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NEW VENDOR CHECKLIST 
The following is a list of “teiŶ Maƌt’s ŵiŶiŵuŵ staŶdaƌds; they aƌe ƌefeƌƌed to iŶ gƌeateƌ detail 
throughout this packet and on our vendor services website located at http://vendors.steinmart.com. 

 

 Implement an electronic data interchange (EDI) with Stein Mart. ALL Stein Mart vendors must 

be able to transmit/receive the following EDI documents: 850 (PO), 860 (PO change), ACCURATE 

856 (ASN), and 810 (Invoice). The ASN and invoice must aĐĐuƌately ƌefleĐt eaĐh ĐaƌtoŶ’s 
contents. Vendors may use any EDI provider of their choice. For assistance on choosing an EDI 

provider, vendors can email vendorcompliance@steinmart.com.  

 Vendors must complete testing with DiCentral in order to become EDI compliant with Stein 

Mart. Please note that vendors using eZcom do not have to complete testing through 

DiCentral. Please visit the vendor services website at http://vendors.steinmart.com or email 

Vendor Compliance at vendorcompliance@steinmart.com for more information. 

 ALL cartons being shipped through our supply chain network are REQUIRED to have UCC128 

labels. Label samples must be sent to Bar Code Graphics for testing. The link to the Bar Code 

Graphics website can be found at http://vendors.steinmart.com. 

 ALL merchandise must be ticketed and hung as specified in the PO. Merchandise should be 

͞floor ready͟ when it arrives at the stores.  

 Vendors are required to fill out the Avery form on page 11 and fax it to Avery to setup an 

account to order tickets. Further information can be found at http://vendors.steinmart.com. 

Additional questions should be sent to vendorcompliance@steinmart.com.  

o Avery US Fax: (508) 383 5024 

o Avery HK Fax: (852) 2995-0554 

 VeŶdoƌs ŵust eŶsuƌe that, if Ŷot usiŶg MaiŶetti ;“teiŶ Maƌt’s pƌefeƌƌed haŶgeƌ supplier), the 

hangers must have the same VICS hanger number stamped on the hanger. Vendors must use 

ONLY the hanger type specified in the purchase order. 

 ALL merchandise should be packed by store.  

 Freight should be shipped according to the routing instructions found on our vendor services 

website: http://vendors.steinmart.com. These instructions will vary depending on the state from 

whiĐh eaĐh ǀeŶdoƌ ships. Please Ŷote that the iŶstƌuĐtioŶs aƌe ďased oŶ the ǀeŶdoƌ’s aĐtual 
shipping from location, NOT the ǀeŶdoƌ’s hoŵe offiĐe. 
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VENDOR SERVICES WEBSITE 
“teiŶ Maƌt’s ǀeŶdoƌ seƌǀiĐes ǁeďsite – found at http://vendors.steinmart.com – is the primary source of 

vendor-related information.  Any pertinent information can be found on this website. Any further 

inquiries should be sent to Vendor Compliance at vendorcompliance@steinmart.com. Stein Mart 

believes the effective use of this site will significantly benefit our customers, our vendors, and Stein 

Mart by insuring our vendors have the most up to date information available. 

 

Vendors should create a username and password when logging on to the vendor services website. Doing 

so allows vendors to opt for email alerts to notify them anytime Stein Mart posts a new announcement 

on the website. One vendor can have multiple login IDs and passwords. 

 

NEW VENDOR SETUP 
We currently have two documents that need to be completed by the vendor to initiate the setup 

process. Stein Mart is currently in the process of reevaluating these requirements, and will publish the 

new consolidated form when available. In the meantime, continue to use the following two forms.  

1. Complete the EDI Trading Partner Worksheet (page 5) and email it to edi@steinmart.com.  

2. Complete the Vendor Number Request Form (page 4) and email/fax it to your Buyer. 

OR   

3.  Vendors may fill out Vendor Change Form. 

  

http://vendors.steinmart.com/
mailto:vendorcompliance@steinmart.com
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STEIN MART’S ELECTRONIC DATA INTERCHANGE (EDI) REQUIREMENTS 
Stein Mart currently trades with vendors using EDI, Electronic Data Interchange. Stein Mart vendors 

must be able to transmit/receive the following EDI documents: 850 (PO), 860 (PO change), ACCURATE 

8ϱϲ ;A“NͿ, aŶd 8ϭϬ ;IŶǀoiĐeͿ. The A“N aŶd iŶǀoiĐe ŵust aĐĐuƌately ƌefleĐt eaĐh ĐaƌtoŶ’s ĐoŶteŶts. More 

detailed information on EDI mapping can be found on our vendor services website at 

http://vendors.steinmart.com.   

