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STORE LOCATIONS 

Omaha  •  700 South 72nd Street  •  Omaha, NE  68114  •  402-397-6100 

Kansas City  •  1601 Village West Parkway  •  Kansas City,  KS  66111  •  913-288-6327 

Des Moines  •  15500 Hickman Road  •  Clive,  IA  50325  •  515-727-6500 

Dallas/Ft Worth  •  5600 Nebraska Furniture Mart Drive  •  The Colony, TX 75056   •  972-668-3000 

 

CORE VALUES 

Integrity & Honesty 

Quality Products & Services 

Customer Loyalty 

Cost-Effective & Competitive 

Teamwork 

 

VISION 

Based on our tradition of selling cheap, telling the truth 

and providing the greatest selection and service, 

we improve people’s lifestyles. 
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CHAPTER 1 

INTRODUCTION 
 

Section 1 - Vendor Guide Purpose 
The purpose of this guide is to clarify and simplify all interactions between NFM and our suppliers. Our goal is 

to maintain smooth and convenient working relationships within all areas of our business. The expectations 

and requirements described in this guide will help to ensure that information and products flow through our 

offices, warehouses, and stores in an efficient and cost-effective manner.  

 

Failure to follow the requirements in this guide may result in delays to invoice payments, processing of 

purchase orders and receipts, as well as an increase in subsequent chargebacks associated. Ultimately, a lack 

of conformance will directly affect the speed at which product becomes available to sell to our customers. 

 

Please note that the information in this manual is subject to change and will be updated as needed. It is 

important that you always check the online version of the manual, at nfm.com/new-vendor, for the most up-to-

date information and a summary of all changes. 

 

 

Section 2 - Vendor Onboarding and Setup 
1.1 Vendor Master Agreement Forms 
NFM’s standard Vendor Master Agreement consists of various forms which house all terms agreed upon by a 

Vendor and an NFM Buyer. This includes all operational and financial terms associated with the relationship. 

As a base requirement, we ask all Vendors to complete the “ABC’s”, which refers to our Schedule A, B and C 

forms, prior to setup in any of our systems. 

 

The forms included are as follows:  

• Schedule A-B (Required Form) 

Includes our standard PO Terms and Conditions, as well as Code of Conduct for all Vendors. This 

document has a Vendor Master Agreement page which serves as a cover page for all other NFM forms 

filled out during onboarding. 

• Schedule C (Required Form) 

Includes all information required for NFM to setup a new Vendor in our systems. This includes Payment 

Terms, Transportation Terms, EDI Setup, and Quality Control Terms. 

• Schedule D  

Includes all information required for NFM and Vendor to setup a funding program. Any information 

related to financial support which will be provided to NFM. 

• Schedule E  

Includes a standard set of terms we ask all Vendors who will login to our Vendor Content Management 

System (VCMS) to adhere to. Typically, this will only be required for Direct to Consumer type Vendors. 

 

http://www.nfm.com/newvendor
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1.2 New Vendor Setup 
The Vendor setup process will begin with a Buyer explaining and/or negotiating terms. Once those terms are 

agreed upon, the Buyer will provide the ABC forms to fill out, as well as any other applicable forms.  

 

Once you are setup in our systems, representatives from our various operational areas will reach out to you to 

setup access and training, as needed. In the meantime, please ensure all relevant contacts on your side 

review applicable Chapters 1-8 of this guide, as well as Appendix I Contact Information for all information 

needed to get started with NFM. Please ensure your factory/shipping contacts review our Routing Guide. 

 

For Direct to Consumer Vendors ONLY, please ensure all relevant contacts on your side review Chapter 9 of 

this guide, as well as Appendix I Contact Information. 

 

Note: Some information in the Master Agreement forms and in NFM’s Vendor and Routing guides will not apply 

to every Vendor, please reach out to Vendor Relations or your NFM Buyer if you are unsure of any listed 

expectations or requested information. 

 

Section 3 - Vendor Communication Expectations 
Our expectation is that all vendors who do business with us should provide timely notice on any important 

communications with NFM regarding the following information, when possible: 

o Agreement Terms Changes (subject to Buyer Approval) – 30 day notice 

o Account Rep or any Department Contact Changes – within 2 business days of change occurring 

o Factory/Warehouse/Port closures or changes – 60 day notice 

o Marketing Calendar/Roadmap updates – 30 day notice 

o Changes to cost (subject to Buyer approval), MSRP, or MAP – 60 day notice 

o Changes to PO dates – within 1 business day of change occurring 

o All Other Requests – 2 business day response, unless otherwise stated in request 

All other communication requirements and minimum notice are outlined within later chapters of this guide. 

 

Section 4 – Vendor Relations Conformance Program Policy 
At NFM, we have a Vendor Conformance Program which is designed to elevate our Vendors’ awareness of 

their performance in relation to requirements and expectations outlined in this guide. We aim to drive 

engagement with Vendors and to improve upon friction points identified. Reducing inefficiencies in our adjacent 

processes will improve our ability to meet the expectations of our Customers.  

As a policy, all Vendors who are new to this program will be exempt from charges for at least 90 days after the 

initial POs are placed. Following this exemption period, Vendors will become eligible to be removed from 

exemptions. Eligibility does not indicate a Vendor will begin to receive chargebacks. NFM’s Vendor Relations 

team will continuously review reoccurring issues and attempt to engage with Vendors to resolve issues prior to 

issuing any new chargebacks.  

A Current Charge Summary can be reviewed in this Vendor Guide - Appendix III.  

If you have received a chargeback through our NFM Traverse Web Portal, it can only be disputed in that 

system within 90 days of receiving the charge. These charges will be associated with a TS# in your accounting 

statements. Failure to view charges and enter disputes in the NFM Traverse Web Portal will not be grounds for 

reversal or exemption.  
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CHAPTER 2 

CODE OF CONDUCT 
 

Overview 
At Nebraska Furniture Mart (NFM), we strive to work with vendors who treat their workers with dignity and 

respect, adhere to applicable laws and regulations, and maintain high standards of business conduct and 

ethics. Our policy is to give fair treatment to all vendors. NFM will use objective factors, such as the quality and 

cost of the goods and services offered, in determining whether to do business with a vendor. 

 

Although we recognize that our vendors are independent businesses, actions by those with whom we do 

business are sometimes attributed to NFM itself, affecting our reputation and the goodwill we have with our 

customers and communities. As such, it is only natural that we expect our vendors to act with honesty and 

integrity in all interactions with NFM or otherwise. 

 

 

Section 1 - General Vendor Conduct 
1.1 Confidentiality 
We understand the importance of sharing the right information with vendors to maintain a successful 

relationship. When we trust vendors with confidential information, we expect them to comply with applicable 

security and privacy laws, regulations, and retention requirements, and to ensure they have appropriate 

technical and security controls in place to protect our confidentiality. This includes, but may not be limited to 

business plans, retail pricing strategies, marketing plans, employee or customer personal information, and 

intellectual property. 

 

1.2 Conflicts of Interest 
NFM employees, officers and directors may not have financial interests in any Vendor where such interest 

would influence, or appear to influence, one’s actions on behalf of the company. NFM employees also may not 

work for, receive compensation, or other benefit from, or own a substantial interest in any Vendor or other 

person with whom we conduct business, or which derives a benefit transacted by NFM. Vendors are required 

to avoid any actions that may result in any conflicts of interest. 

 

1.3 Gifts and Entertainment 
NFM believes that good business relationships are built through honesty and integrity, not through the 

exchange of gifts or other favors. Therefore, employees may not accept, request or encourage the giving of 

any gifts or gratuity from a vendor, potential vendor, or any person or entity having business with NFM.  This 

includes personal gifts, favors, travel expenses, lodging or other housing, services of any kind, meals or 

entertainment, or anything of value to NFM employees. There are no exceptions based on season of year, gift 

giving occasion or value of the gift.  

 

1.4 Vendor Master Agreement Forms 
All vendors will be expected to adhere to the standards and policies set forth in the Vendor Master Agreement 

Purchase Order Terms and Conditions and Vendor Code of Conduct forms which are included in the Vendor 

Master Agreement Schedules A and B. 
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Section 2 - Vendor Rep Store Visits 
Our goal is to ensure that our customers view NFM with confidence and experience a professional 

environment. To achieve this goal, the following expectations are required of any Vendor representatives who 

come into our retail stores at any time. 

 

2.1 General Rep Conduct 

• Reps should park in designated staff parking areas when visiting the store for business reasons. If off-

site parking is required for staff, vendors must also park in the off-site areas. Please obtain parking 

information from the staff member you are scheduled to meet, prior to arriving at any of our facilities. 

 

• Reps are required to wear company logo or name badge to easily identify yourself to customers and 

staff while on the NFM campus. Professional, neat, and clean-cut appearance and conduct are required 

in all areas. 

 

• In agreement with our Tobacco Free Policy, all reps are prohibited from smoking anywhere on NFM 

campus. 

 

2.2 Sales Floor/Staff Interaction 

• Reps are only allowed to interact with customers regarding their own lineups. Please do not roam the 

floor or interact with customers shopping competitors’ lineups. Shopping, discussing, inquiring about, or 

disparaging competitors or their products is strictly prohibited in all areas. 

 

• Uphold confidentiality of any spiff programs, pricing, quotes, builder programs, or customer transactions 

unless instructed to do so by an NFM Buyer. Please report any staff inquiries regarding these subjects 

to the Sales Management Team and Buyer immediately. 

 

• If staff inquire about inventory availability, only communicate known availability information if it has 

already been communicated to Sales staff by the appropriate NFM contacts. Please refer staff to 

contact merchandising for specific availability dates to NFM. Do NOT under any circumstance 

contradict information provided to Sales by an NFM Buyer or other merchandising contacts. If you wish 

to know the availability of inventory, you must request that information from an NFM Buyer. 

 

• If approached by a customer on the sales floor, always find a salesperson to help the customer. If there 

is a wait for a salesperson, reps may only talk about features and benefits of your own product lineup. 

Please contact an appropriate sales manager to discuss how they would like you to “hand off” sales 

within their department. 

 

• If a salesperson brings a customer to you for any reason, please return that customer to the same 

salesperson, when appropriate. In some cases, you may effectively work as a team with a salesperson 

to service the customer, however this is at the discretion of the salesperson. Never interrupt a 

salesperson’s sale for any reason, especially to give conflicting information. Any discrepancies should 

be resolved off the sales floor, away from customers. 

 

• While on the floor, sales reps should locate and inspect all floor models, displays and signage. For 

vendor-provided displays, order and replace any missing or damaged items and/or report any damage 

or concerns to a store merchandising staff member so a replacement can be coordinated.  
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2.3 Buying/Merchandising Interaction 

• All meetings must be scheduled, with a prepared and communicated agenda, prior to arrival. This 

includes any associated department contacts with whom you may need to touch base. 

