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 Vendor  Manual   Revised November  15, 2011 
 
“ Lord & Taylor is dedicated to reducing the cost of quality in the retail supply chain through initiatives 
that include education and standardization.  Courses offered by the VICS organization go a long 

way toward that end. Our vendors will gain critical insights into trade collaboration by taking these 
series of foundational e-courses.”     

 
 
Vendors shipping non-EDI/ASN will need to follow new instructions.   
Going forward, non-EDI/ASN shipments will require packing slips, to be emailed to Lord &Taylor when the 
shipment is leaving the vendor’s shipping facility.  Packing slips should show only the actual merchandise that 
is being shipped. Email the packing slips to packingslips@lordandtaylor.com.  The purchase order number 
should be placed in the Subject section of the email. 
 
 

Lord & Taylor moves to Eco-Friendly hangers 
 
Lord & Taylor will follow the Voluntary Interindustry Commerce Solutions Association hanger guidelines, which change 
the standard color of “department store”  hangers (with metal hooks) from clear to matte black.  The move to the new 
hanger, will not impact infant’s wear, toddler’s or intimate apparel. 
 
The same VICS clear hanger standards will apply to black hangers and the style numbers will remain the same as they 
were for the clear hangers.  Lord & Taylor will also use the SOHS (Secure Over the Hanger Sizer) on the black hangers. 
 
The move to black hanger enables the use of recycled materials and allows Lord & Taylor to participate in providing an 
‘eco-friendlier’  product and make a meaningful difference in improving the environment.  Lord & Taylor’s vendor 
community will begin shipping on black hangers beginning Spring 2012. 
 
The following hanger suppliers are approved by Lord & Taylor: 
 

Sourcing Solutions 
www.ss-intl.com 

Uniplast 
www.uniplastindustries.com 

Visconti 
www.viscontihangers.com 
 

   
Mainetti 
www.mainetti.com 

Alliance Hangers 
steve@alliancehangers.com 
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To Our Vendors, 
 

Welcome to Lord & Taylor, LLC dba Lord & Taylor! We would like to take this opportunity to express our thanks for 

entering into a partnership with us. Lord & Taylor has endeavored to elevate our place within the retail market, and we will continue 

this success by partnering with vendors such as you. 

 

One important component of this success is our state of the art Distribution Center. The facility has been designed to place 

your product on our sales floor in the least amount of time possible. It is the cooperation and support of our vendors that has made this 

process a rewarding experience for all involved. 

 

We have assembled this book in order to make your introduction to Lord & Taylor as seamless as possible. Lord & Taylor 

expects our vendors to support us by shipping merchandise “ floor ready,”  trading with our required EDI transactions, and following 

our Transportation, Packing and Invoicing guidelines.  Enclosed you will find important information regarding several aspects of 

electronic data transfer, shipping, and accounts payable. Please take a moment to read through this information completely and 

carefully. If you have any questions regarding this material, we have provided a comprehensive contact list so that you may quickly 

locate the person who will be most able to assist you. 

 

There are several forms that we are requesting that you complete in conjunction with the buyer. These will ensure that all the 

information on our systems is both accurate and complete.  

 

We look forward to doing business with you long into the future. Please do not hesitate to call on us for any assistance that 

you might need as you prepare to ship your first order. 

 
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�



 

Lord & Taylor LLC Vendor Manual 
Page 4 of 53 Revised 10.15.11 

     
 

 

� � � � �� �� � 	 � � � �
 � � � � 
 � �� � 
 � �
� � � � �� �� � 	 � � � �� 
 
 � � � � 
 �� � 	 � � � � � � � � � � � �� � � � � � � � 
 �

� � � �� �� � �� � � �� � �  �� �! � "�
# �� $%&� � � �$'�� � ��( ) *� � �

� � +� � �� �� � , �+� � �

 +� -� . -� � $�$/ � +� $� � &0 � ��� � �$� �+1�� $%/ +� %�2���-, �

3� *� 4�) � (&56( � �
� 7. , 8� 7�� +9 �+�� � � � -� , �+�". +0 �
�
�

� 7. , �� 7�� +�

�
�

: � � � � $� �� $� � +��� $�� -�+� %�
·  
 +0 / ��� � . $�$; $0 / -�+� ��$<7$%-%�

3-$0 / +�� � , ��$<7$%-%44�
·  � � %%=+�� %�1+��� . . -"�� � , � 2�$�%, %-$0 �

�
� � � � �� �� � 	 � � � �� 
 
 � � � � �� � > � � � � � 
 � 
 � � � � 
 � � � � � � 
 � �

� � ?� � �� � �� � @� �6A�?� � �� � � � � � � � � � �� � ?� � : � � � � � �
� � � 
 � � � � 
 �� � � � � � � � � � �� � 
 � � � � 
 �� � � �� � 	 � � � � �
 � � � � 
 � �� � � �� � � � � � � � � ��

?� ; �� 70 2$�� � 0 � ��� � � +� $�� 70 2$�� � +7�%�
(&B( *&� B(&A� � *�
�

� � "� $�/ � $% 9 �+�� � � � -� , �+�". +0 � (&5A(&� 5*&6565�
: +� � � , �C�?��� � , ������)D� � �� : �C�6D� � �� : �

�
� � � � �� �� � 	 � � � �� � � � 
 � � � � � � � � � �


 +� -� . -� � $�$/ � +� $� � &0 � ��� � �$� �+1�� $%/ +� %�2���-, �
3� *� 4�) � (&5� 6( �
� � � 11�. "� � 9 �+�� � � � -� , �+�". +0 �

E+� � �: . > 7� � $�

�
�

: � � � � $� �+1�� � � � %/ +�-� -�+� �

3� *� 4�) � (&5� 6� �
� � � 11�. "� � 9 �+�� � � � -� , �+�". +0 �

F ��%-$� �G�0 �

�
�


 7/ $�! �%+��+1�� � � � %/ +�-� -�+� ��
·  � +7-�� � %�� � � �� �7.  �+� � %�
·  � +7-�� � �. +0 / ��� � . $��%%7$%�
�

@$� $�� ��� � � 11�. �
> 7$%-�+� %� � � � 11�. "� � 9 �+�� � � � -� , �+�". +0 �

� � .  �� � �
 ��/ %� � � .  �� � %��/ %9 �+�� � � � -� , �+�". +0 ��� 0 � ���/ � .  �� � �%��/ %'�� +�� +-�/ �� . $�+� �-� $�. � �-+� %��
�

� � � � �� �� � 	 � � � �� � 
 � � � � � � � � � �
 � � � � � �C� � � �
 +� -� . -�

 +� -� . -� � $�$/ � +� $� � &0 � ��� � �$� �+1�� $%/ +� %�2���-, �

: �. � $��$�� � � � +=% ��
3� *� 4�) � (&5� � A�
0 �. � $��$8-� � � +=% �9 �+�� � � � -� , �+�". +0 �

: � �"�� � � H%�C�� $-7�� �-+�� $� � +��
·  � � � �<7$%-�+� %�� � � ��� 1+�0 � -�+� �
�

�
� � � � �� �� � 	 � � � �� � 
 � � � � � � � � � �
 � � � � � �


 +� -� . -� � $�$/ � +� $� � &0 � ��� � �$� �+1�� $%/ +� %�2���-, �
� +2$�-�� � �� � %� � *� &) � (&5� � ( �

� +2$�-8� � �� � %9 � +�� � � � � � , �+�". +0 �
� � �� �%-��27-�+� �

3� *� 4�) � (&5AB6�
@� ��8� $$2$9 � +�� � � � � � , �+�". +0 �
�

@� ���� $$2$�

�
� +� � � � �%� �/ 0 $� -%�=����� � ! $�/ � .  �� � �%��/ %�%$� -�
-+�/ � .  �� � %��/ %9 �+�� � � � -� , �+�". +0 "�� � . �7� $�-� $�
/ 7�. � � %$�+�� $��� 70 2$���� �-� $�%72I$. -�%$. -�+� "�

� � .  �� � �%��/ %�%� +7�� �%� +=�+� �, �-� $�� . -7� ��
0 $�. � � � � �%$�-� � -��%�2$�� � �%� �/ / $� �

�

: � �"�: $�. � � � -� 
 -+�$�
 $�! �. $%�
·  � � � �� � � �?�++��� $� � , �<7$%-�+� %�
·  � � � � $� � -�.  $-��� 1+�0 � -�+� �
·  � $=�� $� � +���� 1+�0 � -�+� �
·  
 +0 / ��� � . $��%%7$%��
���������

�
�
�
�
�



 

Lord & Taylor LLC Vendor Manual 
Page 5 of 53 Revised 10.15.11 

     
 

 

