KNAPHILL, BROOKWOOD & CHOBHAM NCT NEARLY NEW SALE
SELLER'S GUIDELINES AND REGISTRATION FORM
Thank you for your interest in selling at our nearly new sale.  This leaflet should give you the information you need to prepare for the sale.  We appreciate you may have sold at our sales before but please take the time to read these notes as the procedures do change from time to time.  Please complete and return page 5 of this document together with the paperwork listed below to register for our next sale. If you have any further questions, please contact Elke by e-mail at KnaphillNCTsale@yahoo.co.uk.
Changes to previous sales:

· DUE TO NEW NCT GUIDELINES WE ARE ABLE TO SELL MATTRESSES WITH A WATERPROOF COVER (E.G. PVC) WITH NO TEARS, CRACKS OR HOLES.  VENTILATED MATTRESSES CANNOT BE SOLD.
· DUE TO NEW NCT GUIDELINES ALL SECOND HAND SHOES (IN GOOD/NEW CONDITION) CAN NOW BE SOLD WHERE PREVIOUSLY WE ONLY ALLOWED LIGHTLY WORN FOOTWEAR SUCH AS WELLINGTON BOOTS, BOOTIES AND JELLIES.

· DOOR BOUNCERS, SIT IN ACTIVITY CENTRES AND BABY WALKERS CAN ALSO NOW BE SOLD.  PLEASE ENSURE THAT DOOR BOUNCERS ARE SOLD WITH ASSEMBLY INSTRUCTIONS INCLUDING A WEIGHT LIMIT.

· IN LINE WITH OTHER LOCAL NCT BRANCHES PAPERWORK MUST BE RETURNED AS DETAILED BELOW BEFORE YOUR PLACE CAN BE GUARANTEED AND YOUR SELLER TICKETS ISSUED.

Registration Procedure:

	Contacts for Registration Queries
	By email to KnaphillNCTsale@yahoo.co.uk

	Registration Pack
	This pack contains:

a) Details of how to prepare for the sale, and
b) The Safety declaration which you must print, sign and return

Your seller labels and a label for your box/bag will be emailed to you on receipt of your paperwork.

PLEASE DO NOT ALTER YOUR SELLER CODE AS OUR ACCOUNTING SYSTEMS ARE SET TO WORK WITH ONLY THESE CODES

	Fees
	ALL sellers will be charged a commission based fee, which will be subtracted from the amount you sell when you receive your cheque.  This commission goes to the National Childbirth Trust charity.
Commission rates are as follows:

· Items up to £19.99

- 30%

· Items £20 and over

- 25%

	Items to be returned to:
ELKE GOSTELOW- NCT
50 GORSEWOOD ROAD
WOKING GU21 8UZ
	The following items must be returned to us before your place at the sale can be guaranteed:

a) Signed Safety Declaration – on page 5
b) Provisional Equipment details – below safety declaration on this letter

c) Preference for timeslot and roles during the sale – below safety declaration on this letter 
d) A Stamped, Self Addressed Envelope – size DL or A5 – the cheque will be made payable to the name on the envelope
If we do not receive an SAE from you, we will deduct 50p from the money you make.

e) A Deposit Cheque for £5.00 made payable to “Knaphill & District NCT”


The Deposit Cheque is only cashed if you cancel after the cut-off date, fail to turn up on the actual sale date, or do not attend at your allocated help slot.

The cut-off date for this sale, so that spaces can be re-allocated to people on the waiting list, is 6pm on the Friday before the sale date (i.e. 8 days before the sale).
Preparing your items for Sale:

	What Can I Sell
	YES
	NO
(these could be sold via our noticeboard)

	
	Clothes – Babies and children’s up to the age of 5 yrs, maternity, school-wear, swim-wear, night-wear, fleeces – these sell best when supplied on hangers and must be clean, ironed where applicable and in good condition. 
Toys, DVDs, CDs, Books.

Equipment e.g. stair-gates, cots / cribs / Moses baskets, high chairs, baths, baby slings (harness style that strap on to parents are fine), mobiles, hard travel cot mattresses and waterproof (pvc cover) mattresses; bike seats; activity centres
Shoes – including boots, slippers, trainers, jellies - these must be in good/as new condition
YOU MAY BRING UP TO 60 ITEMS – ALL OF WHICH MUST BE LABELLED WITH ONE OF THE SUPPLIED LABELS
	Clothes – that are not nearly new or are out of season (i.e. summer clothes at a Winter sale), those with drawstrings at the neck.

Toys – hand knitted, soft-toys
VHS Videos

Equipment – Car Seats (including booster seats), feeding bottles, dummies/soothers, second-hand breast pumps, Cross-body shawl style baby slings, and riding or bike helmets;

Any Bikes with saddle height over 63cm when tyres inflated or Scooters with brakes
Baby food or formula milk
Electrical appliances - with a plug (even if they can also run on batteries) as these cannot be tested by us.
If you have a query about an item, please contact us.


