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Current Updates

This current Best Buy Canada Inventory Vendor Direct Import Routing and Shipping Guide was published on the Best Buy Canada Partner Support Portal in January 2026.  This guide is used for all shipments of inventory goods into Canada regardless of mode of transportation. Compliance with any new requirements stated in this guide is required immediately or as soon as reasonably practicable.  
Future Updates

Updates to the guide occur on a bi-annual basis according to Best Buy Canada’s fiscal year calendar. The next update is expected to be posted on Partner Support Portal site for your review in July 2026.  Please check back to determine whether there are any changes. Vendors are expected to adhere to new requirements immediately or as soon as reasonably practicable.

Requirements

It is expected that all shipments from all vendors to all Best Buy Canada facilities will be in compliance with the requirements as set forth in this guide.  

Table of Contents

Please review each section and sub-section to ensure compliance with the requirements. 

Introduction








 4
Section 1 Corporate Contact Information 

    

 6
Section 2 Product Information                    



 9
Section 3 Document Requirements


           
12
Section 4 Presentation of Documents




20




Section 5 Transportation






23
Section 6 Freight Forwarder Contacts
UPDATED!


28
Section 7 Packaging and Label Requirements


30
Introduction

The scope of the Inventory Vendor Direct Import Routing and Shipping Guide will focus on Best Buy Canada Ltd. inventory orders from overseas and cross border vendors for delivery to Canada distribution centers to be sold in stores.
The instructions in this guide will cover ocean, air and truck shipments for which transportation and/or Customs clearance will be arranged by Best Buy Canada Ltd.  The party handling is based on the agreed upon Incoterms® 2010. 
Free Carrier (FCA)

· Best Buy is responsible for all transit including delivery to final location 

· Best Buy facilitates the Customs entry including payment of duty and tax

Delivered At Place (DAP)

· Vendor/Shipper is responsible for all transit, including delivery to final location

· Best Buy facilitates the Customs entry including payment of duty and tax

Please note that if terms of “DDP” are negotiated, Best Buy Canada Ltd is not involved in the transportation and/or Customs clearance obligations as shown below:

Delivered Duty Paid (DDP)

· Vendor/Shipper is responsible for all transit including delivery to final location

· Vendor/Shipper is responsible for arranging the Customs entry including payment of duty and tax  
· Vendor/Shipper or their designate is responsible for being Canadian Importer of Record
Note: Under Incoterm® DDP, Vendor/Shipper must be a Canadian importer or a non-resident importer (NRI).  A vendor’s appointed Canadian customs broker can assist with the NRI application, if needed.   The length of time for the application process to be completed can vary.  

Sample Shipments, including Demo units, sent to Best Buy Canada must be delivered under terms of “DDP”.  Vendor display shipments sent to Best Buy Canada must also be delivered under terms of “DDP”.  
Best Buy Canada Ltd. requires vendors to carefully read and comply with this guide which can be found at: https://partners.bestbuy.com/
Please reference the Canada Inbound Shipment Policy Guide for delivery distribution center addresses and other relevant shipment information not found in this guide.

Dear Vendor:

Best Buy Canada has built strong relationships with our vendors during our growth to a national consumer electronics and appliance retailer. As business expands, it is critical that we maintain a strong focus on operational efficiency. By working together we can bring product to our sales floor as efficiently and timely as possible. This is critical for providing value to our customers.

The Canada Inventory Vendor Direct Import Routing and Shipping Guide is a comprehensive source of information on how to interface with Best Buy Canada. Our requirements reflect our commitment to reduce the time and effort involved in transporting and processing your product through the supply chain, and controlling unnecessary freight and labor expenses. The requirements set forth in this guide are definitive, clear and consistent with the standard practices prevalent throughout the retail industry. Your compliance to the policies and procedures contained in this guide will help ensure that these goals are achieved.  

The following guide details Best Buy Canada requirements for import shipments from our vendor partners for which Best Buy Canada is responsible for the Customs formalities and/or transportation. When a PO is accepted, the requirements of the Canada Inventory Vendor Direct Import Routing and Shipping Guide are accepted. Best Buy Canada monitors all inbound shipments to Best Buy Canada facilities to ensure they are in alignment with all our requirements.  As always, we are willing to work with you to establish proper shipping procedures that will comply with our requirements. The Best Buy Canada Inventory Vendor Direct Import Routing and Shipping Guide is available electronically for your convenience in distributing to the applicable departments within your organization. You can find the guide online at https://partners.bestbuy.com/.  Updates to the guide are posted bi-annually per Best Buy Canada’s fiscal calendar. Please be sure to review the guide on a regular basis. Please read it thoroughly and direct any questions or issues to the appropriate contact as listed in Section One.  

We appreciate your cooperation and hope that the successful partnership between us continues to grow.

Sincerely, 


Best Buy Supply Chain

Section 1
Corporate Contact Information

Canada Global Trade Compliance Department

Phone





(612) 291-8712
Email





caimportcompliance@bestbuy.com
Ocean Logistics

Phone





(612) 291-9345
Email





InternationalTransportation@bestbuy.com 

Best Buy Canada Ltd. - Distribution Centres
Email





supplychainoperations@bestbuycanada.ca
	Best Buy Canada Ltd.

Western Distribution

19890 – 92A Ave

Langley, BC V1M 3A9
	Best Buy Canada Ltd.

Eastern Distribution

9200 Airport Road

Brampton, ON L6S 6G6


	Best Buy Canada Ltd.

(K&N Public Distribution Centre)

Prairie Distribution

12810 – 170th Street NW

Edmonton, AB T5V 0A6

	Best Buy Canada Ltd.