�
�

� � � � �� �� � 	 � � � �� � � �� ??� 
 � �
6� 6�� � � �� � � � � � �

� � # �	 � � F '�� � # �	 � � F ��

 +� -� . -� � $�$/ � +� $� � &0 � ��� � �$� �+1�� $%/ +� %�2���-, �

� � � �$� �
 0 �-� � 3� ( � 4�A) � "5A� 5�
� � � �$� 8
 0 �-� 9 � +�� � � � � � , �+�". +0 �
�

� � � �: � � � � $� ��

3� ( � 4�AB(&� A*) �
� +%$8� �2$�-9 � +�� � � � � � , �+�". +0 �

� +%$�� �2$�-�

�

� � � �� � � �, %-�
·  � � � �� � � �?�++��� $� � , �<7$%-�+� %�
·  @� � � �� � � ��$-� ����$<7��$0 $� -%� @� � � �. +� ! $�%�+� %"�
·  � �.  $-�1+�0 � -�� / / �+! � �%�� � � ��%%7$%�
·  � � � �. � / � 2���-, ��%%7$%�
·  � � � �-$%-�� � �� � � ��0 / �$0 $� -� -�+� �
·  � � � �/ �+� 7. -�+� �0 � �� -$� � � . $�+1�� ���� � � �� +. 70 $� -%�
·  � $� � +��� � � �-� � � %0 �%%�+� �/ �+2�$0 %�
·  � � %%=+�� %�-+�� $� � +��+� ���� $�� $/ +�-%�

�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Lord & Taylor LLC Vendor Manual 
Page 6 of 53 Revised 10.15.11 

     
 

 

� � � � 
 � � 	 �
 � � � � 
 � 
 �

�
�

� �
 � � � � � � � �� � �� � 
 � � � �
 � � � � � � � 
 �
� � � �� �� � � � �
� �  ! ��  ��  " #$! %�

&' ' () *&(&+) ' �
" " " ,-� � �� #� � � ,. $/ �
�

� �
� � 0 �� � � �� �� � 1 2�� ! . �
� � � �� - � % 

&33(' +4(&+) ' �
" " " ,� � 5#� � ,. $/  
 

� � � � �
� $! � -. 67� � 5� -� 4*' (&89(+43' � � � � � �� ! # -! � #�$! � 2�� � 
 � ' :&(' 4*(*433�
� � � � �

 #-� #�5�
 $-� ,�
� � � ; -� ��  � / � ! %�

' ' 3(9&+()+3*���
Laura.redman@stratixcorp.com�

�
� < -=��  ! ! �� $! �
 

&33(++9(94: *�

�
 


 � � � � 
 � � � �� � � 
 � � � � � 
 �� � � >� � � � 
 �
� � �
  ! #-� 2�
" " " ,� �.  ! #-� 2,. $/ �
� � 2 � ? � �.  ! #-� 2,. $/ �
+&: ()&3(: :+: �� � #�$! �) �

� ! $<�� �
 � #� 2$� ;  ��
&' ' () ) 8(8&) ' �
http://www.inovis.com/�

� � � �>� ! �
  -<�.  � �
� 0 
 �� 2$1� 2� 5. 6� ! �  �
  -<�.  � �
&33(**) (9884@�� � #�$! �*�
6##� �77" " " ,� 5� $2. ,. $/ 7�

� � �
: �� � � �
 $; -.  �
" " " ,:  � �� $; -.  ,. $/ �
� � 2 � ? :  � �� $; -.  ,. $/ �
&' ' (**) (4893�

� � � 
 � � �
 � � � ,�
http://www.edicomgroup.com�
/ � -A #�! � B; � ?  � �. $/ � -$; � ,. $/ �
+:+(&&4(:434�
�
�


 � -�! � � �
 =� # / � �
" " " ,� � -�! � � � =� # / � ,. $/ �
+:+(' *8(*8&4��0 �:3) �� - � � �C�

� � �
>� 
 
 �� 2$$-��  � � =�� ; ��  2�!  � �
>$2; ! #� -=�� ! # -�! � ; � #-=�

 $/ /  -.  �
 #� ! � � -� � �
834(8+3()943�
6##� �77" " " ,<�. � ,$-� 7�

� � � �
 $2$-�� �
 �D �
 $�  � �
� � #�$! � 2��  #� �2��  �  -� #�$! �
+3+(' &*(' 4' : �
6##� �77" " " ,! -E,. $/ 7�

�

� � �
� 1#� �! �! � �� � 
 �! ; / 1 -� �

�
� 
 : �� 
 �� 
 ; � #$/  -�
  -<�.  %�
�
: (&33,9) *,&: *' �� $22�� -  �� ; / 1 -�
: ,4*' ,) *9,*&' 3�� � �! �� 6$!  �� ; / 1 -�
�
info@gs1us.org�
�
� EE�.  �� $; -� ��
� $! � � =�F�� -�� � =�&�33�� � �F�8�33�� � �� � �
�
�

�
� 
 : �� 
 �� �  . 6! �. � 2�
 ; � � $-#%�
�
: ,&88,+&3,)3: *��� � #�$! �+�
: ,4*' ,8:3,)++*�
�

 ; � � $-#�� $; -� ��
� $! � � =�F�� -�� � =�&�33�� � �F�&�33�� � �� � �
�
: 
 	 � 
 �
 ; � #$/  -�
  -<�.  ����
�. ; � #$/  -�  -<�.  ? : � =! . ,$-� �
�
: 
 	 � 
 ��  . 6! �. � 2�
 ; � � $-#����
. ; � #$/  -� ; � � $-#? : � =! . ,$-� �

�

 
�
�
�
�
�
�
�
�



 

Lord & Taylor LLC Vendor Manual 
Page 7 of 53 Revised 10.15.11 

     
 

 

�
�
�
�
�
�

�� � � �>� � � � � �
� � � � � � � � � � � �� �� � � � 
 � �

 
 

�
� $-� �� �� � =2$-� 5�  . #� �$; -�< ! � $-� �#$�� ; � � $-#�; � �1=�� 6�� � �! � �/  -. 6� ! � ��  �GE2$$-�- � � =@H�

#-� � �! � �" �#6�$; -�� � � �#-� ! � � . #�$! � @�� ! � �E$22$" �! � �$; -�� -� ! � � $-#� #�$! @�� � . A�! � �� ! � �� ! <$�.  �
� ; ��  2�!  � ,��� 6�� �� $. ; /  ! #�" �22� ! � 12 �=$; �#$�� ; . .  � � E; 22=�#-� �  �� $. ; /  ! #� �" �#6�� $-� �� �
� � =2$-�#$� ! � ; - �=$; -�� 6�� /  ! #��� �- .  �< � @�� -$.  � �  � �� ! � �� � �� ��! �� ! �� . . ; -� # �� ! � �#�/  2=�

/ � ! !  -,�
�

FAX COMPLETED FORMS TO: 
ROSE ALBERT – 212-391-3162 

�
�
� $-� �� ! � �� � =2$-�6� � �- #� �!  � �� �
  ! #-� 2�#$�/ � ! � �  �$; -�# � #�! � �� -$.  � � �E$-�� � � �� $. ; /  ! #�� �  . �E�. � #�$! � ,��� 2 � �  �. $! #� . #�
� �
  ! #-� 2�#$�/ � A �� --� ! �  /  ! #� �#$�# � #�=$; -�� $. ; /  ! #� ,�� ! =�#-� � �! � �� � -#!  -�#6� #�� $ � �! $#�/   #�#6 �# � #�! � �- I ; �- /  ! #� �" �22�
1 �� ; 1J . #�#$� 5�  ! �  �$EE(�  #�. 6� -�  � @�� 6$; 2� �#6 �� $. ; /  ! #� �1 �- J . # � �1=�#6 �� $-� �� �� � =2$-�#-� ! � 2� #$-,���
� 6 - ��� �! $��! �6$; �  �# � #�! � ,�
�
�
 $! #� . #�� �
  ! #-� 2�� �- . #2=�#$�# � #�� � � �� $. ; /  ! #� �� #��

� �
  ! #-� 2�
 $-� $-� #�$! �
�+&:%�)&3(: :+: �� 5#,�) �
� � 2 � ? � �.  ! #-� 2,. $/ �
" " " ,� �.  ! #-� 2,. $/ �

�
� +�� . . $%%�-� $�1+��+=�� � �� +� � �� �� � , �+� ��$/ +�-%'�, +7�=����� $$� �-+�1����+7-�-� $�1+�0 %�1+7� � ��� �-� $�� $� � +��� $/ +�-�� � �%$. -�+� �+1�-� $�
� � -#!  -� ,2$-� � ! � #� =2$-,. $/ ,�

o Selling Reports 
o � . . +7� -%�� � , � 2�$�� $/ +�-%�

?� ��7�$�-+�1+��+=�-� $��� %-�7. -�+� %��� �-� �%�0 � � 7� ��� � � �-� $�� +7-�� � �
 � � � �$� �@7�� $�. +7�� ��$%7�-��� �� � �� ; / $� %$�� 11&
 $-�. � � � � $"���


 � +7�� �, +7�� � ! $�� � , �<7$%-�+� %�� 2+7-�-� �%�0 � � 7� ��+��<7$%-�+� %��� �� $� $�� ��/ �$� %$�. +� -� . -�@� ���� $$2$'�� � ��82$$2$9 �+�� � � � -� , �+�". +0 �+���
� *� &) � (&5AB6"���
�

� +� � � � � � 
 � �%� �/ 0 $� -%�=����� $$� �-+�� � ! $�/ � .  �� � �%��/ %�$0 � ��$� �-+�
/ � .  �� � %��/ %9 �+�� � � � -� , �+�". +0 �'�/ 7-�-� $�/ 7�. � � %$�+�� $��� 70 2$���� �-� $�%72I$. -�%$. -�+� "��
Packing slips should show only the actual merchandise that is being shipped. 
 