 

• Keep all scheduled appointments or notify if you must cancel within 24 hours. 

 

• Upon arrival, reps should first check-in with the staff member(s) they are scheduled to meet, or 

whomever they have been instructed to meet. If that person is not yet available, reps should wait in 

designated waiting areas. Do not wander around or loiter in office areas. 

 

• Any reporting or information requested should be completed prior to the scheduled meeting time in 

accordance with the request of whom you are meeting.  

 

• If instructed to do so, Vendors must obtain the Rep Checklist upon arrival, address all items with the 

appropriate staff, and return signed checklist prior to leaving.  
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CHAPTER 3 

PRODUCT INFORMATION 
 

Overview 
The accuracy and integrity of all product information, content, and images provided to NFM is imperative for us 

to service our customers effectively. This chapter outlines the basic requirements for all new and existing items 

in our lineup, as well as how to properly support NFM from an inventory management perspective. 

 

 

Section 1 - Item Setup Information 
1.1 Submitting Setup Information 
All new item setup information must be submitted on the appropriate NFM New SKU Request form, via the 

NFM Merchandising Portal, unless otherwise directed by an NFM Buyer. Instructions for accessing and 

submitting setup information via the NFM Merchandising Portal are in the NFM Portal Guide in Appendix II. 

 

Unless otherwise requested, NFM must receive complete and accurate information, at least 14 days prior to 

orders being placed. 

 

Vendors are required to verify accuracy of all setup information submitted; any charges incurred by NFM 

resulting from incorrect information submitted will be the responsibility of the Vendor. 

 

Note: For Direct to Customer Item Setup instructions, please see Chapter 9, Section 1 of this guide. 

 

1.2 Images, Displays and Samples 
If a display or sample is required, stock purchase orders may be held until the display or sample is approved 

and/or on order. 

 

Images must be provided when submitting setup information, either directly sent to NFM or made available on 

an image portal with a login provided to NFM. 

 

1.3 Web Specific Requirements 
To speed up the process of adding new items to our website, NFM requests that Vendors supply us with 

various types of images and content to support each new item added. When this content is not provided up 

front, we will use a 3rd party to obtain, which will delay the appearance of your items on the website by up to 30 

days. 

 

Below are examples of what we prefer, when possible.  

 

• Images 

o All images must be at least 2000 x 2000px resolution 

o Multiple angles and lifestyle images for each item 

o Full set/lifestyle images and of individual items 

o Close-up photos of fabric swatches and/or detailed patterns/designs 

o Branding or logos required for an item 

o  

 



13 

  

• Content 

o Descriptive details/Romance Copy describing the product 

o Details regarding what is in a set (3-Piece set - Bed, Dresser, Nightstand) 

o Video(s) of the product being used, or describing features of the product 

▪ YouTube videos preferred 

o Dimensional information for product when crated and when uncrated 

o Shipping weight for product 

o Owner’s Manual, if applicable 

o Assembly, Install or Connectivity Guide, if applicable 

o Provide platform used to collect product ratings and reviews, if available 

 

Note: Additional details regarding attribute requirements for certain product categories may be obtained from 

an NFM Buyer. 

 

 

Section 2 - Catalogs & Pricing Expectations 
2.1 Catalogs and Price Lists 
All catalogs and price lists, or updates to those documents, must be supplied electronically at least 60 days 

prior to their effective date. All price lists are subject to approval by an NFM Buyer. 

 

All catalog or sample changes should be coordinated through an NFM Buyer to be sent to the appropriate 

contact in each of our stores.  

 

All Price changes should be submitted via the NFM Merchandising Portal, unless otherwise directed by an 

NFM Buyer. Instructions for accessing and submitting pricing information via the NFM Merchandising Portal 

are in the NFM Portal Guide in Appendix II. 

 

2.2 Cost Alignment 
When sourcing an item from multiple domestic distributors or factories, pricing for NFM must remain aligned 

across all sources. 

 

2.3 MAP/UMRP Pricing 
All MAP and Unilateral Pricing compliance requirements must be clearly defined in writing before NFM will 

agree to adhere to any Pricing policy. Changes to Pricing policies must be communicated to an NFM Buyer 

with 60 days’ notice. 

• For NFM to remain competitive and compliant, any violations made by other retailers must be 

addressed within 24 hours or your products may be removed from our lineup or any of our sales 

channels until pricing discrepancies are resolved. 

 

2.4 Competitive Pricing 
As a Guaranteed Low Price retailer, NFM uses shopping services to ensure our customers are receiving the 

lowest prices daily. Additionally, we make price adjustments based on our competitors’ weekly advertisements 

and offers. 

• If an item is consistently not profitable, NFM reserves the right to remove that item from our lineup at 

any time. 

• If an item has been sold at a significant loss to NFM, due to a competitor’s offer, we may request 

additional markdown support to account for the total margin loss incurred. 
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Section 3 - Inventory Management & Lineup Transitions 
3.1 Inventory Support 
Buyers may periodically provide reports requesting sales and inventory support from Vendors. Our expectation 

is that Vendors will review and respond timely.  

 

 

Requests may include, but are not limited to, the following situations: 

• Lineup Adjustments 

• Fast & Slow Sellers 

• Overstock/Aged Management 

• Markdown Support 

• In-stock Guarantees on Core Items 

 

3.2 Lineup Transitions 
During lineup transitions, Vendors must provide the following, in a timely manner - market trend analysis, new 

product specifications and any other requested information pertinent to finalizing and forecasting a new lineup. 

 

3.3 Discontinuations 
For items being discontinued, please provide an expected discontinue date as soon as it is known. Where 

applicable, please provide an estimated availability date and item setup information of a replacement item. 
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CHAPTER 4 

PURCHASE ORDERS 
 

Overview 
NFM has multiple types of purchase orders which require different levels of information, expectation, and 

prioritization. To be sure our customers’ needs are met, we have outlined the expectations for each purchase 

order type in this chapter. Additionally, this section will describe any other support we require regarding 

purchase orders.  

 

Section 1 - Purchase Order Types 
Below are the types of Purchase Orders (POs) created at NFM. Additional expectations regarding NFM PO 

dates, updates and overall expectations can be found in Sections 2-4 of this chapter. 
 

PO Type Details 

Domestic  
 

Replenishment/Stock 

-Applies to NFM’s regularly ordered lineup items, which are expected to be stocked to ensure 
timely fulfillment of POs. POs will reflect a leadtime based on vendor-provided information. 

-Replenishment POs are expected to be ready or to ship according to the date listed on the PO. 
Any changes or delays must be approved by NFM Replenishment Planner prior to shipment.  

Import/Container 
 

Replenishment/Stock 

-Container orders may be routed via Ocean or Ground. These orders will reflect a lead time 
based on vendor-provided production times.  

-Container POs are expected to follow NFMs Booking and Shipping window requirements. Any 
changes or delays must be approved by our Container Replenishment team prior to booking. 

-Unless otherwise approved by an NFM Director, all Container POs will list the Vendor as the 
Importer of Record (IOR). Note: For additional shipping, documentation, or regulatory 
expectations regarding Container POs, please see the NFM Routing Guide Chapter 4. 

Special Order 
 

(aka ‘SPO’) 

-SPOs are sent for items that are directly tied to an NFM Customer’s sales order in our systems. 

-PO dates may reflect ‘ASAP’ or a SHIP BY of today’s date as they are authorized to ship when 
ready. To ensure accuracy on each PO, SPO items may reflect a zero cost on each PO line.  

-At first acknowledgement, NFM requires verification of expected availability date and cost, as 
well as model number, carton size (if applicable), and any other applicable descriptive info. 

Direct to Consumer  
 

(aka ‘DS’ or ‘D2C’) 

-All Direct to Consumer orders will be sent with a lead time reflecting information provided by 
Vendor during setup. These POs are expected to ship when ready, directly to an NFM Customer. 

-All POs will be considered Collect shipments and should route using NFM accounts. Note: 
Detailed requirements for Direct to Customer POs can be found in Chapter 9, Section 4 

Floor Samples 

-Floor Sample orders will typically be placed with an ‘F’ at the beginning of the PO Number.  

-If ordered separately, all floor sample POs must be confirmed to ship on or before the same 
date as the initial replenishment POs placed.  

Parts 

-All parts orders must be confirmed ASAP and fulfilled within 14 days of order placement, or 
within agreed upon lead time. If not fulfilled on time, NFM may chargeback the full cost of the 
product requiring parts, including any repair/service fees incurred. 

-Vendors who typically import products are expected to domestically stock common parts, for the 
items we stock for Replenishment orders, to ensure timely fulfillment of parts orders. 

Customer Pickup  
or Installer Pickup 

-Some orders may be approved by NFM to be picked up from vendor’s warehouse by an NFM 
customer or installer, in such cases, the Vendor is responsible for providing proof of delivery to 
NFM within 24 hours.  

-No invoice will be paid until proof of delivery is received. No cost information should be shared 
with a customer or installer for any reason. 
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Section 2 – Purchase Order Date Types 
To ensure our expectations are met, please refer to the details below regarding each PO Date Type used at 

NFM and what expectations or details are associated. An example of an NFM Printed PO Header is included. 

 

2.1  Ready Dates 

• Commonly referred to as the NFM Pickup Date or Route By Date.  

• This is the date NFM expects a shipment to be ready for loading onto an NFM Carrier’s truck or 

Container at a Vendor’s facility, including the completion of any paperwork, packing, labeling, 

palletizing, or other preparation that is required to make a shipment ready for transport. 

• For Domestic shipments, when submitting Ready Dates into the NFM Transportation Portal, we 

encourage Vendors to submit an eligible pick-up date as soon as possible. Advance notice will increase 

NFM’s ability to route a Carrier to your facility on the Ready Date submitted. 

• For Container shipments, Vendor must follow all instructions in our Vendor Booking Instructions form 

and ensure booking is completed 2-4 weeks prior to the requested Ready Date listed on our PO. 

• When providing a Leadtime, NFM would expect the Vendor to communicate the number of days from 

the date you receive our NFM PO to the date you will have the PO ready for an NFM assigned carrier 

to pick up. 

o In EDI transactions, Ready dates will be notated with the one of following DTM codes: 010, 011, 

068, 086, 087, 088, or 118.  

o On an emailed PDF NFM PO, this date will be notated by the Date Desc header PICK UP 

WEEK OF. 

• All Vendors whose products are picked up by NFM are held accountable to the accuracy and timeliness 

of the Ready Date provided to NFM. Any known changes to the Ready Date should be provided to 

NFM within 24 hours of the change occurring. 

 

2.2  Arrival Dates 

• Commonly referred to as the Delivery Appointment Date, Trailer Drop Date, or On-Lot Date. 