(K&N Public Distribution Centre)

Maritime Distribution

1910 Rue des Futailles

Montreal, QC H1N 2G4


Accounts Payable

Vendor Services Main Desk


(604) 435-8223

Email





venseesc@bestbuycanada.ca
E-Business

Senior EDI Coordinator Main Desk

(604) 435-8223

Email





edi@bestbuycanada.ca  
Vendor Setup


          vendorsetup_programs@bestbuycanada.ca
Emily Chen – Manager – Inventory Accounting
Phone





(604) 419-1585
Email





emchen@bestbuycanada.ca
Asia Contacts

Asia Compliance Team                         

Email                                                
BBY-DL-ASIA-COMPLIANCE@bestbuy.com 

Asia Transportation Team                       

Angela Cai – Email





Angela.Cai2@bestbuy.com 

                                  
 
Cally Huang – Email 





Cally.huang@bestbuy.com
Email                                                
 
Asia Sourcing Operation Team
Each Vendor has its direct contact

Section 2
Product Information
2.0
Product Classification
Before a vendor ships to Best Buy Canada, the Global Trade Compliance team must confirm that all the necessary information has been gathered to enable correct classification of the product.  Vendors may be asked to provide a specification sheet, an explanation of how the product is used and in some cases a sample of the product.
This information is used to classify the product according to the rules of the Harmonized System of Tariff Classification (HS Tariff) of the Canada Border Services Agency (CBSA).  

2.0A
Sets/Kits

When a Best Buy SKU is considered a Set or Kit and is classified with Multiple HTS Codes, the vendor will be informed by the Global Trade Compliance team to create a separate line on the Commercial Invoice for each item that makes up the SKU.  Each line on the commercial invoice will show the SKU with an alpha suffix as instructed by the Best Buy team.  Additionally, the vendor is required to break out the unit and total values for each component of the SKU.  Packaging (cardboard, clamshell etc.) is not to be reflected in the breakout.  The packaging should be pro-rated into the cost of each individual component.  Please note that this is not a onetime request.  Each time Best Buy orders this SKU, you must break out the items and costs on your Commercial Invoice.
Please see the below example of a Winter Combo Kit with item and value breakouts:
[image: image2.png]‘Winter Combo Kit: SKU 06548489

Shipping Marks kU Description | COO| Quantity | Unit Value | USD SubTotal
[Quantityper carcon: Tpe [o8ssa4a9A_[Snow Thrower W 10 s158.15] 51,581 50]
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2.1
Country of Origin of Goods
The country of origin of invoiced goods is the country where the goods are grown, produced, or manufactured. Each manufactured article on the invoice must have been significantly transformed in the country specified as the country of origin to its present form ready for export to Canada. Certain operations such as packaging, splitting, and sorting may not be considered as sufficient operations to confer origin. 
If the SKU has multiple components, the country of origin must be listed for each component.   For example, if a product contains a bag and a pair of headphones manufactured in different countries, the product needs to be marked: “Headphones made in China; Bag made in Taiwan.”
2.1A Marking of Imported Goods Requirements
Imported goods are required to be marked with the country of origin.  The purpose of the country of origin marking is to inform the ultimate purchaser of the country in which the imported article was made.  The vendor is responsible to ensure the following:
All products will be properly marked with country of origin, either on the goods themselves or on their immediate carton.
If the SKU has multiple components, the country of origin must be listed for each component.  For example, if a product contains a bag and a pair of headphones manufactured in different countries, the product needs to be marked: “Headphones made in China; Bag made in Taiwan.”
The marking should be located in a conspicuous place where it can be seen with a casual handling of the article.  The marking must be visible without disassembling the item or removing or changing the position of any parts.

2.2 Importation of Energy-Using Products

The Canada Border Services Agency (CBSA) assists Natural Resources Canada (NRCan) in the administration of the Energy Efficiency Act and the Energy Efficiency Regulations which prohibits the importation of certain energy-using products unless they meet specific requirements. Importers, who are dealers of these regulated products, must provide the CBSA with prescribed data elements to be included in the release package transmitted electronically to the CBSA, http://www.nrcan.gc.ca/energy/regulations-codes-standards/6861 
Vendors of energy-using products must provide the following data elements in the description of the commercial invoice:

1. Name of the product (i.e. dishwasher)

2. Model number of the product

3. Brand name 
If the goods are not within the scope of the Energy Efficiency Regulations, please notate: “Not Regulated by NRCAN”.

Section 3

Document Requirements

3.0
Documentation Requirements
The information contained in this section is required by Best Buy to ensure proper and legal importation into Canada. Vendors must adhere to these requirements and respond promptly to inquiries regarding document discrepancies. If a requirement is not clear or needs additional explanation, please contact the Global Trade Compliance Department.
3.1
Required commercial documents
1. Commercial Invoice or Canada Customs Invoice (Section 3.2)
2. Packing List (Section 3.4)
3. Form A, Exporters Statement of Origin or CUSMA (FKA: CUSMA) if applicable (Section 3.5E)
3.2 Commercial Invoice

Commercial invoices submitted for Customs clearance must be identical in quantity, price, and model/SKU to the invoice submitted for payment to Best Buy for open account payment terms or to Best Buy’s bank for letter of credit payment terms.    

Only one PO per invoice and one invoice per PO is to be submitted to the freight forwarder.  Multiple POs on one shipment are allowed, provided that separate invoices are created for each PO. However, two invoices must be created if shipping one PO via Full Container Load (FCL) & Less than Container Load (LCL).  Any discrepancies may delay the shipment and will require revised documents to be submitted by the vendor.  

The commercial invoice should be created without any shading, highlighting or colored ink/text (black ink/text is required).  At a minimum for all shipments, the commercial invoice must include the following information (list continues on next page) and must be in English: 

1. Vendor – (seller, sold by, remit to, consignor, shipper) – Indicate the complete name, including the company name if applicable, and address (street, city, location) of: 

· the party selling the goods to the purchaser; and/or 

· the party consigning the goods to Canada. 
2. Invoice number & date, the estimated date of vessel departure

3. If invoice is more than two pages, each page will show the invoice number and a page number in consecutive order

4. PO number 
· Best Buy PO
· SAP PO#, if applicable
5. SKU number 
6. Consignee – The name and address of the party to which the goods are being “shipped to” as shown on the commercial sales contract (i.e. commercial invoice, bill of sale, or other sales contract). (Section 3.6)

7. Purchaser’s name and address – (sold to, buyer) – The last known entity to whom the merchandise is sold leased or otherwise transacted. (Section 3.6)

8. Country of transshipment – The country through which the goods were shipped in transit to Canada under customs control.

