

[bookmark: _Hlk31464123]Guidelines: CWSG Holiday Exhibition & Sale
All selling participants must read and agree to follow these guidelines.
Goals of HES:  To foster the appreciation of high-quality handcrafted goods.
                                   To exhibit our finest work to our friends and fellow Guild members.

Participation in The Holiday Exhibition & Sale
To take part as a selling participant you must be a member of the Columbia Weavers and Spinners Guild (CWSG) for a year prior to selling in the Holiday Exhibition and Sale (HES).  To understand how the event works, it is recommended that you volunteer at the event prior to selling at the event.
As a selling participant you agree:
1. To follow all guidelines, rules and deadlines as stated here and made by the Steering Committee.
2. To pay a participation fee of $20 (no refunds), a $10 fee if this is your first year, or no fee if you are submitting only 1 item.
3. To send the participation form with the fee to the Coordinator by June 25.
4. To receive and respond to email/mail/phone messages in a timely manner.
5. To attend, if new, the “New Participant’s Meeting” in early August.
6. To attend the required meeting in late August for all participants, both new and not new.
7. To have your new items juried into the show and agree to abide by jurors’ decision.
a. “New” items are any types of item you have not previously put in the sale. 
b. For example, you had scarves, but never had a table runner in the sale, then it must be juried. Although you had knitted hats, you never had a crocheted hat in the sale, so it must be juried.
8. To do a pre-sale task, e.g., distributing post cards, hemming tablecloths, helping at check-in, helping with the reception.
9. To donate two door prizes with a maximum value of $10 each.
10. To supply an updated Artist Statement to Outreach Chair for our Bio Boards displayed at event. 
11. To have your inventory sheet turned in to the Bookkeeper by the October due date, which is one week before the Guild meeting.
12. To commit to working 3 shifts during the sale (Shifts are usually 2 hours).
13. To have CWSG deduct 20% from your sales to pay for event expenses. (12% for Steering Committee members.)
14. To accept decisions of the Steering Committee regarding commission rates, quality control, jury decisions, price recommendations and job assignments.
HES Steering Committee
The Steering Committee consists of eight chairs: Coordinator, Bookkeeping, Jury, Outreach, Publicity, Mailing, Display, and Event Facilitation. The CWSG President serves as an advisory member.
To join the Committee, you must be a CWSG member in good standing for at least three years and you must be a past HES participant/volunteer.  Member changes may occur each January. Let the Coordinator know if you are interested in joining. It is helpful to intern for a season before taking on a committee position.
Because Steering Committee chairs meet year-round, they pay a reduced sales commission fee to CWSG. 
Participants must choose a committee on which to work. Tasks will generally occur within a window bounded by six weeks before the event until immediately after the event.
1. Bookkeeping Committee (data entry/analysis, cashiering, scholarship donations, appreciation certificates)
2. Jury Committee (jurying, check-in, quality control, inventory staging at set-up)
3. Outreach Committee (mentor new participants, artist statements/bio boards, name tags)
4. Publicity Committee (advertising, yard signs, media)
5. Mailing Committee (design, distribute/mail postcards, update database)
6. Event Facilitation Committee (sales floor, demonstrations, break room, reception, door prizes, greeters)
7. Display Committee (sales floor display, props, technique signs, biography presentation)
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One of the events goals is: To help bring Guild members together by strengthening relationships and increasing the amount of time spent together.
The Outreach Committee is designed to do just that. During the year, the Outreach Chair will schedule meetings for sale participants and potential participants. These meetings are designed to provide information for members who are considering either volunteering or participating in the sale. The meetings are casual and not required for participants. There is a lot of group discussion at these meetings which may cover anything from jurying to pricing guidelines to buying supplies. It’s a great venue to get group feedback on your creations and for generating ideas of items to make. Please submit topic ideas to the Outreach Chair.
Work Responsibilities
Each participant is required to complete a pre-sale job and to work three shifts during the event. You will select a committee on the participation form, and the Committee Chair will contact you to discuss task possibilities, e.g., labeling post cards, making display equipment, helping with the reception, or helping with set-up Friday morning.
