Fourteenth Annual Mountain Campus Holiday Arts and Crafts Fair
[image: ]November 21 & 22, 2015
du Bois Center
Vendor Policies 
Important - Please Read All Policies Carefully
1. [bookmark: _GoBack]The Fair will be located in the NAU du Bois Center (building #64) Ballroom, Rooms A and C on the second floor, and Festival, Agassiz and Fremont rooms on the first floor. On Friday afternoon (11/20/15) vendors can temporarily park in lot P45 to unload their merchandise.  Parking stalls close to the curb on the north side of the parking lot will be blocked off for “Vendors Only” to temporarily park and unload their merchandise. Once merchandise and displays have been unloaded, please move your vehicle immediately to lot P62 for trailers and large vehicles or P63 for cars (refer to map). If you park in any other lot you will be cited.  Students will be available to assist you with carrying your merchandise from the parking lot into the main entrance doors on the south side of the 
du  Bois Center on Friday.

While unloading, we ask all vendors to be considerate of other vendors that are in line waiting to unload. When you have finished unloading your merchandise at the curb, please move your vehicle immediately to lots 62 and 63.
Warning: NAU students, faculty, and staff will also be parking in these lots on Friday; walking to and from class; and using the du Bois Center facilities. Be cautious when driving on campus and while waiting to unload your vehicle.
2. Students will be available to assist vendors to carry-in their displays and merchandise on Friday afternoon only and carry-out on Sunday afternoon. Student help may not be available on Saturday morning. 
3. Set-up dates and time:	Friday, November 20	12:00 PM to 6:00 PM
Saturday, November 21	open to vendors at 7:00 AM
Fair Hours:	Saturday, November 21	10:00 AM to 4:00 PM
Sunday, November 22	10:00 AM to 4:00 PM
Booth Dismantle:	Sunday, November 22	4:00-6:00 PM
	
4. Booths must be completely set-up and ready to go before 8:30 AM on Saturday, November 21. For safety reasons and as a courtesy to other vendors, do not dismantle your booth until the end of the Fair on Sunday, after 4:00 PM. Dismantling your booth early may cause damage to other vendor’s displays and merchandise. If this occurs, you will be responsible for all damages. All displays and merchandise must be removed from the facility between 4:00 PM and 6:00 PM on Sunday, November 22. 
5. For security measures, the facility will be locked at night. However, Northern Arizona University, The Arizona Board of Regents, and the State of Arizona will not be responsible for damage or theft of property. It is recommended that vendors take cash boxes home at night.
6. Each Vendor must fill out and sign the enclosed Release Form. The signed Release Form must be mailed back with payment. You will not be an accepted vendor until the signed Release Form and payment have been received.
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)7.	Please notify Deborah Harris (928) 523-5181, (928) 600-2858 or e-mail Deborah.Harris@nau.edu if you need to cancel at the last minute. Please let us know prior to the Fair dates. No refunds after October 13, 2015. 
GENERAL POLICIES: 
1. Vendors are not allowed to sell items that have not been approved by the committee. Vendors will be asked to remove items that have not been included on their application form and approved by the committee; an example is jewelry or food items. If you have not listed jewelry (or any other item for sale) on your application form, do not bring the unlisted item to the Fair.	

An approved vendor can share a booth with another approved vendor. Reminder: Each vendor must submit an application with photographs of his/her merchandise to be reviewed and approved by the committee.	

2. All vendors are responsible for providing their own extension cords, power strips, spot lighting, etc. If you have a special booth need, indicate on Booth Rental Form. We will attempt to accommodate your booth needs, but cannot make guarantees.

3. The university has strict regulations regarding displays and exhibits. The following are not allowed: 1) setting up your display outside the boundaries of your booth area; 2) selling food items unless approved prior to the Fair date with verification of a Food License from Coconino County Department of Health Services (refer to “Vendors Selling Food Products” located below); 4) smoking in the facility; 5) bringing alcohol into the facility; and 6) burning candles, incense, etc. (NO open flames).

4. Each vendor is responsible for providing their own transactions. Don’t forget your cash box, change $$, and calculator. Also, you will need to provide bags, boxes, tissue paper, etc. to wrap merchandise so your customers can easily carry their purchases.

5. There will be limited food concessions available on Saturday and Sunday.  These options include the “all you can eat” cafeteria and one other retail food option.  We will do our best to assist you with booth coverage to allow you to purchase food.  However you are welcome to bring your own 

6. Each booth will be furnished with one 6 x 2.5 ft. table and two chairs. Table coverings are not provided. You cannot use tape or wire on the tables. Additional tables are available at a cost of $5.00 per table.

It is important to make your display booth as attractive and eye-catching as possible. When you are planning your booth display, think store-front window and remember this is a two-day event. Bring enough merchandise for both days.

7. Vendors are highly encouraged NOT to bring their minor children (12 years and under) to the Arts and Craft Fair - either during the Friday set-up time or on Saturday or Sunday during the actual event. Please make other arrangements for your children. If your children must be with you for a short time, we ask that they stay in your booth and not be allowed to wander or run in the area. If we have complaints, we will request you make other arrangements immediately. We want this to be a good experience for everyone. Your cooperation is greatly appreciated.

8. Animals are not allowed inside du Bois Center, unless service animal. Please make other arrangements for your pets.  


9. Vendors will be required to remove their trash and boxes at the end of the event.
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)PARKING INSTRUCTIONS
During the fair dates, arrangements have been made with NAU Parking Services for vendors to park in lot 62 (the large lot next to the freeway) or lot 63 across and to the left of du Bois Center (refer to the NAU map provided). Lot 62 is accessible from Pine Knoll Drive. Note - McConnell Drive is a one-way street east bound. 
Do not park in lot 45 on Saturday or Sunday. This lot will be the designated parking lot for Fair customers. If parking spaces are not easily accessible to customers, the customers won’t come to the event.
We will make arrangements for closer parking for anyone needing handicap accessibility (you must have a handicap parking permit). Please contact Deb Harris at (928) 523-5181 and let her know your needs.
VENDORS SELLING FOOD PRODUCTS
If you are selling any food product at the Fair, you must first receive approval from Northern Arizona University. All food vendors must provide a copy of their Temporary Food Service License or applicable license/permit issued from Coconino County Health Department. If you have questions concerning the application or requirements, please contact Coconino County Health Department, Environmental Services at (928) 226-2741.
All food products sold must be pre-packaged. If you provide samples of your product, they must be placed in individual serving containers and not in a community-type container. Vendors must adhere to all county, state and federal rules and regulations regarding health standards for the general public. Vendors will assume all responsibility for such compliance, and understand that permission to do so is limited to this single event. All vendors selling food products are required to obtain a Temporary Food Service License from the Coconino County Health Department. Cost for the License is the responsibility of the vendor.
1. Send a copy of the License and a list of all food products you will be selling. These can be submitted along with your 
Booth Rental Form, Release form, and payment.
2. If you are preparing food products at the Fair, you will be required to provide NAU with an approved Certificate 
of Insurance showing proof of General Liability coverage. Contact Deb Harris at 928-523-5181
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