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Bed Bath & Beyond Inc. (BBB) and its subsidiaries are dedicated to developing and maintaining 

strong relationships with our vendors to assure timely and efficient delivery of products, 

equipment and services to our stores. 

 
The goal of this Vendor Invoicing Guide is to streamline the processing of invoices and facilitate 

timely and accurate payment. 

 
In conjunction with the Vendor Invoicing Guide, BBB has developed a cost recovery policy for 

instances of non-compliance. Costs were carefully examined to ensure that charges were 

proportionate to the impact on the business. The resulting non-compliance chargebacks are not 

intended to generate revenue, but have been designed to offset the expenses incurred by BBB, 

and to encourage compliance. 

 
This Guide super-cedes all previously issued versions and is effective immediately. 

 
 

Contact Information 
 

To assist you in directing your questions to the proper person or department, listed below is 

department contact information. 

 

 

Department Email 
  

Expense Vendor 

Relations 

expvendor.relations@bedbath.com 

 
 

 

Invoicing 
 

In order to streamline the processing of invoices and facilitate timely and accurate payment, the 

following invoicing instructions must be followed. Failure to follow these instructions will lead to 

the delay in payment of the invoices as well as non-compliance charges. 

 
EDI Invoicing Program 

 
EDI invoices are only accepted for EDI purchase orders. Upon testing and certification of the 

vendor’s electronic capability, the Accounts Payable Expense Department will accept EDI 

invoices in lieu of paper invoices. Once a vendor is EDI approved, and an EDI purchase order is 

issued, if paper invoices are received, vendors will be contacted to resubmit the invoices 

electronically, and payment will be delayed until an electronic invoice is received and processed. 

 
Our mapping standards are available at our web-site at vendor.bedbath.com, on the non- 

merchandise tab. 
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Invoice Requirements 

 
Each invoice must contain the following information: 

 
 A unique invoice number (12 alpha numeric characters maximum) for each 

shipment/service 

Do not include punctuation or special characters or reuse any invoice 

number within a 36-month time period. 

 BBB vendor number 

 BBB purchase order number 

 Bill To: Bed Bath & Beyond, Christmas Tree Shops, etc., 650 Liberty Avenue, 

Union NJ 07083 Attn: Person who ordered the product or service 

 Invoice date (the invoice date must reflect the ship date) 

 “Shipped-to” Store Number and Location 

The “Shipped-to” address should read as “Bed Bath & Beyond Store # 

  ”, “Christmas Tree Shops Store #  ”, etc. If the shipment is intended 

for a particular store but is to be shipped to a different address, a line must 

be added to the invoice identifying the “Shipped For” store number and 

location. 

 Literal description of each item being invoiced 

Each invoice must itemize materials, supplies, parts, equipment, labor (i.e. - 

installation, fabrication or services) and list the related cost per item. 

Technical descriptions and/or model or part numbers are not sufficient 

descriptions. 

 Quantity shipped by item 

 Unit item cost 

 Unit of measure code 

 Extended cost by item 

 Total shipping/handling 

 Appropriate sales tax 

 Total invoice cost 

 Total cartons shipped 

 Freight Terms 

 Carrier name 

 PRO # / Tracking # (provide if available) 

 
 

Sales Tax Requirements 

 
In those states where you have a tax collection responsibility, each taxable item must be 

individually identified as taxable; the state, tax rate and total tax charged must also be clearly 

listed on the invoice. 

 
Please note: Construction contractors who perform work outside of their registered state must 

provide a copy of a state issued certificate of tax clearance (where applicable) at the time of 

invoicing. Failure to submit such documentation will result in BBB complying with laws that 

require Bed Bath & Beyond to withhold a state specified percentage from each progress 

payment. BBB is obligated by law to remit these withholdings to the appropriate state taxing 

authority. 



Invoice Mailing Requirements 

Local Store Vendors- 

Invoice should be mailed directly to the store that requested the service/product. 
 

Bill To: Bed Bath & Beyond Store #   Ship To: Bed Bath & Beyond Store #   

Store Address Store Address 

Attn: Operations Manager 

 
All Other Vendors 

 

Invoices must be emailed as an attachment to vendor.invoices@bedbath.com. If sending 

multiple invoices in the same email, each invoice MUST BE a separate attachment. Please do 

not include any other attachments in your email, such as: graphics, web links, flashing logos, etc. 

We will accept the following document types: PDF, BMP, JPEG, TXT, & DOC. No other types 

are accepted. 

Note: The invoice attachment name cannot have any special characters and must be alpha 

numeric only. 

Please DO NOT send any correspondence to this email address as it is not monitored. Only 

invoices should be sent here, all inquiries should be sent to expvendor.relations@bedbath.com. 

If you do not email your invoices, you may be subject to a special handling fee. 

If invoices are sent via US Mail, mail to: 

650 Liberty Avenue 
Union, NJ 07083 

Attn: Person who ordered the product or service 

 
Invoices with More than 8 Ship to Locations (Distributions) 

 
Invoices with more than 8 ship to locations require an Excel Distributions template, which can be 

found at <vendor.bedbath.com> on the Non-Merchandise tab, along with detailed instructions. 

 
Non-Compliance Penalties 

 
Non-compliance to the above invoicing instructions may result in a full chargeback for each non- 

compliant invoice. In addition, a non-compliance penalty may be deducted as outlined below. 

 
Non-Compliance Penalties Penalty Amount 

Vendor Number Not on Invoice $25 per invoice 
 

BBB PO Number Not on Invoice $25 per invoice 
 

Invoice Not Emailed $25 per invoice 
 

Sales Tax Missing or Inaccurate $25 per invoice 
 

Invoices with Multiple Ship to Locations Non- 

Compliance 

$25 per invoice 

 

Invoice Requirements Missing or Inaccurate $25 per invoice 

 
 

 
Vendor Updates 

 
 BBB must be notified immediately of any changes to vendor information. This 

includes, but is not limited to: 

- Changes to “remit to” address 

- Start, change, or discontinuation of a factoring relationship 
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- Change in Company name 

- Change in Company ownership 

 
Changes must be emailed to: expvendor.relations@bedbath.com 

 
 
 
 
 
 
 
 
 

 

Chargeback Dispute Resolution Policy 

 
BBB requires all Vendors to demonstrate that chargebacks were inappropriately deducted as a 

prerequisite for repayment. 

 
Chargeback Dispute Resolution Requirements 

 
The requirements listed below relate to non-compliance chargebacks as well as all other 

chargebacks (i.e. - shortages, pricing). 

 
A written notice of any dispute must be received within 90 days of the check date. If the written 

dispute is received after this 90-day time period, BBB will not recognize the dispute. All disputes 

must contain the following: 

 
 Full and detailed explanation why you are disputing the chargeback 

 Copy of BBB chargeback document 

 Proof of Delivery for shortage deductions 

 Copy of Purchase Order for pricing deductions 

 Transportation documentation, if applicable 

 Any additional documentation which will support the claim 

 
Please email detailed requests to the following address: expvendor.relations@bedbath.com 
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