE MANTTRA SYSTEMS

		IF THE POS HAVE MUTIPLE SKUS ON ORDER, CONTINUE TO LIST THE SKUS PER PO ON THE T&A
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[image: image1.png]Place original packaging with product inside an outer box that allows
approximately 2" - 4" of space. Fill void areas with polystyrene peanuts
or comparable dunnage.

2" - 4"Fill Space (All Sides)

Please mark overpack




Bureau Veritas, CPS


 ISTA Over packing Sample 


Purpose of over packing the (ISTA) test sample:


Integrity of the sample within the packaging as well as the selling carton is evaluated during the ISTA testing.  The goal is to ship the selling carton to the lab undamaged.  Over packing the sell carton prevents / reduces the possibility of a sample arriving the lab damaged and effecting the ISTA result.


Over pack carton:


1. Over packing - 


[image: image3.wmf] 




2. Attach the completed ISTA test request form to the outer most carton. Do not       enclosed forms with the sample.  


3. Send the over packed carton to the Bureau Veritas CPS lab indicated in 


Test Request Form.


If the carton is not over packed, lab may assume the samples are for quality testing and open the carton.  Once the carton is opened, it is no longer a viable ISTA test sample. New Samples will need to be submitted which delays the testing process. 


4. Testing will begin the next day of when the sample was received.
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Manttra

Dear Vendor,

We have received notification from Big Lots that current purchase orders issued to you require packaging to be developed using Big Lots’ captive brands and / or proprietary seasonal art packs.  Enclosed you will find the information needed to understand the process steps and time line for packaging artwork, materials expectations, and contact information should you have any questions.

Start Up

All vendors who will be developing Big Lots’ captive brand or proprietary seasonal artwork packaging for the first time are required to attend an on-boarding session with Manttra.  Contact relevant Manttra’s merchandiser to make arrangements.


Upon notification from Big Lots, the relevant Manttra merchandiser will send to you via email Big Lots’ Trademark Sublicense Agreement (TSA).  When the completed and signed TSA has been returned to Manttra, you will receive direction to create an electronic layout of artwork and copy based on the captive brand or seasonal art pack and packaging format designated by the Buyer. This will be sent to you by the Manttra merchandiser handling your account for BigLots. At the same time, you will be informed of the timeline and due dates for each step in the process. 

Copy & Layout Review

After design work is completed, you must upload for each assigned packaging job the electronic layout of packaging artwork and suggested copy for review to Manttra’s FTP site  before or on the specified due date. The Manttra Merchant will guide you on how and where to upload the files. All files are required to be submitted using both of the below software versions:

Open AI Files

Jpegs

Before submission of the electronic layout and suggested copy, you are encouraged to seek advice from Bureau Veritas (BV), Big Lots’ third party testing partner, on regulatory requirements including warnings to make sure packaging is in compliance.  It is your responsibility to meet all regulatory requirements. Regulatory requirements are reviewed by BV at the time that the product is tested.  

Final Layout Approval

Big Lots Packaging provides final electronic layout approval to Manttra. You will receive from Manttra the approvals on the final approved electronic layout and notification to proceed to creation of the print proof. If there are any changes to the layouts, BigLots will work on the details and the approved files will be ready to move into the next stage .i.e. print proofing.  

Print Proof Approval

Upon receipt of the approved electronic layout in PDF format, you will be advised to create a print proof on the actual packaging substrate for submission to BigLots packaging team for color review, final verification and approval. Manttra will advise you on the address in the USA these need to be sent for approvals.

Please note that the print proof needs to be submitted on the actual substrate, please refer to the standards in Big Lots’ packaging material guidelines (enclosed).
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Final Printed Sample

You will be required to submit three final printed samples to Manttra for review and approval no later than 3 weeks prior to the merchandise ship date. 

Thank you for your cooperation and support. 

Sincerely Yours,

Manttra

818, ILD Trade Center


Sector 47, Sohna Road


Gurgaon – 122001


Haryana – India


Tel – 0124 4363001/4883200
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Accounts Receivable Financing 
 


Greater Supply Chain Efficiency Through Financial Collaboration 
As a continuation of our efforts to increase 
productivity for Big Lots and our business partners, 
we are pleased to announce an innovative extension 
of our collaborative supply chain efforts. Improving 
our supply chain will improve cycle time and increase 
shareholder return. The bottom line – Improved 
sales for Big Lots and for our Suppliers! 
 
