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COMMUNICATION BEST PRACTICES



10 February 2021 Confidential – Property of Kohl's Incorporated 4

Communication – Who to Contact?
Who to contact with questions?
❑ Kohl’s Technical Design: Fit, measurement, construction, pattern, grading 

questions, & factory changes, 

❑ Kohl’s Product Management: Costing, Packaging, Labeling, Delivery, Factory 
Changes, Production issues.

❑ Kohl’s Design: BOM (fabric, trim, colorway) updates & BOM submits, graphic, stripe, 
print questions and submits.

❑ Kohl’s Product Integrity: Preferred Supplier questions, Audit questions, 
performance testing requirements and questions.
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Methods of Communication
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❑ Written comments along with detailed images on the OnePLM Fit Evaluation. 
Advantage: keeps all style development history together in one place for future reference – 
important for grading questions where you are asking Kohls to review grading.

❑ Mock-ups or options for alternative suggestions can be included with Fit samples.  
These should also be referenced on the OnePLM Fit Evaluation.

❑ Use OnePLM Threaded messages to alert Kohl’s TD to review the communication 
you added in the OnePLM Fit Evaluation.

❑ Emails should be used to notify Kohl’s TD of information you need reviewed in 
OnePLM, send videos that may not upload, or ask questions about where to input 
information in OnePLM if unsure.

❑ Phone and video conferences can be used when timing is tight and to confirm 
understanding.

Best Practice: Use OnePLM as the one source for all style development 
history.  Upload grading suggestions, construction option photos, images to the 
OnePLM Fit Evaluation instead of sending via email so the communication 
stays with the style and can easily be referenced in the future.

https://link.kohls.com/media/digital/k-link/downloads/pdf/6-Threaded%20Messaging-%20Start%20a%20Thread.pdf


❑ Email Subject Line: Include style #, Fit round, and Season. 

❑ If you have images, grading questions, recommendations for pattern correction or 
construction options, upload them into the OnePLM Fit evaluation current sample 
round to maintain all style development history with the style in OnePLM.

❑ Explain questions or show concerns – include visuals

❑ Give an explanation of the cause of the issue

❑ Provide reason for requested change if applicable

❑ Give recommendations for solutions 

❑ When discussing pattern corrections, include a pattern overlay of before & after 
pattern correction, or Kohl’s suggestion vs Vendor suggestion if applicable.

❑ Acknowledge and answer all questions from Kohl’s 
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Communication Best Practices
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https://link.kohls.com/media/digital/k-link/downloads/pdf/4-Uploading%20and%20Replacing%20Files%20Images%20and%20Patterns.pdf


SAMPLE DISPATCH COMMUNICATION



Why it’s Important: Kohl’s TD must confirm live fit models 1 day in advance 
and must decide whether to book or cancel live model based on amount of samples they 
have to fit.  If we know a fit sample will be arriving in time for fitting, we can plan fit time 
accordingly.

COMMUNICATION OPTIONS:
Option 1: Send Email

1. To: Kohls TD
2. Subject: Style #, fit round, has been shipped
3. Email: Include Carrier and airway bill # in the email.

Sample Dispatch Communication
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Example of Email from CTD



Option 2: Send OnePLM Threaded Message (this allows all style information to be in OnePLM 
for historical reference).

a. Select Kohls TD as recipient
b. Subject: Style #, fit round, has been shipped
c. Comment: Include Carrier and airway bill # in the email.
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Example of Threaded Message from OnePLM

Sample Dispatch Communication

https://link.kohls.com/media/digital/k-link/downloads/pdf/6-Threaded%20Messaging-%20Start%20a%20Thread.pdf


Who receives what?
Sample Dispatch Shipping
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KOHL’S DEVELOPMENT SAMPLES/SAMPLE TAG COLOR KEY

SAMPLE/SUBMIT TYPE – COLOR OF SQUARE = SAMPLE TAG COLOR

OWNERSHIP
SEND SAMPLE 
TO:

PRE-DEVELOPMENT STAGE
(CONCEPT ASSORTMENT)

COSTING STAGE
(PLANNED ASSORTMENT)

DEVELOPMENT STAGE
(ADOPTED ASSORTMENT)