• This is the date NFM expects the shipment to be delivered to, or dropped on lot, at an NFM facility. 

• When providing a Leadtime, NFM would expect the Vendor to communicate the number of days from 

the date you receive our NFM PO to the date the PO will be delivered or dropped at an NFM facility. 

o In EDI transactions, Arrival dates will be notated with one of the following DTM codes: 017, 067, 

073, 076, 077, or 106.  

o On an emailed PDF NFM PO, this date will be notated by the Date Desc header SHIP DATE or 

DELIVER WEEK OF. 

• All Vendors who are responsible for shipping their products to NFM are held accountable to the 

accuracy of the Arrival Date provided to NFM. Any known changes to the Arrival Date should be 

provided to NFM within 24 hours of the change occurring. 
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Section 3 – Purchase Order Updates 
At NFM, we use a date-driven system to provide real-time updates to internal teams, our customers, and to 

allocate inventory between facilities. This system runs based on PO dates provided by our Vendors. Due to 

this transparent use of PO dates in our systems, and the downstream impacts to our internal processes, we 

maintain a high expectation regarding the accuracy and transparency of the PO dates provided to us by our 

Vendors. 

 

The sections below describe the methods which we allow Vendors to submit PO acknowledgements, changes, 

and updates on an ongoing basis.  

 

3.1  Acknowledging a PO 
Unless otherwise stated above, all PO Types must be acknowledged via one of the methods described below, 

within 48 hours. All POs must be acknowledged prior to shipping. If a PO is not acknowledged, NFM will send 

an Unacknowledged Request to ask again for this information to be submitted through the methods below. 

 

Acknowledgements must include any updates or discrepancies related to expected Ready or Arrival Dates, 

Cost, Model#, Description, Fabric, Finish or PO Quantity. Any PO change acknowledged is subject to approval 

by an NFM Replenishment Planner prior to shipping. 

 

• PO Acknowledgement Methods 

o EDI 855 or Web Acknowledgement  

▪ This is the preferred method for submitting PO Acknowledgements to NFM.  

▪ Vendors may either setup a traditional or 3rd Party EDI communication with NFM or use 

the Blue Yonder Web Portal to submit EDI updates, free of charge. 

▪ Further information regarding EDI can be found in Chapter 5 of this guide. 

 

o Email Acknowledgements 

▪ If approved to bypass EDI setup, a Vendor may email PO Acknowledgements to the 

appropriate product family email address listed below. 

▪ All changes to a single PO must be submitted at one time and be clearly noted in the 

body of the email. Handwritten changes on an attachment are not permitted. 

▪ Email contacts by family: 

• Furniture, Décor, Housewares and Mattresses - FurniturePOUpdate@nfm.com 

• Furniture Import/Container POs – ImportReplen@nfm.com  

• Flooring, Cabinets and Home Improvement - FlooringPOUpdate@nfm.com 

• Electronics, Toys, Optical and Fitness - ElectronicsPOUpdate@nfm.com  

• Appliances and Personal Care - AppliancePOUpdate@nfm.com 

 

3.2  Communicating Additional PO Updates or Changes 
On an ongoing basis, a Vendor should communicate any known changes to all POs within 24 hours.  

 

In addition to the Acknowledgement methods listed above, which are preferred, the following inboxes are 

available for providing updates or requesting changes to NFM POs. All updates or changes should be emailed 

to the addresses listed, or sent directly to a Replenishment Planner, and are subject to approval prior to 

shipping. Orders requiring approval should not be shipped until a response has been received from NFM. 

 

If multiple POs are affected, please submit an Excel-based list of changes, which includes a PO Date, PO Line, 

Expected Ready or Arrival Date in MM/DD/YY or MM/DD/YYYY format. Also include relevant comments. 

mailto:FurniturePOUpdate@nfm.com
mailto:ImportReplen@nfm.com
mailto:FlooringPOUpdate@nfm.com
mailto:ElectronicsPOUpdate@nfm.com
mailto:AppliancePOUpdate@nfm.com
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 Please refer to the below lists to determine which inbox to contact for various types of updates or changes. 

 

• ‘PO Request’ inboxes should be contacted regarding the following situations: 

▪ Furniture, Décor, Housewares, Mattresses - NFMFurniture-EarlyPOrequest@nfm.com 

▪ Furniture Import/Container POs – ImportReplen@nfm.com  

▪ Flooring, Cabinets and Home Improvement - NFMFlooring-EarlyPOrequest@nfm.com 

▪ Electronics, Toys, Optical and Fitness - NFMElectronics-EarlyPOrequest@nfm.com 

▪ Appliances and Personal Care - NFMAppliances-EarlyPOrequest@nfm.com 

 

o Early or Late Shipment Requests 

If actual Ready or Arrival date will be 5 or more days earlier or later than NFM requested for any 

PO line, approval is required prior to shipment or prior to routing information being available to 

enter in Transportation Portal. 

 

o Production Delays 

If items have known Production Delays or Backorder dates, NFM expects a Vendor to 

proactively provide an Excel-based list of SKUs, estimated availability date for new POs, and 

any impact to current Open POs. If an item has multiple open POs for a single location, updated 

Ready or Arrival dates must be approved by a Replenishment Planner prior to shipment. 

 

o Past Due Ready Date Requests 

If Ready Date is currently Past Due and has not yet been entered in to the Transportation Portal 

to request routing, approval and PO update are required to route. 

 

o Shipping Methods 

Any change to shipping method or freight rates must be reviewed prior to shipment. 

 

• ‘PO Update’ inboxes should be contacted regarding the following situations: 

▪ Furniture, Décor, Housewares and Mattresses - FurniturePOUpdate@nfm.com 

▪ Furniture Import/Container POs – ImportReplen@nfm.com  

▪ Flooring, Cabinets and Home Improvement - FlooringPOUpdate@nfm.com 

▪ Electronics, Toys, Optical and Fitness - ElectronicsPOUpdate@nfm.com  

▪ Appliances and Personal Care - AppliancePOUpdate@nfm.com 

 

o Past Due POs 

If Arrival Date is past due provide updated date of availability by submitting an Excel-based list 

of changes, which includes a PO Date, PO Line, Expected Ready or Arrival Date in MM/DD/YY 

or MM/DD/YYYY format. Also include any additional details necessary. 

 

o Quantity, Case pack, or Carton Issues 

Unfilled lines, partial/split line quantities, case-pack or multi-pack issues, or carton changes. 

 

o Cost or Discounts 

If cost is incorrect or discount is incorrectly applied. 

 

o Product Information 

If Item#, Model#, Description or other SKU info is incorrect. 

 

mailto:NFMFurniture-EarlyPOrequest@nfm.com
mailto:ImportReplen@nfm.com
mailto:NFMFlooring-EarlyPOrequest@nfm.com
mailto:NFMElectronics-EarlyPOrequest@nfm.com
mailto:NFMAppliances-EarlyPOrequest@nfm.com
mailto:FurniturePOUpdate@nfm.com
mailto:ImportReplen@nfm.com
mailto:FlooringPOUpdate@nfm.com
mailto:ElectronicsPOUpdate@nfm.com
mailto:AppliancePOUpdate@nfm.com
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3.3  Past Due PO Update Requests 
If PO updates are not provided timely and accurately, NFM may send an Open PO Request (OPO Report) to 

update POs which are Past Due. Responses to these requests will be tracked and if ignored may result in a 

Vendor account being put on hold until updates are provided. 

 

Referred to as an “OPO Report” at NFM. This is a weekly Excel-based report, sent to all Vendors which have 

Past Due PO lines and may also include future dated POs up to 2 weeks. Our expectation is that a Vendor 

responds with updates for past due dates or confirmation of future dates for all lines on the report within 24 

hours of receiving the report. 

o A Ready Date or an Arrival Date should be provided in the ‘Vendor Comments’ column in a 

MM/DD/YY or MM/DD/YYYY format. 

o If applicable, a Vendor may also provide an Acknowledgement number in the ‘Ackn Number’ 

column. 

o If any other information is necessary to provide, please enter it in the blank column immediately 

following the ‘Vendor Comments’ column on the report. 

 

Note: If a Past Due PO line on the report is ready for pickup now and has been submitted into the 

Transportation Portal, please reach out to Transportation team for assistance. If it has not been submitted yet, 

please refer to the previous section regarding Past Due Ready Date Requests. 

 

Section 4 – Purchase Order Performance Expectations 
NFM will regularly review all Purchase Order types to ensure minimum requirements are met, based on details 

provided in Section 1 of this chapter. 

 

Although all PO Types are important to us, the overall accuracy and flow of Replenishment POs are of 

particular importance to our internal processes, and our expectations for these POs are as follows: 

• All Vendors whose products are picked up by NFM are held accountable to the accuracy and timeliness 

of the Ready Date provided to NFM in the PO Acknowledgement. We expect shipments to be available 

for pickup with all routing requests, shipment preparation and documentation completed by that date. 

• All Vendors who are responsible for shipping their products to NFM are held accountable to the 

accuracy of the Arrival Date provided to NFM in the PO Acknowledgement. We expect shipments to be 

delivered at NFM with appropriate appointments scheduled and paperwork included by that date. 

• All POs, regardless of shipping method, are expected to ship complete. In any case where this is not 

possible, detailed information should be communicated to NFM in the PO Acknowledgement.  

 

In addition to this, Special Order and Direct to Consumer POs are goods which have already been reserved by 

specific NFM Customers, as such we expect that these orders are prioritized to always ship ASAP. 

 

We encourage Vendors to always strive toward providing the most accurate expected date in the first PO 

acknowledgement, however our date-driven system greatly benefits from always having the most up-to-date 

information, so we further expect a high level of transparency and expedience when communicating PO 

changes to NFM throughout the entire lifecycle of the PO.  
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CHAPTER 5 

ELECTRONIC DATA INTERCHANGE 
(EDI) 

Overview 
The use of industry standard EDI transactions allows NFM to improve efficiency of communicating purchase 

order information, visibility to shipment status, and faster processing of payments throughout the supply chain. 

The requirements described in this chapter are in place to help us to work together with our Vendors to 

exchange information as seamlessly as possible. 

 

Section 1 – New Vendor Setup 
At NFM, we determine during Vendor onboarding if a Vendor will require EDI setup. As a policy, all Vendors 

who meet NFM’s minimum requirements for annual sales volume and/or order frequency are required to 

adhere to NFM’s required EDI sets at minimum.  

To support our Vendors in this requirement, we offer three options for setup, which are outlined below.  

Note: In situations where a Vendor is approved to bypass EDI during onboarding, NFM will review Vendor 

performance on an ongoing basis and may determine EDI setup is required at a later date. 