 
EDI COMPLIANCE 

In order to become EDI compliant with Stein Mart, we require that our vendors complete testing 

through DiCentral. DiCentral will help vendors setup mapping correctly. Any questions regarding 

mapping should be directed to DiCentral. 

 

In our continual effort to explore opportunities for process improvements and cost reductions, Stein 

Mart has negotiated with several EDI providers to offer a low-cost, web-based EDI solution. Regardless 

of your size or frequency of orders, these providers have affordable solutions to fit your business needs. 

Click on the EDI section of our site to go to ouƌ ǀeŶdoƌs’ ͞laŶdiŶg sites͟ to ƌeĐeiǀe ŵoƌe iŶfoƌŵatioŶ. 
Each company offers its own value proposition, so we will leave it to you to determine which solution 

will best serve your needs. 

 

Contacts and Set up: 

To discuss EDI implementation, contact our EDI Services Department at: 904-346-1535 ext. 1417 or 

edi@steinmart.com.  

 

To register for EDI certification, contact our certification partner, DiCentral by clicking the link on our 

vendor services website http://vendors.steinmart.com.  

 

Complete the EDI Trading Partner Worksheet (page 5) and email it to edi@steinmart.com. 
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STEIN MART GS1-128 CARTON LABELING 
All cartons being shipped to Stein Mart stores and distribution facilities must a have compliant Stein 

Mart GS1-128 carton labels. These logistical labels play a critical component in efficiently moving 

ŵeƌĐhaŶdise thƌough “teiŶ Maƌt’s supply ĐhaiŶ. 
 

GS1-128 LABEL CERTIFICATION 

Stein Mart has selected Bar Code Graphics, Inc. as the third party testing agency to certify GS1-128 for 

compliance. Vendors must submit label samples for each shipping location. Ship point certification of 

label compliance is crucial towards achieving an efficient supply chain. Label certification forms and 

testing information can be obtained at http://steinmart.symboltest.com or by calling (800)662-0701 

x310. Zone Information for GS1-128 Labels can be found on our vendor services website at 

http://vendors.steinmart.com/.  

 

http://steinmart.symboltest.com/
http://vendors.steinmart.com/
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GS1-128 LABEL PLACEMENT: GENERAL GUIDELINES 
1. Each carton is required to have one GS1-128 label. 

2. Labels must be placed on the longest side of the carton (not the front or back). For cartons with 

equal width and length dimensions, the longest side of the carton is considered to be the panel 

which runs parallel to the top flap seam of the carton. 

3. Place in an upright position. Barcode must be read vertically. Do not place sideways or 

diagonally. 

4. The SSCC-18 bar code on the carton label must be 3 inches from vertical edge of the carton and 

no less than 2.5 inches up from the bottom horizontal edge. 

5. Do not place SSCC-18 bar code over a flap seam or around the corners of a carton. 

6. Do not place tape over any bar code. 

7. Do not place labels over product ID Numbers, UPC Bar Codes, retail price or other consumer 

information on merchandise shipped and presented for selling in the same carton. 

8. If there is stenciling on the cartons, leave the lower left hand quadrant of the longest side of the 

carton vacant for the GS1-128 label. 
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PRESENTATION STANDARDS  
All ŵeƌĐhaŶdise ŵust ďe ƌeĐeiǀed iŶ ͞flooƌ ƌeady͟ ĐoŶditioŶ, ƌeady foƌ iŵŵediate plaĐeŵeŶt oŶ selling 

floor. 

 

WRINKLE PREVENTION 
1. Garments should be poly bagged.  The determination of how many items can go in one poly bag 

is depeŶdeŶt oŶ the faďƌiĐatioŶ of the iteŵ aŶd is left to the ǀeŶdoƌ’s judgŵeŶt. If merchandise 

is covered in plastic, hanger hook must be exposed.  

2. PaĐk ŵeƌĐhaŶdise ͞flat͟ ;leŶgthǁise iŶ ĐaƌtoŶsͿ. If ŵeƌĐhaŶdise ŵust ďe folded, use oŶly oŶe 
fold on the bottom of the garment. 

