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Suggested questions/considerations when selecting a vendor

· Get references from other Michigan sites who have hosted them

· Do they have upcoming sale where you can see merchandise, operations?

· What is % commission?  Does it vary based on gross sales?

· What is a typical sale based on # of employees?

· Do they allow payroll deduction?  Let them know your limits, turn around time for payment.  Does that meet their needs?

· Will they facilitate your payroll deduction process on site (if you allow)?

· How many staff do they bring?  Do they need/expect volunteer assistance?  How much?  What roles?  What times?

· Do they bring tables or need specific set up with hospital equipment?

· Do they need access to outside phone line for immediate credit card authorization?

· How much set up time do they need prior to sale?  How much time for tear down afterwards?

· Do they need access to special entry area (shipping/receiving) to bring in merchandise?  Do they have own carts or need to use hospital carts?

· Do they provide promotional materials?  Are these costs deducted from your commission? Can they provide a pdf file that you can email to hospital staff?

· How are returns/issues handled if customer is not satisfied after sale?

· How many days for sale?  What do they need to secure merchandise if overnight?  Do they provide security?  Take merchandise?  Need a locked room?  Offer sales to night shift?

· Can they donate a door prize for the sale or another hospital event?

· Clarify how sale will be reconciled at end or anytime during sale.

Checklist before arrival:

· Request for room

· Request for special table set up

· Send out notice to all email users – if allowed

· Place notice in employee newsletter

· Set up table tents, posters, other promotional materials.

· Inform Security if they’re arriving extra early, need special access or need secure space overnight

· Prepare payroll process

· Schedule volunteers (time needed before and after sale for set-up/tear down?)

· Activate outgoing phone line if needed.

· Have extension cords, power strip, duct tape available (just in case)

· Leave vendor with notes regarding any purchase restrictions, contact phone #s in case of questions

· Provide vendor salespeople with meal pass as a customer service courtesy

