BSA Holiday Bazaar 
Vendor Information and Guidelines
Thank you for participating in this year’s Battelle Staff Association Holiday Craft Bazaar.  Following is a list of suggestions/instructions for having a successful bazaar.
This year bazaar will be Thursday, November 4 from 10am - 5pm
Suggestions:

· Bring your own money, cash box, and receipt book.  Each participant will be responsible for cashiering his/her own sales.  Crafters will supply their own receipt book for customers who want a sales slip.
· Bring plenty of bags or sacks.

· If you need access to an electrical outlet, please note that on the registration form.

· Don’t forget to bring your own extension cords, power strips, etc if needed.

Instructions:

· Multiple tables will be subject to availability.

· Bazaar hours are 10am - 5pm.  The creating crafter(s) or a helper must be present in his/her booth and must remain set-up and open for business until the close of the show.

· Set-up time is 8:30am-9:45am.  Tear-down must be complete by 5:30pm.
· No resale of commercial merchandise is allowed. (Avon, Home Interiors, Tupperware, Mary Kay, anything from “book” parties, etc…)
· There is a $10 per table fee to cover facility clean-up and advertising.

· One 2.5ft x 5ft table will be provided for each space (table sizes are SMALLER than a standard table. These are conference room table and may vary depending on which room you are in).  PLEASE remember that space is VERY limited.  We are in the Auditorium.  Be aware of the vendors around you and try not to spread out.  We will do every thing we can to get you in as much space as possible.

· There is a fee of $10 per space (Example:  if you request floor space and 1 table, the cost is $20, if you request 2 tables, the cost is $20).

Make checks payable to:  BSA.  
Deadline to register is Monday, November 1.  
If you are representing a nonprofit agency, contact Cheri Thomas at 372-4307

· If you must cancel, please contact Cheri Thomas at 372-4307.  Registration fee will not be refunded after November 1.
· If you’d like to donate a craft item for a silent auction with proceeds benefiting the Hope Home, please indicate your participation on the registration form.  For questions regarding donation for the auction should be directed to Lisa Enderlin Brown (375-2465) or Cheri Thomas (372-4307).  Auction items will be displayed beginning the afternoon of Wednesday, November 3.  Please make arrangement to have your items at the Auditorium at 3.
· Everyone must be out of the building no later than 6pm.
· Please leave your area as you found it - NEAT AND CLEAN.
NOTE: BSA is not responsible for any lost, stolen, or damaged items before, during, or after the bazaar.
Please fill it out and return it to me, Cheri Thomas at K6-01.  For outside vendors, please mail registrations and payment to Cheri Thomas, Battelle P.O. Box 999, K6-01, Richland, WA  99254

If you have any questions, please contact me at 372-4307 or email at cheri.thomas@pnl.gov.

