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Instructions for Filling in the Item Form 

 
 

When to fill it out: 

 

The item form should be filled in and EMAILED (so I can copy and paste) to me 

whenever you are planning to provide me with items.  Feel free to copy the table into an 

email instead of having to attach a word document. 

 

Why do I need to fill it in? 

 

This is how I will add your items to the website.  I will copy and paste the information 

from this form onto the website, modifying slightly so that everything looks the best that 

it can.   

 

Do I have to fill in the whole form? 

 

Yes, this is the information I require to get your item onto the website. 

 

What do each of the fields mean? 

 

Here is a brief outline on what I am looking for: 

 

Quantity: How many of the “same” items are you giving me.  I get that with handmade 

items nothing can ever be identical but these are as close as you can get.   

 

Item #: Some of you have internal numbering systems.  If you do I can reference them on 

your PO and invoices.  Leave blank if you do not have any. 

 

Item Name: This is what you want to call your item on the website.  Descriptive names 

are best.  Instead of “earrings” use Emerald dangle earrings. 

 

Item Description: This field will be copied and pasted as your item description. What I 

am looking for in this field is what makes your items unique.  What keywords do I need 

to use (remember I am not an expert in your area, let me know the correct terminology to 

use) as well as what material your items are made from?  Also include if your item comes 

with any extras (scoops, envelopes, etc.).  

 

Item Measurements (part of item description): How big is your item.  Is this a 

standard size card or an oversized one?  How tall is your item?  

 

Item Weight (part of item description): How much does your item weigh?  This is 

important information for shipping. 
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Your Price: How much money are you wanting to make when your item sells? 

 

Suggested Retail Price: What do you suggest I sell your items at.  You will be paid 70% 

of the retail cost of the item. 

 

Are Pictures Included: If this is an item that you have given before, we have pictures.  

This field indicates whether we should use them, take photos (there is a charge) or look 

for an email with photos. 

 

Have you given me these items before? If these are duplicate items I would love to 

know as it means the item is already set up in the system.   

 

 

 

 

 

 

 

 