9. Country of origin of goods – The country of origin of invoiced goods is the country in which the goods have been grown, produced, or manufactured according to criteria laid down for the application of the Customs Tariff or quantitative restrictions, or any measure related to trade. Each manufactured article on the invoice must have been significantly transformed in the country specified as the country of origin to its present form ready for export to Canada. Certain operations such as packaging, splitting, and sorting may not be considered as sufficient operations to confer origin. Note: The origin of goods as applied to the assignment of tariff treatment is dealt with in Memorandum D11-4-2, Proof of Origin. 

10. Name and address of manufacturing site; must be the actual location

11. Port of Lading 
12. Transportation: Give mode and place of direct shipment to Canada – Indicate the mode of transportation and the place from which the goods began their Country of Origin (manufacture) of goods, if more than one country is involved, please list all applicable countries 

13. Conditions of sale and terms of payment – Describe the terms and the conditions agreed upon by the vendor and the purchaser. (Incoterms® 2020)

14. Number of packages – Indicate the number of packages. Clear and detailed description of the merchandise

15. Specification of commodities – The following information must be provided:

· Kind of packages – Indicate the kind of packages (e.g., cases, cartons).

· Marks and numbers – Indicate the descriptive marks and numbers imprinted on the packaged goods. The marks and numbers must be legibly placed on the outside of all packaged goods if possible. 

16. Marks that appear on the unit/carton, specified in Section 6, i.e. UPC, PO, country of origin
17. Quantity – Indicate the quantity of each SKU included in the description field in the appropriate unit of measure. 

18. Unit Price and Total value of invoice in USD

19. Total weight – Show both net and gross weight, may be listed on Packing List. 

20. NRCAN data elements (Section 2.3)

21. Other Notations, Declarations, Statements if not in separate form (Section 3.5)

22. All additional charges not included in the P.O. unit price, such as assists or items provided by the vendor “free of charge” must be added as a separate line item and itemized (Section 3.3C)

23. For samples or articles of no stated commercial value, retail value must be stated for customs purposes 

3.2A
Commercial Invoice Example when selling to Best Buy Canada 

	Commercial Invoice - Page 1 of 1

	Vendor/Seller:                     Sold To/Consignee:               Customs Broker:
XYZ Corporation                  Best Buy Canada Ltd              Expeditors Attn: Winnie Liu
123 Industrial Park              425 West 6th Avenue Ste 102  200 - 21320 Gordon Way,
Kowloon, Hong Kong            Vancouver, BC V5Y 1L3          Richmond, BC V6W 1J8  
                                                                                     Phone 604-244-8543 

                                                                                     Fax 604-244-8503

                                                                                     Winnie.liu@expeditors.com

	Invoice Number:  0123456                                         
Port of Lading: Hong Kong

Incoterms: FOB Port of Hong Kong

PO: ABCDEF
Shipped via Ocean
	Invoice Date (Estimated Ship Date):  11/15/11
	Manufactured by:  ABC Electronics Company, 789 Commercial Blvd, Dongguan City, Guangdong, China


	Shipping Marks
	Detailed Description
	Quantity
	USD Unit Value
	USD SubTotal

	Quantity per carton: 1 pc

UPC-123456789012

Model DX-123

Country of Origin: China 

PO: ABCDEF

SKU: 1234567
Carton No. x of x
	42” Dynex LCD/DVD HD TV Combo 
SKU: 1234567
Country of Origin: China 


	10,000


	$100.00


	$1,000,000.00



	"Convict labor or forced labor or illegal child labor was not used in the production or assembly of the merchandise for this Best Buy Canada shipment” 

“No wood packing materials were used in this shipment.”
	Total Value

$1,000,000.00


3.2B
Commercial Invoice Examples when selling to Best Buy China 

	Commercial Invoice - Page 1 of 1

	Shipper/Exporter:               Sold To: Best Buy China Ltd                Consignee: Best Buy Canada Ltd
XYZ Corporation Ltd.                        Crawford House, 3rd Floor                       425 West 6th Avenue, Ste 102                                                                       123 Industrial Park                          50 Cedar Avenue                                    Vancouver, BC V5Y 1L3                                                                       
Kowloon, Hong Kong                        Hamilton HM11 Bermuda                                               
Manufactured by:  ABC Electronics Company, 789 Commercial Blvd, Dongguan City, Guangdong, China

	Invoice Number:  123456                                           

Port of Lading: Hong Kong

Incoterms: FOB Port of Hong Kong

SAP PO: ABCDEF 400000001
Shipped via Ocean


	Invoice Date (Estimated Ship Date):  11/15/11
	Customs Broker:

Expeditors Attn: Winnie Liu

200 - 21320 Gordon Way, 
Richmond, BC V6W 1J8  
Phone 604-244-8543 

Fax 604-244-8503

Winnie.liu@expeditors.com

	Shipping Marks
	Detailed Description
	Quantity
	USD Unit Value
	USD SubTotal

	Quantity per carton: 1 pc

UPC-1234567890

Model DX-123

Country of Origin: China 

Best Buy PO: ABCDEF

SKU: 1234567

Carton No. x of x
	42” Dynex LCD/DVD HD TV Combo 
SKU: 1234567
Country of Origin: China


	10,000


	$100.00


	$1,000,000.00



	"Convict labor or forced labor or illegal child labor was not used in the production or assembly of the merchandise for this Best Buy China shipment”

“No wood packing materials were used in this shipment.”
	Total Shipment Value

$1,000,000.00


3.3
Special Commercial Invoice Considerations

3.3A Additional items included as Free/Sample

If the vendor includes in their shipment to Best Buy a free item such as a promotional CD, free signage, a product display kit, or any other free item that is not included in the cost of the SKU, the free item must be listed as a separate line item on the commercial invoice.  A reasonable value, which can be thought of as a replacement value or the value one would expect to pay for an identical item, must be applied to the free item with the words “Value for Customs Purposes Only” listed below the free line item.  In the below example, the vendor will charge Best Buy $39,990,000.00 and the SKU unit cost will be $3,999.00.  The country of origin of the free item must also be listed.  The country of origin of the free item may be different than the country of origin for the item with which the free item is being imported. 

