Rocky Mountain Weavers’ Guild Annual Sale

2011
General Information and Standards

DATES


Thursday, October 20
8:00 - 9:30 a.m.

Equipment Set-up & Prepare for Check-in






9:30 - 12:30 p.m.

Check-in





          10:00 - until finished

Set-up






4:00 - 8:00 p.m.

Sale Opening


Friday, October 21          10:00 - 8:00 p.m.

Sale Day


Saturday, October 22     10:00 - 5:00 p.m.

Sale Day






5:00 - 6:30 p.m.

Prepare for Check-out






6:30 - 7:30 p.m.

Check-out & Clean-up

LOCATION

Community Room


City of Englewood Civic Center, 2nd floor


1000 Englewood Parkway


Englewood, Colorado 80110

---------------------------------------------------------------------------------------------------------

OBJECTIVES

· To preserve fiber art traditions through education and support Guild activities.

· Promote and stimulate public interest in the traditional and innovative fiber arts.

· Give members the opportunity to show, promote and sell their work.

SALE POLICIES

A.
The Rocky Mountain Weaver’s Guild (RMWG) is not responsible for loss, alteration or damage to any item in the sale.

B.
Eligibility for participation in the sale is limited to current members, who have paid their dues by the first day of October of the year of the sale.

C.
The RMWG will receive a 22% commission on all sales after the sale participant completes the minimum required work shifts. If a participant chooses not to work the minimum requirement, the Guild’s commission will be increased to 40% (gallery standard) of that individual’s sales. The following are jobs available for 2 and 4 hour shifts.



2 hour shift:
Greeter



4 hour shift:
Cashier





Customer Service Assistant



Cashier Helper





Inventory Check-out Helper



Inventory Check-in Helper





Props transport




Inventory Check-in Runner





Demonstrations




Set-up

Minimum work requirements for the 22% commission level:


1.
First time sale participants with 10 items or less:  No shift requirement.


2.
Participants with 1-5 items:  One 2-hour shift.

3.
Participants with 6 or more items:  One 4-hour shift. This may be fulfilled by volunteering for two 2 hour shifts or one 4 hour shift.

4.
Service as designated by the Sale or Committee Chairs.


5.
Service as a member of the Sale Committee.

D.
Should an emergency or illness arise, a participant may still receive the 22% commission level, provided someone is found to work their shift(s) and the current Sale Chair agrees.

E.
The Standards Committee is responsible for identifying items that may not be acceptable for sale. If a guild member has a concern or question regarding the quality or appropriateness of an item on display, the Sale Chair will bring it to the attention of the Standards Committee. If a member of the Standards Committee is not present, the item will be removed until a member of the Standards Committee can be contacted and a determination made on the item. Every effort will be made to contact the artist as soon as possible regarding the situation.

F.
Similar or like items will be displayed at the discretion of the Set-Up Committee, who will restock as needed.

INVENTORY

If you wish to donate the proceeds of any or all of your items to the Guild, the hangtags should be marked with Guild number 305, and a separate Inventory Sheet must be submitted with those item(s).

If you are donating an item for the Rosmarie Amstein Scholarship table, the item will be given to a Sale Committee member by Saturday October 15, 2011 with the hang tag completed as to description and price. The Sale Committee will use a separate inventory sheet and number for these items.

A.
Preparation

1.
Standards - to avoid disappointment at check-in, be sure your work meets the Sale Standards (printed below). Consult with the Standards Committee for assistance with questions regarding suitability, quality or assistance with your item.

2.
Inventory Sheets - Guild Inventory Sheets must be used.



In the top right corner, enter your name as you want it to appear on your check. On the next line, enter your Guild Sales Number (GSN), which can be found in the Membership Directory and on your newsletter mailing label. Fill in the number of pages after you have completed the rest of the inventory sheet.



