
 
 
 
 
 
 
 

Product Listing Process 
 
 
 

 
 
 

 
 

Retail Services - Merchandising Department 

April 2019 - Version 3.0 

 
 
 
 
 
 
 
 

BC Liquor Distribution Branch | Retail Services 

3383 Gilmore Way, Burnaby, BC V5G 4S1 



Overview of Product Listing Process 

Product Listing Process at BC Liquor Stores Page 1 

 

 

 
 
 

 
 

•  Log on to the Under News & •  All product applying • For brand new • Vendor will be For approved product 
Vendor Facing 
Website. Under 
News & 
Information, you 
will find the Buying 
Cycle Schedules 
and current Tender 
Invitations. 

 
•  Make note of the 

application 
deadlines and make 
sure to have listing 
applications 
submitted before 
the deadline. 

Information -> BC 
LIQUOR STORES 
INVITATIONS, 
application details 
will be posted for 
each month. 

 
•  Each invitation will 

detail application 
deadline, 
submission limit, 
sample deadline, 
notification date 
and product launch 
date. 

 
•  Please pay 

attention to any 
sales quota 
criteria, product 
and inventory 
needs mentioned 
in the invitation. 

for listing status 
must first be 
registered as a 
wholesale product 
with the BC Liquor 
Distribution Branch. 

 
•  If product is not 

already registered, 
under PRODUCT 
APPLICATIONS, 
click on Register a 
new product for 
distribution in 
British Columbia. 
This must be done 
at least 3 weeks 
prior to the 
invitation listing 
application 
deadline. 

 
•  For any questions 

and inquiries, there 
is a Registration 
Process Guide 
under Resources -> 
Wholesale Supply 
Chain -> 
Registration 
Process Guide. Or 
contact 
ldbagentinfo 
@bcldb.com. 

products, under 
PRODUCT 
APPLICATIONS, 
click List a 
product that 
 you’ve submitted a 
registration 
application for. 

 
• For a product 

already registered 
as a wholesale 
product with the 
LDB click List a 
product that is 
already registered 
with the LDB to 
begin the listing 
application 
process. 

 
• On the listing 

application form, 
please make sure 
to include a 
product image, 
tasting notes, and 
exchange product 
SKU # if applicable. 

 
• Address product 

samples to the 
Category Manager 
before the sample 
submission 
deadline: 
- 2 samples for 
single serve, and 
one sample for 
multi-pack beer or 
refreshment 
beverages 
- 1 sample bottle 
for wine and 
spirits 

notified of the 
Category Manager’s 
decision by an 
email that will be 
sent to the email 
address provided 
on the listing 
application. This 
email will be send 
out around the 
Agent Notification 
date indicated on 
the invitation letter. 

 
• For product that 

has been approved 
for a listing, the 
vendor will receive 
an approval letter 
detailing listing 
type, launch date, 
exit date, store 
count or 
commitment 
quantity. 

 
• For product that 

will not be listed, 
the vendor will 
receive a decline 
letter. 

listings, please ensure 
the product is active and 
proceed to submit a 
product image and 
tasting note using the 
LDB File Transfer Service 
Please reference PG 9 for 
details on how to use this 
service. 

 
• Product image files 

must be named with the 
SKU number only, at 
least 300 dpi resolution 
and min. 800 pixels in 
height. The image must 
depict the product only 
(no accessories), show 
current label/packaging 
and have transparent or 
white background. 

 
• Tasting notes should 

not exceed 50 words 
for each SKU and are to 
reference a description 
of the taste. 
Please submit tasting 
notes in an excel 
spreadsheet containing 
two columns, one for the 
SKU # and one for the 
tasting note. Description 
must be in proper 
sentences and sell sheets 
will not be accepted. 

 
• Failure to submit or 

adhere to the guidelines 
will affect the 
presentation of the SKU 
on the BC Liquor Stores 
website. 

Review 
Buying Cycles 

Review Invitation 
Specifications 

Register 
Product 

Create Listing 
Application + 

Submit Sample 

Notification Letter 
from Category 

Manager 

Submit Product 
Image and Tasting 

Notes 
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Product Listing Process at BC Liquor Stores 

 

 

 
 
 
 
 

Application Submission 

Vendor submits 
Listing Application 

 
 
 

Application Assessed 

Product Category Manager 
assesses the application based on 

a number of factors 
 
 

Recommendation 

Category Manager makes 
recommendation 

 
 
 

Decision Made 

Recommendation reviewed by 
Director of Merchandising 

 
 

 
Applicant Notified 

Applicant receives an approval 
letter or a letter declining 

their application 
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BC Liquor Stores has five Category Managers: 

 

 

 
 
 