Flexible Financing for Your Business 
Big Lots is offering a financing vehicle for our 
strategic suppliers at rates based on our investment 
grade credit rating. Suppliers will have the 
opportunity to receive early payment for any 
approved invoice. Suppliers will select which invoices 
and on which date to receive payment. Early 
payment will also allow the supplier to manage and 
reduce their credit risk exposure. This financing is NOT debt and there are no loans to 
repay. There are NO applications, commitment fees,  collateral requirements or restrictive 
covenants for access to this financing. 
 
Cash Flow Visibility and Payments Automation 
This financing facility also provides fully automated and integrated features which allow for 
complete visibility into Big Lots approved payables information. Additionally, payments will 
be made electronically, next business day, with complete remittance advice. 


 
Online Access 
Suppliers simply log into the 
secure Web site to review all 
approved outstanding receivables 
from Big Lots.  Then, Suppliers 
have the option to receive next 
day funding on any or all approved 
invoices, less a discount rate based 
on Big Lots credit rating. The 
platform is similar to online 
banking and is available 24/7. 
 
The Mechanics 
1) Suppliers may view all approved 
invoices via a secure dedicated 
website and choose those 


invoice(s) you have elected to receive early payment. 


2) Suppliers will receive next day funding from a Funder equal to the approved invoice 
amount less a financing rate for all scheduled payment requests submitted. 


3) Big Lots will remit the full approved invoice amount on original due date which will be 
directed either to the Supplier for non-discounted invoices or to a Funder for any invoices 
for which early payment was elected.  







 


 
Improve Your Company’s Bottom Line 
This innovative program provides an array of significant benefits, from more precise cash 
flow forecasting to lower working capital requirements. This is a powerful tool to help drive 
down costs, improve cash flow and diversify your sources of liquidity. 
 


Frequently Asked Questions  
These are a few of questions and answers about Big Lots – Accounts Receivable Financing 
Program that are often asked by suppliers. Please contact PrimeRevenue for more details. 
 


Q: What is Accounts Receivable Financing? 
A: Accounts Receivable Financing provides strategic suppliers the tools to utilize their Big 
Lots receivables more strategically and dynamically.  Much in the same way technology 
helped companies reduce and manage inventory more effectively; this program allows Big 
Lots suppliers to reduce and manage AR more effectively. 
 
Q: Why is Big Lots offering this program to their suppliers? 
A:  Big Lots wants to make it easy for suppliers to have early access to funds from Big Lots 
payables.  The Accounts Receivable Financing Program provides controls for the supplier to 
decide when, how much and how often to receive early payments. This program offers a 
WIN-WIN solution by improving working capital for both our suppliers and Big Lots. 
 
Q: What processes will change when I enroll? 
A:  Nothing changes in your processes with Big Lots.  Big Lots will still order and you will 
invoice as you do today. All that is added is your ability to leverage your Big Lots 
receivables as a strategic liquidity tool. 
 
Q: When is the Supply Chain Finance system available? 
A:  The Supply Chain Finance platform, powered by PrimeRevenue, is available 24 hours a 
day/7 days a week to submit sell offers, track documents or to view approved invoices. 
 
Q: What is the enrollment fee? 
A:  There are NO enrollment fees, nor transaction fees.  There is neither software nor any 
hardware to install.  The only fee you pay is a low discount fee on funding requests. 
 
Q: What is my company’s discount rate on funding requests? 
A:  Rates for discounting receivables are based on Big Lots credit and is very competitive. 
Contact PrimeRevenue at 1.678.904.7128 or biglots@primerevenue.com to learn more.  
 
Q: Who is PrimeRevenue? 
A: PrimeRevenue is a supply chain financial services company that provides automated 
Supplier Finance, Payables Presentment and Financial Settlement services to Global 2000 
organizations and their Suppliers.  When PrimeRevenue is part of an organization’s financial 
supply chain strategy, costs throughout the supply chain are reduced, working capital 
efficiency improved and Supplier relationships enhanced.  For more information on 
PrimeRevenue, visit www.primerevenue.com. 
 


