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         Club Demonstration Services Korea
      Information for Vendors
Dear Costco Wholesale Korea suppliers,

Thank you for supporting Costco’s product demonstration program. Club Demonstration Services (CDS) is the exclusive demonstration company at all Costco Wholesale warehouses in Korea. 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. Club Demonstration Services has been partnering with Costco for the past 18 years to provide “Best in Class” in-store demonstration to Costco Members. 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 us so we can establish a direct bill account for demos performed at Costco warehouses in Korea. Please note that Vendors with an existing account with CDS U.S. operations require a separate account for services rendered in Korea:
1. Demonstration Agreement

2. Credit Application

3. Vendor Information Sheet

We will notify you once an account has been established so you can begin scheduling demos in Costco warehouses in Korea.
If you have any questions regarding our services, please feel free to contact us. We look forward to providing you with the a high quality in-store marketing tool to enhance your product image and sales.

Korean Office Contact
Club Demonstration Services, Korea
#301, 67-2 Yangpyung-dong 3ga, Yungdeungpo-gu, 

Seoul, Korea
Telephone: 82-2--2634-8922
Fax: 82-2--2634-8932
E-mail: http://www.clubdemokorea.com/Feedback.htm
Visit the CDS Korea website, www.clubdemokorea.com to schedule demos and submit new product information online. The most up-to-date policies, procedures and rates are also available. (Please note: Once you access our website, follow the English Site link at the bottom of the page to access English language pages.) 
Getting Started

New Vendors: Please allow ample time for us to establish an account prior to your first demo. For U.S. suppliers, an account may be set up as quickly as the following business day after the necessary documents are received. For non-U.S. suppliers, necessary credit checks can take up to one month. To establish an account, please submit the following documents by mail or fax at your earliest convenience. Documents can be downloaded from our website.

1. Demonstration Agreement (http://www.clubdemokorea.com/Forms/DemoAgreement_Eng.doc)
2. Credit application (http://www.clubdemokorea.com/Forms/CreditApplication_Eng.htm)
3. Vendor Information Sheet (http://www.clubdemokorea.com/Forms/VendorInfoSheet_Eng.doc)
Once an account has been established, you will be able to submit electronic demo work orders via our website. You can also submit a change or cancellation request online. Alternatively, you may submit a paper work order form.  A work order form must include the following:
1. Manufacturer/address/phone number and fax

2. Vendor’s signature or initials

3. Costco item number & Item description
4. Warehouse  distribution (confirm with your Buyer where the product will be carried)

5. Desired demo dates in accordance to our policies.
Established Vendors may submit demo work orders by e-mail or by fax, however, work orders submitted online will be processed first.  Further, any verbal or phone requests must be followed by a written work order, e-mailed or faxed. Until a written work order is received, your request will not be processed.
Additionally, please submit a Demonstration Product Information Sheet (DPIS) for each item via our website (http://www.clubdemokorea.com/Dpis/DPIS_Form_Eng.htm).
Scheduling Polices/Guidelines
A minimum of TWO WEEKS notice is required prior to the demonstration date. Imported items often require additional lead time to ensure adequate inventory. Advanced scheduling is strongly suggested as work orders are scheduled on a first come, first serve basis.  Demos scheduled within two weeks will only be scheduled for emergency situations with Costco 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.

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.  Demo date requests must be balanced so that for every week day requested, a weekend day must also be requested, or vice versa. In order to schedule a demo on a weekend day, the work order must also include a request for a weekday. 
	Korea Region
	Week days
	Monday thru Thursday

	
	Weekend days
	Friday  thru Sunday


Note: Newly carried items may be exempt from the days of the week policy during the first month after the item has been introduced. Road Shows featuring items not normally carried in the warehouse may also be exempt.
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. 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

When your work order has been processed, a confirmation email is sent out indicating demonstration dates, warehouse locations and the scheduled item. If you do not receive a confirmation within 72 hours of your request to schedule, please contact the Korea Scheduling Office to confirm your request has been received.  Every effort will be made to process your order within 72 hours.  For prompt handling of your work order, please schedule online whenever possible at www.clubdemokorea.com.

