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Vendor Agreement 
 

Welcome! We’re pleased that you want to become a part of our shop. Here’s how it works: 

 

To become a Vendor: 
 

 Ask us if we’re accepting vendors! Sometimes we are not accepting vendors due to space 

limitations.  
 Make sure your items are unique to the store. If we have a vendor currently making like-

items to yours, we would not accept you as a new vendor.  
o All vendor items are different in order to avoid competition within the same store.  

 We require new vendors to have been in business for a year or more before entering our 

store.  
o This can be proved by your Facebook page, Etsy Account, Craft Show Pictures, etc. 

 This gives us assurance that you LOVE what you do long enough to do it for a 
year or more.  

 It assures us that you are familiar with the demand for your product and not 

only are you able to handle THAT work load, but are wanting to create more 
demand!  

 It also assures us that you’ve had time to work out some of the kinks of 
selling a product to the public. Customer service is HUGE here!  

 We require our Vendors to provide business cards for the sales counter. 

o It is your responsibility to keep an adequate stock of business cards at ReRuns 4 
Wee Ones for customers.  

o You’re welcome to keep business cards on your space as well. 
 We require our Vendors to provide Custom Order forms for the sales counter.  

o Please see the Custom Order Section for more information about how custom 

orders are conducted through ReRuns 4 Wee Ones.  
 

Vendor Space: 
 

 ReRuns 4 Wee Ones will assign you designated panel space in our vendor section, to be 
determined by the owner, Sarah Holt.  

 The amount of panels assigned is decided by the size of your items, how many items you 

have, and availability of space in the section.  
 ReRuns 4 Wee Ones will provide a sign above each vendor section.  

o You are still welcome to include your own signage in your space.  
o You are also welcome to separate your space by ribbon/tool/etc. around the outside 

perimeter.  

 ReRuns 4 Wee Ones has Grid Wall Accessories and allows our vendors to ‘borrow’ the 
accessories to display their inventory; such as pegs, hooks, baskets, etc. 

o If there is a particular accessory that would work better for your inventory that we 
do not have, it becomes the vendor’s choice to provide their own.  

 You are responsible for organizing and restocking your designated section. 

 You are responsible for cleaning your space. (Shelves should be dusted, etc.) 
o If you take pride in your space, it will show!   
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 We will display your items in the designated vendor space for 6 months at a time, per 
renewal of the contract. 

 
Display: 

 
o We use Grid Wall Panels measuring 2ft x 6ft in our Vendor Section. We strive to 

keep all our Vendors in the Vendor Space.  

o We are not opposed to ‘creating’ a different type of space for your items. This 
would be decided upon by the owner.  

o If we decide a different type of display would be more appropriate for your 
inventory you will be asked to provide your display. The display should be discussed 
openly and agreed upon by both parties before the display enters the store.  

 In this case, your first month of rent will be waved. 
 If you decide to leave the store, the display is your property, and should 

leave with you.   
 If you decide you do not want to take the display, ReRuns 4 Wee Ones has 

the right to ask you to remove it from the store anyway. 

o If you provide PART of your permanent display, your first month of rent may 
change depending on whether you intend to leave the ‘partial display’ provided or 

take it with you if you ever leave the store.  
 If the ‘partial display’ is removable without damage, the rent amount 

assigned to that square footage will be waved during the month the partial 
display was added.  (Treated the same as providing your own display) 

 If the ‘partial display’ would create damage with removal and you DO intend 

on taking the ‘partial display’ with you if you ever leave the store, you will be 
charged for the market value of the entire space provided. The entire display 

would then be your property.   
 If the ‘partial display’ would create damage with removal and you DO NOT 

intend on taking the ‘partial display’ with you, ReRuns 4 Wee Ones may 

choose to pay you market value for the partial display provided. This should 
be discussed openly and agreed upon in advance. If agreed upon, the entire 

display would then become ReRuns 4 Wee Ones property.  
 
 

Vendor Inventory:  
 

 ReRuns 4 Wee Ones will create an account for you in our Retail System and assign you an 
account number. 

 We will provide tags specific to our retail system to use for your inventory. 