3. Lay garments front side facing up. 

4. Close all buttons/zippers/hooks to prevent wrinkling or damage. 

5. Bundle hangers with string, twine or rubber bands to prevent shifting ONLY if needed to prevent 

wrinkling. Do not use metal or tape. Alternate top and bottom carton placements approximately 

every 6 hangers to eliminate excess bulk, maximize capacity of cube, and prevent shifting. Place 

cardboard or tissue between alternating bundles ONLY if necessary to prevent crushing and 

reduce shifting of contents. 

6. Delicate items should be placed on top to prevent crushing. 

7. Do not overpack or underpack cartons. 

8. Do not attach tops and bottoms of 2-piece garments using 2 hangers bound with rubber bands 

or otherwise. Attach hangers only by locking the coordinating loop of bottom hanger through 

the loop of the top hanger. 
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TICKETS AND HANGERS 
ALL vendors are required to hang and ticket their merchandise according to the purchase order, unless 

otherwise instructed. 

 

TICKETING AND LABEL REQUIREMENTS 
ALL MERCHANDISE DISPLAYED HANGING IN OUR STORES MUST BE SHIPPED ON A FLOOR-READY 

HANGER WITH “TEIN MART’“ PRICE TICKET“ AFFIXED IN THE APPROPRIATE LOCATION. PLEASE REFER TO 

THE VENDOR SERVICES WEBSITE – http://vendors.steinmart.com/ – FOR OUR TICKETING GUIDELINES. 

 

Vendors are responsible for purchasing Stein Mart price tickets.  Vendors can order tickets from Avery 

or utilize the Avery data feed and print tickets in-house. Further information regarding these options is 

posted on our vendor services website at http://vendors.steinmart.com/. Vendors are required to fill 

out the Avery Web Services Authorization Form (page 11) and return it to Avery (contact information 

found on form). 

 

1. No piggyback tickets or ticket seeding. 

2. The entire order must be ticketed. 

3. Double check to ensure correct tickets are attached to the correct merchandise. 

4. Ensure tickets are correctly placed per diagrams. 

5. Do not attach a vendor ticket that hides the Stein Mart ticket. 

6. Do not use safety pins, straight pins, or other pins of any kind. Stein Mart prohibits pins for all 

FOBs except folded dress shirts and folded woven sport shirts. 

7. Do not attach Stein Mart price tickets with loop strings around buttons or attach with pins or 

strings looped through buttonhole. Strings are acceptable for vendor hang tags. 

8. All labels that are applied directly to products (such as metal, paper, china, glass, silver, plastic, 

or wood items) must use a removable adhesive. 

9. Ticket both the item and the package for boxed/packaged merchandise that can be 

displayed/sold in/out of packaging. No piggybacks are permitted. 

10. For multi-piece garments (e.g., 2-piece, 3-piece or 4-piece, etc.), top garment must be marked 

with (1) full detail ticket that included the U.P.C. or EAN and all other required data. Every other 

piece must have a ticket that includes the PID (style #), color and size. Every ticket must clearly 

state total number of pieces in the set (e.g., 2-piece, 3-piece or 4-piece garment, as applicable). 

This specification applies only to garments and does not apply to accessories attached to a 

garment, such as a hat attached to a toddler set. 
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STEIN MART’S HANGER REQUIREMENTS 

VICS FLOOR-READY HANGER 
Stein Mart allows our vendors to choose a hanger vendor based upon meeting the VICS standards. 

Vendors should use the hanger supplier that offers the VICS standards at the best price. Please visit our 

vendor services website at http://vendors.steinmart.com/ for our approved hanger program. 

 

Vendors must ensure that, if not using Mainetti (Stein Mart’s pƌefeƌƌed haŶgeƌ supplier, the hangers 

must have the same VICS hanger number stamped on the hanger. Vendors must use ONLY the hanger 

type specified in the purchase order. 

 

HANGERS ARE ALWAYS CLEAR AND MADE OF K-RESIN. IF FOAM GRIPPERS ARE USED, THEY MUST BE 

WHITE. 

 

 
 

  

http://vendors.steinmart.com/
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STEIN MART SHIPMENT ROUTING GUIDE 
Shipments will no longer be sent directly to the store, but to regional consolidation facilities or stores 

distribution centers. 

