[image: image1.jpg]J
"

CiTYy CENTER
PARTNERSHIP, INC.

COLUMBIA, SOUTH CAROLINA



Fall 2010

Main Street Marketplace

 Vendor Guidelines

The Fall 2010 Main Street Marketplace will be held on Boyd Plaza and the sidewalk portion along the 1500 block of Main Street beside the Columbia Museum of Art from 10 AM to 2 PM.  The REGISTRATION FEE for all vendors is $20, paid in advance of each Friday. In order to better serve the vendors, this fee will go toward the promotion and advertising of the Main Street Marketplace. 
I. VENDORS MAY SELL THE FOLLOWING ITEMS AT THE MARKET:

***All vendors and merchandise are subject to approval by City Center Partnership (CCP) Events Staff***
- Produce, fruits, vegetables, plants, and flowers
- Distinctive quality items
- Homemade baked goods, honey, jams, jellies, highly acidic canned goods, and any other processed food item must be prepared in an approved commercial kitchen and be properly labeled.  (SC Department of Agriculture – Food and Cosmetic Act)

- Any foods that are prepared and served are subject to DHEC guidelines. 
 Food that competes with other vendors or downtown restaurants will not be allowed. 

- Fine art, paintings, photography, books and other art.

- Unique and/or handmade jewelry, soaps and candles; tasteful and stylish arts and crafts.  

- No promotion of political oriented campaigns will be allowed.
**COMPLIANCE WITH ALL DEPARTMENT of HEALTH AND ENVIRONMENTAL CONTROL AND DEPARTMENT of AGRICULTURE GUIDELINES AND RESTRICTIONS ARE THE SOLE RESPONSIBILITY OF THE VENDOR.
**DHEC: 803-576-2910

**SC Department of Agriculture: 803-734-2182

II. COMMITTEE 
In order to have the best mix of items sold at the marketplace, a committee will now be reviewing all Main Street Marketplace vendor applications and determining which merchandise meets the guidelines. Please write a complete list of what you will be selling on the registration form before submitting. Any merchandise not approved in advance by the committee may not be allowed.

III. APPLICATIONS/VENDOR FEES

All vendors must return applications prior to the market(s) they are attending or they will not be allowed to set up until they have done so. (If you come to the market on the first day it opens and have not filled out an application you will not be allowed to set up. You must fill out an application and be approved before you can attend.) This policy will ensure that all vendors’ applications have been reviewed and approved by our committee. Fees for the fall season will be $20 per market and must be paid prior to attending the market. The event coordinator is no longer allowed to collect money the day of the market. A $10 fee will be added to all returned checks. The vendor will also be responsible for paying the amount of the check.
IV. HOURS OF OPERATION

All vendors must be present between the hours of 10:00 AM and 2:00 PM at the market as defined by CCP. Vendors can arrive anytime on Fridays to set up before 10 AM. Spots are on a first come-first served basis.  Take down begins at 2 PM.  Vendors are allowed to remain after 2 PM, if he/she wishes. Vendors must let Alicia Morgan, the event coordinator, know if they have to leave before 2 PM; otherwise they will not be allowed to come back again.  Event Staff reserves the right to adjust market hours. 

V. ASSIGNMENTS OF SPACE

Please mail, email, or fax the registration form (located at the end of this document) back to Alicia Morgan, Event Coordinator, to secure your spot. Space is limited and on a first come-first served basis. Please mail to: 

Alicia Morgan, Event Coordinator

CarterTodd & Associates

1233 Washington St., Ste. 101

Columbia, SC 29201

Email
alicia@cartertodd.com

Fax
803.978.7543
***CCP Events Staff has authority to approve or disapprove any items to be sold at the market and has the right to decide where vendors will be located.***

If a vendor has not set up in assigned space by 10 AM on a market day, CCP staff may assign this space to another vendor. The vendor must remain at the market for the full four hours, from 10 AM until 2 PM.  If an emergency arises and you are unable to attend the market, you must leave a voice message at 803.779.4005 by 8 AM on Friday morning.  

Extenuating circumstances or safety and sanitation requirements may require CCP staff to relocate vendors to a location other than their assigned space.

***CCP reserves the right to deny or revoke any vendor space when it is considered to be in the best interest of the market.***

CCP event coordinators have the authority to ask a vendor to leave the market if considered to be in the best interest of vendors, CCP staff or visitors.

All vendors shall be held responsible for the actions of their employees, agents, or persons working with or for the vendor.

VI. LICENSES, TAXES, and PERMITS

Any vendor at the Main Street Marketplace must comply with all Federal, State, and local ordinances.  IT IS THE RESPONSIBILITY OF THE VENDOR TO CONTACT THE APPROPRIATE AUTHORITIES AND OBTAIN THE REQUIRED LICENCES / PERMITS.
Any vendor selling items for retail must contact Cindy Thompson at the City of Columbia Business License Office at 803-545-3341 and obtain a City of Columbia retail license. Vendors have a choice of purchasing a single event permit which costs $10 per event, or a yearly business license which will cover any event located inside the city limits.

Any vendor selling plants/produce grown by him/her are not required to obtain a retail license.  

The collection and filing of any applicable taxes will be the responsibility of the individual vendor.

All weighing scales must be commercial scales.  The Department of Agriculture reserves the right to inspect any scale at any time for any reason whatsoever.

