Checklist for newmexicocreates.org
Important- Giving us the information we need will speed up the process of getting your submissions online.

· Submit a Product Information Sheet for each item.  We can email you a copy.
· Specify how you want to be listed on the website, by your name, or a business name.

· Please specify a name or title for each piece of your art.

· Do not fill out “Product Item Number”, “Retail Price” or “Buyer Fields”.
· Fill out every line from Product Description to the end of the form.  Please include any description of your technique, or, if you wish to share it, the inspiration behind your work, so that we can include interesting tidbits in the descriptions on the web.  Remember to include dimensions!
· Remember to include your shipping “Turn around time”, which is the time it takes for you to ship your item after we have contacted you with the customer’s order.

· Shipper: Designate if you useUPS, FedEx or USPS.  We typically use UPS Ground.

· Shipping cost.  If you are not familiar with the costs of shipping your material, pack it up well and take it to a Pack and Mail place for an estimate on shipping.  Ask them for the rate as if the package were going to New York City.

· If you are not comfortable packing your art, take it to a Pack and Mail place and get an estimate to have them pack and ship it for you and include this in the “Shipping Cost” field. 

· Photography-Either provide a disc or your material to be photographed in our warehouse photography studio.

· Your Bio and Photograph-It is very important to include information about yourself and a photograph.  This will allow the customer to have more of a connection with your art.
Again, complete information will expedite your listings on New Mexico Creates- Thanks!