3.3B Assists or Additions to the Price Paid or Payable

Costs related to the production of an item that are not part of the PO price reflected on the commercial invoice are considered assists.  Some common examples of assists are molds, tools, or dies paid for by Best Buy but used by the vendor to manufacture the product.  An assist can also be any material, component or part paid for and provided by Best Buy to the vendor to be incorporated into the finished product.  If the additional amount is not included in the PO price it should be reported to Best Buy by one of two scenarios listed here: 
1. It can be reported as a separate line item on the commercial invoice (see example below) 
2. It can be invoiced under separate cover as per the vendor agreement.  
Please contact the Global Trade Compliance Department for instructions on whether the value of the assist should be reflected on the commercial invoice.
	Shipping Marks
	Detailed Description
	Quantity
	Unit Value
	USD Subtotal

	Quantity per carton: 1 pc

UPC-1234567890

Model DX-123

TV Country of Origin: China 

DVD Country of Origin: Thailand

Best Buy PO: ABCDEF 

SKU: 1234567

Carton No. x of x
	42” Dynex LCD/DVD HD TV Combo 
SKU: 1234567
Country of Origin: China

Promotional DVD included with TV 

Country of Origin: Thailand

(Value for Customs Purposes Only)

Assist or addition to the price paid or payable not reflected in PO# XXXX

(Value for customs purposes only)
	10,000

10,000
	$3,999.00

$1.00
	$39,990,000.00

$10,000

	
	Total Shipment Value      $40,000,000.00


3.4 Packing List 

The vendor must submit one packing list per invoice (optional for truck shipments).  The purpose of the packing list is to identify what merchandise is contained in each individual package.  The following information must be placed on all packing lists:
1. Vendor’s/Seller’s full name and address 

2. Exporter’s/Shipper’s name and address, if different than vendor/seller
3. Consignee's name and address (Section 3.6)

4. PO number – Best Buy PO and SAP PO if applicable
5. Product description 

6. SKU 
7. Quantity shipped per SKU 

8. Number of cartons
9. Number of units
10. Total Gross weight and net weight, recorded in kilograms.  Please note, weight amounts are not required per line item. 

11. Seal number and container number for Full Containers loaded by vendor
3.4A
Packing List Example for Best Buy Canada 

	Packing List

	Vendor/Seller                                                                                     

XYZ Corporation                                                                       123 Industrial Park                                                                                              

Kowloon, Hong Kong                                                                     
	Exporter/Seller
ABC Inc

456 Industrial Park

Kowloon, Hong Kong
	Consignee 

Best Buy Canada Ltd. 
425 West 6th Avenue, Ste 102 
Vancouver, BC V5Y 1L3

	Best Buy PO: 1234567 
Ship from: Hong Kong
	Detailed Description
	SKU Quantity
	Carton QTY
	Net Weight
	Gross Weight

	Seal Number: 67545

Container Number:

HTGY14537654
	42” Dynex LCD/DVD HD TV Combo 
SKU: 1234567
	10,000 units


	10,000 cartons


	
	

	TOTAL
	
	10,000
	10,000
	2500 kg
	2650 kg


3.4B
Packing List Example for Best Buy China 
	Packing List 

	Vendor/Seller                                                                                     

XYZ Corporation                                                                       123 Industrial Park                                                                                              

Kowloon, Hong Kong                                                                      
	Exporter/Seller
ABC Inc

456 Industrial Park

Kowloon, Hong Kong
	Sold To

Best Buy China Ltd.         
Crawford House, 3rd Floor      

50 Cedar Avenue
Hamilton HM11 Bermuda                           
	Consignee 

Best Buy Canada Ltd. 
425 W 6th Ave, Ste 102 
Vancouver, BC V5Y 1L3

	SAP PO:40000001
Ship from: Hong Kong
	Detailed Description
	SKU Quantity
	Carton QTY
	Net Weight
	Gross Weight

	Seal Number: 67545

Container Number:

HTGY14537654
	42” LCD/DVD HD TV Combo 
SKU: 1234567

	10,000 units


	10,000 cartons


	
	

	TOTAL 
	
	10,000
	10,000
	2500 kg
	2650 


3.5 Other Notations, Declarations, Statements, Certificates, Forms

Best Buy has prohibitions against the use of convict, forced or child labor and the use of wood packing materials in the shipment of its products.  
3.5A
Convict, Force or Child Labor statement

Best Buy Canada has prohibitions against the use of convict, forced or child labor to produce merchandise that will be sold in Best Buy stores.  The following text must appear on vendor letter head or be written on the commercial invoice or packing list.  The commercial invoice or packing list must reference the specific shipment's PO:

"Convict labor or forced labor or illegal child labor was not used in the production or assembly of the merchandise for this *Best Buy Canada/Best Buy China shipment”.

*Vendor must state the applicable Best Buy entity.
3.5B
Requirements for Wood Packaging Material from China
Effective September 1, 2009, the Canada Border Services Agency CBSA will accept only a valid International Plant Protection Convention (IPPC) mark as a treatment certification method of wood packaging material from China. Phytosanitary certificates will no longer be accepted due to "high rates of non-compliance from China".  CBSA will refuse entry of any wood packaging material accompanied by a Chinese phytosanitary certificate in lieu of a valid IPPC mark.    