The columns of the Inventory Sheet should be filled in as follows:




a.
Item In - leave blank.


b.
Item No. - Number your items consecutively, starting with 1 on the first line of your first page. Use one line per item. If you need more than one page, continue numbering in sequence on the following page(s).




c.
Item Code - Enter a two-digit numeric code describing the type of item. (See inventory code list.)




d.
Technique Code - Enter a single letter code describing the technique used to create the item. (See technique code list. – it should be the finished product – so if you knitted and then felted an item it is considered Felted)




e.
Article Description - Enter a short description of the item that is for sale.




f.
Price - Enter the price of the item. This is what the purchaser will pay (before tax). For items costing more than $5.00, use only whole numbers (no cents). For items costing less than $5.00, increments of 50 cents may be used.




g.
Sold and Item Out - leave blank.



All members are strongly encouraged to submit Inventory Sheets on a standard CD or flashdrive, and members with 100 or more items will be required to submit Inventory Sheets this way. Members who are unable to fill out an electronic Inventory Sheet are encouraged to contact the Sale Committee for assistance. Inventory Sheets are in Excel (97-03) on the RMWG Sale web page, and hard copies are available from the Inventory Chair.

3.
Hangtags - All members must use Guild hangtags on all items. All hangtags must be filled out as described below and as shown in the example (page 6). The bottom portion of the hangtag will be removed when the item is sold; the top portion will remain on the item for the customer.


a.
Check that the information on each hangtag matches that on the Inventory Sheet.


b.
Attach hangtags with pearl cotton. Make sure the tag is attached securely. If a tag has fallen off an item and cannot be found, the item may be removed from the Sale.


c.
Personal cards or tags may be used in addition to Guild hangtags, but not in place of Guild hangtags.


d.
The fiber content and care information section on the hangtag is optional if the information is supplied elsewhere on the article. If this is the case, indicate “See attached tag” on the hangtag.


e.
Do not alter information on the hangtag with white-out or stickers or scratch outs.


f.
Yarn should include weight and yardage.


4.
Labeling - As a service to our customers, all items must be labeled with fiber content and care instructions, with the exceptions noted later. Textile wearing apparel is required by law to have permanently attached labels and will not be accepted into the Sale if not properly labeled. See Fiber/Care Labeling section below for detailed instructions.

5.
Self-addressed, stamped envelopes - Bring a self-addressed, stamped envelope (SASE) for the mailing of your check, with your Inventory Sheets, and if possible a standard CD or memory stick marked w/your name of your inventory and tagged inventory to check-in.

6.
Display - Bring your items ready for display. Wall art should have an appropriate hanging cord or wire in place. Clothing should be presented on hangers and all artist supplied hangers will be returned to the artist at check-in. If you have a good display idea for your small items (e.g. basket or rack), please bring these props, labeled with your name, along with the items to check-in. The use of these display items will be at the discretion of the Setup Chair and may be used for other items as well as your own.

B.

Check-in


1.
Early drop-off - You may drop-off your items at the Saturday, October 15, 2011 Guild meeting between 8:30 and 9:30 a.m. The Standards Committee will be available if you have any questions. All required material must be submitted with your items:



a.
Paper inventory sheets.



b.
Standard size CD or standard size memory stick, labeled with your name.



c.
SASE (self-addressed stamped envelope).



d.
Completed W-9 form if your inventory is more than $600. Here is the website to download a W-9 form.  http://www.irs.gov/pub/irs-pdf/fw9.pdf


2.
On-site check-in is at City of Englewood Civic Center, 2nd floor on Thursday, October 20, 2011, between 9:30 a.m. and 12:30 p.m.



a.
Bring your inventory.



b.
Paper inventory sheets.



c.
Standard size CD or standard size memory stick, labeled with your name.



d.
SASE (self-addressed stamped envelope).



e.
Completed W-9 form if your inventory is more than $600. Here is the website to download a W-9 form.  http://www.irs.gov/pub/irs-pdf/fw9.pdf  We will have extra forms at the Sale.

