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Club Demonstration Services, Inc.
New Vendor Packet
Dear Vendor,

Thank you for your interest in Club Demonstration Services, Inc. (CDS).  CDS's mission is to provide high quality product demonstration and marketing services to Costco Wholesale customers, with the intent of improving sales through promoting product trial in a friendly, professional style.  CDS is an in-house demonstration company exclusive to Costco Wholesale.  We abide by and adhere to all Costco policies and standards. Our intention is to create lasting customer awareness that will increase sales, not just during the demonstration, but for months to follow.

The following documents need to be completed and returned to the appropriate CDS office:

1. Event Agreement

2. Credit Application

3. Demonstration Product Information Sheet

Upon processing of these completed documents the regional office will then schedule your product demonstrations.  Please call the Scheduling Office to schedule your demonstrations.  Long term scheduling is encouraged to ensure dates and proper preparation of your demonstrations.
	General Merchandise Scheduling, Operations, Non-CDS, Billing Inquiries
	Sales/Scheduling
	Sales/Scheduling
	Sales/Scheduling

	Corporate Office 

4141 Jutland Drive,

Suite 300

San Diego, CA 92117

Phone: (858) 581-8700   

Scheduling Fax: 858-581-8828
	San Diego Region
C/O Costco

4649 Morena Blvd

San Diego, CA 92117

Phone: (858) 812-1265

Scheduling Fax: 858-812-1364
	Sterling, VA (NE Region)

    45940 Horseshoe Drive,

Suite 140C

Sterling, VA 20166

Phone: (703) 406-0260   

Scheduling Fax: 703-406-0276
	Duluth, GA (SE Region)

C/O Costco

3980 Venture Drive, 

Suite W100

Duluth, GA, 30096

Phone: (678) 473-0090

Scheduling Fax: 678-474-0450

	

	Sales/Scheduling
	Sales/Scheduling
	Sales/Scheduling

	Oakbrook, IL  (Midwest Region)

Two Mid America Plaza, Ste. 425

Oakbrook Terrace, IL 60181

Phone: (630) 572-0032

Scheduling Fax: (630) 572-0036
	Plano, TX (Texas Region)
C/O Costco 

1701 Dallas Parkway

Plano, TX 75093

Phone: (972) 241-7572

Scheduling Fax: (972) 243-9490
	San Diego, CA (Mexico Division)

C/O Costco

4649 Morena Blvd

San Diego, CA 92117

Phone: (858) 812-1266

Scheduling Fax: (858) 812-1364


Use the CDS web site, www.clubdemo.com to schedule work orders or to submit new product information.

Getting Started

New Vendors: Please allow a minimum of two weeks to process the paperwork. The following information must be mailed or faxed to the appropriate Club Demonstration Services office.     

1. Credit application

2. Event Agreement

3. Demonstration Product Information Sheet

4. Work Order

The work order must include the following information:  

1. Manufacturer/address/phone number and fax

2. Vendor’s signature or initials

3. Item description & Costco item number 

4. Warehouse  distribution (confirm with your Buyer where the product will be carried)

5. Event dates desired

Once you are established, you will only have to send in a completed work order and a DPIS for new items.

Established Vendors may direct their demonstration requests to the Scheduling Office by e-mail or by fax.  Phone requests must be followed by a written request, e-mailed or faxed.
Scheduling Polices/Guidelines

A minimum of TWO WEEKS notice is required prior to the demonstration date.  Advanced scheduling is strongly suggested as Vendors are scheduled on a first come, first serve basis.  Events scheduled under two weeks must have Buyer approval.

Days of the Week Policy

Vendors may request specific demonstration dates, however, Club Demonstration Services has been directed by Costco Wholesale to maintain balanced demonstration activity throughout the week.  Members shop every day of the week and demonstrations sell product on Monday as well as Saturday.

New items:  If possible, the first two demo dates will be scheduled on a weekend day.  Please take into consideration a minimum of two weeks must be provided to ensure weekend dates are available.

