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Rummage for Measles!

How to plan a Rummage Sale:

You can plan a rummage sale with multiple items or you can simply choose to do a sale that includes one or more items. Used book sales are popular and easy to coordinate. You can also pick and choose items to include. 

Things You’ll Need:
· Pens, markers, stickers, labels & rubber bands 

· Fliers 

· Poster board 

· Tables 

· Coat racks 

· Cash boxes (keep at least $100 in small bills to provide change)

· Adding machines 

· Shopping bags 

· Boxes 

Step 1 - Reserve your space at your venue. Popular spaces to hold a rummage sale are schools, community centers or places of worship. You will need to get your rummage sale on the calendar at your venue as soon as possible.  Be sure to get a confirmation for your date in writing.
Step 2 - Plan your drop-off dates and get those on the calendar, too.  Those are the days when people within your community or school can bring items for the sale. Try and get on any list-serves your community or school may have to get the word out that you are accepting donations, and have a set location where people can drop off items both on-campus and in the community. 

Step 3 - Appoint department coordinators. Following is a list of some suggested departments:

*Girls clothing
*Guys clothing 
*Books, music and movies    

*Furniture

Make a big poster board sign for each department and place them up high enough so they can be seen from across the room. That way shoppers know which way to go if they are looking for something in particular. 

Step 4 - Add a hospitality department. Appoint a  person who will make sure there are pizzas for set-up, coffee and bagels the morning of the sale, beverages throughout the day, sandwiches at lunch and something special to snack on during clean up. Having good wholesome snack food around will keep your worker bees happy and onsite. Also, explore your options in the community to see if a local coffee shop would be willing to donate coffee/small snacks for shoppers. Or offer these items for sale and put the funds toward the event’s proceeds. 

Step 5 - Start publicizing early. Once you have the dates set, you can create fliers and posters for drop-offs. You can also distribute your information  through Web sites and newsletters. 

Step 6 - Arrange storage space. This is critical, especially if you're going to be collecting rummage for a while prior to the event.

Step 7 - Coordinate drop-offs. Once these have been scheduled and promoted, you will need to make sure there are enough people to handle the flow. At the drop-offs, you have three basic functions:

*SORTING - don't be afraid to say no to anything that is outright garbage. Don't let people use this as an excuse to dump on you!

*PRICING - price it now, so that you can simply put everything out on the tables when you are ready to set up for the sale. You should have stickers, labels and masking tape at the ready. Some items (like books) do not need individual pricing as they are the same price for all. 

*PACKING - pack carefully for storage. 

Step 8 - Regular meetings. You will need to have meetings for your department heads to make sure everyone is on the same page, questions are addressed, concerns are aired and labor is divided. Be sure that everyone is clear about their roles and responsibilities. 

Step 9 - Set-up with a floor plan ahead of time. Let each department head be responsible for his or her area, including staff. Be sure to have plenty of coat racks and hangers for clothes and large tables for everything else. You will need a good place to stash your boxes where they don't pose a fire hazard or block an exit. You will need those boxes again to pack up what remains at the end of the day. You may also want to arrange pick-up from a charity organization specializing in donated items, in case everything doesn’t sell. 

Step 10 - The Big Day. Set up everything the day before if possible so all you have to do is open the doors and you're ready to rummage. Hand out shopping bags as people enter, then their hands are free to handle the merchandise. 
Step11 - Start slashing prices. Two hours before closing, go to half-price on everything. One hour before closing, charge $1 per bagful. Rotate your volunteer staff to avoid burn-out. 

Step 12 - The Morning After. Pre-arrange with local charities that accept donated household items to pick-up your well-packed leftovers and make sure someone watches over them until they arrive. 

Tips & Warnings

· Contact a reputable removal company to take away what is left after the sale. Be sure to get a specific time. Or, make arrangements to have volunteers drop off the leftover items with a local charity or thrift store that accepts drop off donations. 

· Your sale is not a junkyard. Don't accept broken, stained or incomplete items. 

· Place a sign that explains all items will be sold "As Is" and you will not be accepting returns or exchanges.

· Assign specific people to the cash box and make sure they stay with it during their assigned duty hours.

· Try asking local vintage or consignment stores for donations to sell at your event. 

· Consider partnering with another organization in the community and splitting the profits between charities. Campus clubs can partners with other Clubs to add strength to your event. 

· Follow safe-money practices: Ensure someone is always watching the money, count it with another person present, register your charity event with the Better Business Bureau and remit the funds raised to your nearest American Red Cross chapter.  
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