Getting Started 
Taking advantage of Accounts Receivable Financing can dramatically increase the efficiency 
of your financial supply chain, allowing you to improve your competitive position through 
lower costs and reduced working capital requirements.  For additional program questions or 
to sign-up for the Big Lots – Accounts Receivable Financing, contact PrimeRevenue via 
email at biglots@primerevenue.com or 1.678.904.7128.  
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		                   BIG LOTS TEST REQUEST FORM


               TRANSIT TESTING





		



		 



		                   



		



		



		



		

		

		

		







IMPORTANT NOTES TO SUBMITTER:

		1)  Mandatory fields are marked with a double asterisk (**). A hold memo will be issued to the submitter if any mandatory information is missing and testing will remain on hold until everything is received. For wholesale PO’s you do not need to enter the big lots ski number.


2)  Please type or print in BLOCK LETTERS (please submit this for hard copy attached to the outer most carton)



		3)  One master carton is required. Product must be over packed.  To do this, place original packaging with product inside an outer box that 


Allows approximately 2"-4" of space. Fill void areas with polystyrene peanuts or comparable dunnage.  If transit test request form is

 not attached to the outside, lab will assume the samples are for quality test and open the carton.  Once the carton is opened, it is no 

longer over packed thus can no longer be used for ISTA testing.  New Samples will need to be submitted.



		Your Company Name

		     



		Company Address

		     



		Contact Person

		     

		Phone

		     

		Fax No.

		     



		Email address

		                                                                                             

		Special Instructions: 

		     



		Report and invoice will state the above company name & contact person:  If not, please advise



		Report To: Company

		     

		Contact Person

		     

		Tel No.

		     



		Address

		     

		Fax No.

		     



		Invoice To (Supplier): 

		     

		Contact Person

		     

		Tel No.

		     



		Address

		     

		Fax No.

		     



		Sample Description

     

Samples submitted in Final Packaging  (check one)       FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No  

  Quantity


     

Country of Origin


     

**PO # 

     

**Big Lots Item# / SKU (List All) 

     

NOTE: BOTH lines 1 and 2 below must be filled in.  If the manufacturer and vendor are the same please write the same name in both fields:

1.) Manufacturer’ Style #

     

**Manufacturer 

     

2.) Vendor’s Style #


     

**Vendor

     

Product Phase

 FORMCHECKBOX 
 Pre-testing 


 FORMCHECKBOX 
 Final Production


     





		 FORMCHECKBOX 
  *Wholesale  

		   *Manufacturers Style Number is REQUIRED if  Wholesale box is checked)



		Agency (If Applicable) 

		 FORMCHECKBOX 
 United Sourcing

		 FORMCHECKBOX 
 AD ESPO srl 

		 FORMCHECKBOX 
 Manttra Inc. 

		 FORMCHECKBOX 
 Merres International Co., Ltd.



		TESTING REQUIRED:



		 FORMCHECKBOX 
 No Quote                FORMCHECKBOX 
 Quotation requested prior to initiation 

		 FORMCHECKBOX 
 Test in accordance with Quotation#

		     



		*If this is a Retest (first or second with previous result is Fail).  ALL of the following information must be included. (For 2nd Re-Test, Big Lots approval is required.  Submitter must contact Big Lots to submit approval via email to the lab directly.)



		 All previous Test Report No(s).

		     



		Corrective Action(s) Taken:

		     



		 FORMCHECKBOX 
 Retest with previous result is Corrective Action Required.  Please provide previous report No.:

		     



		SERVICE REQUIRED:

		 FORMCHECKBOX 


		Regular Service – 5 Business Days

		 FORMCHECKBOX 


		Next Two Days (40% surcharge)

		   FORMCHECKBOX 


		Next Day (100% surcharge)



		SAMPLE RETURN:

		 FORMCHECKBOX 


		Self-Collect

		 FORMCHECKBOX 


		Self-Collect Fail Sample

		 FORMCHECKBOX 


		Return Samples *

		  FORMCHECKBOX 


		Return Fail Samples *



		*Additional Charges apply (Please see reverse side of this form)





[image: image3.png]





		Date

		     

		Authorized Signature and Company Chop
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-  FOR LABORATORY USE ONLY -

		Date Rec’d

		

		Rec’d By

		

		Item Due

		



		Total Qty rec’d

		

		

		Sample No.