Costco members shop every day of the week.  Demonstrating your product on weekend and weekdays will be very beneficial in exposing your product to a variety of members.  Event date requests must be balanced so that for every week day requested, a weekend day must also be requested.  If you schedule one demo a month, the Scheduling Coordinators will rotate the week day and week end days on a monthly basis.

	Northeast Region
	Week days
	Monday thru Wednesday

	
	Weekend days
	Thursday thru Sunday

	
	
	

	Southeast Region
	Week days
	Monday thru Wednesday

	
	Weekend days
	Thursday thru Sunday

	
	
	

	Midwest Region
	Week days
	Monday thru Wednesday

	
	Weekend days
	Thursday thru Sunday

	
	
	

	West Coast & Texas
	Week days
	Monday thru Wednesday

	
	Weekend days
	Thursday thru Sunday


Road Shows are exempt from the days of the week policy. Road Shows feature Vendor items not normally carried in the warehouse.  These items are promoted 4 to 5 consecutive days.

Rescheduling Policy

The demonstration may not occur on the scheduled date due to no product, low stock, untimely arrival of drop shipments, staff illness, weather, etc. The CDS Warehouse Supervisor will automatically reschedule the demonstration if this occurs.

CDS is authorized by Costco Wholesale to perform the demonstration within 14 days from the originally scheduled date.  If the demonstration cannot be performed (usually due to no stock or low stock), in that time period, the demonstration is permanently canceled.  It is possible that a weekend date demonstration could be rescheduled to an early weekday and vice versa.  Vendors will be contacted by a CDS staff member regarding demonstrations not performed within the two-week period.  Vendors are given the option to reschedule that demonstration(s).

Confirmations

How do I know if my work order has been processed?  Vendors will receive an emailed confirmation indicating demonstration dates, warehouse locations and the scheduled item.  The Vendor is accountable for addressing date, item or warehouse discrepancies with the Scheduling Coordinator within 24 hours after receipt of confirmation.

If you do not receive a confirmation within 72 hours of your request to schedule, please call the appropriate Scheduling Office to confirm your request has been received.  Every effort will be made to process your order within 72 hours.  Schedule online whenever possible at www.clubdemo.com.

Cancellation Policy

Club Demonstration Services requires a 72 hour notice for all cancellations.  Events are not cancelled until you receive a confirmation.  Please call the appropriate Scheduling Office if you do not receive a confirmation within 72 hours.  Every effort will be made to cancel with short notice; however, any demonstrations performed because of the short cancellation notice will be due and payable by the Vendor.

Changes/Additions

Any changes or additions can’t be guaranteed unless a minimum of 72 hours notice is provided.  All work orders are only processed once you receive a confirmation.  It is highly recommended that requests for changes or additions, in less than 72 hours, are only done on an emergency basis.

Regular Events

One item is promoted for the entire demonstration.  Each regular demo counts as “1” when fulfilling your demo commitment.
Combination (Combo) Events

Vendors representing multiple products may demonstrate a maximum of two items during any demonstration subject to approval by CDS.  Both products may be rotated throughout the demonstration if the mechanics of preparing and serving both would be too complicated and time consuming or if the flavors of both products would be uncomplimentary.

Labor and Product expense is billed by item.  Vendors are now able to track labor & product expense by item.

Split Events

A split demonstration is comprised of items from two different Vendors that compliment or enhance each other and can be demonstrated effectively by a CDS Sales Advisors.  Please keep in mind that a split demonstration counts as a “½” or “.5” demo when fulfilling your demo commitment.  Due to labor and product costs, a split will not be half the cost of a regular.

CDS does have access to Vendors currently demonstrating in the West, Midwest, Texas, and East Coast Regions.  Contacts, phone numbers, and recommendations for partners will be offered to any Vendor interested in a split demonstration. 

