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Preparing for the Sale
In preceeding toolkits we have walked through the processes of setting up accounts, securing in-kind gifts to auction,  and listing items for public viewing in the National Preview Gallery.  Learning all of these processes has taken some time, but we enjoy the accomplishments of having items viewable by the public.  As we proceed towards “going live” on eBay beginning February 25, 2007 through March 22, 2007, we now turn our attention to communicating with potential buyers.  There’s still a lot of work to do, but all of the work that we do from this point on will be geared towards servicing the sale of our items to satisfy our customers.
eBay ID Verify
To provide an extra measure of confidence to potential buyers, many new eBay sellers choose to become ID Verified through eBay. In the ID Verify process a third-party company, working with eBay, confirms the member's identity by cross checking their contact information across consumer and business databases.

Members will see [image: image2.png]


in verified users' member profiles.

We recommend that LSA member organizations new to selling on eBay subscribe to eBay ID Verify as this additional information will help overcome your lack of having a long history of selling on eBay and a high, positive feedback score.  Subscription to eBay ID Verify is a one-time fee of $5.00.  Establish your proof of identity with ID Verify—an easy way to help others trust you as their trading partner.  The process takes about ten minutes to complete at: http://pages.ebay.com/services/buyandsell/idverify-login.html.
Travel-Related Requirements-eBay
eBay has special rules limiting who can sell travel-related items and what can be sold.  Sellers who want to list travel-related items must adhere to the eBay rules which require that you be registered with eBay and have a Square Trade Seal Program Certification.  
See:  http://pages.ebay.com/help/sell/travelsellguide.html#guide1 for more information on selling travel-related items, including listing your timeshares on eBay. 
(The Square Trade Seal Program is a requirement of eBay wherein all members listing airline tickets, cruises, vacation packages, or lodging must be participants in the Seller Verify by SquareTrade Program. This program combines verification of sellers with ongoing monitoring. This is designed to increase confidence in the eBay Travel category and enhance trading for both buyers and sellers. This program reflects the highly regulated nature of the industry at both the state and federal level and is based on feedback from members and industry experts).
For more information and to subscribe log onto:

http://www.squaretrade.com/cnt/jsp/sellers.jsp;jsessionid=au91vxh2d2?vhostid=bliss&stmp=ebay&cntid=au91vxh2d2.

Follow the prompts to review The Square Trade Standards, view and agree to the Seal Member Agreement, and complete the application.

Note: LSA members listing motor vehicles items are encouraged to apply here for the eBay motors application/seal.  
Boxing/Shipping
Try to avoid added stress by pre-boxing (but do not seal) your items as you list them into the Trading Graces National Preview Gallery.  Choose a clean, sturdy box that adequately holds your item.  Wrap the item in two or three layers of small bubble wrap and place the item into the box where you have already added some foam peanuts.  You may add a note of thanks or a brochure that discusses your ministry as a nice surprise to be found by your buyer!  Completely fill in the surrounding area with additional foam peanuts and seal.  Make notes on the outside of the box with the following information:

· Contents

· Package dimension (length, width & height in inches)

· Total Weight

Note:  when you enter the package dimensions and weight into your item description, you provide information to allow the calculator to activate on eBay.

You can charge a flat fee or use the U.S. Postal Shipping Calculator on eBay in your listings.   Try out the shipping calculator at http://pages.ebay.com/services/buyandsell/shippingcenter7.htm.
eBay and the U.S. Postal Service now offer home delivery of free, co-branded shipping boxes for Priority Mail service.  For more information, check out http://ebaysupplies.usps.com.

Get free U. S. Postal Service package pick up without leaving your home or office to ship items you’ve sold on eBay.  Schedule a pickup for specific days—up to 30 days in advance—at no charge.  For more information, visit the U.S. Postal Service Shipping Zone on eBay at www.ebay.com/usps.

UPS may be a less expensive method for shipping, and UPS provides free insurance for items valued at $0.00-$100.00.  A tracking number is issued with each package and this is convenient to send in your contact seller message or feedback message sent from the eBay platform when you close out the sale.  See the Trading Graces Participants Newsletter-December 2006 for more information on closing out the sale (download from the LSA website).

Of course, you can use the services of a Trading Assistant.  See the Solicitation Toolkit for information on Trading Assistants.  Other carriers for shipping items include:

http://www.theupsstore.com/index.html
http://www.dhl-usa.com/home/home.asp
http://www.fedex.com/Tracking?cntry_code=us&link=4.

Communicating With Potential Buyers
Your listings in the Trading Graces National Preview Gallery contain a lot of information, including:

· The item title and description
· Photograph

· Mission statement

· E-mail contact person

In the National Preview Gallery Toolkit (and its appendix) there is detailed information on describing items in order to attract buyer attention.  Nevertheless, we should expect that potential buyers will make use of the e-mail address associated with each item listed in the preview gallery should they want additional information about the item.  Handling e-mail inquiries from potential buyers is a very important part of providing customer service and may directly affect your feedback score.  We highly recommend that you answer any e-mail inquiries promptly and completely.  If you have any doubts about how well your response was received, take the extra time to initiate another exchange and make sure the potential buyer is satisfied with your communications.  Effective and timely communications may assure the sale of an item, positively affect your feedback score, and lead to a new supporter for your ministry.