3.5C
Statement of Wood Packing Material

Best Buy generally does not allow the use of wood packing material with any shipment.  In the instances where no wood packing material was used the following statement must appear on company letterhead, the commercial invoice or the packing list:  
“No wood packing materials were used in this shipment.”
All shipments that use wood packing material must be pre-approved and must include the following statement on the commercial invoice, packing list or separate company letterhead: 
“Wood packing materials were used for this shipment and have been appropriately marked according to IPPC standards.”
If an exception is made and wood packing material is approved by Best Buy for use, the vendor is responsible for making sure the shipment complies with new regulations for Wood Packing Materials outlined in ISPM #15.  The regulations require that all wood packing material be treated before export, no matter what the country of origin*.  
3.5D
Lithium Battery Requirements
The Lithium Metal and Lithium Ion Batteries transportation guideline set by IATA must be followed. Please see more details at https://www.iata.org/whatwedo/cargo/dgr/Documents/lithium-battery-shipping-guidelines.pdf
3.5E
Exporter’s Statement of Origin (ESO) **Preferred** or Form A
It is Best Buy’s requirement for vendors to provide an ESO or Form A for every SKU and every shipment unless shipping from the United States. To receive the Forwarder’s Cargo Receipt (FCR) for ocean freight and House Air Way Bill (HAWB) for airfreight, vendors must provide an ESO or Form A for every shipment.  A stamp without a signature from an authorized representative will not be acceptable and will be considered a discrepant document. 

The below Exporter’s Statement of Origin guidelines must be adhered to.  Failure to do so WILL RESULT in shipment delays.  An original ESO is not required.  ESOs must include the following: 

· Commercial invoice number
· Name and title of person signing the document.

· Exporter or Manufacturer name and address.  The address of the exporter or manufacturer must be one that is located in the noted beneficiary country. The name of the country must be in the ESO. 

· For example, if the goods are produced in China with at least 60% ex-factory price originating in China, a Chinese address should be listed on the ESO, preferably, the factory address.

· If the goods are produced in more than one beneficiary country, the country to list is the last country where the goods received processing. 

· Telephone and fax number.

· Hand signature from an authorized representative.  A stamp is not sufficient; a signature is required.

· The ESO should not contain the name and address of the trading house, freight forwarder or export broker.

· Date; this must be the ETD date 
 https://www.cbsa-asfc.gc.ca/publications/dm-md/d11/d11-4-2-eng.html#a3 
Form A 

Form A Certificate of Origin can be submitted instead of an Exporter’s Statement of Origin.  An original Form A is not required and Field No. 11 may be left blank.   
https://www.cbsa-asfc.gc.ca/publications/dm-md/d11/d11-4-2-eng.html#a2 
3.5F  
Canada-United States-Mexico Agreement (CUSMA)

A trade program available to Best Buy is CUSMA. The benefit of this program includes duty-free treatment for merchandise imported between U.S., Canada and Mexico. In order to qualify for the duty reduction of CUSMA, the exporter must certify that the product qualifies and document this annually to Best Buy. Eligibility for CUSMA is based primarily on where the product “originated.” 

When goods sold to Best Buy are CUSMA eligible, vendors must provide a valid blanket CUSMA Certificate of Origin (CUSMA CO) that is part specific and will be easy to cross reference with the goods listed on the commercial invoice for each shipment. 

Best Buy Global Trade Compliance will reach out to vendors that have previously imported goods from a CUSMA originating country by the end of each calendar year to request a blanket CUSMA certificate for the following calendar year (01-01-20xx-12-31-20xx). If the goods are CUSMA eligible, please complete the forms and return the valid CUSMA certificate to the requestor. 
The CUSMA CO must be completed and signed by the exporter of the goods. Exporters that complete a CUSMA CO must notify Best Buy of any change that could affect its accuracy or validity. The form template can be accessed at:  https://www.international.gc.ca/trade-commerce/trade-agreements-accords-commerciaux/agr-acc/cusma-aceum/index.aspx?lang=eng 
Turnover of documentation to Best Buy’s Customs Broker 
Below are the appropriate Sold to, Consignee and Customs Broker for Best Buy Canada and China shipments that should appear on the commercial documentation.  Please note that the Sold To and Consignee are different for Best Buy China.
Sold to Best Buy Canada Ltd:
	Sold to:

Best Buy Canada Ltd.

425 West 6th Avenue, Ste 102
Vancouver, BC V5Y 1L3

	Customs Broker:

Expeditors Attn: Winnie Liu

200 - 21320 Gordon Way, 
Richmond, BC V6W 1J8  
Phone 604-244-8543 

Fax 604-244-8503

Winnie.liu@expeditors.com


Sold to Best Buy China Ltd
	Sold to:

Best Buy China Ltd.

Crawford House, 3rd Floor
50 Cedar Avenue
Hamilton HM11 Bermuda
	Consignee name & address:

Best Buy Canada Ltd.

425 West 6th Avenue, Ste 102
Vancouver, BC V5Y 1L3
	Customs Broker:

Expeditors Attn: Winnie Liu

200 - 21320 Gordon Way, 
Richmond, BC V6W 1J8  

Phone 604-244-8543

Fax 604-244-8503 

Winnie.liu@expeditors.com


Section 4
Presentation of Documents
4.0
Presentation of documents 
The information contained in this section will direct vendors in submitting commercial documentation to the appropriate contact.  If a requirement is not clear or needs additional explanation, please contact the Global Trade Compliance Dept.
4.1 
Ocean and Air Freight
This section will provide the vendor with guidance on the process to follow when presenting shipping documents to Best Buy for Ocean and Air Freight from origin other than US/MX. 

The required documents listed in Section 3.1 must be submitted via email no later than 48 hours prior to vessel or air departure to the following:

If Sold to Best Buy Canada: BBY-DL-ASIA-COMPLIANCE@bestbuy.com
If Sold to Best Buy China: BBY-DL-ASIA-COMPLIANCE@bestbuy.com
It is Best Buy’s preference that the commercial invoice and packing list are prepared in a PDF format and without any shading, highlighting or coloring as this causes the documents to be illegible in the imaging process.