Category Category Manager Contact Details 
Spirits & Sake Adele Shaw Adele.Shaw@bcliquorstores.com 

604-252-8749 
Beer and Refreshment 

Beverages 
 

Dmitry Batishchev Dmitry.Batishchev@bcliquorstores.com 
604-252-8595 

Wines of Europe, 
Sparkling and Fortified 

Barbara Philip Barbara.Philip@bcliquorstores.com 
604-252-8743 

Wines of Canada (VQA), 
USA and South America 

Stephen Schiedel Stephen.Schiedel@bcliquorstores.com 
604-252-8747 

Wines of Australia, New 
Zealand, South Africa, All 

Country Wine Casks, 
BIBC and General 

Merchandise 

Kimberley Giesbrecht Kimberley.Giesbrecht@bcliquorstores.com 
604-252-8717 

 
 
 

During the Listing Application Assessment, the following factors are considered: 
 

• How/whether the product would add value to the selection currently carried in the 
product category; 

• What the current needs are in the category; 
• Price point, quality, value, high accolades/ratings or press, trends and market demand; 
• Is it a brand new, niche or exciting product, not currently in wholesale, that will attract 

new customers/drive sales for BC Liquor Stores; 
• Packaging and format appropriate for style; 
• Whether the product has appropriate marketing support (e.g. limited time offers); 
• Reliability of supply and supplier performance; 
• Ultimately whether the product will generate good revenue or additional sales in the 

product category. 

mailto:Adele.Shaw@bcliquorstores.com
mailto:Dmitry.Batishchev@bcliquorstores.com
mailto:Barbara.Philip@bcliquorstores.com
mailto:Stephen.Schiedel@bcliquorstores.com
mailto:Kimberley.Giesbrecht@bcliquorstores.com
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Step 1: Check Buying Schedule 

• Log on to the Vendor Facing Website. Under News & Information, you will find the Buying Cycle Schedule 
for the product category of the application. Make note of the application deadline and make sure to have 
the listing application submitted before the deadline date. 

Example of a Buying Cycle Schedule for Wines of Canada (VQA), USA and South America: 
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Step 2: Review Invitation Specifications 
 

 

 

Under News & Information -> BC LIQUOR STORES INVITATIONS, application details will be posted for each month. 
 
 
 
 
 

• Each invitation will detail application deadline, 
submission limit, sample deadline, notification 
date and product launch date. Please pay 
attention to any sales quota criteria, product 
and inventory requirements mentioned in the 
invitation. 

 
 
 

 
Example of a Tender Invitation for Wines of Australia, New Zealand, South Africa, All Country Wine Casks and BIBC: 

 



Step 3: Register Product 
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• All product applying for listing status must first be registered as a wholesale product with the BC Liquor 
Distribution Branch. 

 
• If product is not already registered, under PRODUCT APPLICATIONS, click on Register a new product for 

distribution in British Columbia. This must be done at least 3 weeks prior to the invitation listing application 
deadline. 

 

 
• For any questions and inquiries, there is a Registration Process Guide under Resources -> Wholesale Supply 

Chain -> Registration Process Guide. Or contact ldbagentinfo@bcldb.com. 
 
 

mailto:ldbagentinfo@bcldb.com
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Step 4: Create Listing Application and Submit Samples 
• For brand new products, under PRODUCT APPLICATIONS, click List a product that you’ve submitted a 

registration application for. 

• For a product already registered as a wholesale product with the LDB< click List a product that is already 
registered with the LDB to begin the listing application process. 

• On the listing application form, please make sure to include a product image, tasting notes, and exchange 
product SKU # if applicable. 

• Address sample to Category Manager before sample submission deadline (2 for single serve products and one 
sample for multi-packs of beer and refreshment beverages; one bottle sample for wine and spirits). 

 

On the listing application, please ensure the email address for notifications is correct. This is the email address that 
all notification letters and emails regarding store allocation will be sent. 
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Step 5: Notification letter from Category Manager 

After reviewing the listing application and product samples, the Category Manager will contact the vendor 
regarding the listing status of the product around the Agent Notification date indicated on the invitation 
letter. 

 
Vendor will receive an approval letter detailing listing type, launch date, exit date, sales quota, store count 
and commitment quantity (for one time buys) if product has been approved for listing. 

 
Please make note of the product exit date to manage inventory accordingly as product will be discontinued at 
BC Liquor Stores on the specified date. The Initial order must be in the BCLDB warehouse 2 weeks prior to the 
launch date. BC Liquor Stores reserves the right to modify quantities or cancel agreements for late arrivals. 

Decline letters will be sent out for products that will not be listed. 
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Step 6: Submit Product Image and Tasting Notes 
 

For approved product listings, please ensure the product is active and proceed to submit a product image 

and tasting note using the LDB File Transfer Service. BC Liquor Stores will only accept product images and 

tasting descriptions that strictly adhere to the guidelines below. 