		



		





[image: image4.png]CONDITIONS OF TESTING

Bureau Veritas Gonsumer Products Services, Inc. ( BVCPS ), a Massachusetts corporation, or a subsidiary o affiiate of it, as identified in a written report (the
Test Report ) issued by BVCPS or such subsidiary or affiliate (BVGPS or such subsidiary or affilate being referred to herein as the Company®), will conduct at the request
of the Submitter ("Client’), the required tests specified on the reverse side of this Test Request Form in accordance with, and subject to, the following terms and conditior

1. All orders for tests are subject to acceptance by the Company, and no order will constitute a binding commitment of the Company unless and until such order is
accepted by it, as evidenced by the issuance of a written report ( Test Report ) by the Company. The Test Report is issued solely by the Company, is intended for the
exclusive use of Client and shall not be published, used for advertising purposes, copied or replicated for distribution to any other person or entity or otherwise publicly
disclosed without the prior written consent of the Company. The Company shell not be liable for any loss or damage whatsoever resulting from the failure of the Company
to provide its services within any time period for completion estimated by the Company. If Client anticipates using the Test Report in any legal proceeding, arbitration,
dispute resolution forum or other proceeding, it shall so notify the Company prior to submitting the sample for testing.

2. The names, service marks, trademarks and copyrights of the Company and its affiliates, including the names BUREAU VERITAS, BUREAU VERITAS CONSUMER
PRODUCTS SERVICES, VERITAS and BVCPS , (collectively, the Marks ) are and shall remain the sole property of the Company or its affiiates and shall not be used
by Client except solely to the extent that Client obtains the prior written approval of the Company and then only in the manner prescribed by the Company. Client shall not
contest the validity of the Marks o teke any action that might impair the value or goodwill associated with the Marks or the image or reputation of the Company or its
affiates.

3. _The Test Report wil set forth the findings of the Company solely with respect to the test samples identified therein and, unless specifically and expressly indicated in
the Test Report, the results sat forth in such Test Report will not b indicative or representative of the quality or charactaristics of the lot from which a test sample will be
taken. The Test Report will reflect the findings of the Company at the time of testing only, and the Company shall have no cbligation to update the Test Report after its.
issuance. The Test Report will set forth the results of the tests performed by the Company based upon the written information provided to the Gompany as set forth in, or
attached to, this Test Request Form. The Test Report will represent the entire understanding of the parties hereto with respect to the subject matter of the Test Report and
no modification, variance, extrapolation or conclusion with respect thereto shall be permitied without the prior written consent of the Company.

4. The Company may, in its sole discretion, destroy samples which have been furished to the Company for testing and which have not been destroyed in the course of
testing. The Company may delegate the performance of all or a portion of the services contemplated hereunder to an affiliate, agent or subcontractor of the Company, and
Client consents to such delegation.

5. Unless a shorter period is provided for on the reverse side of this Test Request Form, payment in full shall be due 30 days after the date of invoice. Client shall pay
interest on any overdue amount from the due date until paid at an interest rate of 1.5% per month or, if less, the maximum rate permitted by law. The Company reserves
the right, at any time and from time to time, to revoke any credit extended to Client. Client shall reimburse the Company for any costs it incurs in collecting past due
amounts, including court costs and fees and expenses of attoreys and collection agencies. The Test Report may not be used or relied upon by Client if and for so long as.
Client fails to pay when due any invoice issued by the Company or any affiiate of it to Client or any affiiate or subsidiary of Client together with interest and penalties, if
any, accrued thereon.

6. The Company may, from time to time, permit Client to access this Test Request Form, the Test Report and other communications by means of e-mail transmissions.
with the Company. Client acknowledges that any such transmission will not be encrypted and, hence, will not be confidential, that such transmissions may be read and
intercepted by third parties and that the electronic version of a Test Request Form, Test Report or other communication could be modified inadvertently. The Company
disclaims any and all responsibility or liability arising out of or in connection with e-mail transmissions of such information.

7. The Company represents and warrants solely to Client that the Test Report will be free of any material error or omission caused by the negligence of the Company. If
Client desires to assert a claim for breach of the foregoing warranty, it must submit a claim to the Company within 60 days after the date of issuance of the Test Repor: to
Client in a writing that sets forth with particularity the basis for such claim. If the Company determines that the claim is timely and that a breach of the foregoing warranty
has occurred, then the Company, at its option, may either (a) re-perform the deficient test, without charge to Client, or (b) refund to Client, without interest, the foe paid to
the Company for such Test Report. Client waives any and all claims for breach of the foregoing warranty, including, without limitation, claims that the Test Report is
inaccurate, incomplete or misleading or that additional or different testing is required, unless and then only to the extent that Client submits a written claim to the Company
within such 60-day period.