4.1A
Document Confirmation Notice (DCN)

For both air and ocean shipments, upon receipt of accurate required documents as listed below, Asia Compliance Team will provide to the vendor a Document Confirmation Notice (DCN).  

4.1B
Forwarder’s Cargo Receipt (FCR) and House Air Way Bill (HAWB)

In order to receive the FCR or HAWB from the forwarder the vendor must provide the DCN to the freight forwarder either before delivery of the freight or with delivery of the freight.  
If the vendor is paid by a letter of credit, the vendor must follow the instructions on the letter of credit.

4.2
Cross Border Freight 

This section will provide the vendor with guidance on the process to follow when presenting shipping documents to Best Buy for Cross Border Freight.  Cross Border is defined for these purposes as shipments from the US and Mexico.

Free Carrier (FCA)

· Best Buy is responsible for all transit including delivery to final location 

· Best Buy facilitates the Customs entry including payment of duty and tax

· The required documents listed in Section 3.1 should be submitted to the corresponding Cross Border Service Provider listed in Section 6.2.

Delivered at Place (DAP) 
· Vendor/Shipper is responsible for all transit, including delivery to final location

· Best Buy facilitates the Customs entry including payment of duty and tax
· The required documents listed in Section 3.1 and 5.3 must be submitted to the Customs Broker listed in Section 3.6. 
Please note that if terms of “DDP” are negotiated, Best Buy Canada Ltd is not involved in the transportation and/or Customs clearance obligations as shown below:

Delivered Duty Paid (DDP)

· Vendor/Shipper is responsible for all transit including delivery to final location 

· Vendor/Shipper facilitates the Customs entry including payment of duty and tax
· Vendor/Shipper or their designate is responsible for being Canadian Importer of Record
Section 5
Transportation

5.0
Shipment Requirements

Once terms are negotiated, Best Buy and their carriers will move shipments from the product delivery point to Canada.  Penalties will be imposed if outside carriers are utilized.

5.1
Ocean Shipment Booking Procedures
Ocean shipments will be booked as FOB origin port unless other arrangements have been made.  The vendor is responsible to pay all origin charges.  To ensure timely execution of the shipment, the vendor must contact Best Buy Canada’s freight forwarder, DHL OMS, 14 days prior to PO Late Ship Date and provide accurate booking information. (See Section 6 for freight forwarder contact information.) The shipment should be cleared for export and delivered to the port in accordance with vessel close date, prior to Best Buy’s ship window. 
5.1A Sold to Best Buy China Ltd.

Each new vendor will be assigned a user account to register on Infor Nexus system https://network.infornexus.com .  Vendor must submit on line the official shipment booking through Infor Nexus system.  The booking information must include PO number, model(s), quantity, SKU(s), port of origin, total cubic meters, expected volume (example..full container load or less than container), and cargo ready date.
5.1B Sold to Best Buy Canada Ltd.

Vendors who have not been assigned a user account in Infor Nexus system will continue to book ocean via the historical model, e-mail to DHL OMS.  Please contact the local DHL OMS office (see Section 6 of this publication) for the Shipping Order/Booking form to be completed by non-Infor Nexus registered vendors and e-mailed to DHL OMS:

DHL OMS will then contact the vendor regarding the selected vessel and sailing information. When shipping a full container, the vendor will be supplied with the container equipment for loading. If the vendor is shipping a less than container, the cargo must be delivered to the designated Container Freight Station (CFS) for loading to a consolidation container, as directed by the Freight Forwarder. The vendor must not work directly with the carrier.
The vendor is responsible to move product to DHL OMS’s appointed consolidation freight station for Less-than-Container-Loads (LCL) or to the exporting port for Full-Container-Loads. Vendor must supply Shipping Instruction (SI) to DHL OMS before SI cut-off as informed by DHL OMS to enable shipment on-board.

All ocean shipments will be booked to one of the following: Langley, BC; Edmonton, AB; Montreal, QC; or Brampton, ON Canada.

To avoid additional charges from the forwarder, vendor must keep original date of booking. DHL OMS may charge vendor administration fees for changes to existing bookings. 
Vendor must ship all PO units on one booking unless authorized by Best Buy Canada.  A particular SKU within a PO must be booked and loaded in one container.  In other words, one SKU within a PO cannot be shipped via multiple containers.  Booking will be rejected by the Freight Forwarder upon non-compliance.

5.1C
Equipment/Loading 
Our preferred ocean container size preference is 40S, 40HQ, or 45, subject to carrier equipment availability. 
Factory Load Utilization Goals & Weight Maximums
45’
78 cbm / 19958 Kilos

40’HQ
68 cbm / 19958 Kilos
40’Standard
58 cbm / 19958 Kilos

20’
28 cbm / 17237 Kilos

LCL
upon approval

The vendor will be expected to load product with the end result achieving maximum cube utilization for each container used.  Any PO booked with DHL OMS under our utilization goals may be considered LCL freight.   

To avoid detention charges from the ocean carrier the vendor is expected to confirm origin free time with the carrier or terminal at the time of container pick up from the terminal.

5.1D
Consolidation of Less than Container Load (LCL) Ocean Shipments

The vendor is responsible to deliver finished product to DHL OMS’s Consolidation Facility. DHL OMS will be responsible for consolidating multiple vendor orders into full container shipments based on the required delivery dates. DHL OMS is responsible for moving freight to the port for exportation.
The use of DHL OMS’s facility requires timeliness on the part of each factory. A factory delay can set the entire shipment off schedule, resulting in warehouse charges, storage charges, and discrepancies to the letter of credit. 
To avoid delays, vendors are required to deliver the finished goods to DHL OMS by the cut-off date communicated by the forwarder. 