KOHL’S DESIGN
Kohl’s Design 
Contact

Kohls’ Design initiated R&D 
Samples, 
Vendor Initiated Design 
Samples

SUBMITS/Bulk fabric/trim 
approval forms

KOHL’S PRODUCT 
MANAGEMENT

Kohl’s Product 
Management 
Contact

COUNTER SAMPLE
Add Green dot to tag if sample 
measures accurate for fitting and 
attached POM pg with 
measurements. AD SAMPLES

COLOR RUN SAMPLES
Measure 1 of physical color run 
samples requested and add 
green dot to tag

KOHL’S 
TECHNICAL 
DESIGN

Kohl’s 
Technical 
Design 
Contact

BLOCK FIT SAMPLES
Requested for pattern block 
development

FIT SAMPLE
Must enter information in 
OnePLM before sending sample.

PRE-PRODUCTION (PP) 
SAMPLE
Must enter information in 
OnePLM before sending sample.

TOP OF PRODUCTION (TOP) 
SAMPLE (only when requested)

Do not need to enter in OnePLM before 
sending sample.



Why it’s Important: Hundreds of sample packages arrive at Kohls shipping department each day.  Many samples get 
delivered to the incorrect person or lost if the outside of the package is not properly addressed to the correct person. This causes 
delays in you receiving fit comments from Kohls TD.

Best Practice: Mail Fit samples individually and directly to the Kohl’s TD to assure the fastest processing time. This is 
critical if sample approval is urgent.

Sample Dispatch Shipping
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Example of inner packaged fit samples 
shipped from vendor in a box addressed 
to KOHL’S MULTIPLE RECIPIENTS

Vendor

Vendor

Milwaukee Option – if not economical to ship individual packages 
from your location:
When sending multiple samples for different Kohls recipients to 
save on shipping costs:

1. Before packing samples in shipping box: 
a. Individually bag each sample in clear polybag with paper 

inside bag showing Kohl’s Recipient Name, Department, & 
Sample type.

2. Address outside of Shipping Box to:
Kohl’s Corporate Office
Attn: KOHL’S MULTIPLE RECIPIENTS
N56W17000 Ridgewood Dr., NORTH OR SOUTH DOCK
Menomonee Falls, WI  53051  USA

NORTH DOCK (Building 1): Men’s, Children’s

SOUTH DOCK (Building 2 & 3): Women’s, Young Women’s, Active



Sample Dispatch Shipping
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Example of inner packaged fit samples shipped from vendor in a box addressed to KOHL’S MULTIPLE TDs

NY Design Office Option – if not economical to ship individual packages from your location:
Only combine fit samples for Multiple TDs in same shipping box - no other departments should be included in the same 
package.

1. Before packing samples in shipping box: 
a. Individually bag each sample  with label on the bag showing Kohl’s Recipient Name, Department, & Sample type.

2. Address outside of Shipping Box to:
Kohl’s Corporate Office
Attn: KOHL’S TD
1400 Broadway, 19th Floor
New York, NY 10018  USA



EMAIL COMMUNICATION 
EXAMPLES



❑ Header – State the Style # 
❑ Body of the Email- Clear and concise question or request
❑ Signature – Make sure all contact information is in your signature 
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Email Communication Examples
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Email Signature was cropped out for privacy



❑ CTD / Vendor proactively addressing a potential production limitation early in the development stage to avoid a 
production delay later on. GOOD! 
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Email Communication Examples
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Hi ____,

FACTORY A advised the max width will be around 28-30” in 7GG 2x2 Rib.  Awaiting for update from FACTORY B.

Can you advise what’s the yarn size of cotton acrylic mentioned in your email?  If 2/16’s, 2/18’s or 2/20 seems 
workable for 7GG but not 1/4Nm which the yarn is a bit thick.

❑ CTD proactively advising of fabric change and making a recommendation. GOOD!  HOWEVER…..
❑ The action requested by the CTD is difficult to follow. What could make it more clear?

❑ In order to avoid confusion on fabrication change,  CTD requests that SP20 Modern White PP sample made in 42320/3019  fabric 
be used for the SP21 order of 5500 pcs for the liability yardage of the old fabric. 

❑ SP21 Modern White PP sample will only be made in 4520/2019 fabric as that is the new fabric replacing the old fabric going 
forward for future seasons. Please confirm you agree with this recommendation?

Hi ___,

We are running this style production from Spr’20 with 42320/2019 (modern white) and in Spr’21 (Feb & March 
INDC) the fabric code has changed to 45040/2019 (modern white) also we had PP Ref sample with new fabric 
code & proceed in production accordingly.