Note: CDS will offer recommendations, contacts and phone numbers.   If a split demo requires multiple pieces of equipment or the sales advisor can not communicate the attributes of both items easily,  CDS will contact you with an alternative partner or suggestion.  
Split Event Guidelines

1. Splits require a minimum of two weeks notice to coordinate this event.    
2. Only meaningful/complimentary demonstrations may be performed.

3. Dry snack items may be split with water, soda or juice.

4. Products prepared in a convection or microwave oven may not be split with an item that utilizes additional equipment.

5. Two small appliances may be used together - skillet, daisy pot, crock pot, blender.

6. Direction whether or not to proceed with the demonstration if the other item is not available must be provided. Vendors are encouraged to demonstrate alone if the other item is not available.

7. Special rates have been established for split demonstrations (see page 6).
Event Samples - All Events

Vendors may authorize the CDS Warehouse Supervisor to purchase demonstration samples at the Warehouse.  The Vendor also has the option to drop ship demo samples.


Event Guidelines
1. Ample Sample:  Member must have two bites to eat the sample.  Experience has proven to CDS and Costco Wholesale that if the member is served an ample sample, the member will often purchase the product.  When budgeting for your demonstration program, please take into consideration that CDS will cut your product into two-bite sized samples.   

2. Identify drop shipments as, “CDS Event Samples” in bold or colorful lettering.  Samples need to be labeled:  Attn: CDS Supervisor.

3. Include a memo inside each drop shipment indicating the demo date/dates for which the samples are to be used.  This will let our field supervisors know whether a portion of the samples is to be used for future demos. 

4. Notify the appropriate Scheduling Coordinator (San Diego, Midwest, Southeast, Northeast, and Texas Regions) and when and by which carrier samples have been shipped.  The Scheduling Office will notify our field personnel so they can anticipate the arrival of the samples.

5. Samples should arrive at least 48 hours prior to demo.
6. Please tell the Coordinator how you want CDS to proceed in the event the drop shipment does not arrive or is not made available to CDS for the demonstration: 
a. Option 1:  CDS can cancel and reschedule the demonstration for another day.

b. Option 2:  CDS can purchase demo product for the demonstration and use the drop shipment (when it arrives or is made available) for another demonstration.
*** CDS is not accountable for demo product that does not arrive or is not made available to the CDS Warehouse Supervisor by the Receiving Department of Costco Wholesale. 

*** CDS is unable to accept accountability for spoilage of any perishable samples that are not used if they are received less than 48 hours before the demo is scheduled.

Event Kits

Event Kits usually consist of the following: Point of Purchase signs (POP signs – recommended size 8 ½ by 11 inches, laminated), recipe cards, brochures, promotional hats or aprons, video etc.  Always get approval from your Buyer before investing in demonstration kits. 

Costco Wholesale prefers Vendors not to send aprons, hats or shirts.  CDS Sales Advisors are required to wear a white blouse or shirt (with collar), black slacks, teal apron, hairnet and a visor or ball cap.

BEFORE demonstration kits are mailed to the field, they must be reviewed by the appropriate Sales Manager to insure they are in keeping with the standardized policies and procedures set forth by Costco.  Please mail one kit to the attention of the CDS Sales Manager at the appropriate CDS office. 

Upon approval, demonstration kits are to be mailed directly to the Warehouse to the attention of the CDS Supervisor.  A Warehouse address list can be provided upon request.
CDS Sales Contacts
	Name
	Office
	Position

	Connie Hinckle
	San Diego 
	Sr. Director of Sales - ALL REGIONS

	Lowell Taylor
	San Diego 
	DPIS/Test Kitchen/Menu Development Manager

	 
	 
	 

	Denise García
	San Diego 
	SD Sales Manager 

	Carrie Fife

Dayna Murphy
	San Diego

San Diego 
	SD Scheduling Coordinator

SD Assistant Scheduling Coordinator

	 
	 
	 