1.1  Traditional EDI System or 3rd Party Provider 
Vendors with traditional in-house systems or 3rd party provider systems will work with NFM’s EDI team to setup 

and test that system. The following expectations must be met to ensure a seamless implementation: 

• An EDI Setup form, located in the Master Agreement-Vendor Operations Forms, must be completed. 

• Once a Vendor code and at least 1 SKU are setup, NFM’s EDI team will schedule training and testing. 

• A dedicated EDI contact must be made available for testing during the scheduled date range of 

approximately 14 days before any transactions will be conducted. 

• Once testing is complete, all necessary signals are moved to Production status. 

 

1.2 Web-based EDI System 
To ensure that all our Vendors can meet our EDI requirements, we also offer a Web-based EDI System, free of 

charge. NFM uses Blue Yonder for this service which allows Vendors to send/receive all required EDI signals 

via any internet browser. The following expectations must be met to ensure a seamless implementation: 

• An EDI Setup form, located in the Master Agreement-Vendor Operations Forms, must be completed.  

• Once a Vendor code and at least 1 SKU are setup, NFM’s EDI team will schedule training and testing. 

• A dedicated EDI contact must be made available for approximately 1 day of testing before any 

transactions will be conducted. 

• Once testing is complete, all necessary signals are moved to Production status. 

 

NFM reserves the right to require any Vendor who does not have a Traditional EDI system to use the web-

based system for conducting all required transactions. 

 

Note: NFM will make three (3) attempts to schedule testing. If a Vendor is non-responsive to testing inquiries, 

or failing to participate in agreed upon testing dates, NFM may decide to put the account on hold until EDI 

testing and implementation can be completed. 
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Section 2 - Required Transaction Sets and Definitions 
This section defines the EDI sets supported by NFM. Below are the required sets by Vendor type: 

• Replenishment Vendors - we require the use of 850, 855, 856, 860 and 810. 

• Vendors Shipping Direct to Customer - we require the use of 850, 855, 846, 856 and 810. 

• Vendors in NFM’s Pre-Label Program - we require the use of 850, 855, 856, 860 and 810. 

 

2.1 Communications and Controls  

• 997 - Functional Acknowledgement  

This transaction set serves as a receipt, to acknowledge that an EDI transaction, or a group of 

transactions, was received by the remote party. This transaction is received by our 3rd party, and is 

preferred to reduce unexpected errors. 

 

2.2 Supply Chain  

• 846 - Inventory Inquiry/Advice 

This transaction set is used to communicate inventory information, delays, or discontinuations, between 

vendors and NFM. This transaction is required for all Direct to Customer Vendors. 

 

• 850 - Purchase Order 

This transaction set is used to place an order for goods or services and provides the standard purchase 

order information you would find on any NFM purchase order.  

 

• 852 – Product Activity Data 

This transaction set provides vendors with product activity data such as inventory levels, sell through 

and other product movement related information. This transaction is not available via our Web-based 

EDI system. 

 

• 855 – Purchase Order Acknowledgement 

This transaction set is a line by line acknowledgement and confirmation of the 850-purchase order 

transaction. It is used to acknowledge and update Ready or Arrival date, cost, order quantity, model 

number, and any other applicable purchase order information transmitted. 

 

• 856 – Advance Ship Notice/Manifest 

This transaction is an electronic Advance Ship Notice giving line item detail of what is shipping from a 

Vendor to NFM on a per shipment basis. This set should include a purchase order number, model 

number, serial number (if applicable), quantity shipped, tracking numbers and carrier information.  

 

• 860 – PO Change 

This transaction set is a line by line communication of any changes made by NFM to PO date, PO 

quantity and/or PO cost of any line item on an existing PO. If unable to receive this information via their 

EDI system, NFM will provide this PO Change information automatically via email.  

 

2.3 Finance  

• 810 – Invoice 

This transaction set is the electronic version of the paper-based invoice document. 

 

Note: All specification documents will be provided by NFM during EDI testing. If necessary, these documents 

can also be obtained by reaching out to EDIVendors@nfm.com once onboarded. 

mailto:EDIVendors@nfm.com
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Section 3 – Functional Requirements 
This section defines some of NFM’s main functional requirements and expectations which are important for 

each Vendor to understand and/or adhere to for each transaction. Further technical requirements and details 

regarding our EDI specs for each transaction will be addressed in testing. 

 

3.1 Supply Chain  

• 850 - Purchase Order 

o Pay specific attention to the date qualifier code (DTM) sent in the 850, as we require the same 

date type to be sent back to us in the 855 PO Acknowledgement. 

o Regardless of DTM code used, NFM PO dates refer to a single requested Ready or Arrival date, 

not a date window or week. Information regarding which DTM codes we associate with our 

Ready and Arrival PO Date Types can be found in Chapter 4, Section 2. 

o Special Order POs will contain a $0.00 cost in the 850, we require the actual cost to be sent 

back to us in the 855 PO Acknowledgement.  

o For Direct to Customer POs, NFM will include shipping instructions in the MSG segment of the 

850. This message will state to ship via UPS or to ship via LTL by contacting our Routing team. 

 

• 855 – Purchase Order Acknowledgement 

o PO dates and information provided in this transaction are subject to approval by an NFM 

Replenishment Planner if they meet criteria defined in Chapter 4, Section 3.2. 

o PO dates and information provided in this transaction are used to directly communicate product 

availability or information to our NFM Sales Staff and Customers, as well as to determine future 

POs placed. NFM will regularly measure and review the accuracy and timeliness of the 

information provided to determine business impact. 

o Regardless of DTM code used, NFM PO dates refer to a single requested Ready or Arrival date, 

not a date window or week. Information regarding which DTM codes we associate with our 

Ready and Arrival PO Date Types can be found in Chapter 4, Section 2. 

o All PO Acknowledgements are expected to provide the most accurate expected Ready or Arrival 

date available which matches the same date type as the date qualifier code (DTM) sent in the 

850 PO. If PO Dates change, send an additional PO Acknowledgement with the new most 

accurate date available. 

o PO dates provided should NOT reflect or include updates related to production or preparation 

processes, such as production dates, manufacturing dates, or completion dates. Only dates 

related to the PO’s Ready/Ship or Arrival/Delivery date should be provided. 

o All Status codes provided during testing are to be used to accurately communicate the following: 

Item Accepted (IA), Item Backorders (IB), Rejections (IR), Price changes (IP), Item Deletion 

(ID), Item Changes (IC). Any associated details requested with each code should be adhered to, 

for example, expected availability dates for items noted with IB. 

o If costs being provided in this transaction are before discounts/gross costs, please always 

denote the BD code. To reduce Invoice issues or payment delays, communicate this information 

during testing and ensure cost information in the 850, 855 and 810 transactions are aligned. 
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• 860 – PO Change 

o PO Changes will be generated by NFM for cost, quantity, and date changes to the PO. 

o A PO change transaction can be generated for delta changes only or for a full PO replacement. 

o It is the responsibility of the Vendor to apply any changes sent in an 860 transaction on their 

side prior to shipment of a PO. 

• 856 – Advance Ship Notice/Manifest 

o For Direct to Customer ASNs, a tracking number is required in the Carrier’s Reference Number 

field. This information is provided directly to our NFM Customers. 

o Ensure Trip numbers are included in BSN02 segment for Vendor-controlled shipments 

o For Vendors participating in NFM’s Pre-Label Program, please review requirements listed in the 

NFM Pre-label Guide.  

• 846 - Inventory Inquiry/Advice 

o This feed is used to determine if an item will be displayed on our website for a customer to 

purchase. Thus, it should be sent every day.  

o QTY:01 should always be further denoted as follows: 

▪ 15 = Discontinued 

▪ 33 = Qty Available 

▪ 78 = Out of stock – and should include DTM segment with date product is expected to 

be back in stock 

Note: The accuracy and timeliness of this feed are of utmost importance to our NFM.com and Direct to Customer 

business. If we have not been notified prior, Vendors will be subject to chargebacks for items ordered by 

customers which are out of stock and cannot be shipped within our defined expectations. 

 

• 852 – Product Activity Data 

o This feed is provided to approved Vendors on a weekly basis. 

o Typically, sales data is reflecting a Sunday – Saturday period. Vendors may request to receive 

this information at a Corporate (all stores combined) or Regionalized level. 

 

3.2 Finance  

• 810 – Invoice 

o A single PO may have multiple invoices, due to partial shipments, but each invoice MUST have 

a unique invoice number. 

o All invoices must reflect a positive, non-zero dollar amount.  

o All invoices must reflect the original PO Sent Date. NFM may send an 860 transaction if 

changes are made, but the invoice must reflect the original PO Sent Date. 

o Ensure all line item numbers and associated SKUs provided in the invoice match the line item 

and SKU numbers provided in the PO.  

o PO line item numbers cannot be duplicated within a single invoice. 

o Part SKUs cannot be noted on an invoice. 

o Ensure Unit of Measure (UOM) that is noted on the PO is returned on the invoice. 

o Payment terms on an invoice should match what is listed in the Vendor Master Agreement.  

http://www.nfm.com/new-vendor
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CHAPTER 6 

TRANSPORTATION 
 

Overview 
At NFM, we are committed to flowing inventory through all areas of the Supply Chain in the most cost-effective 

and efficient manner possible. In this chapter, the basic guidelines for packing, loading, shipping, and 

delivering products to NFM facilities are outlined. For more detailed definitions of all NFM routing expectations 

please review the NFM Routing Guide. 

 

Section 1 - Transportation Modes 
1.1 Collect Freight, or FOB Origin 

• Import Containers: Ocean or Rail Carriers to be determined by NFM per container 

• Domestic Full/Partial Truckloads: Ground Carrier to be determined by NFM per shipment 

• Domestic Small Parcel: UPS Ground or FedEx Ground 

 

Collect Freight modes refer to shipments where NFM chooses a Carrier and is billed directly from the Carrier. 

Vendor will use NFM’s Transportation Portal to request routing per shipment and be advised by NFMs 

Transportation department. 

 

These types of shipments are considered FOB Origin, meaning that NFM will be responsible for filing any 

freight claims or carrier-related damages once the product leaves the Vendor’s dock. However, Vendors will be 

responsible for adhering to the requirements in our Routing Guide and will be subject to chargeback for any 

loss or damage related to improper load counts, packaging, loading, bracing, or usage of allotted space per 

requirements stated. 

 

1.2 Prepaid Freight, or FOB Destination 

• Import Container: Carrier to be determined by Vendor 

• Domestic Full/Partial Truckloads: Ground carrier to be determined by Vendor  

• Small Parcel: UPS Ground or FedEx Ground 

 

Prepaid Freight modes refer to shipments where Vendors choose a Carrier, arrange shipping, and are billed 

directly from their chosen Carrier. In cases where a Vendor will bill NFM for freight, a freight rate must be 

determined our Vendor Master Agreement and must be billed to NFM as a line on the PO Invoice, not billed 

directly from a Carrier. 