Working at the event “on the floor” is a lot of fun. Generally, shifts are two hours. Set-up begins at 9 a.m. Friday and is usually complete by noon. The Jury and Display Chairs are responsible for the set-up and need many helpers. The reception, the responsibility of the Event Facilitation Chair, starts at 5:30 p.m., and people are needed to set this up and to host during Friday evening. Opening night is really busy! 
Our Bookkeeping Chair selects the people who work at the checkout table during the sale. Many have done these jobs before and understand the importance of the detail involved. All other helpers work “on the floor” helping customers, answering questions, and straightening displays. The sale gives Guild members the opportunity to get to know one another better.
Demonstrating is a fun and important part of the event; however, demonstration time is not counted toward your sale work hours. Please arrange your schedule so there is no conflict.
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As Guild members, we want to exhibit our highest quality work to the community.
Methods and Materials
Because we are representing the Columbia Weavers and Spinners’ Guild, items made to sell at the event must exhibit a fiber-related technique in their method of construction.
1. Acceptable items are handmade by the participant, original, creative, durable and exhibit good workmanship.
2. NOT acceptable items include:
a. Exact copies of commercial articles.
b. Items made from commercial kits.
c. Items not demonstrating fiber techniques.
3. Materials will not be excluded if they are suitable for the article produced. For example, wire, acrylics, wood, fiber, grapevines, etc. can be used if they are needed to express an artistic approach to the handmade method used.
General Quality of Items
1. No items for sale can be previously worn or used. 
2. All items for sale must be properly aired out. Any item with a heavy scent or an unpleasant odor will be rejected. 
3. In order to keep the inventory looking fresh, items exhibited for three consecutive years should not be entered for a fourth consecutive year.
Criteria for Quality Items
All sale items are to be fiber-related and exhibit creativity with high quality materials and excellent workmanship. Every item should reflect our best and unique abilities. Construction methods allowed must fall under one or more of the following categories. Expected areas of quality are listed below by type of method used.
1. Basketry/Fiber Constructions must exhibit structural integrity and appropriate finishing. All attachments, (e.g., handles and feet) must be securely attached. Tags must include materials used and care instructions.
2. Felting/Papermaking constructions must be well-meshed, durable and appropriate for its intended use. Paper must not exhibit brown foxing. Felted items must be clearly identified as hand-felted or machine-felted. Tags must include fiber(s) used and care instructions.
3. Handweaving/Twining/Kumihimo constructions must exhibit the proper use of fibers, sett, and consistent beat/spacing. Dimension of pieces should be within standard sizes. Hems and finishing techniques should be appropriate for the item. Wet-finishing is required with few exceptions. Rags used in handwovens should not mix bias with straight grain. Tags must include fiber(s) used, dimensions/size, and care instructions.
4. Jewelry/Bead Weaving constructions must exhibit fiber-related techniques. Items must display proper finishing methods, e.g., appropriate and operational clasps. Earrings must be put on a card. Packaging must include metal content and care instructions.
5. Knitting/Crocheting constructions must exhibit the use of proper fibers and quality technique, (e.g., no knots on the back side), appropriate gauge for the yarn used, consistent stitches, and proper finishing (blocking). Tags must include fiber(s) used, size and care instructions.
6. Original Kits must include clear instructions and all materials and tools needed unless specified early in the instructions. They must be well-packaged and clearly labelled including age range for usage.
7. Ornaments must be made using fiber/textiles or be constructed using a fiber-related technique. They must have sturdy hanging devices.
8. Surface Design/Dyeing is artwork applied to a surface to enhance its visual appearance and/or functionality. This technique includes hand-dyeing, stamping, embellishment, marbling, and printing. Dyes must be colorfast with matching hem threads. Items do not need to be sewn by participants, but embellishment must be of original design. Embellishments must be well-fastened to item. Tags must include fiber content, dimensions/size and care instructions.
9. Yarn Dyeing/Spinning/Fiber Production   Yarns must be clearly marked as to being hand-spun or mill-spun.  Yarns hand-plied but not individually handspun, must be labelled as hand-plied only.
a) Hand-spun yarn should exhibit proper twist, consistency, quality fiber and appropriate finishing. The yarn must be labeled with fiber content, weight or yardage, care instructions and suggestions for appropriate use.
b) Hand-plied yarn should exhibit consistency, quality fiber and appropriate finishing. If the artist did not also spin the individual yarns, these may not be labelled as “handspun.” The yarn must be labeled with fiber content, weight or yardage, care instructions and suggestions for appropriate use.
c) Hand-dyed yarn must be colorfast and washfast. The yarn must be labeled with fiber content, weight or yardage, and care instructions.
d) Home-grown fiber/locally-raised fiber should be clean, first-quality fiber, free of vegetable matter and second cuts.