	Quality of Goods
	Please thoroughly inspect the goods you put out for sale with great care and do not include anything you would not buy yourself.
Toys should be complete with all accessories, jigsaws must be complete and books not torn. Any loose parts should be attached securely or the whole toy should be placed in a clear plastic bag.

Please check that CDs and DVDs work prior to the sale.  
Batteries must be included where appropriate – all toys will be checked before the sale, and any that cannot be tested to ensure they work will be rejected.

High quality goods always sell well, but people have to be able to find them easily.
ALL ITEMS WILL BE CHECKED AND THOSE NOT SUITABLE FOR REASONS ABOVE WILL BE REMOVED FROM THE SALE - Please note poor quality detracts from the reputation of our sale.

	Safety Declaration
	It would be extremely negligent for us to sell unsafe baby chairs and high chairs so please do not put any unfit item into the sale – e.g. high chair without a strap or harness or baby chair with frayed or split fabric. The safety declaration at the bottom of this letter states that all items you are selling conform to British Safety Standards. It also gives us a contact number for you in case there are questions regarding any of your items either during or after the sale. 
There are additional rules relating to prams, pushchairs and buggies as follows:

· Wheeled child conveyances MUST have fully functioning brakes, conform to British Standard 7409 and be permanently marked BS7409:1996 together with the name or trademark of the manufacturer or importer.
· Must have a label headed ‘Carelessness Causes Fire’ which indicates the fabric complies with flammability requirements
· Instructions in English must be supplied with each vehicle.  These are to be headed: "IMPORTANT: KEEP FOR FUTURE REFERENCE" and must include instructions relating to operation, assembly, use and maintenance.
Anyone selling a pram, pushchair or stroller must complete an additional safety form at the Sale to ensure that we have a record of these items which have been sold. 
Also any of the following Maclaren models - Volo, Triumph, Quest Sport, Quest Mod, Techno XT, TechnoXLR, Twin Triumph, Twin Techno and Easy Traveller –must be fitted with a hinge safety cover.  Covers are available, free of charge, from the Maclaren website, http://covers. maclaren. co.uk/ but must be fitted before the sale. Any of these pushchairs without the hinge cover will be removed from sale.


	How do I price my items?
	Please restrict your prices to multiples of 10p. e.g. 50p, £1.40, £2.10. No item should be less than 50p or more than £200.00, but cheaper items can be pinned together, e.g. two books for 50p.
PLEASE NOTE - Any item priced ending in 5p, will be rounded down at the till, as we don’t have the change for the buyers.
As a general guide:

· Toys sell well provided they are realistically priced.

· Boxed toys will sell better than unpackaged items

· Equipment also sells well, at about 25 – 50% of the original price depending on condition, how current the item is, and how many similar items are available at the sale.

· Travel Cots, Stair gates and Highchairs usually sell well.

· Items with instructions/guarantees and boxes tend to sell better

	Labelling my items
	Labels will be emailed to you on return of your paperwork. We are only able to accept items with the labels that we have supplied.

Each two-part label is ONE ticket – please do not tear your tickets in half – each item brought to the sale MUST have a two-part ticket attached or it will be rejected for selling. The left portion of each ticket should be the part attached to each item with a safety pin or a generous amount of sticky tape. Please DO NOT attach the right part, as this is removed at the till and used by the code checkers/accounts people.

PLEASE ENSURE THAT YOUR LABELS ARE SECURELY ATTATCHED (USE A SAFETY PIN FOR ATTATCHING TO FABRIC AND BE GENEROUS WITH YOUR STICKY TAPE) AS WE CANNOT SELL ITEMS WITHOUT LABELS.
PLEASE ATTACH THE LABELS TO THE ITEMS AND NOT THE HANGERS – IF ITEMS BECOME SEPARATED FROM THE HANGER IT IS NOT EASY TO PUT THEM BACK TOGETHER.
Fill in both portions of the tickets with the required information:

YOUR SELLER CODE IS ALREADY ON EACH LABEL, PLUS THE UNIQUE NUMBER OF EACH LABEL. See below for example.

	
	Attach this side to the item 
with a safety pin or sticky tape.
Seller:

ABC – 01

Item:

Price:

Size

 Price

Description

Seller : ABC- 01

Leave this side loose, so it can be easily removed at the till.


The day of the sale:

	Registration – when and where?
	Come to the rear entrance of the Methodist Church Hall (via the Co-op Car Park) and check-in with the NCT member (wearing an NCT t-shit) at a table inside the entrance. You will be given a name label and an NCT apron which must be worn to show you are a sale volunteer.  On arrival all items that you are selling are to be placed in the foyer area.

You need to arrive at the right time for your assigned slot:

Set-up Helpers arrive between 8:00am – 8:15am

Helpers for the Day arrive between 8:30am – 8:45am

Helpers who are clearing-up need to drop off their items between 8:00am and 9:00am and return for clearing-up no later than 11:45am.

If in doubt then please ask one of the organisers who will be conspicuous NCT t-shirts.