 

These types of shipments are considered FOB Destination, meaning that the Vendor will be responsible for 

filing any freight claims or carrier-related damages and NFM will take ownership upon delivery. Vendors will be 

responsible for adhering to the requirements in our Routing Guide and will be subject to chargeback for any 

loss or damage related to improper load counts, packaging, loading, or bracing which results in visible or 

concealed damages. 

 

Note: All expedited shipments, or shipments which will incur additional handling fees or charges, must be 

approved by NFM, and notated on the purchase order prior to shipping. See Chapter 4, Section 3.2 regarding 

Purchase Order Updates or Changes. 
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Section 2 - Collect Freight Routing Requests 
Based on expected business needs, our Inbound Transportation department will determine if a Vendor should 

be given a Freight Order Management (FOM) Portal license during the onboarding process. This portal will be 

used to route all Collects shipments to NFM facilities. 

 

2.1 Portal-Routed Shipments  
NFM TMS Support team will setup a login based on contact information provided in the Vendor Master 

Agreement Transportation Terms form, and coordinate setup of training for all users added. 

 

Once POs are created, Vendor will log in to our FOM Portal to request routing for purchase orders by 

submitting shipment information so that we can select and schedule a carrier for pickup. 

 

2.2 Non-Portal Routed Shipments 
If shipments are small enough to be shipped via Small Parcel, NFM may approve bypassing the Transportation 

Portal. In this case, Vendor will email routing requests to the Transportation Planning team, who will manage 

the carrier selection and approval to ship using an NFM Small Parcel Carrier account. 

 

All shipments require approval by a Transportation Planner prior to shipment. No Vendor should ship against a 

previously provided NFM Carrier account under any circumstance. 

 

Note: Detailed instructions for Prepaid and Collect shipments can be found in the NFM Routing Guide 

Chapters 2 and 3. 

 

Section 3 – Carton Marking and Labeling 
3.1 All Vendors  
NFM does not require a standard label type for shipments into our facilities, but we do require some 

information to be present on all outside cartons or labels to ensure our receiving teams can properly identify all 

products coming into our facilities. 

 

Minimum required information for Small Parcel shipments is to reference a PO# on the shipping label. 

 

Minimum required information for all other shipments:  

• NFM PO# referenced on shipping label or outer label on pallet 

• SKU#, Model # or UPC barcode to identify item in carton or pallet 

• Qty per carton or pallet if more than 1 unit 

• If Model# has multiple colors or styles, include color, fabric, finish, or other necessary descriptions 

 

Note: Detailed instructions for Shipment Preparation can be found in the NFM Routing Guide Chapter 5. 

 

3.2 Pre-label Vendors 
In some cases, NFM will request that Vendors participate in our Pre-Label Program. Vendors in this program 

are required to pre-label items with NFM labels prior to shipping to one of our facilities. This process requires 

the ability to print our internal labels, apply them to items being shipped, and to send and receive EDI signals 

regarding these items. All pre-labeled vendors will be audited for accuracy regularly and chargebacks may be 

assessed for any discrepancies. 

 

Note: Detailed instructions and requirements regarding our pre-labeling program can be found in the NFM Pre-

label Guide. 
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Section 4 – Packing, Loading and Handling 
To ensure safety and efficiency, NFM expects all Vendors to use proper packing, marking, loading and 

documentation practices on all loads shipped to our facilities. As stated in Section 1, both Collect and Prepaid 

Vendors are responsible for any damages or delays caused by non-compliance to our requirements, as well as 

any potential charges or fees associated. 

 

Note: Detailed instructions for Shipment Preparation can be found in the NFM Routing Guide Chapter 5. 

 

 

Section 5 – Shipping Documents 
5.1 Bill of Lading (BOL)  
A BOL, prepared by the Vendor and confirmed by the Carrier, must accompany all orders shipped to an NFM 

facility. A Master BOL and location specific BOLs will be required for all shipments being delivered to multiple 

locations. 

Information required on a BOL may differ for domestic shipments and import shipments. Shipping manifests 

will not be acceptable to use as a BOL. Please refer to the NFM Routing Guide Chapter 6 for specific 

requirements. 

Note: Detailed instructions regarding BOL requirements can be found in the NFM Routing Guide Chapter 6. 

 

5.2 Packing List  
A packing list must accompany all shipments delivered to an NFM facility. Missing or partial packing lists will be 

subject to a per shipment chargeback of $50.00. 

A copy of the packing list must also be emailed to the correct NFM facility prior to arrival or delivery to NFM. 

Please reference NFM PO# in email subject and/or body. 

• Any delays receiving packing lists, which delay receipt of product, will delay payment of invoices. 

• A Vendor may use an Excel or PDF copy of an EDI 856 ASN as a packing list. 

o Must be provided via email prior to arrival as well as included with the shipment received. 

Information required on a packing list may differ for domestic shipments and import shipments.  

Note: Receiving Contact information for emailing packing lists is in the NFM Routing Guide Appendix II.  

Detailed instructions regarding Domestic Packing List requirements can be found in the NFM Routing Guide 

Chapter 6 and in NFM Routing Guide Chapter 4 for Import Packing List requirements. 

 

5.3 Customs Invoice  
A customs invoice, which declares the value of all items within a shipment, must accompany all orders shipped 

to NFM from an international supplier. 

By U.S. law, pro-forma invoices are not acceptable form of documentation for U.S. Customs. All pro-forma 

invoices must be replaced with a Customs Invoice in English with USD value. 

Note: Detailed instructions regarding customs invoices and all other required Import Freight documents can be 

found in the NFM Routing Guide Chapter 4. 
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Section 6 - Delivery Appointments 
Delivery Appointments for all shipments must be scheduled 2 business days prior to a requested unload date. 

A Packing List must be provided via email prior to arrival or delivery at NFM. 

 

For Truckload and LTL shipments our facilities only allow live unload deliveries overnight. Hours for each 

location are in our Routing Guide Appendix II.  

 

At time of delivery the following documents must be provided to NFM Receiving team: 

o Bill of Lading (BOL) 

o Packing List(s) 

 

All products must be delivered to the location designated on the NFM purchase order. 

o If a shipment is intended for multiple facilities, the cartons must be sorted, as indicated on the 

purchase order, prior to delivery. 

 

Note: Detailed instructions for Delivery can be found in the NFM Routing Guide Chapter 7. 

 

 

Section 7 – Freight Charges 
All freight charges above and beyond agreed upon amount must be approved by NFM prior to shipping. This 

includes additional handling, accessorial, expediting charges, or any unauthorized use of an NFM Carrier 

account number.  

 

Vendor will assume responsibility for any unapproved charges, including, but not limited to: 

o Special Handling 

o Large Package 

o Inbound charges 

o Broken Cartons 

o Out of Area 

o Fragile Handling 

o Residential or Commercial Shipment Fees 

o Truck or Space Ordered Not Used 

o Demurrage or Detention fees 

 

Note: Further details and specifications regarding all Shipment Preparation requirements can be found in the 

NFM Routing Guide Chapter 5. 
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CHAPTER 7 

ACCOUNTS PAYABLE 
 

Overview 
Our Accounts Payable team is the main point of contact for all payments made by NFM to a vendor. To ensure 

we are able to make payments in a timely and accurate manner, we expect vendors to adhere to the 

expectations regarding invoices and payment outlined in this chapter.  

 

Section 1 - Invoice Requirements 
To avoid delays in payment, the following requirements must be met: 

• All invoices must paperless and can be sent via EDI 810 or via email at apinvoices@nfm.com. 

• Invoices must contain: 

o Invoice Date 

o Vendor Invoice number 

o NFM purchase order number 

o Payment Terms 

o Total of Invoice 

• Products must be billed matching the purchase order cost.  

o Any increases on an invoice must be preapproved in writing by the buyer. 

• All line numbers on an invoice are expected to match PO line numbers in a shipment. 

• Generally, invoices should be sent before the purchase order has shipped complete. 

o If multiple invoices due to partial shipments, each invoice must have a unique number. 

• Invoice line item details are required for each invoice. Summary invoices will not be accepted. 

• Invoices should match any discounts or charges included on the purchase order. 

• Duplicate invoices, sent with the same invoice number, will not be accepted. If additional monies are 

owed, a new invoice number must be sent. 

• Proof of delivery should accompany all invoices for merchandise shipped directly to an NFM customer. 

• All invoices must reflect the original PO Sent Date. Changes may have been made to the PO after that 

date, but the invoice must reflect the original PO Sent Date. 

 

Section 2 - Payment Policies 
No invoice payments will be made until NFM has received a W-8(Import)/W-9(Domestic) tax form. 

 

NFM prefers all payments be made via credit card. Other payment forms should be discussed with and 

approved by an NFM Buyer. NFM does not allow any non-electronic methods of payment. 

 

An email address is required for sending authorization to charge credit card for payment. 

• A single use card number can be provided, or a multi-use card number can be kept on file. 

 

Any invoices not sent via EDI must be sent to APInvoices@nfm.com for processing. NFM does not allow any 

non-electronic methods of invoicing. 

 

NFM’s credit application information and trade references may be provided upon request to any Vendor during 

the onboarding process.  

 

mailto:apinvoices@nfm.com
mailto:APInvoices@nfm.com
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Section 3 - Payment Terms 
Terms of payment begin when the purchase order is completely received into our system. 

• If receiving delays are due to missing packing lists, mis-ships, or vendor-caused receiving issues, 

invoice due dates may be extended without a loss of discount until all units are received. 

• If multiple invoices are sent due to multiple shipments, this may cause a delay in payment. 

• If invoices with discounted early pay terms are applied to an account balance within the timeframe 

eligible for discounted terms, NFM will not repay or incur penalty for terms discounts applied. 

• If adjustments need to be made on a submitted invoice, please contact accounts.payable@nfm.com or 

402-829-7694 for instructions on the resubmit process. 

 

All regular or special payment terms must be approved by an NFM Buyer and documented in writing on the 

Payment Terms form, located in the Vendor Operations Forms. 

 

 

Section 4 - Credit Memos 
Credit memos must reference: 

• NFM Credit/Debit Request number  

• NFM Purchase Order or Chargeback number 

• Vendor’s original Invoice number 

 

All credits should be applied to the next batch of invoices presented to NFM’s bank for drafting. No credits 

should be applied directly to the NFM account balance without prior authorization by the NFM AP department. 

 

Credits issued for an amount other than requested must be accompanied by a detailed explanation of the 

difference.  

 

 

Section 5 - Reporting 
At minimum, a quarterly statement of open invoices and credits supplied to NFM must be provided to AP 

department via mail or email. 