10. Wall Hangings must be ready to hang using appropriate hanging device and the reverse side should look well-finished. The quality of construction will be subject to the same good workmanship criteria as any other article using the same construction technique. Dimensions and care instructions must be included.
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Your Personal Tags
Each item for HES must have your hang tag or business card with the following information:
1. Your name or business name
2. Your contact information, i.e., email, address, or phone.
3. Fiber content/metal type
4. Dimensions/size/yardage/weight of item, when applicable
5. Care instructions
CWSG Item Tags
Participants will be issued CWSG/HES perforated hang tags (approximate 1.75" x 5.5") for each item in your inventory. The part of the tag that identifies it as CWSG will remain on the item at checkout, while the bar-coded portion will be removed by the bookkeeping team. The CWSG/HES hang tag must be attached to the item prior to check-in.
Tag Attachment
Participants are to string the CWSG/HES hang ON TOP OF their personal hang tag/business card. This assures a standardized operation at the sales table, increasing the efficiency of the cashiers.
Hang tags must be securely attached.
1. Smooth 10/2 or 5/2 cotton is preferred.
2. Sewing thread is discouraged. 
3. No staples, straight pins, safety pins or plastic tagging barbs are allowed!  They can damage nearby items.
The Jurying Process
	What needs to be juried?
Items not previously presented for sale at HES must be juried for inclusion. Participants should only submit an example of these new items. New HES participants need to bring examples of their work to the “New Participant” meeting for initial quality inspection. 
New participants need to have their work juried. Returning participants must have their new work juried. 
There are two dates set aside for participants to have new items juried, one in the spring and one in the fall. These will be listed in the annual calendar. Items may also be juried at the Guild picnic in June.
Any item previously in the HES may be re-juried if there is a question regarding its guideline qualifications.
Items that arrive at the sale that have not been juried or are not listed on the inventory sheet will be rejected.
	Who is the jury?
Experienced CWSG members, whether or not they are currently participating in HES, may serve as jurors. 
	How do I do this?
1. Check your category under “Criteria for Quality Items” in the previous section to determine if your item is ready to be juried.
2. Contact the Jury Chair one week before a specified jury meeting to let her know you will be participating. Let her know what item(s) you will be submitting and if you need a Jury Form. (Note: The Chair needs time to contact suitable jurors for your type of item.) 
3. Come prepared to the jury session.
a. The items submitted to the jury must be sale-ready, (i.e., finished and tagged).
b. Does your item have a hangtag or business card stating your name and contact information, type of item, fiber content, care instructions, dimensions, and price? 
c. Do you have a price penciled on the tag?
d. Do you have your prepared Jury Form for each item?
4. When you arrive, submit each item plus each Jury Form to the Jury Committee Chair.
What do the jurors do?
You will not be present while this process takes place. The jurors are given your item and the jury form. They will carefully look over your item for overall quality and craftsmanship. They will make sure the qualities listed on the Jury Form are met. On the form, they may offer constructive ideas to help you improve your item.
The forms go to the Jury Chair and the item is returned to you. In a few days the completed form will be emailed to you. Feel proud of your work when your item is accepted.
If the jurors have selected “fix and re-submit,” you will need to read their comments to improve your piece. If you have questions, contact the Jury Chair, not the jurors. After changes are made, you need to let the Chair know you will be re-submitting the item. Usually changes are minimal and can be made and brought to check-in or the sale. Submit your revised item directly to the Chair. She will have your Jury Form to assure you have made the changes recommended by the jurors before the item can be put on the sales floor.
Jurors have the authority to reject inappropriate items at any time before or during the sale. Jury decisions are final. 
Required Meeting in August
For the HES participants, there is one required meeting in August. This is a long meeting where everything about the event is discussed. No jurying will take place at this meeting. Bring your calendar. 
Activities at the meeting:
· You will need to sign up for a check-in date and time. 
· You will need to sign up for 3 workshifts during the event.
· Committee chairs will ask for help with pre-sale tasks.