 
 
 



 

Lord & Taylor LLC Vendor Manual 
Page 8 of 53 Revised 10.15.11 

     
 

 

 
Instructions: 

� � The proper Company name should be supplied.  Only fill out the Parent Co. line if you are a division of a larger 
co. (e.g. Nine West is a division of Jones). 

� � A factor is usually a bank that will give a Vendor funds to produce the merchandise ordered.  Therefore, invoices 
for this merchandise are due to the factor.   If factored, please enter the factor’s name and address on the form.  
Lord & Taylor will provide the Duns number. 

� � The Pay To address is used as the address where all payments will be sent.  It is imperative that Vendor notifies 
Lord & Taylor in writing if this address changes in order to avoid delays in payment. 

� � The Ship From address is the location from which Vendor ships goods.  If multiple SHIP FROM addresses please 
attach a separate page.   

� � ITEMS THAT MUST BE ATTACHED TO THIS FORM*****  
1. A VOIDED VENDOR INVOICE WITH INFO BELOW PRINTED ON IT (NAME, ADDRESS, DUNS, ETC) 
2. VENDOR RETURN INFORMATION FORM 
3. A VENDOR LETTER STATING PAYMENT TERMS (DISCOUNT, ETC) 
  

* ***FAILURE TO ATTACH ANY OF THESE FORMS WILL RESULT IN VENDOR NOT BEING ADDED TO 
VENDOR MASTER FILE UNTIL ALL REQUIREMENTS ARE MET. 
 
MERCHANDISE REQUEST FORM I                                           Fax completed form to: (212) 391.3162 

ADD:     NEW VENDOR  CHANGE: New Vendor Specify                                                                
 

              NEW DEPT/MFG                       ADDRESS    
 
VENDOR NAME INFORMATION 
 
VENDOR NAME:      
PARENT COMPANY:      
LABEL NAME:      

VENDOR RFS INFORMATION 
 
DEPT #:      
MFG#:      
DUNS#:      

FACTOR INFORMATION 
 
IS VENDOR FACTORED:    YES   NO 
FACTOR NAME:      
FACTOR DUNS #: 

 
 

 
VENDOR ADDRESS INFORMATION 
(All boxes must be filled out completely even if they are duplicate) 
PAY TO:      
ADDRESS:      
      
CITY:      STATE:           ZIP:      
 

CORRESPOND TO:      
ADDRESS:      
      
CITY:      STATE:           ZIP:      
PHONE:        

 SHIP FROM:        
ADDRESS:      
      
CITY:      STATE:           ZIP:      
PHONE:        
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Instructions: 
� � The Order From Address is the address where Purchase Orders are sent or your Sales Rep/Showroom address. 
� � The RTV Address is the address to which Lord & Taylor will ship merchandise returns.  This address is not necessarily the 

same as the Ship From address. 
� � Freight and Discount Terms are agreed upon with your Merchant.  Please attach a letter on your company letterhead 

stating agreed upon terms. FOB refers to “Freight on Board” .  It is the City, State, and Zip Code where the ownership of the 
merchandise transfers from the Vendor to Lord & Taylor.   

� � Minority or Woman Owned Business is used required for Supplier Diversity Tracking.  The minority Classifications are as 
follows: AA – Asian American, AI  - American Indian, B - African American, HIS – Hispanic, U – Unspecified.  Some states 
will supply a vendor with a certificate for minority or woman owned status.  Please attach a copy of that certificate, your Dun 
and Bradstreet report, or a Letter stating that you are minority or woman owned. 

ORDER FROM:      
ADDRESS:      
      
CITY:      STATE:           ZIP:      
PHONE:        

RETURN TO VENDOR (RTV):       
ADDRESS:      
      
CITY:      STATE:           ZIP:      
 

 
 

DISCOUNT TERMS: 
Percent:        
Days:        
EOM:   Yes     No 
Net Days:            EOM:   Yes    No 

FREIGHT TERMS: 
L &  T PAYS       VENDOR PAYS     
FOB:        
(Must be City, State, and Zip Code) 
I f not paying to the PA facility, shipments from New York City, Long 
Island, Westchester , Rockland or  all of NJ must be prepaid to the 
consolidator  (NEW DEAL).  California shipments must be prepaid to the 
Los Angeles consolidator  (CTE). 

 

M INORITY OR WOMAN OWNED BUSINESS 
Does vendor qualify as a minority owned business?     (Y/N)  If yes, what type? 
Does vendor qualify as a woman owned business?      (Y/N) 
I f the answer  to either  question is Yes; you must attach a cer tificate or  letter  cer tifying the above is true. 

 
 

VENDOR CONTACTS 
EDI: 

PHONE #                              

EMAIL 
DISTRIBUTION: 

PHONE #                                    

EMAIL  
SALES: 

PHONE # 

EMAIL   
CREDIT: 

PHONE #   

EMAIL 
                                           
                                                 

                                   
  

                         

 

LORD &  TAYLOR SIGNATURES: 
 
SUBMITTED BY:                                                              

                DATE: 

DMM APPROVAL:  

                DATE: 

GMM APPROVAL: 

                DATE: 

AP APPROVAL:  

                DATE: 

MIS APPROVAL:  

                DATE: 

ENTERED INTO RFS:        

                DATE: 

AP VERIFICATION:      

                DATE: 
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FLOOR READY FORM                                                               Fax completed form to: (212) 391.3162 

 
1. Vendors must ticket all merchandise prior to shipping Lord & Taylor. The ticket must include the Lord 

& Taylor retail price or and approved manufacturer’s retail price, except in the following areas: 
� � Shoes 
� � Treatments 

2.  The Lord & Taylor Vendor Manual located at partners.lordandtaylor.com provides detailed ticketing 
information. 

3. Non-compliance may result in an expense-offset charge. 
 

Vendor Information: 
      
ARE YOU A GTIN (UPC) VENDOR? 

� � Yes 
� � No 

* If NO, refer to # 3 above.           
 
    
VENDOR DUNS #  __________________ 
 
VENDOR NAME __________________ 
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 VENDOR RETURN INFORMATION                                              Fax completed form to: (212) 391.3162 
 

 
Date  Vendor Name  
Department #  Vendor Duns #  
LT Buyer  Name    
Tel. Ext.    
    
Will vendor accept returns on damaged goods?   Yes �  No �  
Customer did not want. Yes �  No �  
Merchandise is ripped, torn or worn. Yes �  No �  
Missing button, missing piece. Yes �  No �  
Zipper is broken, zipper is not working properly Yes �  No �  
Stained, dirty or blood Yes �  No �  
Improper fit Yes �  No �  
Not Lord & Taylor merchandise Yes �  No �  
Will vendor accept merchandise after 90 days from receipt? Yes �  No �  
Is Vendor label required? Yes �  No �  
Do you have a minimum quantity to be returned? 
If yes, what is your minimum? ______________ 
 

Yes �  No �  

 
 
 
 
 
 
VENDOR INFORMATION - Contacts for  Return Author izations 
 
Address line 1  
Address line 2  
City  
State  
Zip  
Contact Name  
Phone #  
Fax #  
E-Mail Address:  
 

 
 

Special Instructions or exceptions for 
returning damaged goods, e.g. no 
mismates, no ink damages, etc.  
 
This information will be kept on file for  processing damaged goods. 
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LORD &  TAYLOR STORE INFORMATION        Revised 7.15.2011 
 
Shipping Address:  Send Invoices (only when not doing EDI) 
Lord &  Taylor  Lord &  Taylor  
DC #0082 Lucy Tulao 
250 Highland Park Blvd. 250 Highland Park Blvd. 
Wilkes-Barre, PA  18702 Wilkes-Barre, PA  18702 
     
 
STORE 
NUMBER 

STORE NAME STORE 
ABBR. 

DC 
NUMBER 

 STORE 
NUMBER 

STORE NAME STORE 
ABBR. 