Upon vendor unloading at CFS, if the cargo is wet, if there is any visible damage, or visible evidence of tampering, DHL OMS will refuse those cartons from the vendor. The non/ damaged/ tampered cartons may still be shipped. DHL OMS will advise BBY of the refused cartons. Liability will fall on DHL upon failure to refuse damaged and/or visibly tampered and/or wet cartons from the vendor.

5.1E
Full Container Load (FCL) Ocean Shipments
All factory loaded containers must be floor loaded, no palletized containers are accepted. Always make sure that containers are free from serious defects like holes, splinters, snags, dents, or bulges. All equipment should also be clean and free of residue and odor from previous shipments. If there are any holes in the container do not load the product, instead request new equipment from the freight forwarder. All spaces and gaps in the loaded container must be secured with braces or ballasts to prevent shifting loads.  If additional packaging is loaded into the container these units MUST be booked on the shipping order that is submitted to DHL OMS origin offices. Failure to include the additional packaging on the shipping order will result in shipment delays and an administrative burden to Best Buy.

At the time of loading, record the container number and seal associated with each SKU and include it on the packing list.  It is very important that this information is accurate and complete to assist in efficient receiving at the distribution centers. 

To avoid delays, vendors are required to deliver containers to the carrier’s terminal no later than the vessel cut-off date as confirmed by DHL OMS Vessel cut-off date is generally two to three days prior to vessel departure date.

5.1F  SOLAS Container Weight Verification Requirement

Vendor will ensure that all containers comply with the Safety of Life at Sea Convention (SOLAS) requirements, as amended, located at http://www.worldshipping.org/industry-issues/safety/WSC_Summarizes_the_Basic_Elements_of_the_SOLAS_Container_Weight_Verification_Requirement___February_2015.pdf
In accordance with SOLAS, vendor is responsible for ensuring a packed container has a verified weight prior to it being loaded onto a ship for export.  Containers must be weighed in accordance with one of two permissible methods established by SOLAS; estimated weight is not permitted.
5.2
Air Shipment Booking Procedures
Ongoing airfreight programs will be arranged well in advance of the start date to ensure proper execution by all parties. One-time shipments will be pre-arranged with Transportation, and all excess charges incurred will be reviewed and allocated properly. Shipments will be booked FCA Origin Airport unless other arrangements have been made. The vendor is responsible to pay all origin charges.  It is also the vendor’s responsibility to deliver the shipment to the origin airport and surrender documents to the freight forwarder.  
Once an airfreight program is approved, vendor must notify Expeditors International at least five days prior to ship date. (See Section 6 for freight forwarder contact info.)   Vendor is responsible for notifying the date cargo will be delivered to Best Buy’s air freight forwarder.  And vendor will be evaluated for on-time performance of meeting the provided warehouse delivery date.
Vendors will be required to complete a booking form consisting of these fields: 

· Vendor’s name

· Terms of Sale

· PO Number

· DC Number

· SKU Number

· Number of Cartons

· Quantity (Pieces)

· Weight (in Kilos)

· Origin Estimated Delivery Date of Cargo

· Commercial Documentation at Origin
If ocean freight must be converted to airfreight due to a vendor-caused delay, the vendor will be charged back for the air/ocean cost difference. Domestic airfreight charges to Best Buy stores will be charged back to the vendor if a shipment is late due to a vendor-caused delay, which necessitates by-passing Best Buy’s DCs to get product in the stores on time to coincide with an advertisement.

5.2A
Palletizing Requirements for Airfreight Going Direct to DC/DDC

Palletized product must be palletized according to the following requirements

1. Pallets must conform to the GMA standard pallet specifications and must be 40” X 48” in size. NOTE:  Block pallets are unacceptable.

2. No pallet height restrictions as long as trailer clearance requirements are met. 

3. Overhang is not to exceed 1” on each of the 4 sides of the pallet. 

4. Banding of product to pallets is not acceptable. 

5. The use of cardboard corner-boards is acceptable if necessary to stabilize the pallet. If corner-boards are used, the height of the corner boards is not to exceed 60” in height and is not to be any taller than the pallet itself. 

* For statement of wood packing material requirements, see Section 3.7
5.3
Cross Border Truck and Air Shipments
The carriers must supply the below shipment information to the appointed Customs broker listed on the invoice.  The carrier must provide one cargo document/PARS per Bill of Lading (BOL).

	Pre-Arrival
	Post-Arrival

	PARS (Pre-Arrival Review) barcode number
	Cargo control document (A8A or manifest)

	Intended port of entry (border crossing)
	Port of clearance

	Estimated time of arrival at border
	Sufferance warehouse location code


5.3A Carrier process for Cross Border Shipments

The carrier must submit the vendor required documents listed in Section 3.2 and carrier required information listed in Section 4.3 to the Customs broker listed on the commercial invoice 

· Via email or fax

· During regular business hours, 8:00 am to 5:00 pm, Monday thru Friday 

Upon receipt, the broker will verify the documents and, if no document discrepancies exist, submit an entry for clearance within four hours of receipt of the documents.

Canadian Customs allows pre-arrival entry or clearance of air or truck shipments as long as the carrier or sufferance warehouse is capable of electronically “arriving” the shipment.  The broker must receive required information and documents at least four hours prior to arrival for Pre-Arrival Release (PARS).  On average, the CBSA processes PARS within one hour of submission and returns an accepted message to the Customs broker.  Carriers are encouraged to check their PARS prior to arriving by calling the Customs broker noted on the commercial invoice.
For Post Arrival Release, documents may be submitted via email, fax or hard copy and entry will be based on receipt.  Upon release, the sufferance warehouse will receive a Release Notification Message directly from Canada Border Services.  

