Notre Dame Academy‘s Used Uniform Sale

Tagging Spreadsheet Information & Pricing Guidelines
1)
We are using an Excel Spreadsheet for the tagging system.  Please note that there are two tabs in this spreadsheet.  The first tab is the Inventory Sheet where you will enter all of your individual item information. Once your information is entered into the Inventory Sheet, it will automatically load into the Tags Sheet (second tab).  ****Don’t forget to save it on your computer!****
2)
Enter your correct Seller ID number (found on the NDA website under Our Community) at the top of the Inventory Sheet.  An incorrect seller number will cause you to lose sales.  
****To donate your sales to NDA, enter NDA as your Seller ID number.****
3)
Enter a brief item description of the item.



Example:  
L/S Oxford Blouse 




S/S Yellow Polo Shirt





4)
Enter the size of the item.  Be sure to include Husky or Slim when appropriate.  There is room on the tags for the words “Husky” and “Slim” even if it appears too big on the inventory sheet.

6)
Enter the price you wish to charge for the item (Pricing Suggestions are listed below).

7)
The sold column is merely for your reference after the sale.

8)
To review your tags, click on the “Tags” tab at the bottom of your screen.  If you make any changes on your Inventory Sheet (1st Tab), your tags (2nd Tab) will be altered.  Don’t forget to “SAVE.”
9)
Print out your tags on card stock.  Regular printing paper will not hold up to handling during the sale and will likely become lost.

10)
Tag Placement:  Use only safety pins to attach tags to your items.  Position your tag on the left hand shoulder (as if you are wearing it) of shirts for easy viewing by buyers.  Position your tag on the left hand hip area (as if you are wearing it) of pants and shorts for easy viewing.  Fold your items so that the tags are visible.
11)
Hangers:  Place ALL Oxford shirts, Polo shirts, uniform skirts, charcoal slacks, cardigans, sweater vests, blazers and jackets on hangers.  All other items (including skorts) should be folded with the tag in view.  Please hang all clothing facing toward you so the hanger is positioned in the shape of a '?'. This is so the buyers can see all the clothes facing them when looking through a rack.  
12)
Failure to follow hanging and/or folding instructions could cause your items to be held back from the sale.  
If you have any questions, please contact Erica Marino (erica@normar.com).

Pricing Guidelines (suggestions only, price as you deem appropriate):







Good Condition
Excellent Condition

All Shirts





$4


$6

Skorts and Skirts




$6


$10

Khaki Slacks




$5


$8

Khaki Shorts




$4


$6

Charcoal Slacks




$5


$8

Vests






$5


$8

Sweaters (cardigan/pullovers)


$4


$8

Navy Blazers




$40


$50

P.E. T-Shirts/Shorts



$3


$5

P.E. Sweatpants/Sweatshirts


$5


$8

Socks






$1

Hair Accessories




$2

Privacy Shorts




$2

NDA Jackets, Uniform Shoes, Spirit Wear, and Saints Costumes are also accepted.  Price as you deem appropriate.  
Thank you for your participation.  Happy Shopping!
