FUMC Harvest Craft Bazaar Vendor Guidelines
 
WHERE:  First United Methodist Church - The Colony
                4901 Paige Rd, The Colony, TX

   Contact info: Nancy Forrester 214-392-3008 (cell) or 214-774-4645 (home), naforr@tx.rr.com 

 

WHEN:
Saturday, October 4, 2008
TIME:   Bazaar shopping hours are 9:00 am to 4:00 pm


 The bazaar will be held RAIN OR SHINE - NO REFUNDS
VENDOR SETUP TIMES: 

· Inside booths can set up on Friday anytime between 2:00 pm and 9:00 pm. 
· Inside and outside booths can set up on Saturday 7:00 – 8:55 am. 
· Please do not arrive any later than 8:00 am on Saturday.
· Vendors should be set up and ready to sell when the bazaar begins at 9:00 am.
· If you are arriving on Friday afternoon, PLEASE WATCH OUT FOR CHILDREN in the parking lot.

BOOTH ASSIGNMENTS / SETUP: 

· When you arrive, stop by the church entrance to pick up your vendor packet and booth assignment. .

· Please do not move to another booth space or swap booth locations with other vendors. Check with the bazaar coordinator if you wish to move.
· Inside booths are 8x10 and outside booths are 10x10. 

· Covers are not provided for outside booths.

· 2 chairs are provided with inside booths. No chairs are provided for outside booths. Please ask if you need one or two for outside.
· Table rentals need to be reserved and paid for in advance with booth rental.
· If you pre-reserved and paid for a table, it will be in your assigned booth when you arrive. 

· If there are any remaining un-reserved tables, they will be available to rent the day of the bazaar.

· Don't forget to return your rented tables at the end of the bazaar. 

· Do not begin setup until your vehicle is fully unloaded and moved from the loading zone.
· Booth assignment is done on a first come-first served basis, which is based on when the bazaar coordinator receives (postmark) the vendor’s payment and application.

BOOTH GUIDELINES: 

· You may sell only the items listed on your application.  This is a juried show and we will ask you to remove those items or leave the show if you aren’t willing to comply.
· We reserve the right to reject anything not felt to be in good taste or not within guidelines of our bazaar. 

· All work and displays must stay within your designated booth space. Items should not be displayed outside your space – it encroaches on other’s space or blocks the aisles.
· Each vendor is responsible for obtaining their own state sales tax license and collecting and remitting all sales tax.
· No vendor replacements or substitutions should be made without the bazaar committee’s approval.

· If you are selling any food items, you are responsible for obtaining a food permit from The Colony Health Department. Food sales must be pre-approved by the bazaar committee.

· Electricity is not provided.

· Gas generators are not allowed.
· No soliciting, approaching patrons, or distribution of advertising material outside of booth area.
· No vendor may sell any soft drinks, name brand drinks, or bottled water. 
OPPORTUNITY DRAWINGS:  Your admission fee includes one item to be donated from your booth.

· After you finish setting up your booth, complete your donation card (in your packet) and drop off your donated item at the Opportunity Drawings tables at the front of the sanctuary.
· If you have a business card, attach it to the back of the donation card.
DIRECTIONS: 
· I strongly recommend you get driving directions from the internet - Google, Mapquest, etc. 
· There is still construction on Hwy 121, so it may be difficult to find street signs.
· NOTE: Street signs on Hwy 121 will show Plano Pkwy on the south side and Paige Road on the north side.  It is the same street.
· If you are eastbound on 121, turn left at Plano Parkway/Paige Road (no landmarks, just open fields on your right). If you pass Dallas North Tollway or Stonebriar Mall, you went too far east!

· If you are westbound on 121, turn right at Paige Road (Home Depot and Wendy’s on your right). If you reach the 121 split or I-35, you went too far!

· If you still have difficulty locating the church, please call my cell phone at 214-392-3008. Do not call 214-774-4645, it is my home # and I won’t be there to answer it!  No one will be in the church office to answer that phone.

· We will have some directional signs posted, but the city and TDOT control where we can place them.
PARKING: 

· The parking lot and church entrance are on the back side of the building off Paige and Avery.  There will be directional signs.
· There will be workers available to direct you to vendor parking.

· Please park in the grassy area on the side of the church.  Don’t park in the paved parking; leave it for your customers. 

· For the safety of everyone, PLEASE do not drive your vehicles into the booth areas for unloading or loading.

 

CLEANUP:

· DO NOT pack up and leave the Bazaar before 4:00 PM.
· Return your rented tables
· Booth area must be left clean. Trash must be removed from your space to provided receptacles.
 

CANCELLATIONS:

· If for any reason you need to cancel your booth reservation, please let me know as soon as possible.
· If you can’t make it on the day of the bazaar, PLEASE, PLEASE call me at 214-392-3008, as early as 6:30 am.  It is very disruptive to the bazaar and the other vendors to have empty booth spaces! 

· The bazaar will be held RAIN or SHINE.

· NO REFUNDS the day of the show. We will consider refunds on a case by case basis if you cancel early enough and we can resell your space.

FOOD: Breakfast and lunch items will be available for purchase. 
· Breakfast will be available so you may want to get something to eat after you set up your booth

· Lunch will be served from 11:00 am - 2:30 pm  

 

ASSISTANCE: 

· If you need assistance at any time during the Bazaar, please contact one of the UMW volunteers wearing the red aprons or the parking attendants. We will be happy to help you.  

· Our volunteers will watch your booth for a few minutes if you need to use the restroom, get food or do a little shopping. 

· Restroom facilities are located in the front foyer of the church.

· You will not be able to use the church phone which is located in the kitchen because of health department food regulations.

· PLEASE NO SMOKING in the building or around the outside booth areas.
MISCELLANEOUS:
· Outside area will include a pumpkin patch sponsored by the FUMC youth.

· Before you leave: Please complete the Vendor feedback form in your vendor packet and leave at the front table or give it to any bazaar volunteer.
NOTE: Registration information and rules are provided on the application which can be found at www.fumcthecolony.org  - United Methodist Women link.  Bazaar info can also be viewed at www.craftlister.com .
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