	What do I bring with me?
	1. Your labelled items to sell
2. Your Box/Bag labelled with your seller code

	Preview Sale
	Providing the hall is ready, the Preview Sale will begin at 9.45am and will end at 10.15am. If you are helping on the day you are welcome to come and buy at the preview sale and then help at your allocated role / time.

Please be prompt – all doors will be locked between 9:45 and 10:15am.

The doors will then open to NCT members with their membership cards at 10:15am, and to the rest of the public at 10:30am

	Helping at the Sale
	As a registered seller you will have been asked to help us on the day. We appreciate that it is not easy for everyone (please try not to bring your children with you when you help) but as this is a volunteer-run event we do need your help for the sale to run smoothly. The more people that help, the quicker everything is set-up and finished, especially clear-up.

	Collecting my things after the sale
	At the end of the sale (noon), all items are grouped together in your Seller Box. Please pick up your items between 12:15 and 12:30pm. Once all items have been taken off the rails and tables, please check the equipment area, rejected items and items with lost labels. YOU ARE THEN FREE TO LEAVE (Unless you are helping with clear-up). YOU MUST LEAVE VIA THE FOYER DOOR, AND SIGN-OUT ON THE WAY.
If you do not collect your items, they will be left outside the hall at your own risk.

If you mistakenly collect items belonging to other sellers or have any missing items, please contact the Nearly New Sales team at KnaphillNCTsale@yahoo.co.uk
If we collect missing items but they are not claimed and collected within two weeks of the sale date, they will be disposed of.

Please note that all sellers must come back to the hall to check for unsold items.
There is usually a donation box at the end of the sale for a local charity that helps pregnant women and mothers with children under 5 – you may place any of your unsold items in their box and they will find a suitable home for them – they accept all equipment, clothing, toys and books.


After the Sale:

	Queries
	For any post sale queries please email KnaphillNCTsale@yahoo.co.uk

	Cheque Payment
	Cheques will usually be posted within a maximum of two weeks after the sale.
Commission rates are as follows:

· Items up to £19.99

- 30%

· Items £20 and over

- 25%

This commission goes to the National Childbirth Trust charity.
Cheques will be made payable to the name on the self-addressed envelope that you provide us with, unless otherwise advised.

Please note that, in some circumstances there may be a delay in cheques being sent out. If you have not received your cheque three weeks after the sale, then please email KnaphillNCTsale@yahoo.co.uk


DISCLAIMER

While we will do what we can to take care with goods at the sale, the NCT cannot be held responsible for labels which come off items, any items lost, damaged or stolen or for any monetary discrepancies which arise. Unfortunately sometimes items are stolen or broken and the NCT will not be able to reimburse your or replace items if this happens. All items are left at your own risk.

Please be vigilant and if you see anyone acting suspiciously during the sale then please report this to a volunteer.

If you have any comments regarding the organisation of the sale or would like to help organise the next sale, then please contact us at KnaphillNCTsale@yahoo.co.uk

Thank you in advance for your help.  If you have any additional queries, please let me know.

Elke Gostelow
Knaphill, Brookwood and Chobham NCT

Your preferred session is (please specify if you are not restricted timewise so we can allocate where help is needed): Before the Sale (From 8:00/8:15am-9:45am) / During the Sale (From 8:30/8:45am-noon) / After the Sale (From 11:45am-1:30pm)

PLEASE RETURN THE SECTION BELOW WITH YOUR SAE AND DEPOSIT CHEQUE TO THE ADDRESS ON PAGE 1

Safety Declaration

I have read and understand the terms and conditions stated in the seller letter.  Subsequently I have checked all the items that I am selling and to the best of my knowledge they meet the safety requirements documented.  Where relevant I have provided more information on the labels to help buyers determine whether the item is safe.  All pushchairs, buggies and prams conform to British standard 7409 (or an equivalent European standard) and are permanently marked BS7409:1996

Should a buyer approach the NCT as a result of defective goods, I understand that I shall be expected to make good any refunds incurred by the NCT.

Should any queries arise during the sale concerning a piece of equipment or a toy, I may be contacted on the following telephone number.
I agree to my address details being passed to the Treasurer of Knaphill, Brookwood & Chobham Branch of the NCT for the specific purpose of producing my after sales letter.
Name (Printed):





Address:

Email Address:



Signature:





Tel:






I plan to bring the following large equipment with me on the day (please indicate numbers)

Cot -





Pushchair/Pram/Buggy –
Cot-bed -




Highchair –

Changing Table -



Travel Cot –

Other Furniture -



Stairgate –
Other Large Equipment –

I plan to bring ___  ____ adverts to put on the noticeboard (please see document about private adverts on our website and indicate number and size of adverts).

If helping out during set-up please indicate if you prefer to be in the quality checking team, or the team putting the items out in the main hall.

Quality Checking



Main Hall

If helping out during the sale, please indicate your preferences for roles – 1, 2, 3

Door


Tills


Equipment Room

Data Entry/Code Checking
Security

Main Hall

Tea/Coffee