Cancellation Policy

Club Demonstration Services requires a 72 hour notice for all cancellations.  Demonstrations are not cancelled until you receive a confirmation.  Please contact the Korea 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.

Various Demo Types
Regular Demonstrations

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

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 and product expense by item.

Split Demonstrations

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.

Note:  Split Demos are to be coordinated among interested vendors. CDS will provide a list of those vendors interested in Split Demos, however, does not coordinate split demonstrations.
CDS will offer recommendations, contacts and phone numbers only.  We also reserve the right not to schedule a split demonstration that is not meaningful.  You will be contacted if this should occur by a CDS representative.

Split Demonstration Guidelines

1. Splits also require a minimum of two weeks notice.
2. Only meaningful/complimentary demonstrations may be performed. (Example: Dry snack items may be split with water, soda or juice.)
3. Products that require cooking equipment, such as a microwave or a skillet, may not be split with an item that utilizes additional equipment. Two small appliances - skillet, daisy pot, crock pot, blender, may be used together.
4. 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.

5. Special rates have been established for split demonstrations. 

Demonstration Samples - All Demonstrations

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.

Demonstration 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 Demo Samples” in bold or colorful lettering.  Samples need to be labeled:  Attn: CDS Supervisor. Please refer to a separate drop shipment instruction for details.
3. Include a “Drop Shipped Sample Control Sheet” with 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. Samples should arrive at least 48 hours prior to demo. CDS will purchase and invoice the vendor for product samples when drop shipment does not arrive 48 hours prior to the demo.
*** 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.
Demonstration Kits
Demonstration Kits usually consist of the following: Point of Purchase signs (POP signs – no larger than A4 size), recipe cards, brochures, promotional pins or buttons, video etc. Please obtain approval from your Costco Buyer and our Sales Manager before investing in demonstration kits.
Costco Wholesale prefers Vendors not to send aprons, shirts and other items to wear during the demo. 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 our Sales Manager to ensure 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 our Korea office. 

Upon approval, please send demonstration kits directly to applicable Costco Warehouse. Please refer to a separate drop shipment instruction for details.
CDS Korea Contact Information
	Name
	Office
	Position

	Steve Pak
spak@daymon.com
	Seoul
Korea
	Country Manager – Korea

	Hera Park
hwpark@daymon.com
	Seoul

Korea
	Sales and Billing Manager – Korea

	Soyoung Lee

slee@daymon.com
	Seoul

Korea
	Billing Supervisor – Korea 

	Charlotte Hwang

chwang@daymon.com
	Seoul

Korea
	Scheduling Coordinator – Korea


Service Fees & Rates
	Demo Type
	Rate
	
	Other Fees
	Rate

	Regular & Combo Demonstration  (Rate for each demo – One Vendor)
	
	Hourly labor rate for each Sales Advisor for Roadshows & additional hour of demo)

	Basic Charge
(8 hours labor)
	KRW 93,500
	
	Hourly rate per Sales
Advisor
	 KRW 11,688

	**Supply Charge
	KRW 6,500
	
	**Supply Charge
	 KRW 813

	Split Demonstration  (Rates per Vendor)
	
	Scheduling Fee for Vendor-Performed demos

	Basic Charge  (8 hrs labor)
	KRW 48,750
	
	Scheduling Fee
	Not applicable

	**Supply Charge
	KRW 3,250
	
	**Supply Charge
	Not applicable

	Note: Overseas vendors with no physical presence in Korea are not invoiced for Korean Consumption Tax. Product samples and/or demo enhancements purchased by CDS are invoiced to the vendors at actual retail cost of the product plus applicable Korean consumption taxes. 
** This is a standard charge for supplies purchased by CDS in order to perform your demonstration.


All demonstrations performed are invoiced in Korean Won through the CDS billing office in Korea.   Vendors who wish to pay in US Dollars have an option to have US Dollar amount indicated on the invoices. 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 customers regarding the item, and expenses (labor, Korean consumption tax, and product).

Terms:  For vendors located outside Korea, DOI 20 (20 days from the date of the invoice) unless other arrangements have been agreed upon.
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