3.
More than 100 items - In an effort to minimize bottlenecks during check-in, members with more than 100 items are asked to contact the Check-in Chair to see if a check-in appointment is necessary. A check-in appointment is at the discretion of the Check-in Chair and may include a member of the Standards Committee.


4.
Additional items - Participants who have checked in inventory at the start of the sale on Thursday may bring additional items for check-in between 9:30 and 10:00 a.m. on Friday and Saturday. New participants will not be accepted after Check-in closes on Thursday, October 20, 2010.

C.
Check-out


1.
Check-out starts at 6:30 p.m. Please do not arrive before then. We need time to tally final sales, balance the books and organize for check-out. Please wait in the corridor until we are ready to check-out your inventory.


2.
Procedure


a.
You may take your items and Inventory Sheet(s) to a check-out person to help verify your remaining inventory OR


b.
You may do a preliminary check-out of your Inventory Sheet yourself.

· Once you are satisfied that all your items are accounted for, you must sign the Inventory Sheet and turn it in to a designated check-out person before you leave the room.

· If any items are unaccounted for, take your Inventory Sheet to a designated check-out person for verification.



c.
If you cannot come to check-out, make arrangements with someone to pick up your items and go through the check-out procedure for you.


3.
The Guild Treasurer will mail your check to you after the Sale.

WORKING AT THE SALE

You must arrive 15 minutes before your shift starts. Go to the kitchen to sign-in on the work schedule and get a name tag. Let the designated person in charge of the day’s shifts know you are there to receive any special messages before you begin working. Please do not bring your children to your work shift, turn off your cell phone while working your shift and please do not wear blue jeans.

STANDARDS

All items must be the handcrafted work of a member(s) of the Guild in good standing; this includes

collaborative work. Items submitted are subject to review by the Standards Committee.

A.
Items must be constructed by using one or more of these techniques:


 Woven or other interlacing technique

Dyed or painted fibers and fabrics


 Basketry




Pieced or appliquéd


 Knitting
Handspun yarn


 Crochet





Bead weaving


 Knotting and Lace



Braiding


 Stitchery




Handcrafted buttons


 Handmade felt




Rug hooking


 Handmade paper

B.
Each item or piece of an ensemble must be of high quality.

C.
The appearance of purchased materials and 50% or more of the surface of commercially dyed or printed fabrics must be SIGNIFICANTLY changed by extensive use of one or more of the above techniques.

D.
Items may not be made from commercial kits, imports, purchased baskets, wreaths, wooden boxes, T-shirts or sweatshirts. Items may not utilize any patterns or embellishments that are covered by copyright laws without written permission of the copyright owner. In such cases, the copyright owner must be credited. Beadwork must incorporate manipulated threads or woven techniques. Strung beads will not be accepted.

E.
The goal of the sale is to highlight members’ top quality work, ranging in skill from beginner to advanced. In keeping with standard guidelines for quality work, items must be:



1.
New and not worn.



2.
Free of all odors except those inherent to the fiber (no fabric softeners, smoke, etc.).



3.
Safe for the intended use.


4.
Finished with care (match thread to cloth, clip loose ends, etc.). Finished properly and appropriately for listed care.



5.
Ready for display:  washed, pressed, etc.

The Standards Committee will be responsible for the interpretation of these standards and assisting members in meeting the standards. The decision of the Standards Committee is final.

FIBER/CARE LABELING

Federal Trade Commission regulations require handcrafted fiber items to carry securely attached, legible, conspicuous, non-deceptive labels. “All textile wearing apparel used to cover or protect the body, except shoes, gloves, hats, scarves and small shawls” must be labeled. Items such as handkerchiefs, belts, suspenders and neckties are excluded because they are not used to cover or protect the body.

A.
The label must contain the following information:



1.
Producer’s name.



2.
Fiber content in order of percent by weight, using generic name. Imported fiber must be listed, e.g. “Made in the USA with imported fibers”.



3.
Care instructions securely attached to include dry clean, wash, dry, iron, bleach instructions and any special warnings. Exemptions include wall hangings, jewelry and ornaments.

