zulily Vendor Purchase Order Fulfillment Success Checklist
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Purchase Order Fulfillment
Labelling
· Barcode all product with zulily issued barcodes (containing zulily product IDs and descriptions) or ensure UPCs have been provided to your zulily merchandising team
· Mark cartons when they contain mixed SKUs
· [bookmark: _GoBack]Label masterpacks and sets – see available labels here 
· If master pack UPCs are the same as individual unit UPCs, ensure master pack UPCs are covered or otherwise denoted
· Utilize carton labels containing Purchase Order number, carton count and ship-to location
Packaging
· Ensure integrity of your cartons
· Ensure safe packaging of fragile items
· Individually polybag clothing or small items in clear poly-bags. Our receiving team should be able to identify the product without opening the bags.
· Remove hangers from clothing to avoid damage during transit
Shipping
· Ship all products on your Purchase Order within your PO-to-Ship window. 
· If shipping multiple Purchase Orders at the same time, ensure they are in separate cartons and on separate pallets, with clear labelling
· Ensure you are shipping to the correct zulily fulfillment center as listed on each of your Purchase Orders
Fulfillment
· Send exactly what was ordered, do not make substitutes or send anything in excess of the Purchase Order quantity
Routing
· Upload, create labels or route all shipments through the zulily Vendor Portal
· Request routing within your PO-to-Ship window, 1-2 days prior to the requested pick up date. If shipping same day as requested, request needs to be made prior to Noon local time.
· Fill in the quantities of what you are shipping accurately (via the Vendor Portal) – this is especially important if product is coming from multiple warehouses. We need to know what is coming in each shipment.
· Receive all BOLs & UPS Shipping labels via an email communication sent after you submit in the Vendor Portal
· International Shipments – provide your Vendor Specialist with the commercial invoice and airway bill by end of day on your shipping date
Invoicing
· Invoice for your Purchase Order(s) within 48 hours of shipping in full
· International shipments – the Importer of Record is responsible for all freight, customs, taxes and duties fees
Vendor Specialist Communication
· Direct all Purchase Order related questions to your zulily Vendor Specialist
· Respond to all Purchase Order & fulfillment related communication from your Vendor Specialist within 24-48 hours of receipt, as they handle all live & open customer orders
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