DC 
NUMBER 

0001 NEW YORK NYC 0082  0066 OLD ORCHARD ORC 0082 
0002 MANHASSET MAN 0082  0068 NATICK NTK 0082 
0003 WESTCHESTER WES 0082  0070 SYRACUSE SYR 0082 
0005 WESTFARMS WFM 0082  0073 WOODFIELD NWD 0082 
0006 BALA BAL 0082  0074 ROCHESTER RCH 0082 
0007 GARDEN CITY GAR 0082  0075 KING OF PRUSSIA KOP 0082 
0008 WASHINGTON WSH 0082  0091 ROCKINGHAM RKI 0082 
0010 ANNAPOLIS ANN 0082  0092 RIDGE HILL RIH 0082 
0011 RIDGEWOOD RID 0082  0100 COLUMBIA COL 0082 
0012 BOSTON BOS 0082  0106 MOORESTOWN MOR 0082 
0013 STAMFORD STA 0082  0131 PULL STOCK PUL 0082 

0016 OAKBROOK OAK 0082  0199 INTERNET INT 0082 
0017 BAYSHORE BAY 0082  0185 JERSEY GARDEN 

OUTLET 
JGO 0082 

0020 GARDEN STATE GRD 0082  0187 GREAT LAKES GLC 0082 
0022 NORTHBROOK NBK 0082  0188 DOLPHIN MALL 

OUTLET 
DMO 0082 

0023 WHITE FLINT WFL 0082      
0025 LAKE FOREST LFR 0082      
0027 LAKESIDE LAK 0082      
0028 TWELVE OAKS TWE 0082      
0029 BURLINGTON BUR 0082      
0030 WOODBRIDGE WDG 0082      
0031 SOUTH SHORE STH 0082      
0035 WALT 

WHITMAN 
WLT 0082  HOME STORES   

0038 WILLOWBROOK WIL 0082  0215 RIDGEWOOD 
HOME 

RHO 0082 

0042 PALISADES PLI 0082  0216 SHREWSBURY 
HOME 

SHO 0082 

0043 LOUDOUN LOU 0082      
0048 FAIR OAKS FRK 0082      
0052 LIVINGSTON LIV 0082      
0053 ROCKAWAY ROK 0082      
0054 BRIDGEWATER BRI 0082      
0055 WESTFIELD WFD 0082      
0056 TYSON’S 

CORNER 
TYC 0082      

0057 MONMOUTH MON 0082      
0058 QUAKERBRIDGE QKR 0082      
0059 FREEHOLD FRH 0082      
0061 DANBURY DAN 0082      
0063 BUFFALO BUF 0082      
0064 TRUMBULL TRM 0082      

 
�
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 � � � � � � �7�� � � >� 
 �
 � � � � � � � � �� >� � >� � � �

� � $�1+7� � � -�+� �+1�+7��. +��� 2+�� -�! $�! $� � +��/ � �-� $�%� �/ ��%�-� $��0 / �$0 $� -� -�+� �+1�
-� $�! $� � +��@�+2� ��� � � � $�� -$0 �� 70 2$��3@� � � 4"��� � �%�/ �+! �� $%�7%�=�-� �� �

. +0 0 +� ��� � � 7� � $�1+��� ���. +0 0 7� �. � -�+� "�� � $�0 � I+��-, �+1�+7��/ 7�. � � %$�� +��� �%�
�%�%/ $� -�=�-� �! $� � +�%�=� +�7%$�@� � � H%"�: $�. � � � � �%$�� +-�0 � � $� �=�-� �� �@� � � �
�%�0 +�$�. +%-�, �-+�/ �+. $%%�� � � �� $�� , %�+7��0 $�. � � � � �%$�1�+=�-+�-� $�%$���� � �1�++�"�

�
� � � � ��  I ; �- /  ! #� �
� � � � %7�$�-� $�2� � . +� $�, +7�/ �+� 7. $��%�%. � � � � 2�$�� � � �. +0 / ��$%�=�-� ��� � 7%-�, �%-� � � � � � %"�

Only one catalog is used by Lord & Taylor, which is the Inovis Catalogue 877-4INOVIS (877-446-6847)  info@inovis.com    
Note: To trade GTIN’s all vendors must subscr ibe to Inovis 

·  GTIN numbers must be assigned at the product ID/color/size level. 
·  Provide access to your Electronic GTIN catalogue to Lord & Taylor. As stated above only one electronic catalogue is use by 

Lord & Taylor, which is the Inovis Catalogue www.inovis.com or info@inovis.com or 877-4INOVIS (877-446-6847)                                                                            
·  Provide GTIN information accurately in advance of product availability.  Failure to do so may result in assessment of an 

expense offset. 
·  Vendors with fewer than 50 GTIN’s annually may provide an updated GTIN catalogue in a mutually agreed upon method. 

Failure to subscribe to the GXS catalogue may result in expense off-set charges. 
·  Assign GTIN codes for all gift with purchase (GWP), purchase with purchase (PWP), and collateral items and include them in 

your GTIN catalogue and EDI Advance Ship Notice. 
·  Include the GTIN number, a meaningful product description and ID, selection code, NRF color and size codes, cost and 

suggested retail (if applicable) in your GTIN catalogue.�
�

  2 . #�$! �
 $�  � �� ! � ��  � . -�� #�$! � �
� %%�� � �%$�$. -�+� �. +� $%��� �� 70 $��. �%$<7$� . $�2� %$� �+� �-� $%$��$<7��$0 $� -%D�
·  ?+��� / / � �$�'�� %%�� � �%$�$. -�+� �. +� $%�2� %$� �+� ��� 2$�'�� $� � $� �� � � �%�J$�� � � � $"�
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� � A� ( � � � �%� �� � , �+� �� �: �%%, �� �$%%$%�
� � A� � � � � �%� �� �
 +"�� �: �%%, �� �$%%$%�
� � A� A� � � �%� H%�� � �-, �� �: �%%, �� �$%%$%�
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� � A� � � � � �%� �� �
 +"�� �� $-�-$�� �$%%$%�

�������A� 5���������� �%� H%�� � �-, �� �� $-�-$�� �$%%$%�
�
� -$� ; . #�� � �� ; / 1 -�� ! � ��  � . -�� #�$! �
·  � � $�/ �+� 7. -�� � �� 70 2$���
� �: 7%-�� 0 � 
 � � 	 �� � � 
 � �-� $���� $���%-%�� � � �. +��� -$�� ��� �! $� �-+�27, $�%'�
� �: 7%-�� 0 � 
 � � 	 �� � � 
 � �-� $�@� � � �. � -� �+� �
� �: 7%-�! $#� 5.   � �: ) �� �� �#� �� :+�� �� �#�! ; / 1 -�� ! � �+�2 � � �! � �G3H%"�
·  � %%�� � �/ �+� 7. -�� � Q%�2, �%�J$�� � � � $M�$"� "'�� %%�� � �A�� �11$�$� -�/ �+� 7. -�� � Q%�-+�� �� �/ +.  $-�I$� � �� ! � ��� 2�$��� �: �%%, '�� $-�-$�� � � �# +0 $� Q%�

%�J$%"�
·  � %%�� � �-� $�%� 0 $�%-, �$�&�%��� +7$--$'�1� 2��. '�� � � �. +�+��&�%� �/ / $� ��� �. +� -�� 7+7%�0 +� -� %�-� $�%� 0 $�/ �+� 7. -�� � �� � � �@� � � �. +� $%�� . �+%%�

-� $�0 +� -� %"�
� � ; � 0 / �$D��� �=� �-$�%�� �%� +�-�%�$$! $�%� $���%� �/ / $� ��� �: � � . � '�� / � ��'�: � , �� � � �E7� $�0 7%-�2$�� %%�� � $� �-� $�%� 0 $�/ �+� 7. -�� � �� � � �@� � � %�

1+��� ���1+7��%� �/ / �� � �0 +� -� %"�
·  � � . �7� $�-� $�%��� +7$--$'�1� 2��. '�� �+7/ �� � 0 $�� � � �� � , �%�� � �1�. � � -�� $%�� � �. � � � � . -$��%-�. %��� �� $%. ��/ -�+� %"�
��������� ; � 0 / �$D��. +--+� �%� +�-�%�$$! $�. � 2�$�%=$� -$��+��0 +.  �=�� / �/ �� �� �% ��-"��
�

 � #� 2$� �� �/ �! � �
·  � +� � �� ���� $=�@� � � %��� �, +7��. � -� �+� �� -��$� %-�( � �� � , %�/ � �+��-+�-� $�0 � �  $-�=� $�$�-� +%$�@� � � %�� �$�+11$�$� "�
·  � %%�� � �@� � � �. +� $%�-+�� ���/ �+� 7. -%�2$�� � �%� +=� ��� �$� . � �0 � �  $-'�$! $� ��1�-� $��-$0 ��%�� +-�7�-�0 � -$�, �/ �+� 7. $� "�
·  � 7� � $�� ���@� � � %�-� � -�� � ! $�� +-�2$$� �%� �/ / $� �1+���+� � $��-� � � �A� �0 +� -� %�1�+0 �-� $�. � -� �+� "�
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 �$� � �, �� � � �� . . 7� � -$�, �� $%. ��2$�-� $�%�J$�. +� $%"�
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Lord &  Taylor ’s       
Floor  Ready Hanger  Program 

 
Lord &  Taylor  requires full hanger  compliance with all VICS hanger  standards. Merchandise displayed 
hanging on our  selling floors, must be shipped on a black VICS Floor  Ready Hanger  and SOHS (Secure 
Over the Hanger  Sizer ). Using hangers that do not comply with these standards are subject to expense-
offset charges. 
Questions should be directed to Gail Beebe at Gail_Beebe@LordandTaylor.com.  
 