 ReRuns 4 Wee Ones will collect payment and sales tax for your items sold in the store. 
o Any sales tax collected in our system will be sent to the State, by state law. 

o Sales tax is NOT included in your Account Balance.   
 Any item sold, account credit used, or money taken out of your account will be tracked 

through your ‘Account Activity’. You are welcome to a print out of your account activity 

anytime you would like one.  
 Sometimes, there will be items that you make that we will not be able to sell within the 

store. Please understand that we keep other vendor items and our customers’ preferences 
in mind.  

 We will do our best to safeguard your items, but we are not responsible for damage or 

loss. 
 

Tagging your Inventory: 
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o If you bring in just a few items, we will print tags for you.  

o If you bring in 10 or more items, we ask that you learn to print your own tags using 
our Retail System. 

o The tag information will include your Vendor Name, Item Description, Size, Color, & 
Price. 

o You are responsible for tagging your inventory with the printed tags.  

o The individual tags are coded by barcode. When that item sells, it updates in our 
system. This allows us to keep track of your sold and unsold inventory. 

 
Sales on your Inventory:  

 

o ReRuns 4 Wee Ones will conduct sales in the store.  
 Your items will not be included in these sales unless agreed upon. 

o Sales are encouraged are certain inventory that has been in the store for more than 
3 months.  

o There are to be NO SALES on vendor inventory during our Semi-Annual Dollar Sale 

(one day in February and one day in August) UNLESS ALL vendors conduct the 
SAME SALE during those two days in the year.  

o How to Properly conduct a Sale on your inventory: 
 There MUST be a visible sign on your space explaining the sale, clearly. 

 If the sale only includes specific items, the sales price should also be marked 
on the tag to prevent confusion at the register.  

 ReRuns 4 Wee Ones needs to be notified of the sale personally, through 

email, at least the day BEFORE the sale starts.  
o Please be aware that ReRuns 4 Wee Ones staff members do not 

check social media accounts. This is the sole duty of the Owner. We 
need time to property notify all staff members about the sales 
occurring on your space.  

 If you want to hold an ‘impromptu’ sale, you MUST call the store BEFORE 
posting any sales on your social media.  

o A Sale sign must be mailed to sarah@reruns4weeones.com 
o Also, ask if ReRuns 4 Wee Ones Staff has time to mark your sale 

items. This will help us better serve our customers.  

 
Requirement for New Inventory: 

 
o In order to create a demand for your product, we ask that you restock your space 
with some new inventory at least once a month.  

 If you do not have new inventory to add, rearranging your space will go far!! If 
it looks different, it looks new and WILL grab people’s attention.  

 We have repeat customers but also gain new customers daily. Your space should 
look fresh and new to each customer, new or repeat.   

o Please consider this as far as time needed to make new inventory for the store. 

o If new inventory isn’t being made during the 6 month contract, ReRuns 4 Wee Ones 
has the right to deny renewal for a new contract.  
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Rent: 
 

 ReRuns 4 Wee Ones will collect rent for your space at the first of every month. 
 Rent is determined by the number of Grid Wall Panels you’re assigned. The panel’s 

measure 6ft x 2ft. Vendors will be able to choose how many panels they would like; 4 
panels max (space limitations might apply). 

 

 
 1 panel, $25/month 

 
 2 panels, $45/month 

 

 3 panels, $60/month 
 

 4 panels, $80 month 
 

 We must collect sales tax on the base rent. That is mandated by the state since this 

building is Commercial Property. 
 An administrative fee of 3% of sales will be taken on each item sold.  

o This is to cover credit card charges, etc. 
 You will receive 97% of the sales price on each of your items.  

 If at any point during the term of this agreement you request AND are assigned more or 
less space, the rent amount due will change accordingly.  

o The dates on the original agreement will remain the same.  

o This will only happen if YOU REQUEST AND ARE ASSIGNED MORE OR LESS SPACE 
THEN ORIGINALLY DESIGNATED.  

o We will then amend your vendor agreement with the correct square footage 
assigned and rent amount due.  

 If you choose to leave the store before your vendor agreement expires, you must pay rent 

until the expiration of your contract.  
 