** Shipments arriving without proper notification and outside of the hours listed above, may not be released until the next business day **
Section 6
Freight Forwarder Contacts

6.0 Ocean Service Provider List for LCL and FCL Shipments 
DHL OMS Locations and Contacts 
for arranging carrier bookings and submitting shipment documents for ocean shipments
BBY ISC Origin Contact
6.1
Air Service Provider List

Expeditors International of Washington, Inc., Locations and Contacts
for arranging carrier bookings and submitting shipment documents for air freight shipments
Expeditors Origins Air Contact List
6.2 Cross Border Service Provider 
For purposes of this guide, a cross border shipment is defined as movements of product from the U.S. or Mexico to Canada

DHL Global Forwarding (Canada) Inc.
Unit 230 - 13091 Vanier Place

Richmond, BC V6V 2J1

Attn:  
Regional Manager – Western Canada - Thao Lam thao.lam@dhl.com 


Romeo Sinsay - Romeo.Sinsay@dhl.com 

   Jade Richards – Jade.Richards@dhl.com 
             Group Email - dgf_ca_yvr_oi@dhl.com 
Section 7
Packaging and Label Requirements

It is expected that all shipments to Best Buy from all vendors will be in compliance with the requirements as set forth in the below section.  

7.0    Packaging Requirements

· All products must be packaged to conform with good packaging procedures, the requirements of carriers and to the National Motor Freight Classifications (NMFC) requirements.  See their website www.nmfta.org for classification listings. 

· All products must be packaged in recyclable corrugated cartons with a minimum burst strength of 125 pounds per square inch (PSI).

· Only one model/UPC per carton.  Cartons containing multiple models are unacceptable.

· Only one purchase order per carton.  Cartons containing multiple purchase orders are unacceptable.

· Partial cartons are unacceptable.

· Banding of cartons is unacceptable.

· Banding may be necessary for multi-carton models.  If necessary, bands must be plastic and corner protectors are to be used on all the banded edges to avoid possible damage to the product.  
· Metal banding is not acceptable.

· Logistics is to be notified of all multi-carton models that will require banding.  Please send notification to the Logistics Compliance Program Department (see section 1).

· EXCEPTION: Banding of plasma TV cartons with plastic bands (maximum of 3 per carton) is acceptable and does not need to be pre-approved by the Logistics Compliance Program Department.

· Each model/UPC will have a specific negotiated Case Pack Quantity (CPQ) as approved by Best Buy Marketing.  Each model/UPC must ship in the specific CPQ on every Best Buy shipment.

· Any change requests to specific models CPQ must be sent in writing to Best Buy Marketing.  If the change is accepted in writing by Best Buy Marketing, the vendor can then begin shipping in the new approved CPQ for all future shipments and must cease shipping that model to Best Buy in the old CPQ.

· If the shipment is inspected, then the carton must be sealed with tapes, and with “factory inspected and sealed” printed on the tapes.
7.1    General Labeling Requirements

1. All product (individual units, inners cartons and master cartons) must be appropriately labeled according to the below detailed requirements. 

2. Information can be either pre-printed on the product/carton, applied in the form of a label, or a combination there-of.  Most labels are 4”x6” in size. Label can be located anywhere on the carton except the bottom.  

3. Special handling notations should be on any and all cartons if applicable.  Examples of such notations are:

a. Fragile
b. This end up

c. Do not clamp on sides

d. Do not stack more than X units high

e. Protect from heat

4. Best Buy China Ltd cartons must be marked with the production date code.

5. All express and airfreight shipment labels should reflect the following verbiage:

· “Carton X of N” where “X” is the sequential carton number and “N” is the total number of cartons in the shipment.
6.  The above marking requirement in Point 5 does not apply to ocean shipments.

7.2    Product Labeling Requirements

7.2A  Case Pack Quantity of One 

If the vendor is shipping in a case pack quantity of one, the following guidelines apply.  If the product is shipped in sellable units (case pack quantity = 1) and all carton label requirements are preprinted on the sellable unit, no additional label needs to be applied. 

1. Individual Unit Label Requirements

a. A scannable barcode and human readable numbers in one of the following formats:

· UCC-12 in UPC-A or UPC-E barcode symbology
· EAN.UCC-8 in EAN-8 barcode symbology
· EAN.UCC-13 in EAN-13 barcode symbology
· NOTE:  Only 1 (one) of the above referenced barcodes is acceptable on the individual units.
b. SKU number 

c. Model # and/or product description

d. Country of origin

e. Best Buy PO #  
f. CA       

7.2B  Case Pack Quantity of More Than One 

If the vendor is shipping in a case pack quantity of more than one, the following guidelines apply. If all of the required information is preprinted on the master cartons, no additional label needs to be applied.

1. Individual Unit Label Requirements

a. A scannable barcode and human readable numbers in one of the following formats:

· UCC-12 in UPC-A or UPC-E barcode symbology
· EAN.UCC-8 in EAN-8 barcode symbology
· EAN.UCC-13 in EAN-13 barcode symbology
· NOTE:  Only 1 (one) of the above referenced barcodes is acceptable on the individual units.

b. Model # and/or product description

     c. Country of origin

2. Inner Label Requirements

a. A scannable barcode and human readable numbers in one of the following formats:

· UCC-12 in UPC-A barcode symbology
· EAN.UCC-13 in EAN-13 barcode symbology
b. Model # and/or product description

c. SKU number 

d. Case Pack Quantity (CPQ in units) per inner carton

3. Master Carton Label Requirements:

a. A scannable barcode and human readable numbers in one of the following formats:

· UCC-12 in UPC-A barcode symbology (magnified to 200%)
· EAN.UCC-13 in EAN-13 barcode symbology (magnified to 200%)
· UCC-12 in ITF-14 (Interleaved 2 of 5) barcode symbology
· EAN.UCC-13 in ITF-14 (Interleaved 2 of 5) barcode symbology
· EAN.UCC-14 in ITF-14 (Interleaved 2 of 5) barcode symbology
b. SKU number

c. Model # and/or product description

d. Case Pack Quantity (CPQ in units) per master carton

e. Country of origin                                   

f. Best Buy PO #

g. “Carton X of N” labeling requirements for express and air shipments

h. CA
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