Family of Business / Examples Hanger  
Descr iption 

Hanger  Style 

TOP (use hanger size appropriate for product) 
Tops, Blouses, Dresses, Robes, Sleepwear 
Women’s jackets, 1 & 2 pc Swimwear 
 

19”Top 
17”  Top 
15”  Top 
 

479 
484 
485 
 

  

 
 
 

   

Optional for Knitwear / Sweaters 19”  Top 
17”  Top 
15”  Top 

579 
584 
585 

 
 
 
 

 
 
 
 

BOTTOM (use hanger size appropriate for product) 
Bottoms, Pants, Skirts, Shorts, 2-piece & 
Strapless Swimwear, Men’s Swimwear 
 

14”  Bottom 
12”  Bottom 
10”  Bottom 
  8”  Bottom 

6014 
6012 
6010 
6008 

 

 

Bottom hangers are available with clear 
“ rubberized / crease-free padding to prevent 
garment damage if necessary. (6208, 6210, 
6212, 6212, 6214) 
 
Heavy Bottoms should use style 7008, 7010, 
7012, 7014 

14”  Bottom 
12”  Bottom 
 
 
14”  Bottom 
12”  Bottom 

6014 
6012 

 
 

7014 
7012 

 

 
 
 

JACKETS (optional alternate to style #484) 
Women’s Jacket, Heavy Robes, and all other 
heavy Tops 

19”Top 
17”  Top 
15”  Top 

3319 
3328 
3315 

 

 
 
 

Women’s Suits 
Women’s, Juniors, Missy Suites 

17”  Suits 494  
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Lord &  Taylor ’s       
Floor  Ready Hanger  Program 

 
 
 

COATS (use hanger size appropriate for product) 
Outerwear Coats and Jackets 

19”  Coat 
17”  Coat 
15”  Coat 

3320 
3329 
3316 

 
 

 
 

LEATHER COATS (Designed to prevent product damage, optional alternate to style # 3329, 3316, & 
3320) 
Men’s & Women’s Leather Coats 19”  Leather 

17”  Leather 
15”  Leather 

3969 
3957 
3945 

 

 
 

INTIMATE APPAREL 
Intimate Apparel (Bras / Panties/ Slips) 
Clear, No Logos 

GS-11 
GS-19  
CW-87 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Lord & Taylor LLC Vendor Manual 
Page 25 of 53 Revised 10.15.11 

     
 

 

Lord &  Taylor ’s       
Floor  Ready Hanger  Program 

 
Infants, Children’s through Gir ls 6x, &  Boys 7 separates: 
Use white plastic molded hook hanger, with color sizer as outlined in VICS standard. No logos. All other 
children’s sizes use appropriate black hangers noted in top & bottom sections. 
 
 
12”  9412 
 

10” 9410 
 

 8”   9408 
 
 
 
10”  6110 
 8”   6108 

 

 
 

 

 
472 
467 
 
 
 
 
496 
12”  
 
 
 
 
495 
10”  

 

 

 

 

 
 
951 
959

 

 

HANGER EXAMPLES – CHILDREN’S APPAREL COLOR CHART 

Infant/Toddler /Juvenile VICS Sizer  Color  Char t 

 

       
 

 Infant Preemie Newborn 3 M 6 M 9 M 12 M 18 M 24 M 
 Toddler  2T 3T 4T 5T     
 Juvenile Gir ls  3 4 5 6 6X   
 Juvenile Boys   4 5  7 7X  
Pantone          
PMS 488C  X        
PMS 131C   X       
PMS 372C    X      
PMS 297C     X     
PMS 256C      X    
PMS 1485C       X   
PMS 352C        X  
PMS 639C         X 

 
Please refer to www.VICS.org for a complete VICS Floor Ready Merchandise guide. 
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ALL DEPARTMENT NUMBERS LISTED BELOW REQUIRE MERCHANDISE TO BE SHIPPED 
ON A VICS BLACK HANGER and SOHS.   

" 
�
�
�
�
�
�

�
�
�
�
�
�
�
�
�
�
�

�
 
 
 
 
 

HANGER MATRIX – revised 7.15.11 
         

DEPT DEPT  DEPT DEPT  DEPT DEPT  DEPT DEPT  DEPT DEPT  
23 113 183 282 423 547 642 797 897  
24 114 184 290 424 549 646 817 911  
28 121 191 291 430 551 647 822 939  
31 122 197 297 448 554 648 829 956  
32 125 198 302 449 559 654 834 972  
35 130 208 324 454 561 660 838 987  
44 132 211 330 455 563 664 843 989  
46 136 220 332 463 567 670 867 990  
49 137 222 335 468 574 673 868   
58 138 224 339 471 575 675 872   
60 139 228 344 474 587 687 874   
66 143 246 346 482 591 692 875   
70 146 247 347 485 596 695 877   
74 150 256 348 486 597 698 878   
75 153 258 360 506 603 712 880   
76 157 260 370 512 604 715 884   
78 159 266 377 513 615 749 886   
83 160 272 382 514 626 769 887   
85 168 274 390 520 629 792 889    
105 170 278 392 534 633 794 892    
109 181 281 407 545 640 796 895    

          
*New vendor's being set up by Lord & Taylor may not have the department number on the     
hanger matrix. Once the new department is set up completely and at the 15th of the month, 
the matrix will be updated with any changes. Work with the L&T buyer if there are any 

questions.                 
                    
General Rule:               
All merchandise that is to be presented hanging on the selling floor must be shipped with the hanger  
 inserted into each garment. 
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“ Lord & Taylor is dedicated to reducing the cost of quality in the retail supply chain through initiatives 
that include education and standardization.  Courses offered by the VICS organization go a long 

way toward that end. Our vendors will gain critical insights into trade collaboration by taking these 
series of foundational e-courses.”     
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Lord and Taylor , known as Amer ica’s store, was acquired by NRDC in October  of 2006.  The Hudson Bay Trading Company, known as Canada’s store, was 
acquired by NRDC in July of 2008.  The merging of these two iconic brands created the Hudson Bay Company and changed the retail landscape in Nor th 
Amer ica. 
 
Beginning March of 2010 the union of the two companies will require a system harmonization.  The harmonizing of the systems will enable both companies to 
share vital information and ensure the continued strength of the union.  This harmonization calls for  the overhaul of all of the core systems, everything for  PO 
creation to sales and Gross Margin history.  I t is the goal to create one map for every document cur rently being transmitted. 
 
      System Harmonization – Documents Effected 
      EDI  Electronic Data Interchange  

810 Invoices 
820 Remittance Advice 
824 Er ror Repor t 
850 Purchase Order  
856 Advance Ship Notice 
860 PO Change Document  

(Next year ) 
997 Acknowledgement 

 
With the merging of the companies, it became apparent that there are vendor par tners that both companies are cur rently doing business with and using two 
very different maps. As a result, both companies will create one map for  every document that is cur rently transmitted. 
 
For this harmonization to be successful, the suppor t of our industry par tners is vital.  Our  Industry par tner  is our  Vendor  communities, Third Par ty EDI  
providers and our  Van provider . 
 
DI  central has been working closely with Lord &  Taylor  to ensure the success of the EDI harmonization.  They will be handling the testing of the new 
documents and will work with the vendor community to ensure a smooth transition to the new mapping.  Vendor testing will begin March 2010 – June/July 
2010.  DI  central’s contact information is: 
www.dicentral.com, sales@dicentral.com or  281-480-1121 Option 4. 
 
Additional information will be coming from Lord &  Taylor  in the next few weeks.  Should you have any questions per taining to the harmonization process 
please contact Andrea Smith, andrea_smith@lordandtaylor .com. 
 
Thank you for  your  par tnership! 
 
The Lord and Taylor EDI  Team 
 

“ Lord & Taylor is dedicated to reducing the cost of quality in the retail supply chain through initiatives that include education 
and standardization.  Courses offered by the VICS organization go a long 

way toward that end. Our vendors will gain critical insights into trade collaboration by taking these series of foundational e-
courses.”     
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·  Prior to EDI setup,  
·   Complete the new vendor forms and fax them to: 212.391.3162. 
·   Complete the on line Vendor  Profile Form located on the partners.lordandtaylor.com web page.   

·  Confirm all merchandise is 100% GTIN marked and your Electronic GTIN catalog is available to Lord & Taylor through 
Inovis.   

·  Lord & Taylor trades EDI documents with the following networks:                                                                         
·  Inovis, http://www.inovis.com/ 
·  DICentral, http://www.dicentral.com/, sales@dicentral.com, 281-480-1121 option 4. 
·  GXS Global, http://www.gxsolc.com/ 
·  Note: Lord & Taylor only trades GTIN’s through Inovis 

·  Lord & Taylor’s Translator level testing of the 856-Advance Ship Notice and 810-Electronic Invoice documents with: 
·  DICentral, http://www.dicentral.com/, sales@dicentral.com, 281-480-1121 option 4. 

New Vendor  Testing Guidelines 
·  New Vendors must test EDI documents prior to transmitting documents and shipping merchandise to Lord & Taylor.  

Translator level testing of the 856-Advance Ship Notice and 810-Electronic Invoice documents with: 
·  DICentral, http://www.dicentral.com/, sales@dicentral.com, 281-480-1121 option 4. 

·  Upon completion of successful testing, you are required to rollout production EDI documents. Questions should be 
directed to Rose Albert, 212-391-5378. 