***CCP HAS THE RIGHT TO REVOKE ANY VENDORS PRIVILEGES IN THE MARKET IF SUCH RULES AND REGULATIONS ARE NOT PROPERLY FOLLOWED***

VII. PARKING

Meters with orange bags will be used for unloading and reloading ONLY. Bags will be taken off meters every Friday at 10 a.m. Vendors can park FREE of charge on level 1A at the meters in the Taylor St. Garage as long as they have a vendor decal visible in the front of their vehicle. Vendor decals will be provided after registration. This policy will ensure that we have available parking spaces for attendees. The max height of the Taylor St. Garage is 6’ 8”. If you’re vehicle will not fit in the garage, you can park in the median only on 1500 Assembly Street. Side parking should remain open for the public. When reloading at 2 p.m., vendors can pull into the loading zones in front of the museum on Hampton St., in front of the Museum Shop on Main St., or can use the middle medians. Please make sure to reload as quickly as possible so other vendors will be able to use the spot when you are done. Parking in the vending area is specifically prohibited. Under no circumstances are vehicles to enter or depart from the vending area during the market hours of operation.  

VIII. SET-UP, HEALTH, SANITATION, AND SAFETY
***Vendors are responsible for providing their own tables, chairs, and canopies (if desired) for their vending area.  Tables and chairs must be clean and sturdy. Canopies (if used) must be clean, in good repair, and properly anchored. No holes or stakes are to be driven in pavement.  The size of each vending booth is approximately 12 feet (street-front) by 16 feet (deep).  The vendor’s tables/canopies/tents must not exceed these dimensions.  All tents must be secured to the ground using weights of no less than 50 pounds on each of the four corners.  Sand bags, cinder blocks or 5-gallon buckets filled with concrete with an eyehook are some of the ways in which the tents can be secured.

Vendors are responsible for the collection and disposal of all refuse in designated receptacles.

No weapons of any kind.

Small children brought to the market by vendors must be under the supervision of a designated adult.

Vendors and his/her representatives agree to protect and hold the City Center Partnership, Inc., the City of Columbia and the Columbia Museum of Art harmless and to indemnify the CCP, its officers and employees from any and all claims, demands, suits, actions, judgments, and recoveries, for or on account of damage, theft, or injury (including death) to property or person occurring as a result of the use of the vending area, including loss or injury resulting to the vendor, as the result of any cause whatsoever.

IX. STRUCTURAL

Vendors must provide their own equipment and any additional set-up materials for display of items.

All vendors must have a presentable booth, with black, white or blue tablecloths (unless tablecloth coordinates with logo/theme, which can be approved by CCP Event Staff).  All vendors must also have appropriate signage for their business.  A professional banner is required which can be hung from the tent or from a table if vendor chooses not to have a tent. Whether you already have a banner or choose to purchase it new, all signage MUST be approved by CCP Event Staff.

Any signs that a vendor wishes to use in his or her own selling area must be approved by CCP staff. The CCP has the authority to disapprove any signage that he or she considers inappropriate.

No signs shall be used for commercial promotion activities of an advertising nature designed to attract public attention or support for a product, commodity, or service which is not available for sale at such vending space or the promotion of any business, political, controversial, commercial, or educational entity, without the approval of the CCP.

X. PUBLICITY

City Center Partnership event staff reserves the right to take photos of the Main Street Marketplace vendors and vendors’ products for promotion of the event.  Promotion includes, but is not limited to: advertisements, press releases, promotional and publicity publications and pages of the web site.  By signing the registration form, you agree that you will not bring or consent to others bringing claim against City Center Partnership on the grounds that anything contained in the photography violates any rights of privacy and publicity.

XI. GENERAL INFORMATION

All types of merchandise being sold by vendors must be approved by CCP prior to selling at the market.  Vendors must send photos of all genres of products, as well as their booth display, to Alicia Morgan, Event Coordinator.  
The Main Street Marketplace wishes to promote a family atmosphere. Proper dress will be required by all vendors. Proper language for a family atmosphere is also expected. No person shall make a public outcry, do “hawking,” or provide any musical or other entertainment without prior permission from CCP.

For additional information, please contact:


Alicia Morgan

Event Coordinator/Main Street Marketplace

CarterTodd & Associates


(803) 779-4005 ext. 2042


alicia@cartertodd.com


Fall 2010 Main Street Marketplace Registration Form

Booth spaces are assigned on a first come-first served basis.  Space is limited so please return the registration form as soon as possible.  Please keep the enclosed guidelines for your records. If you have any questions, please contact Alicia Morgan at 803.779.4005, or via email at alicia@cartertodd.com.
Alicia Morgan

Event Coordinator/Main Street Marketplace
CarterTodd & Associates

1233 Washington Street Suite 101

Columbia, SC 29201

FAX:  803.978.7543

Vendor Name: ___________________________________________________________

Company Name (if applicable):______________________________________________
Phone Number: 







______
       Please Check: (   ) Work  (   ) Home (   ) Cell

E-mail:












Mailing Address: 













 Street


City

State

Zip
Complete Product Description: 







_________________________________________________________________

(Merchandise not approved in advance may not be allowed)

Have you included or already sent required photos for approval?  Please Check: (   ) Yes  (   ) No
How are you paying for your vendor fee? (   ) check  (   ) cash (Make checks payable to City Center Partnership but please mail to CarterTodd & Associates at the address above.) 

Please Check Date(s) of Participation:






Spring 2010 Market: Registration fee is $20 for each Friday.

        Sept 3
        Sept 17
​​        Oct 1
         Oct 15
         Oct 29
        Sept 10
        Sept 24
        Oct 8 
        Oct 22
___   I will be parking in the Taylor Street Garage and would like a free parking pass after my application is approved and payment is received. 

By signing below, I confirm that I have read and understand all of the Fall 2010

 Main Street Marketplace Vendor Guidelines and agree to comply with those specified.

_________________________________



_________________

Fall 2010 Main Street Marketplace Vendor 




Date