 
Rent Due: 
 

o Rent is due ON OR BEFORE THE FIRST OF EVERY MONTH for the 6 month term of this 
agreement.  

o The rent for the first month will be prorated accordingly.  
o Rent must be run through the system by cash, check, or account credit.  
o Rent should be taken care of by a sales associate of ReRuns 4 Wee Ones.  

o Rent is NOT discounted for days the store is closed outside of regular business hours. 
For example, holidays, emergency situations, etc.  

 
 
Money on Account: 

 You may collect the balance on your account at any time.  
 We suggest that you accrue sales from sold inventory over the month and at the first of 

the next month, pay rent through your account. Then take a check for the remaining 
balance.  

o This is only our suggested process from what we have experienced works best.   

 
Custom Orders:  
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 If part of your business includes personalizing items for an individual customer (upon 
request), ReRuns 4 Wee Ones requires that you provide a custom order form.  

o *If you take custom orders through Facebook, you must take custom orders 
through the store and provide an order form.* 

 You may include a photo book of all the items you make to aid in the ordering process. 
This photo book can be kept at your table for customers to view. 

 The order form should include spaces for the customer’s information, options for items 

you make, your contact information, your contract/liability policies, etc. 
  

Custom Orders Placed Inside the Store: 
 

o ReRuns 4 Wee Ones will take payment at the time the custom order is placed, if it 

is placed at ReRuns 4 Wee Ones.  
 If we are unable to determine a price point because of the details of the 

custom order, we will always call you at the time the order is being placed for 
direction. 

 If we are unable to reach you and are unsure about the price, the customer 

is told they are expected to pay at the time of pick up. 
 If we aren’t able to determine a price for a custom order, please notify us if 

we should collect a ‘base deposit’.  
o Once the order form is complete by the customer, ReRuns 4 Wee Ones staff will 

scan the order form and send it to you via. Email.  
 From that point, the custom is yours. You will have the customers contact 

information and if you have any questions about the order, you should 

contact the customer.  
 When the item is ready, it should be dropped off at the store and you should 

call the customer to let them know it is ready to be picked up at ReRuns 4 
Wee Ones.  

 IF the custom order was placed IN THE STORE, it must be picked up IN THE 

STORE.  
 

Custom Order’s Place Outside the Store: 
o Many Vendors will take custom orders through email or Facebook and offer our 

store as a pick-up option.  

 We appreciate this as it brings more traffic in the store. It also allows you 
to offer a Retail Store pick-up option to your customers.  

o If your customer is going to pick up their Custom Order at our store, there 
should be a receipt attached to the customers bag stating their name, the items 
included, the price of each item, a total, and whether or not the customer has 

Paid or not.  
o If your customer has not paid for their items, we would simply run the sale 

through your account in our system for the total amount due on the receipt.  
 This activity will appear in your account as “Custom Order, ‘customer 

name’”. 

o IF you require your customer to PAY for the order BEFORE the order is started 
and they would like to pay through the store (to either use their store credit OR 

because they don’t use PayPal): 
 Please send us an email to sarah@reruns4weeones.com 
 The Subject should be labeled: Custom Order, ‘customer name’ 

 In the body of the email should be the Customer’s name, Items 
purchasing, the price of each item, and a total price.  

mailto:sarah@reruns4weeones.com
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 **When these emails come into our inbox, they are left unread until the 
customer pays. ReRuns 4 Wee Ones Staff members know to look for the 

unread messages titled “Custom Order, ‘customers name’”.** 
 

(Custom Order’s Continued) 
 

 **If the customer is a CONSIGNOR with us, they are able to use their store credit to pay 

for custom orders** (the money simply gets transferred from their account to yours) 
o Some see their store credit as free money that decreases the amount they have to 

pay out of pocket. Please look at this as an advantage to you! The more credit they 
have in the store, the more they might be willing to spend on your items.  

o It has proven worth the time to check if you customer is a consignor with us and 

notify them about the ability to use their store credit against their custom order.  
 It is your responsibility to keep an adequate stock of order forms at ReRuns 4 Wee Ones 

for your customers.  
 If you go into a contract, verbal or written with a customer through ReRuns 4 Wee Ones 

to customize an item, we are not to be held responsible if the contract between you and 

the customer isn’t completed. 
o We will always do our part to notify you of the custom order! It is your duty from 

that point to follow through with the order and to treat the customer with respect. 
You are representing the store!  

o Please know that we strive to respect our customers and without them, we wouldn’t 
be in business! 

