Embroiderers’ Guild of the ACT Inc

Gift Shop – 

Instructions for Commission Sales
Exhibition 2021
This Gift Shop stall at the Annual Exhibition, 17-19th September 2021, will give the Embroiderers’ Guild members the opportunity to sell their own hand crafted goods.  A 20% commission will be charged for all sales. 

Entry Form

Copies of the form, for items to be sold on commission, are available in a plastic sleeve on the notice board outside the tea room. The form has spaces for a numbered list of all items for sale, a brief description and the price.
Packaging

The decision to package your items in protective wrapping or to leave them unwrapped is yours.  
For excellent presentation and to maintain a high-quality standard, we strongly recommend that all items be enclosed and sealed in clear cellophane (if you have trouble accessing cellophane bags contact the gift shop team and we will be able to provide some (10 cents each for large or 4 cents each for small).  This will prevent your goods from attracting dust and grime when on display and will ensure they remain fresh and attractive for the duration of the Exhibition.  This will also provide a level of COVID protection for the item.

We recognise that the shape or size of some items makes them difficult to wrap satisfactorily.  Also, the purpose or attractiveness of some articles enclosed in cellophane (needlebooks, scarves, soft toys etc) may be compromised when wrapped.  If you decide that your hand-crafted goods for sale at the Exhibition would be more attractive to potential buyers unwrapped, then please tag and label them securely without using cellophane or plastic covering.
Delivery of Items

All items for sale on commission must be delivered to Albert Hall on:

Thursday morning 16th September between 8am and 10am.
They must be in a clearly named box or sturdy bag with the completed entry form enclosed.  Plastic storage boxes with lids are preferable.  Please ensure that the box/bag has your name clearly visible.  On delivery you will need to allow time for the contents of your box/bag to be checked off by a Gift Shop worker. Every item, which you will have numbered on the entry form, will need to be checked and receipted with the owner being present; without this procedure, the goods cannot be displayed for sale.

Each item for sale must be recorded on the entry form with the following information:

· Name code (your initials or letters how you wish to identify yourself)
· Number of the item

· Brief description of each article (e.g. red pincushion)
· Price
Identification and Tagging
Items for sale at the stall must be tagged to ensure you are paid your commission.  
New tags must be attached to ALL items.  The preferred size is 28mm by 43 mm.  

Tags should be divided in two (the best way to do this is by sewing with a sewing machine, a line of perforations through the middle of the tag.) This is so that the lower half of the tag can be detached easily after sale. For those having difficulty in obtaining tags the gift shop can provide tags pre perforated for 5 cents each (this is below cost price).
Front of Tag  

The following information needs to be on each half of the front of the tag.  The bottom half of the tag, which will be detached when the item is purchased, will be kept to identify the seller and as a record of the sale. 
Example



Name Code: MLE


Item number: 16



Price:  $8:00

This tag indicates that the item is for sale for $8:00 by MLE (the initials of the seller) and is the 16th item on the Entry Form containing the list of items for sale.

Back of Tag

This should have a brief description on the back of the bottom half- (eg: needlecase, scissor fob, coat hanger etc) to assist matching with the list of items for sale on the entry form and marked as sold.
Placement of Tags

If the item for sale is wrapped in cellophane, the tags should be adhered with Sellotape in a prominent place on the front.  If the item is unwrapped, the cotton string attached to the tag must be attached securely in a prominent position. If you are unable to loop the thread around the item or cannot use a small safety pin to fasten the tag, please ensure that the string on the tag under the sticky tape is firmly stuck down and will not slip out.  It has been known for loose tags to have parted company with their items during the course of the Exhibition.  Whilst we take every care, it is the seller’s responsibility to ensure that the tags are secure and will not come off easily.  This will ensure that you are accurately paid for the items you have sold.  Items without secure tags will not be placed for sale.
Display of Goods

Every effort will be made to prominently display all the handcrafted items to be sold on commission.  Due to space restrictions, the amount of items available for sale at any one time will be at the discretion of the Gift Shop coordinator. 
Collection of Items

Unsold items will be available for collection after 4:30pm on Sunday, 19th September. Please respect the fact that the workers will be very busy concentrating on sorting and packing all goods after the Exhibition closes.  They will do their best to have all unsold tagged items boxed/bagged ready for collection after 4:30. It is important that your box/bag is marked off by the coordinator as being collected by the owner of the goods.  If you require someone else to collect your bag/box at the close of the Exhibition, their name and your permission must be written on the entry form.  Any outstanding items will be returned to the Guild rooms and stored until collection.

Payment for your goods

The preferred method of payment is by direct deposit to your nominated bank account, please fill in the details in the space at the foot of the entry form with your bank details.  
Please speak to the Treasurer, Sarah, personally, if you would prefer a different arrangement. 
The Gift Shop Team
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