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October 15, 2012
Dear _______
Steiner Sports is pleased to partner with you to raise funds for your charity.  To ensure your organization benefits to the fullest extent, please follow these guidelines:

Prior to the Event:

1) Select Merchandise:  Our Charity Auction team will assist you in choosing the merchandise for your fundraiser.   Please review and initial the merchandise and pricing quote and return along with a completed and signed consignment agreement. 
2) Order Merchandise: When ordering merchandise, please provide a credit card to secure the items. Steiner Sports will put a hold on the designated customer’s credit card for the amount of the merchandise on the order.  The customer will determine whether or not they want the credit card to be charged for the items sold or if they will submit a check payable to Steiner Sports.  Please refrain from using debit cards to eliminate any withdrawal of funds. There is a $2,500 minimum order for merchandise to be taken on consignment. Orders under $2,500 must be purchased.
3) Review your shipment: Upon receipt of our merchandise, please inspect for accuracy and/or any damage that may have occurred in shipping.  Retain packing slip and packing materials for return of unsold merchandise.  Please notify your Representative WITHIN 5 DAYS of receipt with any discrepancies, damages or inaccuracies. 

4) Save all product packaging: The charity is responsible for returning all unsold consignment items in the same condition as received and will be charged for returned items that are damaged.
5) Bid Sheets: Steiner Sports will provide customized bid sheets for each auction item and they are required to be used at your function. Bid sheets must be returned to Steiner Sports within one week of the event (facsimile copies are fine).
Continued on next page
After the Event:

1) Obtain a Return Authorization Number: Contact the Charity Auction team to obtain a Return Authorization (RA) number.  Have a copy of your packing slip available.  You will be asked for the Sales Order number that appears in the upper left hand corner.  No returns will be accepted without this RA # number.  
2) Return Merchandise: Re-package merchandise to be returned using original packing material or a suitable replacement.  Be certain all framed photos have all four cardboard corner packaging and glass cases are packed properly. Write RA # clearly and conspicuously on each box to be returned.  If you are returning more than one box, please number additionally as “1 of 4”, “2 of 4”, etc.  We recommend that you return the merchandise via UPS Ground, or other traceable method, and insure for full value as per the quote or invoice you received.  All returned merchandise must arrive at Steiner Sports within 10 days after the event date in an as-received condition or it will not be accepted and you will be responsible to pay for all such merchandise in accordance with the terms of the invoice. There will be no fees charged for the first 2 returns, however any additional items returned will be charged a $25 restocking fee per item. All merchandise and fees will be charged to the credit card on file. 
3) Settle with Purchasers: If your organization requires Steiner Sports to process credit cards as payment for merchandise sold at your function, Steiner Sports reserves the right to charge a 4% credit card processing fee.

4) Settle the Invoice: Please indicate whether you will be settling via the credit card on file or through organizational check. Please make your check payable to “Steiner Sports Memorabilia Inc.” for merchandise sold, plus original shipping costs, as per your invoice.  Provide your customer number and invoice number or sales order number as found on your invoice or packing slip.  Please send payment to:

Accounts Receivable

c/o Steiner Sports

145 Huguenot St
New Rochelle, NY 10801

Should you need further assistance, please feel free to contact your Steiner Sports Representative at any time.

Sincerely,

Amanda Tabankin
Charity Auctions

Consignment Agreement








October 15, 2012
Between:

and Steiner Sports Memorabilia, Inc.

I, 



, do hereby accept full responsibility for the merchandise I am receiving on consignment from Steiner Sports Memorabilia, Inc. for our fund-raiser.   I agree to send full payment for all items sold during the function within ten (10) days after the event.  If any items are sold under cost, the difference will be incurred by our organization.  The credit card listed below will be billed for the appropriate amount if any of the following situations arise:

· Returned items are damaged and unable to be re-sold (in our estimation)
· Unsold items are not returned within ten (10) days after the event

· Payment for items sold not received within ten (10) days after the event

· Shipping charges, if applicable, are not paid

· Unsold items returned without original certificate of authenticity

· $25 per item re-stocking fee for unsold items

X________________________
    X____________________________________ Steiner Sports Memorabilia, Inc. 
    (Name and Organization)
Shipping Address:
To the Attention of: _____________________________  Contact Phone: ____________

Shipping Address _________________________________________________

                City ___________________________   State _____   Zip Code ___________

Billing Information: 

Credit Card # ________________________


Expiration Date


( American Express

( Visa

( Mastercard

Name of Cardholder:






Billing Address:







Signature of Cardholder:






**Organization TAX ID # (mandatory)_____________________________________
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