
How to List and Label Your Items for Consignment
To help us process your items accurately and ensure they can be barcoded, tracked, and displayed correctly, all artists must use the format below when submitting items via either our online consignment form or the paper version of the consignment form.
1. How to Describe Your Items 
Please group similar items together and list them as a single line entry. This helps us create one barcode for each group and prevents unnecessary duplication in our system.
Examples:
· Cards – 6 cards at $5 each
· Cards – 7 cards at $8 each
· Earrings – 6 pairs at $30 each
· Bracelets – 3 at $29 each
· Necklaces – 12 at $35 each
Our preference: Where possible, similar items should all be the same price. This greatly reduces the number of different barcodes required and speeds up processing for volunteers.
2. What Must Appear on the Physical Label
The description written on the consignment form must match the way the items are labelled so we can identify each group correctly.
However, for small items where the type of item is visually obvious, the physical label attached to the artwork only needs to include:
· Artist name, and
· Price
This applies to:
· Cards
· Jewellery (earrings, necklaces, bracelets, brooches)
· Other small, clearly identifiable gift shop items
You do NOT need to write “card”, “earrings”, etc. on the label, the item itself makes that clear. But the artist name and price must be securely attached to every item.
3. Why We Require This System
This method ensures:
· Accurate barcoding and stock entry
· Faster processing 
· Clear identification of each item group
· Reduced errors when volunteers scan items at the counter
· Consistent pricing for similar items
· A smoother experience for both artists and gallery staff

4. Important
· The item description on your form MUST match the labels attached to your items. See point 2 above for full details.
· Every individual item MUST have the artist’s name and price attached.
· Items without correct labelling cannot be accepted.