 

Business Professional: 
 

 All business matters should be discussed with the owner in person at the store, on the 
business phone, or by business email.  

o Text message or Facebook message to the owner’s personal cell phone/Facebook 

about business matters is not appropriate and will not be given a response back. 
 During the store business hours, EMAIL is the best way to receive a fast response.  

o If you need a response back within the hour and have not received one through 
email, please call the store.  

 If you need to contact the owner after normal store hours, a cell phone call would be 

appropriate for emergency situations.  
o Please only contact me after store hours for something that needs immediate 

attention! 
 
Active within your Business 

 An active vendor to us means:  
o Your replacing your space with inventory at least once a month 

o Your receiving custom orders (which shows demand for your product) 
o You have some way to connect to your fans, such as Facebook, Email Newsletters, 

etc.  

 And you are using these tools frequently and receiving a response!!  
 It is easy to get bored or complacent within your business.  

 If you are not active within your business; new inventory decreases, gained customers 
decrease, custom orders decrease, Facebook activity decreases. 

 How does that affect ReRuns 4 Wee Ones? 

o Customers do not find what they want within your space. We always offer custom 
order, which some do, most don’t. They will ultimately go somewhere else. 

o It brings less people in the store. When the traffic decreases, so does your income. 
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 Please think of this as a partnership. We are doing our part and expect you to respond 
with equal enthusiasm.  

 If it isn’t working for you, it’s not working for us.  
 There are PLENTY of home based businesses that would love to have a space in a retail 

store.  
o Please think about this when considering signing with us OR Renewing your 

contract.  

 
Renewing your Contract: 

 
 ReRuns 4 Wee Ones is required to contact you by phone or email 3 weeks prior to the 

expiration of this contract and again within 5 days prior to the expiration of this 

agreement concerning renewal.  
 If you would like to renew your agreement, you may give verbal or written notice to the 

owner upon the expiration of the 6 month term. 
o A new vendor agreement must be signed by the end of the 6 month term.  
o If not, you will need to give verbal or written notice to the owner, Sarah Holt that 

you would like to close your vendor account, retrieve any unsold items, and collect 
any money owed to you by the expiration of this agreement.  

 After ReRuns 4 Wee Ones attempts to contact you concerning your vendor account 
expiring and we don’t get a response by the end of the contract, we will treat vendor 

accounts accordingly: 
1. Remaining unsold inventory will become property of ReRuns 4 Wee Ones. 
2. Accounts will be considered inactive for 6 months past the day the agreement 

expires.  
3. If an account is restored within the 6 month inactive period and there was a 

balance on the account, you will receive the remaining balance owed.  
4. After 6 months of inactivation, the account will be deleted and any remaining 

balance will become the property of ReRuns 4 Wee Ones.  

 
 

Terminating Contract: 
 

 ReRuns 4 Wee Ones has the right to terminate your contract at any time.  

 We will give you proper notice and from that point, you will have two weeks to remove 
your items from the store and collect unsold items and money owed.   

 
 
Our goal in setting these guidelines is to set an expectation of our Vendors. We want our 

Vendors to take pride in their business and also take pride in the Store they are using to display 
their inventory! We hope these guidelines will allow communication to be clear so that we can 

conduct business in the best way possible.  
 
We look forward to a long, mutually profitable association with you. We are proud to carry your 

items and thank YOU for choosing ReRuns 4 Wee Ones to partner with.  
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Business Contact Information: 
 

Business Name (printed): ___________________________________________________ 
Address: ________________________________________________________________ 

Phone Number: ___________________________________________________________ 
Business Email: __________________________________________________________ 
Is your business on Facebook? (Yes/No):_______ 

If yes, what is your Facebook page URL (for example, www.facebook.com/ReRuns4Wee 
Ones): __________________________________________________________________ 

 
Vendor Agreement Information: 

 

Vendor Number: __________________________________________________________ 
 

Term of Agreement starts on: _______________________________________________ 
Term of Agreement ends on: ________________________________________________ 
 

Panels assigned: ______________ Rent Amount per Month: _______________________ 
 

 
I have read the agreement and ensure the above information is correct to the best of my 

knowledge.  
 
Name: (signed) __________________________ Date: _______________________________  