8. The Company shall, to the extent of the limitation of liability set forth in Section 9, indemify Ciient against third party claims asserting a loss arising exclusively from
the negligence of the Gompany, but only if Client (a) notifies the Company of the assertion of such claim immediately upon its being notified and (b) provides to the
Company the option to assume the defense of such claim or participate in such defense.

9. EXCEPT TO THE EXTENT OF THE LIMITED WARRANTY SET FORTH IN SECTION 7 OR AS MAY OTHERWISE BE AGREED TO IN WRITING BY THE
CCOMPANY AND NOTWITHSTANDING ANY PROVISION TO THE CONTRARY CONTAINED HEREIN OR IN ANY TEST REPORT, NO WARRANTY OR GUARANTEE,
EXPRESS OR IMPLIED, INCLUDING ANY WARRANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE OR USE, IS MADE. IN NO EVENT
WHATSOEVER SHALL THE COMPANY BE LIABLE FOR ANY CONSEQUENTIAL, SPECIAL OR INCIDENTAL DAMAGES IN CONNECTION WITH OR ARISING OUT
OF THE SERVICES PROVIDED BY THE COMPANY HEREUNDER, INCLUDING WITHOUT LIMITATION LOSS OF OR DAMAGE TO PROPERTY, LOSS OF INCOME,
PROFIT OR USE, OR CLAIMS OR DEMANDS MADE AGAINST CLIENT OR ANY OTHER PERSON BY ANY THIRD PARTY IN CONNECTION WITH OR ARISING OUT
OF THE SERVICES PROVIDED BY THE COMPANY HEREUNDER. NOTWITHSTANDING ANY PROVISION TO THE CONTRARY CONTAINED HEREIN, UNDER NO
CIRCUMSTANCES WHATSOEVER SHALL THE LIABILITY OF THE COMPANY IN RESPECT OF ANY CLAIM FOR LOSS, DAMAGE OR EXPENSE, OF WHATEVER
NATURE OR MAGNITUDE, AND HOWEVER ARISING, EXCEED AN AMOUNT EQUAL TO THE AMOUNT OF THE FEES PAID TO THE COMPANY FOR THE
SPECIFIC SERVICES WHICH GAVE RISE TO SUCH CLAIM.

10. The Company shall not be liable for any loss or damage fesulting from any delay or failure in performance of its obligations hereunder resuting directly or indirectly
from any cause that is beyond the control of the Company, including, but not limited to, fire, flood, tornado, hurricane or other acts of God, war, casualy, accident,
‘embargo, governmental actions, orders of courts o tribunals, non-performance of third parties, strike, lock-out, or other difficulties with employees, inability timely to obtain
labor, material, equipment or services through the Company's usual sources or delays of carriers. If any such event occurs, the Company may immediately cancel or
suspend its perlormance hereunder without incurring any liability whatsoever to Client.

11. These Conditions of Testing shall be governed by, and construed in accordance with, the local laws of the country where the Company performs the tests o, in the
case of tests performed in the United States of America, the laws of the Commonwealth of Massachusetts. Client waives the right to interpose any counterclaim or setoffs
of any nature In any litigation arising hereunder. Any proceeding related to the subject matter hereof shall be brought, if at all, in the courts of the country where the
Company performs the tests o, in the case of tests performed in the United States of America, in the courts of the Commonwealth of Massachusetts.

12. These Conditions of Testing are available at the website hitps://www.cps. bureauveritas.com. If there is a discrepancy between the terms and condiions set forth in
these Conditions of Testing and the terms and conditions set forth (a) at such website; (b) in the Test Report, (c) on the reverse side of this Test Request Form or (d) in any
other writing other than a master agreement which expressly () provides that its terms and conditions shall take precedence over these Conditions of Testing and (i) cross-
references this Section 12 or the equivalent section at such website, the Conditions of Testing set forth at such website shall govern and any inconsistent provision of this.
Test Request Form or other writing, as applicable, shall be disregarded. If no Conditions of Testing are set forth at such website, then the Conditions of Testing set forth
herein shall govern.
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[image: image5.png]THIS TEST REQUEST IS SUBJECT TO THE CONDITIONS OF TESTING SET FORTH ON PAGE TWO. We request the above testing and/or
services and agree that all testing and/or services will be carried out subject to BVCPS’ scale of charges and turnaround times as set forth
in the current price list at the time of testing and/or service delivery.
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