 

Vendors are expected to comply with this routing guide. Failure to comply with this routing guide may 

result in business recovery charges that will be deducted from vendor invoice payments. 

 

Carriers have been selected to service specific geographical areas. Stein Mart’s website, 
http://vendors.steinmart.com will direct you to the carrier that will provide transportation services 

for you.  

 

If you have ANY questions or are unsure of how to schedule your shipment, please contact 

transportation@steinmart.com PRIOR to scheduling your shipment. 

 

TRANSPORTATION DEPARTMENT 

HOURS OF OPERATION 

 

1. The Stein Mart transportation department is open M-F from 8:00am-6:00pm Eastern Standard 

Time (EST). 

2. Contact Stein Mart transportation at transportation@steinmart.com. 

3. Please reference http://vendors.steinmart.com. Here you will find the latest updates to the 

Stein Mart Routing and Vendor Standards Manual as well as contact information for 

transportation related questions or issues 

BILLS OF LADING (BOL) 

 

1. With all shipments, the vendor must provide a copy of the BOL to the driver/carrier. The BOL 

number needs to be a unique, non-repeating (for at least 1 year), vendor generated number. 

The vendor should retain a copy of the BOL for their records. 

2. Stein Mart requires the BOL to be in standard VICS format. 

3. Specific BOL instructions can be found at http://vendors.steinmart.com uŶdeƌ ͞RoutiŶg 
IŶstƌuĐtioŶs.͟ There should be one master PO which includes a carton count broken out per SDC. 

4. All Less than Truckload (LTL) shipments to the same facility on the same day must be tendered 

on a single BOL. 

5. For Truckload (TL) shipments, the trailer must be sealed, validated by both the driver and the 

vendor, and the seal number written on the BOL. 

6. All shipments should be tendered floor loaded or loose , not palletized. 

7. The BOL information will be required even if the vendor is providing EDI information to the 

carrier/Stein Mart. 

 

 

http://vendors.steinmart.com/
mailto:transportation@steinmart.com
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LESS-THAN-TRUCKLOAD (LTL) PICKUPS 

 

1. If a shipment is less than 10,000 lbs and/or less than 750 cubic feet including the packing 

material, Stein Mart considers it an LTL shipment. 

2. MeƌĐhaŶdise ŵust ďe shipped ďetǁeeŶ the ͞“taƌt “hip aŶd EŶd “hip͟ dates foƌ eaĐh PO. 
Vendors must pre-schedule pickups with their assigned carrier at least 48 hours in advance of 

the pickup date. A list of Stein Mart approved carriers and the zip codes they service can be 

found at http://vendors.steinmart.com/.  

TRUCKLOAD (TL) PICKUPS 

 

1. If a shipment is greater than 10,000 lbs and/or greater than 750 cubic feet including the 

packing material, Stein Mart may consider this a TL shipment. As with LTL shipments, all TL 

shipments must be floor loaded. Any exceptions to this must be pre-approved by the Stein Mart 

Transportation department. Please fill out the below TL form and contact them at 

transportation@steinmart.com.  

2. MeƌĐhaŶdise ŵust ďe shipped ďetǁeeŶ the ͞“taƌt “hip aŶd EŶd “hip͟ dates foƌ eaĐh PO. 
Vendors must pre-schedule pickups with their assigned carrier at least 72 hours in advance of 

the pickup date. If you think your shipment falls within the truckload parameters, please contact 

transportation@steinmart.com for routing instructions. 

COMMERCIAL ZONE SHIPMENTS TO THE CONSOLIDATION CENTERS 

 

1. Effective June 1st, 2009 all vendors located in selected zip code areas will be responsible for 

inbound to consolidation center transportation charges. 

2. Below are the 3 digit zip codes within each consolidation region: 

 

CONDITIONS AND CLAIMS 

 

1. Unless arranged otherwise, all shipŵeŶts aƌe teŶdeƌed to Đaƌƌieƌs as ͞Shipper Load and Count.͟ 
Vendors should supervise the loading process to ensure that the carton counts are accurate. 

2. Receipts will be reconciled at Stein Mart consolidation centers or store distribution centers. If a 

carton is over, short, or damaged, Stein Mart will reserve the right to deduct the cost value of 

the carton(s) if short or damaged, or refuse the carton if shipped over the specified quantity on 

the BOL. 
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