• Monthly statements may be requested, periodically, for auditing purposes. 

 

For refunds, a detailed list of documents supporting the refund amount, including credit memos and invoices, 

must accompany any refund issued. 

 

 

Section 6 - Certificate of Resale 
All inventory purchases are for resale. No sales tax should be charged.  

 

Our current multi-state jurisdictional resale certificate can be obtained from the Accounts Payable team at 

accounts.payable@nfm.com or 402-829-7694. 

 

  

mailto:accounts.payable@nfm.com
mailto:accounts.payable@nfm.com
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CHAPTER 8 

QUALITY CONTROL AND  
CUSTOMER SERVICE 

 

Overview 
NFM expects all products be shipped defect free. Any Vendor related defects or shipping errors will be the 

responsibility of the Vendor and be subject to credit requests. This chapter will outline all conformance 

requirements associated with returns, adjustments, and service requests. 

 

 

Section 1 - Defects & Damages 
Any defective or damaged product caused by production, packaging, or handling and all costs associated with 

correcting the issue will be the responsibility of the vendor, including return freight charges. If Vendor requires 

NFM to ship defective or damaged product for any reason, Vendors will be responsible for freight costs.  

 

Defects or damages include, but are not limited to, any flaws regarding construction, fit, finish, and accuracy of 

product information provided to NFM. 

 

1.1 Collaboration and Reporting 
In the interests of reducing defects and damages, NFM expects support from Vendors regarding the following: 

• Review, respond, and react timely to reports detailing reoccurring defects and damages. 

• Collaborate with NFM Returns, Adjustments and Dissatisfactions (RAD) team when necessary to 

resolve issues. 

• Some Vendors may elect to tour our warehouse and shop facilities to better understand our operations. 

To setup a tour, please contact Vendor Relations to request. 

 

1.2 Special Requests 
In some cases, Vendors will request further information beyond what NFM provides with our standard requests 

or reporting. As a strict policy, NFM does not honor Vendor-specific requirements. 

 

Special requests must be submitted to an NFM Buyer for review and must be approved by an NFM Vendor 

Compliance Manager prior to being granted. If approved, agreed upon terms must be defined in the Quality 

Control form, located in the Vendor Operations Forms, prior to being executed.  

 

Examples of special requests include, but are not limited to, the following: 

• Photos of damages or defects 

• Invoice Numbers 

• Serial Numbers 

• Inspections 
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Section 2 - Shipping Errors 
All shipping errors and any expenses associated will be the responsibility of the Vendor. If any such error 

occurs, the following rules outlined in this section will be applied. 

 

2.1 Wrong Product 
Any product received, which is not on an NFM purchase order, will be shipped back at the Vendor’s expense, 

or an agreement to keep product may be negotiated and approved by an NFM Buyer.  

 

Any unshipped items, in the case of wrong product being sent in the initial shipment, will require approval of an 

NFM Buyer or Replenishment Planner before shipping. 

 

2.2 Wrong Quantity 
Any product shortages will be short paid on the invoice for that shipment. Additional shipments made to correct 

a shortage will require NFM Buyer approval and a new invoice number. 

 

Any product overages will be shipped back at the Vendor’s expense, or an agreement to keep product may be 

negotiated and approved by an NFM Buyer. 

 

Proof of Delivery (POD) is not accepted by NFM as an adequate proof of contents. In the case of unresolved 

discrepancies, NFM may refer to security camera recordings to determine contents of a shipment. 

 

2.3 Wrong Store 
Within Nebraska, Kansas and Iowa, all product delivered to an incorrect store will be transferred to the 

intended store and any handling expenses associated will be charged back to the vendor. 

 

If product intended for Texas is delivered to a different store, or if product intended for another store is 

delivered to Texas, NFM will return product to Vendor for full credit and any associated shipping and handling 

costs. The Vendor will need to reship product to the correct store. 

 

In some cases, the Vendor may be permitted to pick up and transport product to the correct region at no cost 

to NFM. 

 

 

Section 3 - Requests 
All requests will be submitted via NFM forms. We will not use any Vendor-specific forms or portals when filing 

or resolving Quality Control claims, unless approved by Vendor Compliance Manager during onboarding. 

 

3.1 Return Authorization Requests 
All return authorization requests must be replied to via email within 7 days of initial request.  

 

Return Authorizations (RA) must include carrier label or call tag, deliver to address, and expected pick up date. 

Vendor is responsible for freight charges related to all defect or damaged returns. 

 

3.2 Credit Requests 
Vendors must review and resolve outstanding credit requests within 14 days of initial request date. 
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3.3 Inspection Requests 
In some cases, inspection may be necessary. All requests for inspection must be arranged with the NFM 

contact noted on the request and inspected within 7 days of request. 

 

3.4 Repair/Service Requests 
All product returned to Vendor for repair or replacement must be returned to NFM within a reasonable time 

frame, mutually agreed upon when initial request is made. 

For service requests, a service network contact must be provided to allow our customer service teams to assist 

our customers in an adequate and timely manner. A list of approved local servicers must also be provided with 

the Vendor Operations Forms, if applicable. 

 

For products with a manufacturer’s warranty, the warranty period does not begin until the day the NFM 

customer takes ownership of the product. 

 

3.5 Parts Requests 
All requests for parts for Vendor defect or damaged product, must be shipped within 14 days at no charge to 

NFM or its customer, unless otherwise agreed upon in the Vendor Operations Forms. 

 

If parts are not shipped within 14 days, or agreed lead time, NFM reserves the right to chargeback for an as-is 

allowance to our customer or to return the product for full credit. 

 

Note: Additional requirements for Parts Orders can be found in Chapter 4, Section 1.5 of this guide. 

 

 

Section 4 - Certificate of Insurance 
All Vendors must agree to maintain liability insurance coverage for claims which may arise out of, or in 

connection with, the purchase orders and/or merchandise within. 

 

The policy shall name Nebraska Furniture Mart as an additional insured and a standard Certificate of 

Insurance must be provided to VendorRelations@nfm.com during onboarding and should be renewed and 

resubmitted to the same email address upon expiration, for our records. 

 

Certificate Holder Address: 

Nebraska Furniture Mart 

PO Box 3456 

700 S. 72nd Street 

Omaha, NE 68114 

 

The minimum insurance coverage to be maintained by Vendor shall be as follows:  

• Commercial general liability insurance in occurrence form, with minimum single limit protection of no 

less than One Million Dollars ($1,000,000) per occurrence. 

• Automobile liability insurance to cover all owned, non-owned, and hired vehicles in the amount of at 

least One Million Dollars ($1,000,000) per person and One Million Dollars ($1,000,000) per occurrence. 

• Workers’ compensation insurance in accordance with the legal requirements of the jurisdiction(s) where 

Vendor conducts its operations and employer’s liability insurance to cover all of Vendor’s employees 

who are to perform any services pursuant to this Agreement, with minimum single limit protection of at 

least One Million Dollars ($1,000,000) per occurrence. 

mailto:VendorRelations@nfm.com
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• Excess or umbrella liability insurance with limits of at least Five Million Dollars ($5,000,000) per 

occurrence in excess of the limits required above for commercial general liability, automobile liability, 

and employer’s liability insurance. 

 

Note: These terms are also stated in the NFM Vendor Master Agreement, Schedule A – Purchase Order 

Terms & Conditions. Any discrepancies should be discussed with an NFM Buyer during Onboarding and are 

subject to review by our Division Directors and Legal Counsel prior to approval. If approved, changes should 

be noted in Schedule A – PO Terms and Conditions, Section 8 Insurance. 
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CHAPTER 9 

E-COMMERCE DIRECT TO CUSTOMER 
REQUIREMENTS 

 

Overview 
At NFM.com, we strive to create an environment consistent with our brick and mortar stores, keeping a positive 

customer experience as top priority. As a Direct to Customer (D2C) Vendor, you operate as an extension of 

NFM so we expect the same best in class inventory levels, pricing, packaging, shipping, and service that we 

would offer our customers. The following D2C requirements are in place to ensure our Vendors can meet our 

expectations.  

 

Section 1 - Product Information 
1.1 Product Information 
All new item setup information must be submitted on the appropriate NFM New SKU Request form, via the 

NFM Merchandising Portal, unless otherwise directed by an NFM Buyer. Instructions for accessing and 

submitting setup information via the NFM Merchandising Portal are in the NFM Portal Guide in Appendix II. 

 

Vendors are required to verify accuracy of all setup information submitted; any charges incurred by NFM 

resulting from incorrect information submitted will be the responsibility of the Vendor.  

 

For Direct to Customer orders, it is especially important to note how many cartons a single item will ship in per 

SKU, as well as weight and dimensions associated with each individual carton. Any multi-carton items are 

required to be shipped via LTL. Please see Section 5 of this chapter for additional information regarding 

shipping. 

 

1.2 Product Images and Content 
To speed up adding new items to our website, NFM requests that Vendors supply us with various types of 

images and content to support each new item added. When this content is not provided up front, we will use a 

3rd party to obtain, which will delay the appearance of your items on the website by up to 30 days.  

 

Below are examples of what we would prefer, when possible.  

 

• Images 

o All images must be 2000 x 2000px resolution 

o Multiple angles and lifestyle images for each item 

o Full set/lifestyle images and of individual items 

o For area rugs, lifestyle image and of item only 

o Close-up photos of fabric swatches, or detailed patterns/designs 

o Branding or logos required for an item 

 

• Content 

o Descriptive details/Romance Copy describing the product 

o Details regarding what is in a set (3-Piece set - Bed, Dresser, Nightstand) 

o Video(s) of the product being used, or describing features of the product 
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o Dimensional information for product when crated and when uncrated 

o Shipping weight for product when crated and when uncrated 

o Owner’s Manual, if applicable 

o Assembly, Install or Connectivity Guide, if applicable 

 

Note: Additional details regarding attribute requirements for certain product categories may be obtained from 

an NFM Buyer. 

 

1.3 Daily Inventory Updates 
All Vendors with web-only or D2C items will be required to provide updates to inventory levels, pricing, and 

discontinuations, daily, via EDI 846 or NFM’s VCMS Portal. 

• Daily EDI 846 updates must reflect appropriate codes denoting discontinued or out of stock. 

• All purchase order line items canceled due to non-communicated discontinued or out of stock 

merchandise will be subject to chargebacks.  

• If any inventory feeds are sent with price errors, the Vendor will be responsible to fulfill the stated price 

and support NFM’s expected margins. As soon as NFM is made aware of an error, no further 

purchases will be allowed for the item(s) until information is corrected. 

 

No items will be reflected on our website until this process is setup. NFM also reserves the right to remove any 

or all items from the website if inventory updates have not been sent for more than 24 hours. 