· The Display Chair will ask what display items you will be bringing.
· Pricing sheets from earlier sales will be distributed to help you in pricing.
· Bring 2 door prizes.
· Pick up post cards to distribute.
· Ask any questions you might have about anything concerning the event.
Pricing
Pricing of items needs to be in the appropriate range to ensure fairness for all. Suggested price ranges are available from the Bookkeeping Chair. Feel free to ask other Guild members what price they would recommend.

Prices submitted on your inventory sheet must indicate the ACTUAL or FINAL price of each inventory item, NOT an ESTIMATED price. Once you submit your inventory sheet to the Bookkeeping team, price changes are discouraged. 
Inventory Processing
In order to use the special bookkeeping system designed for the Guild sale, the following inventory process must be used. This system helps HES generate hang tags for each item and helps to track sales and participant income. For this system to work well, each selling participant is responsible for completing their inventory form accurately and in a timely manner. 
The Bookkeeping team will electronically send out inventory forms to each participant in September. These are in MS Excel format. Fill in the form using the following guidelines and electronically return it to the HES bookkeeping team no later than the second Tuesday of October. 
1. The Bookkeeping team has established a list of approved product names that will be used to fill out your inventory sheet and to describe your inventory. (These will be recognized by the database, which is key to the success of the HES event.) This list will be included with your electronic inventory sheet.
2. You will be assigned a range of numbers to use for your inventory numbers (NO initials).
3. In the column titled “ProductName” enter the approved product name.
4. In the column titled “Description” enter a description that uniquely identifies the item to you, i.e., fiber, color. Sizes are recommended where applicable.
5. In the column titled “Price” enter the price of the item.
6. Participants are advised to over-estimate the number of inventory items on the electronic sheet. Include items on your inventory sheet that may not be started or that may get sold before HES. 
7. Inventory items cannot be added after the second Tuesday of October. 
8. When your inventory sheet is finished, email it back to the Bookkeeping Chair. 
9. The Bookkeeping team will enter all of your inventory into the HES software and will generate hangtags which will be delivered to you at the October Guild meeting.
Scholarship Fund
Guild members could donate items to be sold at the event with all the proceeds going directly into the Scholarship Fund. If you would like to donate the proceeds from any of your items to the Scholarship Fund or to the Guild treasury, please submit your item to the volunteer in charge of fund submissions. Remember to include a description and a price. All items with proceeds to be donated to a designated fund (Scholarship, etc.) will need to follow the above inventory and quality guidelines. 
Check-in Event
Check-in occurs several days before the sale event. At the required HES meeting in August, you will sign up for a check-in appointment time. You MUST be present at check-in. If you anticipate a problem, talk to the Jury Chair far in advance so arrangements can be made.
You will need to bring all of your finished items to check-in, clearly tagged and in numerical order. Quality control on all items will be performed at the check-in event, if not before.
When you leave, you will be asked to take yard signs to display in appropriate settings.
Preparing for Check-In
1. Your items for the sale must be completely finished by the time of your check-in appointment. Any items listed in the inventory but not finished or present at check-in cannot be in the sale.
2. Each item for HES must be properly wet-finished (where appropriate), hemmed (where appropriate), and tagged before check-in. 
3. Each item must be labeled using Guild barcoded hangtags on top plus your personal hangtag.
4. Pack your inventory sequentially so it will be easy for the Quality Control Team to follow the inventory sheet provided by the Bookkeeping Team. You do not need to bring an inventory sheet to check in.
Check-In Procedures
1. Arrive promptly for your check-in appointment. Participants must personally present their inventory at check-in. 
2. Check to see where your team is located and if they are ready for you.
3. When ready, unload your pieces. Someone will read off your inventory numbers from your tags and another person will check it in on the official inventory sheet.
4. At check-in, any absent items will be noted as missing. On the inventory sheet, the “In” column will be marked “N” indicating that the item was NOT checked-in and that item will be excluded from the sale.
5. Next, each item will be reviewed by the Quality Control team for final jury. They have the authority to recommend changes or to reject items as they see fit.
6. Re-pack your items, making note of any changes that you must make before the sale.
7. Any changes requested by a juror must be completed before Friday morning, e.g., loose threads re-woven, wrinkles ironed out, and inventory numbers corrected.