The BC Liquor Distribution Branch uses a secure File Transfer Service to transmit files internally and 

externally to other organizations. Please reference the manual on how to use the service: 

http://www.bcliquorstores.com/sites/default/files/Filetransfer_User_Manual_External_Users_approved_to 

_distribute.pdf 

Product Images 
 

• All bottle shots must be uploaded to: 

https://filetransfer.bcldb.com/public/folder/jB2aDZiR-066FYzwZeB16Q/Bottle%20Shots 

• Password: BCLSB0ttle$hots 

• There will be a sub-folder for each week. The cut off for submitting images will be at 5 p.m. every 

Thursday. Images submitted thereafter need to be uploaded to the following week’s folder. 

• Product must be listed in BC Liquor Stores 

• File type MUST be JPEG or PNG 

• File MUST be named with SKU (NUMBERS ONLY), eg. 12345.jpg 

o Examples of UNACCEPTABLE file names: 

 #12345.jpg 

 +12345.jpg 

 SKU1234.jpg 

• Photo MUST NOT include on-packs or accessories/ props 

• Photo MUST NOT depict product in use i.e. open bottle, half empty, chilled with water droplets 

• Photo MUST show current label/ packaging (vintage must be updated as well) 

• Photo MUST have transparent or white background only 

• Photo MUST NOT have a drop shadow/ reflection 

• Photo MUST be high resolution 

• The File Transfer Service can accommodate any file size but it MUST NOT be less than 800 px in height (applicable to 
both portrait and landscape images) 

• Photo MUST BE CROPPED TO SIZE and must not have white spaces around the product 

• For products in packs (i.e. beer or cooler packs, whiskies and wine boxes), the image MUST show the pack or box 
that is available in stores. 

• Please only email bottleshots@bcliquorstores.com for questions. Any images attached or submitted through email 
will not be accepted. Please use the File Transfer Service. 

http://www.bcliquorstores.com/sites/default/files/Filetransfer_User_Manual_External_Users_approved_to_distribute.pdf
http://www.bcliquorstores.com/sites/default/files/Filetransfer_User_Manual_External_Users_approved_to_distribute.pdf
https://filetransfer.bcldb.com/public/folder/jB2aDZiR-066FYzwZeB16Q/Bottle%20Shots
mailto:bottleshots@bcliquorstores.com
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Tasting Description 
 

• All tasting notes must be uploaded to: 

https://filetransfer.bcldb.com/public/folder/R5uk0elEikyesfTdH394gg/Tasting%20Notes 
•  Password: BCLSTastingN0te$ 

• There will be a sub-folder for each week. The cut off for submitting tasting notes for each week will be at 5 

p.m. every Thursday. Files submitted thereafter need to be uploaded to the following week’s folder. 

• Tasting notes MUST be submitted in an Excel spreadsheet and uploaded to the File Transfer Service 

• The spreadsheet must only contain 2 columns: 

• Column A – SKU (NUMBERS ONLY), eg. 12345 

o Examples of UNACCEPTABLE SKU numbers: 

 #12345 

 +12345 
 SKU 12345 

• Column B – right beside the SKU number is its corresponding tasting note: 
 

 
• Tasting notes MUST be submitted in proper sentences, not phrases. 

• Tasting notes MUST NOT HAVE ANY FORMATTING – cannot be bolded, italicized, underlined. 

• Tasting notes MUST NOT BE MULTIPLE PARAGRAPHS and must not fall into different lines/ cells in the Excel spreadsheet. 

• We will not accept product sell sheets. 

• Tasting notes MUST not exceed 50 words for each SKU and are to reference only a description of the taste. 

o For example: This medium-bodied wine delivers fresh raspberry and blackberry aromas. The wine is soft and smooth with a 
fruit driven palate complimented by hints of violets and spice. 

• If adding a reference or accolade, tasting description must be complete with dates and in the format below. It should be from 
well-known and well-respected writers or publications and must be in quotation marks: 

o For example: 98 Points, James Suckling - "Majestic aromas of crushed berry, meat, orange peel... perfumes are fabulous." 
(October 2016) 

https://filetransfer.bcldb.com/public/folder/R5uk0elEikyesfTdH394gg/Tasting%20Notes
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Product Delisting 

Delisting process is initiated by the Category Manager for a variety of reasons, including: 
 

• Not performing in terms of sales, generally the lowest 10% of products in sub category (based on price point) 
would be delisted 

• Seasonal listings are delisted once the season is over 
• One Time Buys are delisted once all of the product has been sold 
• If there are quality concerns with the product or concerns with the supplier’s performance 
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