 

1.4 Lineup Reviews 
A core lineup review of all web-only or D2C items is required monthly, and adjustments will be made to ensure 

our web lineup margin aligns with our financial goals. 

 

 

Section 2 - EDI Requirements 
To allow for efficient processing and reduced errors or delays, the following EDI signals are required for all 

D2C Vendors: 

• 810 – Invoice 

• 846 – Inventory Inquiry/Advice 

• 850 – Purchase Order 

• 855 – Purchase Order Acknowledgement 

• 856 – Advance Ship Notice/Manifest 

 

If a Vendor is not setup for traditional EDI Transactions, NFM will provide access to our free Web-based EDI 

System, which will allow the Vendor to process all above EDI transactions via any web browser. 

 

Note: Further details about our EDI system and testing standards, as well as definitions for each signal, are in 

Chapter 5, Sections 2 and 3 of this guide. 
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Section 3 - Pricing and Payment 
3.1 Competitive Pricing 
We expect our D2C vendors to price products in a way that allows NFM to remain competitive on the web 

when shipping costs are accounted for. If an item is consistently not profitable, NFM reserves the right to 

remove that item from our website at any time. 

• If an item has been sold at a significant loss to NFM, we may choose to charge a Vendor back for the 

total margin loss incurred. 

 

3.2 Invoices and Terms 
Invoices for orders placed must be sent via EDI 810 within 24 hours after shipping. 

• No invoice will be paid until proof of delivery is obtained. 

• Any invoice inquiries should be sent to accounts.payable@nfm.com.  

 

NFM prefers payment terms of 2%/45 days paid by credit card for all new D2C vendors. If a Vendor has an 

existing program with NFM, existing terms will be extended to the Direct to Customer program unless 

otherwise approved by an NFM Buyer. 

 

 

Section 4 - Order Processing 
4.1 Acknowledging a PO 
All orders will be transmitted to a Vendor via EDI 850 and must be acknowledged within 24 hours via EDI. 

 

If an item is out of stock, a notification must be sent via EDI 846 within 24 hours and must include an 

anticipated available ship date for the out of stock item.  

 

4.2 PO Processing Requirements 
All orders should be shipped within 24 business hours of receiving the PO, unless otherwise approved. 

o Any order may be cancelled prior to shipment with no additional charges to NFM or our 

customers. 

o If multiple items are on one order all items and/or cartons must be processed together and ship 

complete according to the shipping instructions noted in the MSG segment in the EDI 850 PO 

received or can be found in the PO Comments. 

 

• Small Parcel 

o If shipping via Small Parcel, Vendors must use the NFM UPS Account Number when producing 

labels. Any misuse of this account will result in chargebacks and/or account holds. 

o For small parcel items, same day shipping is required if the order is transmitted to a Vendor by 

1:00PM CST. If the order is transmitted after 1:00PM CST, orders should be shipped the 

following calendar day.  

o NFM’s maximum allowable UPS shipping size and weight requirements must be adhered to. 

These requirements are stricter than the total allowable by UPS as an effort to avoid additional 

accessorial fees from UPS. See Section 5 of this chapter for NFM’s full requirements. 

o When generating labels, ensure the correct address type (Residential vs Commercial) is 

selected. 

 

Note: Any accessorial fees charged to NFM due to size and weight limits, or incorrect address type selected 

will be reviewed for chargebacks. 

 

mailto:accounts.payable@nfm.com
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• LTL or Bulky Items 

o If shipping via LTL, Vendors must follow the Freight Club guidelines outlined below. 

▪ Fill out NFM’s Freight Club spreadsheet with pallet dimensions and weights, and 

individual carton dimensions and weights, within 24 hours of order receipt. 

▪ Email spreadsheet to OMADOPSDirectShip@nfm.com to receive a BOL for shipping. 

 

4.3 Packing Slip and Labeling 
NFM requires the use of our branded packing slips 

(example to the right) with every order. A PDF template 

for the packing slip can be obtained from an NFM Buyer 

or downloaded from www.nfm.com/new-vendor.  

 

All D2C shipments are expected to use shipping labels 

which comply with UPS or Freight Club requirements. 

 

The following information is required on every shipping 

label in the location listed below: 

• Top left corner: Vendor’s Return address 

• Center: Customer address 
o If a Customer Address is entered incorrectly, 

Vendor will be responsible for all  charges 

associated with correcting the order. 

• Reference/Notes:  ‘NFM Purchase Order ########’ 
o This should be used for reference in the Carrier’s 

system and/or entered on the BOL to ensure 

tracking of all orders. 

 

Note: All other expectations regarding packing, labeling, 

and shipping can also be found in the NFM Routing 

Guide. 

 

Section 5 - Shipping Information 
All D2C shipments at NFM are considered Collect shipments and should ship using NFM’s UPS account or via 

NFM-selected LTL carriers. Instructions regarding whether to ship UPS or LTL will be provided for every PO 

using the MSG segment in the EDI 850 or can be found in the PO Comments. 

5.1 Shipping Confirmation 
Shipping confirmation, including a tracking number and purchase order number, must be provided via EDI 856 

or by emailing direct.ship@nfm.com within 24 hours of generating a tracking number. No invoices will be paid 

until this notification is received and confirmed.  

 

5.2 Shipping Rates 
NFM staff will actively be reviewing rates to ensure that NFM and its customers are receiving the lowest rates 

possible. 

• As described above, Vendors are required to ship using NFM’s 3rd party shipping accounts. 

• Our expectation is the Vendor will maximize their multiple warehouse locations (if applicable) for speed 

of delivery and savings on shipping costs. 

Any additional shipping charges or labor incurred by NFM due to the Vendor shipping outside of the agreed 

upon shipping method/rate, or due to inadequate packaging which results in damages to product, will be the 

responsibility of the Vendor. 

mailto:OMADOPSDirectShip@nfm.com
http://www.nfm.com/new-vendor
mailto:direct.ship@nfm.com
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5.3 UPS Ground Small Parcel Shipping Requirements 
Any small parcel shipment routed via NFM’s UPS accounts will be subject to the maximum limits listed below. 

We understand these limits are stricter than what is allowable by UPS, however we require Vendors adhere to 

these size limits to ensure no additional fees will be applied to our freight invoices from UPS. 

 

• Size Requirements: 

o Weight - Any package weighing up to 90 pounds.  

o Length plus girth – Any package with its length (longest side of the package) + girth [(2x width) 

+ (2 x height)] combined exceeding 130 inches.  

o Length – Any package with the longest side exceeding 48 inches. 

o Width – Any package with its second longest side exceeding 30 inches.  

 

Section 6 - Customer Service 
6.1 Product/Order Information 
For our customer service teams to assist our customers, we expect a dedicated account manager or service 

team who can answer staff questions, address customer issues, and coordinate updates to our product 

information upon request. 

• Expected coverage hours are Monday – Saturday 8:00AM until 9:00PM CST and Sunday 11:00AM 

until 8:00PM CST. 

• Requests made by NFM Customer Service, or regarding Customer Service issues, must be handled 

within 24 business hours. 

 

6.2 Service Network  
Contact information must be provided to NFM for any service calls, parts requests or warranty claims so that 

we are able to assist when a claim needs to be filed by a customer. 

 

6.3 Operations 
Operations and/or Warehouse Contact information must be provided to NFM for timely notification of fraudulent 

orders placed, so they we may halt order processing and shipping immediately, if necessary. 

 

Confidentiality of NFM Customer Information is required by all Vendors, as well as PCI (Payment Card 

Industry) Compliance. 

 

All Ready-to-Assemble (RTA) items require detailed assembly instructions be provided to the customer. 

 

Section 7 – Returns 
7.1 Customer Return Policy 
A 30-day Buyer’s Remorse return policy should be warranted for all customers and would not begin until the 

date the product is delivered to the customer. 

• If customer returns to an NFM location, NFM expects full credit of paid cost and will keep or return 

product based on agreement terms.  

• If customer returns directly to Vendor, the customer is responsible for all return freight charges and 

NFM expects full credit of paid cost. 

• Neither NFM, nor our customers, will be responsible for restocking fees from a Vendor. 

 

Returns terms for Buyer’s Remorse should be defined in the Quality Control form, located in the Vendor 

Operations Forms, and are subject to approval by an NFM Buyer. 
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7.2 Damages, Defects, Errors, and Recalls 
For all delivery errors, damages, non-conformities, or recalls a Vendor will be responsible for crediting NFM 

back in full, including NFM’s original paid cost and shipping costs, within 24 hours of an exchange of damaged 

or defective goods.  

• If customer returns to an NFM location, NFM will keep or return based on agreement terms and the 

Vendor will be responsible for any return freight charges, in addition to the costs noted above. 

• If customer returns directly to Vendor, or refuses shipment, the Vendor will be responsible for any 

return freight charges, in addition to the costs noted above. 

 

If a customer opts to keep product in exchange for partial credit, replacement of parts, service or repair, any 

costs incurred by NFM in these situations will be subject to chargeback. 

 

Returns terms for Damages, Defects, Errors, and Recalls should be defined in the Quality Control form, 

located in the Vendor Operations Forms, and are subject to approval by an NFM Buyer. 

 

7.3 Carrier Damages or Charges 
If it is necessary to file a Carrier claim, the responsibility for filing a claim will be with NFM. 

 

Any Carrier claims or charges which occur due to inadequate packaging or labeling standards will be the 

responsibility of the Vendor and therefore may be subject to chargebacks. 

 

If a Carrier returns a shipment due to a customer being unavailable after multiple delivery attempts, NFM 

expects full credit of paid cost less any return charges incurred from the Carrier. 

 

 

Section 8 – Conformance 
All shipments are subject to our NFM Conformance Policy, outlined in Chapter 1, and any charges outlined in 

the Charge Summary in Appendix III may be applied for non-conformance to our requirements. 

On a weekly basis, NFM will send a Summary statement reflecting all deductions made against the previous 

week’s non-compliant Direct to Customer orders and/or shipments. 
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Appendix I 

CONTACT INFORMATION 
 

Nebraska Furniture Mart - Home Office 

 Nebraska Furniture Mart 

 700 South 72nd St. 

 Omaha, NE 68114 

 Phone: 402-397-6100 

 

Vendor Relations Department – General Operations and Compliance Inquiries 

 Email: VendorRelations@nfm.com   

Note: Annual Certificate of Insurance (COI) renewals should be setup to submit to Vendor Relations via email. 

 

Replenishment Department – Purchase Order Inquiries or Changes 

For Domestic POs, see Chapter 4, Section 3 for specific contact information. 