·  All format changes made to a previously approved UCC-128 label must be resubmitted to Lord & Taylor for approval 
before using.  Fax revised label to 570-821-6249 or e-mail the label to Gail_Beebe@lordandtaylor.com with written 
changes.  Please provide your name, phone, fax number, and email address on any correspondence that you have faxed. �

 
 
 
 
 

 
 
 
 
 
 
 
 
 

� 5�� #�! � �> ! � $-� �

As an existing vendor currently trading EDI documents with Lord & Taylor, you are required to provide written notification of 
any changes to your vendor record maintained in our translator.  

·  Written notification should be submitted via the online Vendor Profile form located on our web page at 
partners.lordandtaylor.com. Email notification will not be sufficient for the successful completion of changes to your 
vendor record, and may cause delays. 

·  When making changes to the online Vendor Profile form please indicate that you are a current Lord & Taylor EDI 
Trading Partner.  Do not submit the form as a new vendor, in order to avoid multiple EDI IDs in our translator for a 
single vendor.   

·  Lord & Taylor must be made aware of changes to EDI Identification Numbers, Service Providers, GTIN Catalogues, and 
Contact Information with at least a two-day notice.  Any changes needed sooner than two days, may be delayed. 

·  Any changes pertaining to vendor DUNS Numbers or company name must be communicated in writing to our Accounts  
              Payable Department:   Lord & Taylor Attn: Accounts Payable 250 Highland Park Blvd. Wilkes-Barre, PA  18702�
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TIPS FOR SUCCESSFUL EDI TRANSMITS               

·  Transmit ASN’s accurately.  If vendor errors are identified, expense offset charges may be assessed.   

·  Please note that if changing VANS from our direct connect mailboxes at GXS and Inovis Inc., to any interconnect, all 852 
Sales Data Reports will be turned off. 

·  Assign a unique bill of lading number (BOL) for each shipment.  Using a BOL number multiple times will cause the ASN to 
be rejected.                     

·  Lord & Taylor uses a 14-digit Bill of Lading number.  If you transmit the 17-digit VICS BOL number, the system will 
truncate by dropping the three leading digits and use the last 14-digits of your Bill of Lading number.  This will help avoid 
duplicate BOL numbers.          

·  Send EDI transmissions with a unique ISA control number.  

·  The following is a list of frequently occurring errors to avoid:          

 - SLN segment in the 856-ASN (If you are retail price marking your merchandise)     

 - SLN06 must be the retail price value                                                           

 - N1 ST segments: 

  N103 must be 92 

  N104 must be a 4-digit left zero filled numer ic value                

 -  N1 SF segments: 

  N103 must be 91 

  N104 must be your EDI Sender ID number (numer ic values only) 

 - N1 BY segments: 

  N104 must be a 4-digit left zero filled numer ic value  -  NO ALPHA Characters         

 - LIN segments must be populated with UK, for GTINs (VICS version 4030 ONLY). 

 - REF segments must be populated with correct BOL numbers, 4-digit department numbers, etc. 

 - All UCC-128 carton numbers and MAN segments must be 20-digit numer ic value. 

  - Insure uniqueness of your  20-Digit car ton numbers.  Duplicate carton numbers will result in rejected ASNs and 
expense-offset charges may be assessed.           

   - Insure all segments are populated accurately based on our EDI mapping standards�

- Transmit documents once.  Only rejected documents that have been cor rected should be retransmitted.  
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TIPS FOR THE UPDATED MAPPINGS                                         

856: 

·  REF – only use 14 digits. 

·  N1 – NI04, direct to store DC#, or “9999”  for Direct-to-Store 

·  PRF – PO#, 12 digits, it is now the PO#+ DC#.  For example: 939123450082 

·  TD101 segment to be used for HBC only 

·  HL segment to be used for HBC only 

·  PO4 mandatory, if information not available, please populate with a “1”  

·  LIN – UK segment, EAN/UCC-14(GTIN) mandatory for 4030, no longer is 4010 accepted 

 850: 

·  BEG02 – Purchase Order Type code: RE, SA, BK, RL 

·  BEG03 – Purchase Order Number, 12 digits 

·  N1 – Ordered By segment optional, used for drop ship orders 

·  N3 – Special Order Address Information segment optional, used for drop ship orders 

·  PO103 – Unit or Basis for Measurement Code, EA = Each, CA= case 

·  CTP03 - $1 hard key accepted for now, must let Lord and Taylor know when compliant 

·  SDQ – Destination – Quantity Data, will not be sent on BK order (BEG02) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Lord & Taylor LLC Vendor Manual 
Page 33 of 53 Revised 10.15.11 

     
 

 

� � � �� � � � � � � � 
 � � � � � �� � � K� � 
 �
�
� 2 � �  �! $# �#6� #�� $-� �� �� � =2$-�; �  � �� �EE - ! #�� � �! ; / 1 -� �E$-�� ! $<�� �� ! � �� 0 
 ,��� 2 � �  �/ � A �� ; - �=$; �; �  �#6 �. $-- . #�� � �
! ; / 1 -� �E$-�=$; -�� � � �>� � ��  -<�.  ,����������������������
��
�
� $�� -� �  �� $. ; /  ! #� �; � �! � �� 0 
 �� 2$1� 2� 0 . 6� ! �  �
  -<�.  � �� � 0 
 %�
�
� 6 �E$22$" �! � �� � ��� �#$�1 �; �  � �E$-�� �- . #�
 $! !  . #� �#$�� 0 
 �$! 2=��

� 
  ! �  -7�  .  �< -�� � �� ; / 1 -�

� $-� �� �� � =2$-� � ) �� �5( ( ( 6B� ( � � �
�
� $# ��� � � � N� �" �22�! $�2$! �  -�1 �#-� �  � �#6-$; � 6�� 0 
 ,��� $�#-� �  �� � � � N� �� 22�< ! � $-� �/ ; � #�� ; 1� . -�1 �#$�� ! $<�� ,�
�
� $�� -� �  �� $. ; /  ! #� �; � �! � �� ! $<�� ��
�
� 6 �E$22$" �! � �� � ��� �#$�1 �; �  � �E$-�� �- . #�
 $! !  . #� �#$�� ! $<�� @�� � .  ! #-� 2�� ! � �� 22�$#6 -�� ! # -. $! !  . #� �� �

�
�
�

ADVANCE SHIP NOTICE REQUIREMENTS – 856’S 
�

� ! �� 
 � ��� �� ! � 2 . #-$! �. �� � . A�! � �� 2�� �#6� #�� 22$" � �� $-� �� �� � =2$-@�#$�; � 2$� � �- .  �� #��! E$-/ � #�$! ��! #$�#6 �/ � �! �
E-� /  �� ! � � 2�/ �! � # �� � #� � ! #-=,�� 6 ! �� ! �� 
 � ��� �#-� ! � / �## � ��! �� � <� ! .  �$E�#6 �- .  �� #�$E�� �� 6�� /  ! #@�"  �� - �
� 12 �#$�< -�E=�G� � . A�! � �� 2�� H��! E$-/ � #�$! �� � � �! � #�#6 �� ; -. 6� �  �$-�  -,��� � $! �� --�<� 2�$E�#6 �:33L �E2$$-�- � � =�
� 6�� /  ! #@�#6 �� 6�� /  ! #�" �22�1 �� 12 �#$�/ $< �� �- . #2=�E-$/ �#6 ��! 1$; ! � �� $. A@�#$�$; #1$; ! � ��  2�< -=�#-; . A� @�
#6 ! �#$�#6 ��  22�! � �E2$$-@�#6; � ��  !  -� #�! � �� � 2 � �E$-�1$#6�� $-� �� �� � =2$-�� ! � �$; -�< ! � $-� ,�
� � VICS 856-Advance Ship Notices are required.  An expense-offset will be assessed for failure to send an ASN.  

� � Consolidate VICS 856 Advance Ship Notice/Manifests at the carton level. 

� � Transmit ASN’s real time, when your shipment leaves your distribution center. An expense offset will be assessed for late or 
missing ASN.   

� � If no ASN is sent, email the packing slips to packingslips@lordandtaylor.com, when the shipment leaves the vendor’s facility.   

� � Packing slips should show only the actual merchandise that is being shipped 

� � Mail Paper Invoices to:  Lord & Taylor 
                                              Lucy Tulao 

                               250 Highland Park Blvd. 
                              Wilkes-Barre, PA  18702 

·  Please review your 997 Functional Acknowledgment to verify acceptance of ASNs or to identify rejected documents.  If 
documents are rejected, refer to the AK3 and AK4 segments for the reason, make appropriate corrections, and retransmit 
cor rected ASN’s as soon as possible.  (997 mapping is available in the 4030 Mapping section of  par tners.lordandtaylor .com.   
Failure to transmit a cor rected ASN may result in expense-offset charges.�

 
 
 
 
 
 
 
 
 
 
 

� &:+@�&+3@�&+)@�&93@�&99@�
&98�

+:3@�+: )@�&:3� &9+��
� � �, �� ! � ��� 2�$�! �� �� ��$. -�. +� � $. -%�

� $-� �� �� � =2$-� � ) �� �5( ( ( 6B� (BB� � ) �� �5( ( ( 6B� ( � � � � ) �� �5( ( ( 6B� (BB�



 

Lord & Taylor LLC Vendor Manual 
Page 34 of 53 Revised 10.15.11 

     
 

 

UCC/EAN-128 LABEL REQUIREMENTS 
 

� � All shipments require UCC/EAN-128 Shipping Container labels that match the related, valid ASN transmission for the shipment.  
Expense offset charges will be assessed for shipments without labels. 