Note:  it is safe to send and reply to customers using the internal email capabilities in the eBay platform.  DO NOT RESPOND TO EMAILS RECEIVED IN YOUR DIRECT EMAIL MAILBOX! These messages can be bogus.

It is possible that visitors to the Trading Graces National Preview Gallery might contact you for more details about items seen during the preview period.  Although the live auction does not begin until February 25, 2007, it is in your best interest to respond to any inquiries about items, even during the preview period, in a timely manner.
Once the auction goes “live” you will need to give priority to answering any inquiries from potential buyers.  Be open to communicating with potential buyers and allow as much flexibility as may be necessary in attempting to service the sale.  For example, your listing may indicate that you plan to ship the item by USPS at the flat rate.  Your buyer may want you to ship via another carrier, add insurance, or send the package via express delivery.  Since the buyer pays for the handling and shipping, try to accommodate the buyer’s wishes so that she/he is very satisfied with doing business with your organization.

Bidding Overview
Bidding is meant to be fun and enjoyable.  Let your potential bidders know that each bid they place enters them into a binding contract. If they win a listing, they are obligated to complete the transaction. Read the eBay User Agreement for details.

Note:  eBay has reserved a URL:  http://www.ebay.com/tradinggraces for us.  Tell your potential customers, friends, constituents to go to eBay and enter: tradinggraces in the search engine.  This year things should work quicker and easier!

Before placing a bid, potential buyers will need to register. Registration is free and simple. Register now, or learn more about registering.

Learn more about bidding on eBay by taking a [image: image3.png]




 HYPERLINK "http://pages.ebay.com/education/howtobuy/index.html" guided audio tour or by reading the information below:

· How to bid 

· About eBay’s bidding system 

· Tips for successful bidding 

· Getting outbid 

· Bids over $15,000 

· Pre-approved bidders 

· Blocked bidders 

· Shill bidding 

· Specialty bidding 

· Helpful resources
How to bid
Once you find an item you're interested in, it's easy to place a bid.

1. Carefully review the item listing, and click the “Place Bid” button. 

2. Enter your maximum bid. 

3. Click the “Continue” button. 

4. Review your bid, and click the “Confirm Bid” button. 

eBay will bid on your behalf up to your maximum. You'll get an email confirming your bid. And at the end of the listing, you'll receive another email indicating whether you've won the item, with an explanation of next steps.

Notification of Purchase
When your item sells, and at the close of the live auction period, eBay will issue an email to your My eBay e-mail box.  The e-mail message will confirm the sale to the highest bidder and provide you with that bidder’s contact information.  Likewise, PayPal, if payment is processed through PayPal, will notify you when the funds have been collected from the buyer.
Upon receipt of notification of the highest bidder, it is recommended that you contact the highest bidder by e-mail and thank them for making the purchase.  You may want to verify that the proposed shipping instructions are satisfactory, or you may ask the buyer if she/he would like to have the item shipped in some other manner.  Since the buyer is paying for handling and shipping you want to make sure that the customer is completely satisfied with the shipping plan and the date you plan to release the item to the carrier for delivery to the customer.  Reiterate any exchange or return policy regarding the item in your finalization e-mails with your buyer.
When payment for items is processed through PayPal you will be notified when the funds are collected and on hand in your PayPal account.  You can then safely release the item for shipment to the customer according to the agreed upon method for shipment.

In the instance where a personal check or money order is accepted as payment for an item, please be clear with the buyer that you will not release the item for shipment until you have received notification from your bank that the buyer’s personal check or money order has cleared and the funds are collected and on deposit in your account.  Once you have received notice that you have collected these funds you may send the buyer an e-mail indicating the date you will release the package for shipment.
Big Ticket Items
In the National Preview Gallery Toolkit appendix, we advised LSA members regarding potential scams involving big ticket items. We reiterate that information here to remind you that scams are attempted, especially around big ticket items.

Please review the information in the National Preview Gallery Toolkit appendix on page eleven (11) as well as edit the listing of any big ticket items with language such as the following to be included in the actual item description:

With big ticket items, pirates may try to trick your buyer into resending account information on the pretext of verifying the transaction. We will not be asking the buyer of this item to verify any account information following the sale. 

For more information about security when using PayPal, contact PayPal at: www.PayPal.com. 
Don’t bid On Items Using Listing Computer/eBay Sellers Account
eBay tracks bidding and has ways to see where the bids are placed from.  Don’t bid on an item that from the computer you used to list the item.  Don’t bid against yourself using your eBay seller’s account. Don’t enter frivolous bids to run prices up. Doing so gives the appearance of impropriety and eBay will shut your account down in the middle of the auction!  They’ll even treat this as fraud, so be very, very careful. 
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