B.
The artist must keep records on file for at least 3 years containing:



1.
Percentage of fiber by weight and sample of fiber.



2.
Date, source and quantity of raw materials purchased.



3.
Date of manufacture and date of sale.

	
	Inventory Codes 
	Technique Codes 

	
	
	
	FOR THE HOME 
	A 
	Applique or Pieced 

	
	
	50 
	Afghan or Throw 
	B 
	Beading 
	

	
	
	51 
	Blanket, Quilt 
	C 
	Crochet 
	

	
	
	52 
	Pillow 
	D 
	Dyed or Painted 

	
	
	54 
	Mat: Bath or Table 
	E 
	Embroidery or Stitchery 

	
	ACCESSORIES 
	55 
	Napkins 
	F 
	Felted 
	

	10 
	Bag 
	56 
	Placemats 
	G 
	Braiding 
	

	11 
	Belt 
	57 
	Runner 
	H
	Rug Hooking
	

	12 
	Bracelet or Watchband 
	58 
	Tablecloth 
	K
	Knitting

	13 
	Hair Decoration 
	59 
	Table Set (eg, placemat w/napkins)
	M
	Polymer clay
	

	14 
	Hat 
	
	
	P
	Papermaking
	

	15 
	Earrings 
	60 
	Towel 
	S
	Spinning
	

	16 
	Necklace 
	61 
	Coaster or Mug Rug 
	W
	    Weaving
	
	

	17 
	Pin (Jewelry), Lapel Ribbon, 
	62 
	Sculpture 
	Z
	    Other
	
	

	
	Badge 
	63 
	Wall Hanging, Picture 
	
	 
	
	

	18 
	Jewelry Sets 
	64 
	Wreath (not Christmas) 
	
	
	
	

	19 
	For Men 
	65 
	Ornament (not Christmas) 
	
	
	
	

	
	
	66 
	Pin Cushion 
	
	
	
	

	
	BABY AND CHILDRENS 
	67 
	Sachet 
	
	
	
	

	20 
	Baby Blanket/Quilt 
	68 
	Misc Bath Item 
	
	
	
	

	21 
	Baby Clothing 
	69 
	Misc Kitchen Item 
	
	
	
	

	22 
	Children's Clothing 
	70 
	Basket 
	
	
	
	

	25 
	Dolls 
	75 
	Rug 
	
	
	
	

	26 
	Doll Clothing & Accessories
	77 
	Closet Accessory  -
	
	
	
	

	
	
	
	
	
	
	
	

	27 
	Stuffed Animal 
	
	MISCELLANEOUS 
	
	
	
	

	28 
	Toy 
	80 
	Bookmark 
	Hangtag Sample

	
	
	81 
	Card/Gift Tag 
	
	
	
	

	
	CLOTHING 
	82 
	Case: Needle, Eyeglass, Etc. 
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	30 
	Cape or Coat 
	83 
	Christmas Decorations 
	

	31 
	Jacket 
	84 
	Key Ring 
	

	32 
	Dress, Sarong, Kimono 
	85 
	Magnet, Paperweight 
	

	33 
	Skirt 
	86 
	Pet Accessories 
	

	34 
	Top, Shrug, Shirt 
	87 
	  Wrist Distaff
	

	35 
	Vest 
	88 
	Books Authored by Guild Member
	

	36 
	Sweater 
	89 
	Handmade Tools
	

	37 
	Ensemble 
	90 
	Miniatures
	

	40 
	Ruana, Poncho 
	91 
	Kits
	

	41 
	Boa 
	94 
	Yardage 
	

	42 
	Mittens, Gloves, Muff 
	95 
	Yarn 
	

	43 
	Scarf or Muffler 
	96 
	Warp Chain 
	

	44 
	Scarf Sets 
	97 
	Buttons 
	

	45 
	Shawl or Stole 
	99 
	Other 
	

	46 
	Socks 
	
	
	

	47 
	Shoes or Clogs 
	
	
	

	49 
	For Men 
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