So we have PP approval in both fabrication. Meantime mill has raised that, they have liability fabric on old fabric 
code # 42320/2019 & Kohl’s also agreed to use up this liability fabric in same Spr’21 (Apr INDC) and released BP 
for 5500pcs.

Our concern is that, in same season in same styling same color of fabric, but two different fabric article, it will 
be difficult to maintain in production floor.  Factory has requested to allow to proceed with Spr’20 approved PP 
sample for this additional Spr’21 5500pcs, So pls help us to allow.



❑ CTD is informing KTD of extended sizes that have been added in the order, a season shift, and a factory shift and 
confirming if they are correct in taking the next action step. GOOD!  HOWEVER…..

❑ What is missing from their request?
❑ Confirm the season and the sizes they plan to create the new Fit Evaluation for the Factory B PP sample Evaluations.
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Email Communication Examples
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Hi ____,

Regarding XXXX123 style, we received order confirmation for Missy & Petite (FYI, Plus size is not ordered yet).  
The season has shifted from FA’20 to SP’21 and factory is changed from factory A to factory B for the same 
shipment.

So we would like to create a new fit eval page to make PPS for factory B.
Please review and advise us if it is ok.

❑ CTD proactively advising of a sample delay. GOOD!  HOWEVER…..
❑ What additional steps could be taken in the meantime while waiting?

❑ CTD could send before/after pattern screenshot to confirm pattern corrections are accurate while waiting for sample yardage to 
arrive to ensure 1st Fit sample is executed accurately for fit corrections.

❑ CTD/Vendor could offer to use 3D to review and confirm fit & aesthetic corrections while waiting for sample yardage

Hi ___,

Sorry to inform you that 1st fit sample will be delayed until 8/14.
XXXXK555R takes longer time than other styles because of washing and thread embroidery at chest.  Also, the 
sample yardage is not ready.

So, we are planning to submit 1st fit on 8/14 and we will keep you updated on schedule.
This style is not order confirmed yet, so we will let you know detailed production schedule once available.
Thank you for your understanding.
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Email Communication
Poor Example

 What additional step could have been taken? 
❑ Concern – Fabric
❑ Reason for Concern -  Not provided
❑ Recommendation – Not provided

This example was vendor design and this should 
be previewed for potential concerns before 
presenting the style to Kohls. 
If there are known fabric issues, these should be 
addressed before costing was confirmed and 
order sent. 

Kohl’s Production tolerances are generous and 
align with industry.  If tolerances are increased, 
sizes will overlap and we will have size 
inconsistency perceived by our customer.



FIT EVALUATION COMMUNICATION 
EXAMPLES



❑ CTD used Kohls Fit Comment Template from K-Link and was thorough in filling in all information.
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Fit Evaluation Communication Examples
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GOOD EXAMPLE POOR EXAMPLE

https://link.kohls.com/media/digital/k-link/downloads/docx/Fit_Comment_Template.docx


Good Example
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Fit Evaluation Communication Examples
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Detailed/Thorough Fit Comments: Page 1

❑ PP deadline update

❑ Fabric Concern – Showing awareness 
of problem and how vendor will address 
the issue.

❑ Factory Construction 
Recommendations

❑ Reason for Recommendation 



Good Example – continued 
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Fit Evaluation Communication Examples

Confidential – Property of Kohl's Incorporated 

Detailed/Thorough Fit Comments: Page 2 

❑ Notifies KTD that strike offs, trimmings, 
have been submitted to Design for 
approval

❑ Construction recommendations

❑ Workmanship concerns called out by 
CTD 

❑ How to ship product confirmation

❑ Confirms used reference pattern



Good Example - Continued
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Fit Evaluation Communication Examples
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Detailed/Thorough Fit Comments: Page 3

❑ CTD provides recommendations

❑ CTD provides shirring ratio

❑ CTD calls out uneven hem length 
concern.

❑ CTD provided grading recommendation



Good Example
Referencing Pattern Block
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Fit Evaluation Communication Examples
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CTD uploaded a screenshot of block and fit sample 
pattern overlapped. 

CTD confirmed pattern block they followed
In their fit comments.



Good Example
Construction
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Fit Evaluation Communication Examples
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CTD noticed a quality issue on early in the development process and worked with Kohl’s and factory technicians to 
align on a solution that can improve quality and ensure there is no delivery delay.