 For Import POs, contact ImportReplen@nfm.com  

 Or you may contact the Replenishment Planner associated with your PO 

 

Container Planning Department – Purchase Order Inquiries or Changes 

 Email: ImportReplen@nfm.com for PO Changes or Updates 

 Email: nfmcontainers@nfm.com for Shipping/Routing/Transportation Inquiries 

  

EDI Coordinating Department – EDI Transaction Inquiries 

 For technical assistance, email: edivendors@nfm.com 

 

Transportation Department – Shipping and Routing Inquiries 

 General Collect Freight Routing Inquiries Email: traffic2@nfm.com  

 General Prepaid Freight Routing Inquiries, refer to Replenishment Department. 

Transportation/Freight Invoice Inquiries Email: trafficAP@nfm.com  

Transportation Portal (FOM) Inquiries or New Access Requests Email: NFMTMSSupport@nfm.com  

Transportation Portal (FOM) Access Issues/Password Reset Email: solutioncenter@nfm.com  

Container/Import Inquiries: nfmcontainers@nfm.com  

Direct to Customer LTL Routing: OMADOPSdirectship@nfm.com  

 

Accounting Department – Invoice and Payment Inquiries 

 AP Team Inquiry Email: accounts.payable@nfm.com 

 AP Invoicing Email: APinvoices@nfm.com  

Phone: 402-829-7694 

  

Quality Control Department – Return, Chargeback, Quality and Parts Inquiries 

 Furniture Email: qualitycontrol@nfm.com  

 Furniture Parts Email: furnparts@nfm.com 

 Flooring Email: flr.qualitycontrol@nfm.com 

Appliances/Electronics Email: aeqc@nfm.com 

 

Note: Receiving & Delivery contact information and hours can be found in the NFM Routing Guide Appendix II.  

  

mailto:VendorRelations@nfm.com
mailto:ImportReplen@nfm.com
mailto:ImportReplen@nfm.com
mailto:nfmcontainers@nfm.com
mailto:edivendors@nfm.com
mailto:traffic2@nfm.com
mailto:trafficAP@nfm.com
mailto:NFMTMSSupport@nfm.com
mailto:solutioncenter@nfm.com
mailto:nfmcontainers@nfm.com
mailto:OMADOPSdirectship@nfm.com
mailto:accounts.payable@nfm.com
mailto:APinvoices@nfm.com
mailto:qualitycontrol@nfm.com
mailto:furnparts@nfm.com
mailto:flr.qualitycontrol@nfm.com
mailto:aeqc@nfm.com
https://www.nfm.com/on/demandware.static/-/Library-Sites-NFMSharedLibrary/default/dwdca043b7/pdfs/vendor/Routing%20Guide%20-%20Contact%20Information.pdf
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Appendix II 

NFM VENDOR PORTAL GUIDE 
 

Merchandising Portal 

• Merchandising Vendor Portal - https://nfm365.sharepoint.com/sites/NFMMerchVendorPortal  

Used for submitting SKU Setup Sheets and Price Changes to NFM. 

o To Access: Go to Access Request site from a Chrome or Edge browser. Sign in using the email address you will be using 

while working with NFM. Locate NFM Merch Vendor Portal Access Package, click Request and follow prompts. 

o Contact: Email VendorRelations@nfm.com  for assistance. 

• EnterWorks Product Information Mgmt (PIM) Portal – *Link provided during PIM Onboarding* 

This portal is currently being implemented for providing SKU Information to NFM. 

o To Access: Buyers & PIM Team will work with Vendors to be onboarded, when necessary. Until you are onboarded, the 

templates you will be providing in the above Merchandising Portal will be uploaded by NFM Teams into PIM. 

o Contact: Reach out to your NFM Buyer with any questions. 

EDI Portal 

• Blue Yonder EDI Web Portal - https://jdacc.jdadelivers.com/  

Used for sending or retrieving EDI information related to NFM Purchase Orders via an EDI website. 

o To Access: NFM’s EDI Team will reach out to you for setup and training after processing your paperwork. Please do not 

reach out to them directly to request onboarding or setup. 

o Contact: Email EDIVendors@nfm.com for any assistance after onboarding. 

Transportation Portal 

• Blue Yonder Freight Order Management (FOM) Portal - https://nfmfomprd.jdadelivers.com  

Used for requesting routing instructions for Domestic shipments to be routed by NFM and picked up by NFM Carriers. 

o To Access: A minimum of 2 users will be given access at setup. If additional users require access, send an email to 

NFMTMSSupport@nfm.com after receiving your Vendor Code from Vendor Relations with Name, Email, Phone, Vendor 

Code and Vendor Name. 

o Contact: Email NFMTMSSupport@nfm.com for any assistance after onboarding. 

• K+N InforNexus Transportation Portal - ***Link Coming Soon*** 

Used for requesting and confirming booking requests and submitting paperwork for International Container shipments which are 

routed by NFM. 

o To Access: NFM will notify you of how to access once this system is implemented. 

o Contact: Email NFMContainers@nfm.com for assistance regarding Routing Containers. 

               Email ImportReplen@nfm.com for assistance regarding PO Updates/Changes. 

Vendor Conformance Portal 

• NFM Traverse Web Portal – https://nfm.traversesystems.com  

Used for communicating conformance issues, and to facilitate chargebacks and disputes, when necessary. 

o To Access: A Web Admin will be assigned within your company at setup, they will be able to provide access to any 

additional users within your company. 

o Contact: Email VendorRelations@nfm.com for assistance. 

  

https://nfm365.sharepoint.com/sites/NFMMerchVendorPortal
https://myaccess.microsoft.com/@nfm365.onmicrosoft.com#/access-packages
mailto:VendorRelations@nfm.com
https://jdacc.jdadelivers.com/
mailto:EDIVendors@nfm.com
https://nfmfomprd.jdadelivers.com/
mailto:NFMTMSSupport@nfm.com
mailto:NFMTMSSupport@nfm.com
mailto:NFMContainers@nfm.com
mailto:ImportReplen@nfm.com
https://nfm.traversesystems.com/
mailto:VendorRelations@nfm.com
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Appendix III 

CURRENT CHARGE SUMMARY 
Effective 4/1/2024 

In your accounting statements, these charges will be associated with a TS# as reference. TS charges can only be 
disputed in the NFM Traverse Web Portal, within 90 days of NFM applying the charge. Failure to view charges and enter 
disputes via the NFM Traverse Web Portal timely will not be grounds for reversal or exemption. 

Eligibility for charges does not guarantee NFM will assess a charge. In general, we will practice a Collaborate to 
Improve method, where we will make efforts to work with engaged Vendors to correct issues in lieu of applying 
chargebacks, when able. Additional Conformance Policy details are outlined in Chapter 1, Section 4 of this guide. 

Note: All New Vendors will be exempt from charge eligibility for a minimum of 90 days after first PO is placed. 

Category Rule Description Cost Offset, if applied 

Receiving 
Documents 

Missing Pack List $50 

Partial/Incomplete Pack List $25 
Packing List Requirements - NFM Routing Guide, Chapter 6-Section 3 
Direct to Consumer Packing List Requirements - NFM Vendor Guide, Chapter 9-Section 4.3 
Direct to Consumer Packing List Template at www.nfm.com/new-vendor  

Receiving 
Appointment 
Scheduling 

Late for Live Unload Appointment $150 

Missed Live Unload Appointment $300 

Unscheduled Live Unload Appointment  $500 

Appointment Scheduling Requirements - NFM Routing Guide, Chapter 7-Section 2 and 3 

Receiving 
Packing and 
Marking 

Pallet receiving issue resulting from incorrect pallet quality, size, 
shape, weight, or not palletized per instructions or requirements 

$75 per pallet 

Carton receiving issue resulting from incorrect/missing info on label, 
seam not properly sealed/has been resealed, missing required 
markings, missing/unscannable labels, or multiple POs per carton 

$5 per carton 
Min $25, Max $250 

Packing, Marking and Labeling Requirements - NFM Routing Guide, Chapter 5, Section 2 and 3 

Receiving 
Loading and 
Handling 

Load not braced, stacked, or secured properly to avoid product 
damage in transit or to allow for safe unloading 

$400 

Damage resulting from improper equipment used to load, transport 
or handle roll goods 

$100 

Product not loaded according to directional arrows, carton 
markings, or agreed upon loading requirements 

$5 per carton 
Min $25, Max $250 

Shipments loaded out of order of delivery stops $125 

Loading and Handling Requirements - NFM Routing Guide, Chapter 5, Section 4 and 5 

Transportation 
Freight 

Collect Parcel Shipment exceeds NFM size/weight limits Total incorrect amount billed 

Unauthorized Special Handling or Accessorial Fees Total incorrect amount billed 
Domestic Collect Small Parcel Requirements - NFM Routing Guide, Chapter 3-Section 4.3 
Domestic Prepaid Small Parcel Requirements - NFM Routing Guide, Chapter 2-Section 4.3 
Import Freight Requirements – NFM Routing Guide, Chapter 4 
Special Handling Requirements - NFM Routing Guide, Chapter 5-Section 5 
Direct to Consumer Shipment Processing Requirements - NFM Vendor Guide, Chapter 9-Sections 4 and 5. 

Prepaid Freight Charges Billed Incorrectly to NFM Total incorrect amount billed 

Domestic Prepaid Freight Requirements - NFM Routing Guide, Chapter 2-Section 3 

Defective Return Charges Billed Incorrectly to NFM Total incorrect amount billed 
Merchandise Returns Requirements - NFM Routing Guide, Chapter 8-Section 2 
Addt’l Shipping Error and Return Authorization Requirements - NFM Vendor Guide, Chapter 8-Sections 2 and 3 

Transportation 
Routing 

Detention Delay at Pickup due to Vendor $1 per minute up to $500 

Truck or Equipment Ordered Not Used or Routed Incorrectly Total rate of unused space  
Domestic Collect Freight Requirements - NFM Routing Guide, Chapter 3 
Special Handling Requirements - NFM Routing Guide, Chapter 5-Section 5 
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Current charges or discrepancies which will continue to be handled through current NFM processes until further notice. In 

accounting statements, these charges will reflect a QC# and will be handled by our Quality Control Team. 

Category Rule Description Cost Offset, if applied 

Mis-shipments  
Incorrect Item or Quantity Received Case by case handling by 

Replenishment Planner/Buyer 
based on issue identified Product received to incorrect location 

Quality Control 

Damage or Defective Merchandise due to Vendor 
Merchandise cost, plus any 
applicable return shipping costs 

Sell As-Is Adjustments (where applicable) 
% of merchandise cost based on 
product/applicable defect 

Service Claim Adjustments due to Vendor (where applicable) 
Total amount of adjustment 
extended to customer 

Prep or Repair Time due to Vendor Damage/Defect $50 per hour up to total cost of unit 

Product Recall 
Merchandise cost, plus any 
applicable return shipping costs 

 