� � Labels must meet GS1 US specifications, arrive in a legible, scannable condition and be printed smudge resistant. Expense offset 
charges may be assessed if the barcode is unscannable. 

� � Lord & Taylor uses high speed, automatic sortation systems in our distribution center.  To insure accurate and timely processing, 
the following label specifications are required for the UCC/EAN-128 barcode: 

 - ANSI Grade B or better barcode in UCC/EAN 128               

  - 20 MIL minimum narrow element width                 

  - 1.0”  minimum bar height                    

  - Minimum Quiet Zone of 10 times the X-Dimension or 0.25”  

 - UCC/EAN-128 must be placed on the carton in the proper position.  

- Do not use any additional barcodes on the UCC-128 label.  NO individual branch store barcodes are allowed, or  the 
Mark For  barcode. Also not allowed are the Car ton Contents barcodes. 

 

Required UCC-128 Label Information 
Zone Descr iption Attr ibute 

A Vendor Name and Address Mandatory 

B Lord & Taylor, 250 Highland Park Blvd. Wilkes Barre, PA  18702 Mandatory 

C Ship-to Postal Barcode. Must have 420 prefix with 5-digit zip code.  Conditional   

D Carrier Name, Bill of Lading Number  Conditional 

E/F 
Purchase order Number and Department Number (PO numbers are 12 digits) 
Example po number sequence:  001234560082 or 123456780082 

Mandatory 

H 

Branch Store Name, Product Group Name (name available in the REF PG segment of your 850 
– Purchase Order), and Branch Store Number.  The Branch Store number must be at least 24-
point font size, and a 4-digit left zero filled number.  Refer to the Store to DC Listings tab for 
the list of Branch Store Names and Branch Store Numbers. 

Mandatory 

I UCC/EAN- 128 barcode must be SSCC-18 format with the appropriate Application Identifier 
(AI).  Must be a 20-digit number. 

Mandatory 

    
� � Only the UCC/EAN-128 label should appear on the cartons. Additional barcodes will result in an expense offset charge. 

� � This is the minimum information required on all UCC/EAN-128 labels.  Any additional text information is acceptable if it does 
NOT interfere with scanning sortation systems and has been approved by Lord & Taylor. 

� � No additional barcodes are allowed on the UCC-128 label. 

� � Additional information on barcode and UCC/EAN-128 label symbology is available at: www.gslus.org. 
 
� � Questions pertaining to barcode symbology, contact Laura Redman at the Stratix Corporation, 770-582-4203 or 

laura.redman@stratixcorp.com. 
 
� � All format changes made to a previously approved UCC-128 label must be resubmitted to Lord & Taylor EDI office for approval 

before using.  Fax revised label to 570-821-6249 or e-mail changes to Gail_Beebe@lordandtaylor.com, with written changes.  
Please provide your name, phone, fax number, and email address on any correspondence that you have faxed. 
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PO: 001234560082 
DEPT: 0092 

FOR:   NATICK     #0068 
PROD: MEN’S FURNISHINGS 

 
 
 
 
 
 
 
 
 
 

Lord & Taylor DC 0082 
250 Highland Park Blvd. 
Wilkes-Barre, PA  18702 
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VERTICAL FORMAT (continued)  
 

 
Option 1: Preferred ver tical label placement.  Labels must be placed on the longest side of the carton, 3“  

from the vertical edge and 1¼” from the bottom of the carton.  To be applied to cartons that is 
7½”  in height or above. 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
Option 2: Over lapped ver tical label placement.  Labels must be placed on the longest side of the carton, 

3“  from the vertical edge and 1¼” from the bottom of the carton.  The barcode must not be 
folded.  To be applied to cartons that is less than 7½”  in height. 

 
 
 

 
Option 3: Top of car ton ver tical label placement.  Labels placed on top of the carton, parallel to, but not 

overlapping the seam.  To be applied to cartons that is less than 7½”  in height.  A specification 
for 3” from the vertical edge and 1¼” from the bottom of the carton does not apply for this 
placement. 
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PO: 001234560082 
DEPT: 0092 

 
TO:  
Lord &  Taylor DC0082 
250 Highland Park Blvd 
Wilkes-Barre, PA 18702 

Natick                    #0068 
Men’s Furnishings 
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EXAMPLE OF A non-EDI CARTON LABEL 

 
 
The following form is a template to be used temporarily while a non-EDI vendor is working to become EDI compliant. 
*After 60 days, non-compliance may result in expense-offset charges.  
 
 
 
 
 
 

And 
 
 
 
This area should read exactly 
this way:  
 
 
 
 
 
 
Store Name & Number  
should be at least 24 pt. font 
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Packing slips should show only the actual merchandise that is being shipped�
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From:   
Vendor Name 

Address 

For:  Store #0001 NY 
PO # 001234560082 
Dept. 381 
 
 
 
Car ton ____ of ____ 

To:      Lord & Taylor  
           DC #0082 
           250 Highland Park Blvd. 
           Wilkes-Barre, PA  18702 
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PRODUCT GROUP L IST FOR LORD &  TAYLOR’S VENDOR’S 

 
The following list of product group names are to be used in Zone H of your UCC-128 Carton Label.  The name that is 
specific to your merchandise can also be found in the REF PG segment of your 850 Purchase Order. 
 

PRODUCT GROUP NAME MERCHANDISE CONTENT DESCRIPTION 
 

Women’s Shoes Women’s casual, dress, and athletic shoes 

Cosmetics Treatments, color, and cosmetic accessories 

Women’s Fragrances  Women’s fragrances 

Men’s Fragrances Men’s fragrances and treatments 

Handbags/Access Handbags, small leathers, costume/bridge/fine jewelry, watches, belts, scarves,  
hair goods, sunglasses, hats, women’s umbrellas, and gloves 

Hosiery Hosiery, tights, socks, and slippers 

Better Sportswear Misses better and bridge collections, separates, casual, and denim 

Moderate Sportswear Misses moderate sportswear, weekend wear 

Petite Sportswear Better and moderate petite sportswear 

Women’s Spts/Dress Better and moderate women’s sportswear and dresses 

Swim All women’s Swimwear 

Dresses/Suits Misses and petite dresses and suits 

Coats Misses, petite and women’s coats, rainwear, leather and outerwear 

Intimate Bras, shapewear, daywear, pants, sleepwear, robes, loungewear 

Children’s All sizes boys and girls’  sportswear (infants through 8/20), dresses, swimwear, 
sleepwear, hosiery, underwear, toys, accessories, hats, glove, and gifts 

Children’s Shoes Boys and girl’s casual, dress, and athletic shoes 

Men’s Furnishings Dress shirts, neckwear, underwear, socks, pajamas, robes, jewelry, small leathers, 
belts, sunglasses, hats, gloves, slippers, men’s umbrellas, and gifts 

Men’s Sportswear Sport shirts, knit shirts, sweaters, pants, related separates, leathers, outerwear, active, 
swimwear, and shorts 

Men’s Collections Sportswear and denim collections 

Men’s Clothing Suits, sport coats, slacks, topcoats, and rainwear 

Men’s Shoes Men’s casual, dress, and athletic shoes 

Tabletop/Gifts/Home China, glassware, silverware, candles, gifts, utility, bedding, bath, furniture, rugs and 
lighting 

Trim-A-Home Holiday specific gifts, accessories, and decorations 

Luggage Luggage, backpacks, and briefcases 

Stationery/Frames Cards, calendars, gift-wrap, frames, photo albums, and photo storage 

Candy/Foods Candy, gourmet foods, and coffee 
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PRODUCT GROUP L IST FOR L& T HOME STORE VENDOR’S 

 
The following list of product group names are to be used in Zone H of your UCC-128 Carton Label.  The name that is 
specific to your merchandise can also be found in the REF PG segment of your 850 Purchase Order. 
 
PRODUCT GROUP NAME MERCHANDISE CONTENT DESCRIPTION 

 
BEDDING Coordinate Bedding, Sheets, Seasonal Bedding, Juvenile 

Bedding, Top of Bed, Bed in a Bag, Comforters, Mattress 
Pads, Duvets, Pillows 
 

BATH ROOMS Towels, Bath Accessories, Bath Mats, Robes Loungers, Area 
Rugs and Accent 
 

WINDOW Window 
 

FURNITURE Accent Furniture, Lamps, Cushions and Throws, Frames,  
Art and Mirrors, Patio Furniture, Patio Accessories 
 

BOOKS PLUS Finds, Books and Magazines, Cards and Wrap, Stationary 
 

KITCHEN Kitchen Linens, Kitchen Gadgets, Table Linens, Cookware, Bake 
Ware, Art & Mirrors, Frames, Candles, Coffee, Kitchen Electronics, 
Dinnerware, Flatware, Barware, Serving Ware, Glassware, 
 

PERSONAL CARE Personal Care, Bath and Body, Candles 
 

ACCESSORIES 
 

Specialty 

PETS 
(TABLE TOP/GIFTS/HOME) 

Pets, Pet Books and Magazines 
 

FOOD PREP Gourmet Food, Canisters, Fondue, Kitchen Scales, Mixing 
Bowls 
 

CANDY Confection, Seasonal Confection 
 

HARDWARE Floor Care, Non Food Appliances 
 

ORGANIZATION Closet Organization, Storage Organization 
 

BATH ROOMS Laundry 
 

CHRISTMAS Xmas 
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VENDOR RELATIONS GUIDELINES FOR COMMUNICATIONS AND CORRESPONDENCE 
 
The Lord & Taylor Vendor Relations department is designed to offer all of our vendors the most professional, accurate 
and courteous service possible.  It is our desire to ensure that our account with your company is maintained regularly and 
is kept in a current payment status. 
 