Issue Identified: Lycra Breakage at 
outseam

Proposed Solution: Change the 
outseam construction to open seams to 
prevent lycra breakage during wash 
process.



Good Example
Construction
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Fit Evaluation Communication Examples
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CTD showed original construction and mock up of suggested construction including both inside/outside views of 
construction in photo comparison for clear understanding.

Original Construction CTD Suggestion



Good Example
Construction
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Fit Evaluation Communication Examples
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CTD provided two different construction options on one Fit sample.

Option 1 Option 2
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I would like clarify below mention point  before proceeding 2nd fit sample.
1. For Inverted box pleat under front placket: As per received comments, You want to increase inverted box 

pleat 1 1/2” i/o 1”. Have made one mock up 1 1/2” inverted box pleat with 1” front placket. 
2. This is very difficult to finish inside box pleat margin is not finished its look like fray, See mock up image 

for your reference.
3. I would request to keep inverted box pleat 1” i/o 1 1/2”according to front placket. Please review and 

advise.
 
CTD included:

❑ Concern: 1 ½” pleat is 
deeper than Placket

❑ Recommendation: Make 
pleat same as placket

❑ Reason:  So the edges are 
clean finish.

Confidential – Property of Kohl's 
Incorporated 

Fit Evaluation Communication Examples
Good Example

Construction



Good Example
Stripe matching/grading
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Fit Evaluation Communication Examples
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CTD provided two different options for stripe alignment on full size set of sweater

Option #1 Fix point at hem as per fit comments
Option #2 Fix point at hem and below bottom of 
neck grading at middle of body



Good Example
Multiple Fabrications
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Fit Evaluation Communication Examples
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CTD found an internal live model that measures to Kohls fit size and can provide feedback for evaluation of fit and 
fabrication differences.

 

❑ CTD proactively addressed the problem using 
resources available to them

❑ CTD evaluated fabric performance properties 
related to fit to guide in their analysis of how to 
solve the problem 

❑ CTD provided recommendation



Good Example
Grading Change Recommendations
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Fit Evaluation Communication Examples
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LY GRADINGCURRENT GRADING

❑ CTD gave reason for the grading 
change recommendation

❑ CTD included comparison of 
grading & spec difference between 
original and proposed grade.

❑ CTD included nested graded 
pattern difference for comparison



Fit Comment Communication – OK Example
Pattern Correction
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Fit Evaluation Communication Examples
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❑ CTD provided clear, concise explanation
❑ Gave simple visual
❑ Showed proposed pattern solution

What additional step could have been taken? 
If CTD recognizes that the fit could be improved, they should make a 
second option or mock-up to show their proposal and speed up the 
approval process.



OK Example
Showing fit/pattern corrections
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Fit Evaluation Communication Examples
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CTD called out fit issues and suggested how to 
correct the pattern to solve the fit problem.

CTD reviewed sample on dress form prior to 
sending to KTD for fitting

What additional step could have been taken? 
If CTD recognizes that the fit could be improved, they should make a second option with their fit 
correction proposal to send with the Kohls fit/pattern for review in same sample round to save an 
additional sample round and speed up approval process.
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Fit Evaluation Communication Examples
OK Example

❑ CTD proactively advising of drawcord production issue. GOOD!  HOWEVER…..
❑ The action requested by the CTD is difficult to follow. What could make it more clear?

❑ CONCERN: Maintaining accuracy of drawcord length.
❑ REASON FOR CONCERN: Grade is less than tolerance, drawcord sizes could potentially overlap in 

production
❑ RECOMMENDATION: 2” group grade sizes together based on tolerance.
❑ REASON: Easer to control production consistency
❑ CTD RECOMMENDATION: Because Drawcord supplier tolerance is +/-2”, we would like to propose a 2” 

grade and group sizes together as proposed. Please advise if acceptable: 33-38 = 41”, 39-47 = 43”, 48-56 = 
45”



Poor Example
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Fit Evaluation Communication Examples

Confidential – Property of Kohl's Incorporated 

❑ CTD should respond to KTD’s previous 
sample comments in their sample 
comments as well as provide analysis and 
recommendations.

KTD’S comments on Counter Sample – 
requested recommendation from CTD

CTD’S comments on fit sample – 
No response to KTD’s comments


