Listing Your First Sale at Stamp Auction Network

We are looking forward to working together to promote your sale and your company at our site for the first time at StampAuctionNetwork.com. We will do everything that we can to make this sale a success for you.

Listing your first sale will involve a little more effort than each sale thereafter but we will make it as straight forward as possible. During this process we will need to receive from you:

· Terms and conditions for your sale

· Bid increments
· A sale summary

· Session dates and times along with when to stop times to stop accepting bids for your sale on our site
· Major and minor groupings for your lots

· Your individual lot details
· Images
· Charges & Payment
Terms and conditions for your sale
Please supply us one of the following:

· A link to the existing page on your website that details the terms and conditions for your sale. This is the easiest since we can simply point to it and if you update it, it will also be updated when accessed from stampaucitonnetwork.com

· A separate document containing the terms and conditions for your sale that we will load at the site. One of the following formats will be fine: PDF, Word or simple text file.

Bid Increments for your sale

Please supply us separately the bid increments for your sale. You can simply send them to us in an email if that is easiest.
Sale Summary
A sale summary will describe the sale and the contents. This will be on your main sale page at the site and your link on the main StampAuctionNetwork page. It should be written to attract attention to the highlights of the sale. Look at other sale descriptions on the main page at www.stampauctionnetwork.com  for ideas.

Session Related Information for your sale
This is important to understand. We will need to stop the bidding for your sale on our site prior to the live auction begins.  Normally we shut off the bidding 1 hour prior to the start of the sale so you have time to collect any bids that may be outstanding for those lots. You can either use our chart below to help or provide in some other way but we will need to know the following information. Note that the times are in United States EST times.
	Session Day/ Date
	United States EST Start Time
	Lot Numbers to be Sold
	United States EST Time to STOP accepting internet bids 

	Friday 10/31/2008 
	9:00 AM
	1-675
	8:00 AM

	Friday 10/31/2008
	1:00PM
	700-1000
	12:00 noon

	Saturday 11/1/2008
	10:00 AM
	1100-1700
	9:00 AM


Major and Minor Groupings for your lots
One or both of these two pieces of information will be sent to us in your lot detail file and determine how your sale will look up on our site. When they are used correctly, our bidders will find your lots quickly. If you are listing thousands of lots we strongly recommend providing both these groupings to make it easier on the bidders.

For those of you that do not wish to or cannot provide both groupings, we can simply add “world Wide” or some such sale grouping to the sale when we get it so don’t worry if you cannot. 
NOTE: We do have a third level of grouping available if needed... you can use the SUBGROUP field described below if this applies. 

Example:

	Lot #
	Major Grouping
	Minor Grouping

	1
	AFRICA
	Aden

	2
	AFRICA
	Egyptian

	3
	AFRICA
	Equatorial Guinea

	4
	AFRICA
	Equatorial Guinea

	5
	AFRICA
	Equatorial Guinea

	6
	AFRICA
	Equatorial Guinea

	7
	AFRICA
	Benin

	8
	AFRICA
	Benin

	9
	AFRICA
	Biafra

	10
	ARCTIC REGIONS
	Antarctica

	11
	ARCTIC REGIONS
	Antarctica

	12
	ARCTIC REGIONS
	Antarctica

	13
	ARCTIC REGIONS
	Antarctica

	14
	ARCTIC REGIONS
	Antarctica

	15
	ARCTIC REGIONS
	Antarctica

	16
	EUROPE
	Portugal / Madeira

	17
	EUROPE
	Portugal / Madeira

	18
	EUROPE
	Sweden

	19
	EUROPE
	Sweden

	20
	EUROPE
	Sweden

	21
	EUROPE
	Sweden

	22
	EUROPE
	Switzerland

	23
	EUROPE
	Switzerland

	24
	EUROPE
	Various Countries

	25
	EUROPE
	Various Countries


Individual Lot Details
The chart below shows the fields that we have available for you to use if you choose. They are not all required. The formats that we will accept are: Excel XLS ; FoxPro or dBase DBF; Access Database or ASCII file fixed or delimited. If this does not make sense to you... we can help you by talking to whoever will be responsible for creating your lot detail file for us.
	 Description
	SAN Field
	Comments

	Sale Number
	SALE_NO
	If you do not have an official sale number for this sale we will assign you one.

	Lot Number
	LOT_NO
	Required

	Lot Description
	DESCRIP
	Required

	Low Price Range Estimate Value
	EST_LOW
	Not required

	High Price Range Estimate Value
	EST_REAL
	Not required

	Complete Scott, Michael or your catalog # 
	ORDER
	Not required

	Sold Price (Prices Realized)
	REALIZED
	Not required

	Starting Bid  or Reserve Price
	RESERVE
	Required

	Symbol
	SYMBOL
	Not required but if you choose to display symbols we will need you associated images or translation to 

	Extra info after suggested bid 
	NOTES
	Not required but can be used for other information if needed

	Category Code 
	CATEGORY
	Not required

	Major Heading or Section
	MAJGROUP
	We strongly recommend using this and the next field. If you do not have a way to group the lots like described in the Major and Minor Groupings section of this document we can default it to something like “World Wide” so at least there will be one major grouping.

	Sub Heading or Section
	CATDESCR
	Required. See section regarding Major and Minor groupings in this document

	“In Line Headings"
	SUBGROUP
	Not required but can be used as a third grouping level

	Image link on your site
	IMAGELNK
	Not required but see the images section of this document for instructions.

	HTML Page
	HTMLPAGE
	Not required


 
Note on Symbols if you are supplying them

If applicable, please supply us the information to understand your symbols like in the chart below.
	Your Symbol
	Description

	**
	mint never hinged

	*
	unused with gum

	(*)
	unused without gum

	
	Used

	p/2
	Pair

	b/4
	block of four


Images
Images are not required but if you are going to use images up at StampAuctionNetwork we can accommodate you in one of two ways:

· We can link to the images already existing up on your website for each of your lots. Simply put the path to your website photo for each lot in the IMAGELNK column defined above in the Individual Lot Details section of this document. There is not additional fee for this method.
· We can upload your images to our site and host them for you. There will be a $0.15 to $0.25 cent hosting charge for each image that will depend upon if we need to do any additional work to each image.

· Files should be named "9999.jpg" or "9999.jpg" where 9999 is the lot number. Do not 0 fill. Make them 279.jpg not 0279.jpg. 

· If you have multiple images for a lot you need to make the additional images in the following format 279-A.jpg, 279-B.jpg, etc.
If your images are not in the above format please check with us first to see if we can accommodate your specific situation.

Charges & Payment
Our base fee for listing an interactive sale is $1100.00 and $2500.00 for live bidding at StampAuctionNetwork. There will be a one-time setup fee for listing your first sale that will be between $300.00 and $500.00 depending upon individual factors associated with your sale. We can be more specific once we see the details for your sale. 
For our international clients payment will be by credit card to make the transaction straightforward and simple. For domestic clients we will be invoicing you. 