In order to accomplish our objective, we kindly ask that you follow the “ Guidelines for  Communication and 
Correspondence”  as detailed on the attached page.  Our efforts will only be successful with your cooperation.  
 
The structure of the department is designed to give each vendor special attention each month.  Failure to comply with our 
guidelines for correspondence and communication will slow down the research of everyone’s disputes.  If your 
correspondence is not submitted as requested, we will accumulate your correspondence and only send a reply once each 
month. Consistent lack of compliance with these instructions may result in a handling charge to cover the additional cost 
incurred in processing your correspondence. 
 
As always, it is our desire to serve our Vendors in the most efficient and professional manner possible. If you have a 
question and problem regarding these instructions, feel free to contact us and we will discuss them with you individually. 
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VENDOR RELATIONS GUIDELINES FOR COMMUNICATIONS AND CORRESPONDENCE 
 
 
Website address- Partners.LordandTaylor.com 
This site provides the following information: 
  _ Invoice Payment Status   _ Check Information 
  _ Account Balances    _ Request claim copy 
 
Telephone Hours –   

� � New phone number  1-631-267-4646.  
� � Phone hours: Monday through Fr iday, 8:00 AM  - 4:00 PM Eastern Standard Time.   
� � Please use this time to follow up on open cor respondence or  to obtain information not accessible through 

the website. 
 
Correspondence –  

� � All disputes and cor respondence are to be submitted via e-mails to AP.Helpdesk@lordandtaylor .com or  fax 
1-917-591-3057.  Allow 2-3 weeks for  a response. 
 

Invoices/ Chargebacks –  
� � To check the status of invoices, chargebacks online or  any outstanding invoices, may be sent to via e-mail 

or  fax. 
 
Copy Requests –  

� � Copies are sent to support all deductions taken from checks within 10 days of pr inting the check.  For  
example, deductions made on the 11/03/2010 check will be mailed by 11/13/2010. Copies are sent via email 
to the appropr iate contact person.  

� � Copies will come in the form of the CCN report, that list all deductions by type, to the detail level on a 
specific check.  

� � I f a vendor ’s consistently request duplicate copies, it may become necessary to assess a charge to defray the 
costs of supplying information multiple times.   

 
* *Claim Dispute –  

� � The disputing process requires that all claim disputes be accumulated through a specific per iod, e.g., 
monthly, quar ter ly, semi-annually, or  annually.   

� � The initial package should include all open disputes.  Lord &  Taylor  will research the claim.  The vendor  
will be contacted to br ing all issues through the designated per iod to a close, either  through a conference 
call or  a meeting.   

� � Going forward, a set mutually agreed upon schedule will go into effect for  each vendor .  On the set 
schedule, all disputes will be settled.  Lord &  Taylor ’s objective will be to keep all issues cur rent.  

� � Please understand that once the per iod is closed, the vendor  will now be required to sign-off  and neither  
side will be able to reopen the per iod. 

 
 

**Failure to comply will result in the assessment of a $500 handling fee.  Please submit no 
more than one correspondence letter /e-mail per  month. 
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LORD &  TAYLOR EXPENSE OFFSET CHARGES 
All Communications regarding expense-offset charges MUST be handled through the  

Lord & Taylor Vendor Relations Office. 
FLOOR READY 

Compliance Issue Comments Expense Offset-M inimum 
$250 

No VICS hanger  All apparel requires VICS floor ready hangers. 
Refer to the L & T hanger matrix for departmental 
detail. All department located on the matrix 
require a clear VICS hanger 
-Incorrect VICS hangers 
-Hanger not inserted in garment 

$25.00 per PO plus .75 per unit 

No UPC Ticket All merchandise requires UPC marking. 
-Missing or poor quality industry standard UPC 
ticket 
-Merchandise ticketed with wrong UPC 

$25.00 per PO plus .50 per unit 

UPC Not on QRS catalog or Invalid UPC - UPC not on catalog at time of order receipt 
- UPC requires corrections. 
 

$250.00 per PO 

No Retail Price Marking Retail price marking is required in all areas except 
shoes, and cosmetics. 
-Incorrect or missing retail 

$25.00 per PO plus .50 per unit 

Excessive Packaging and Interruption of Flow -Do not use: clips, rubber bands, pins, straps, 
hanger foam or excessive tissue and cardboard 

$25.00 per PO plus .50 per unit 

 
 

ASN-EDI  
Compliance Issue Comments Expense Offset-M inimum 

$250 
Late ASN ASN received more than 24 hours after actual 

ship date. 
$10.00 per carton 
 

No Carton Level ASN -No ASN available at time of receipt 
-Shipment level ASN missing carton details 

$10.00 per carton plus $10.00 per 
UCC128 label 

Inaccurate ASN Data -Incorrect carton or piece counts 
-Incorrect or duplicate carton number 
-Errors in mapping that result in translator rejects  
-Invalid UPC 

$10.00 per carton 
$10.00 per carton 
$250 per incident 
$10.00 per carton 

Incorrect ASN Data -Wrong PO 
-Wrong Department or Store 

$100.00 per PO 
$250.00 per incident 

Incorrect Vendor No./ Terms Transmitted on 
Invoice  

-Incorrect Duns # or Incorrect Terms transmitted 
on invoice, requiring corrections 

$250.00 Per PO  
 

Incorrect Mapping on 810 Invoices -Errors that result in translator or system rejects. $250.00 Per PO 

 
 

CARTON MARKINGS 
Compliance Issue Comments Expense Offset-M inimum 

$250 
Missing/ Unusable UCC-128 Labels -Poor quality or missing UCC-128 label 

-Incorrectly located UCC-128 label 
-Incorrect UCC-128 label format 
-Multiple barcodes on UCC-128 label or carton 
-Over  stuffed car tons  

$10.00 per carton 
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PACKING SLIP / PAPER INVOICES 
(Assessed only if accurate ASN/EDI invoice are not provided on time) 

Compliance Issue Comments Expense Offset-
Minimum $250 

Packing slips not received in advance of shipment 
(pertains to nonEDI/ASN vendors and shipments) 

-Packing slips need to be emailed to 
packingslips@lordandtaylor.com when shipment 
leaves the vendor’s facility. 
-Packing slips with incomplete information 

$7.50 per carton 
 

No EDI Invoices -All invoices for payment must be sent via EDI 
within 7 days after actual ship date 
 

$50.00 per invoice 

 
SHIPMENT 

Compliance Issue Comments Expense Offset-
Minimum $250 

Shipped Early Shipped by vendors indicated by carrier pick up 
date, prior to the “do not ship before”  date 
specified on the purchase order. 

$50.00 plus 10% of cost price of 
shipment 

Shipped Late Shipped by vendor as indicated by carrier pick up 
date, after the “do not ship after”  date specified 
on the purchase order. 

$50.00 plus 50% of cost price of 
shipment 

Style Substitution Style shipped not on purchase order or ASN $50.00 plus 5% of cost price of 
shipment 

Store not on Distribution Branch store shipped not on Purchase Order 5% of cost price of shipment 
Style not ordered for store Vendor shipped style not ordered for store $100.00 per store 
Shortages Piece count short by door $100.00 per store 

 

 
 
 
 
 
 

RETURN TO VENDOR 
Compliance Issue Comments Expense Offset-

Minimum $250 
Vendor Returns Damaged  / defective merchandise 7% plus transportation cost 

 

 
 
 

OTHERS 
(Assessed only if vendor request additional copy of claim) 

Compliance Issue Comments Expense Offset-
Minimum $250 

Claim Copy Request Excessive claim copy request $5.00 per claim copy 
�
�
�
�
�
�
�
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Changes for November 15, 2010: 
New Vendor Relations guidelines for communication and correspondence.  
Refer to page 43. 
REFER TO THE L&T ROUTING GUIDE FOR DETAILS ON THE FOLLOWING: 
For LTL carriers only – not Consolidations or truckloads: 
As of 12/25/10 - New Rules will be in effect for LTL rates on Clothing (NMFC item 49880)  
Clothing is now a dimensionalized commodity: To avoid higher rates, all cartons of clothing must weigh at least 8 pounds per cubic 
foot. (Routing Guide is located at partners.lordandtaylor.com) 
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Vendors with fewer than 50 GTIN’s annually may provide an updated GTIN catalogue in a 
mutually agreed upon method. Failure to subscribe to the GXS catalogue may result in 
expense off-set charges.�
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