	Robert Bonner
	San Diego 
	GM Sales Manager

	Angie Beltran
	San Diego
	GM Scheduling Coordinator

	 
	 
	 

	Denise Garcia 

Katia Montañez
	San Diego

San Diego 
	Mexico Sales Manager

Mexico Scheduling Coordinator

	 
	 
	 

	Ken Gray
	San Diego
	Special Events & Merchandising Sales Manager 

	Zory Rosario
	San Diego
	Special Events Account Executive 

	Morgan McGuire
	San Diego
	Special Events Account Executive 

	Carley Crystal
	San Diego
	Merchandising Services Scheduling Coordinator 

	Stephanie Bottger
	San Diego 
	Special Events Scheduling Coordinator 

	 
	 
	 

	Kathy Pickler
	Oakbrook
	MW Sales Manager

	Holly O’Donnell 
	Oakbrook
	MW Scheduling Coordinator

	 
	 
	 

	Carmen Corsi
	Sterling 
	NE Sales Manager

	Edie Reardon
	Sterling 
	NE Scheduling Coordinator

	Jennifer Zechlin 
	Sterling 
	NE Assistant Scheduling Coordinator 

	 
	 
	 

	Jeff Ryder 
	Duluth 
	SE Sales Manager

	Donna McNeil
	Duluth 
	SE Scheduling Coordinator

	 
	 
	 

	Karen Adams
	Plano 
	TX Sr. Sales Manager

	Mary Burcham 
	Plano 
	TX Scheduling Coordinator

	Ernestine Ivey
	Plano 
	TX Assistant Scheduling Coordinator


Rate Structure
	Regular Rates
	
	Grand Opening Rates

	Event Type
	All Regions
	
	Event Type
	All Regions

	Regular Event  (One Vendor)
	
	Regular Event  (One Vendor)

	Labor Charge  (6.5 hrs labor)
	$150.00
	
	Labor Charge  (12 hrs labor)
	$340.00

	**Supply Charge
	$7.50
	
	**Supply Charge
	$15.00

	Split Event  (Two Vendors)
	
	Split Event  (Two Vendors)

	Labor Charge  (6.5 hrs labor)
	$85.00
	
	Labor Charge  (6.5 hrs labor)
	$193.00

	**Supply Charge
	$3.75
	
	**Supply Charge
	$7.50

	Note: when the vendor's product or enhancements are purchased by club demonstration services, the retail cost of the product along with applicable taxes will be in addition to the above demonstration charges.

** This is a standard charge for supplies purchased by CDS in order to perform your demonstration.


All demonstrations performed will be billed through the CDS billing office located in the Corporate Office.   Invoices provide a recap of the demonstration performed including: date, warehouse, sales figures (number of units sold on the day of the demonstration), comments from the Club customers regarding the item, and expenses (labor, tax, and product).

Events performed at Club locations in Connecticut will be charged a 6% labor service tax inclusive in the invoice. Events performed at Club locations in New Mexico will be charged a 5.5625% labor service tax inclusive in the invoice.

Terms:  Please review your invoice for our terms.

Invoice payments must be made payable to:
Club Demonstration Services, Inc.

P.O. Box 9468
Uniondale, NY 11555-9468
Prepay: Vendors may prepay for demonstrations in lieu of the credit application.  Monies must be received by CDS 14 days prior to performing demonstrations.  Send prepays to the following address:
Company or Certified Checks can be sent to

Club Demonstration Services, Inc.

Attn: Jeff Flamholz

4141 Jutland Dr. Suite 300
San Diego, CA. 92117
Wire Transfer can be sent to:

Citibank, NA

330 Madison Avenue Br #452

New York, NY 10017

Account #34882769

ABA #021000089
Swift Code CITIUS33
Billing inquiries: All billing inquiries should be directed to the San Diego Corporate
Billing Department: (858) 581-8700.
Created by Club Demonstration Services, Inc.
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