8. Participants retain possession of their inventory after check-in and agree to return all inventory as it was submitted at check-in to the HES venue by 9:00 am on set-up day.
	Friday Sale Set-up
	9:00 a.m. to Noon

	Friday Reception & Sale
	5:30 to 8:00 p.m.

	Saturday Sale & Demonstrations
	9:00 a.m to 4:00 p.m.

	Sunday Sale & Demonstrations
	11:00 a.m. to 3:00 p.m.


Sale Set-up
On the morning of Day 1 of the sales event, all of your inventory must arrive at the venue between 9:00 to 9:30 a.m. Items arriving after 10 a.m. will not be accepted. When you arrive, ask the Jury team where to unload your inventory. Please put most of your empty tubs back in your vehicle, although a few containers can remain in the break room.
Any display equipment that will be used in the sale must also arrive no later than 9:30 a.m.  The Display Chair and her committee will set up the venue. The Jury Chair and her committee will stage the items outside of the venue; for example, all scarves are put together, all towels are put together, etc.
As display areas are set up, a call will go out for all of a certain type of item, and the Display team will set up the display of those items. Please stay to help if you can. This is considered a “pre-sale job.”
Other Set Up
· The cashier area – The Bookkeeping team will set up this area.
· The Break Room – Please bring a snack to share in the break room for the weekend. Name tags and the schedule will be in this room and you can leave coats and purses in here. There will be a pad to write notes/ideas to be discussed at the follow-up meeting.
· Greeters – Greeters and door prizes are set up near the front door by the Event Facilitation Chair.
· The Reception table will be set up after the main sales area is set up.
The Event Begins
Arrive 10 minutes before your shift. Leave your personal items in the break room. Check the schedule to confirm where you will be working. Put on your name tag. Check in with the Event Facilitator or the Floor Manager.
Please answer any questions that the customers ask. Be friendly and helpful. If you do not know an answer, find someone who does. This is an opportunity to share our enthusiasm for our craft. You will be able to direct customers to the Guild member with knowledge in any specific area. If you do not know, ask the Event Facilitator or someone at the cashier’s table.
If you will also be demonstrating or working a double shift, you can leave your post a bit early to transition/eat lunch as long as there are enough Guild members to cover your area. 
All sales are final. Any other arrangement/requests/orders made between the artist and customer is separate from the Holiday Exhibition and Sale (HES). No commission is due to the Guild on items outside of the event.
CWSG does not carry insurance on HES inventory. Any items lost or stolen at the event will be at the expense of the artist.
Special Shopping
After all of the inventory has been placed on the floor for sale, HES participants and CWSG volunteers may put inventory aside for purchase. If you put it aside, you must buy it at full price. Items need to be paid for as soon as possible or at the latest, by the end of your shift for that day.
CWSG and museum volunteers (not participants) will be given an Appreciation Certificate for a 20% price discount of one item. This can be redeemed during the Sunday Discount Hour or at the end of their volunteer shift. There are no time restrictions for the museum workers.
Ending the Event
Participant Discount Shopping Hour
After the public has concluded their shopping on Sunday, HES selling participants will be allowed to shop from the REMAINING inventory. They will receive a 20% discount on any and all purchases they make during this time. No items may be put back to be purchased at a discount. If you REALLY want an item, it is safer to purchase it earlier during the event at full price.
Check-Out Procedure
At the conclusion of the Participant Discount Shopping Hour, the Bookkeeping team will indicate that it is time to check out the inventory. At the seller’s request, the bookkeeping team will print a list of the unsold inventory and/or the sold inventory. 
It is the participants’ responsibility to retrieve all their unsold items. It is kind to help gather unsold items for other participants with wrapping-up duties.
Please help break down the display, e.g., folding and sorting table coverings, carrying display equipment, gathering signs. 
After the Event
The bookkeeping team will e-mail a file to each participant indicating the items sold and the selling price for each item. Additionally, a file will be sent indicating the unsold (remaining) inventory.
· Participants are to report any discrepancies to the Bookkeeping team so that it can be resolved prior to sending information to the CWSG treasurer.
The CWSG treasurer will send checks to HES participants by December 15th, barring any unforeseen circumstances.
There will be a follow-up meeting for all participants and volunteers after the event for discussion of what went well and what can be improved for the next event.
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