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EXHIBITOR NEWSLETTER
Dear 2010 Holly Day Fair Vendor,
We are all anticipating a wonderful 44th Annual Holly Day Fair in the Crown Coliseum Expo Center. We are very excited that you will be exhibiting with us this year. This newsletter contains a lot of important information. Please read it and all the contents in this packet carefully.
Show Hours and Schedule:

Monday, Nov. 1, 2010*
10:00am - 5:00pm
Set-up (Check in at the Exhibitor Table in League Bay)

Tuesday, Nov. 2, 2010*
8:00am - 7:00pm
Set-up (Check in at the Exhibitor Table in League Bay)

Wednesday, Nov. 3, 2010*
8:00am - 7:00pm
Set-up (Check in at the Exhibitor Table in League Bay)

Thursday, Nov. 4, 2010
7:00am – 8:00am
Set-up, Set-up must be complete by 8:00 am





8:00am – 9:00am 
Booth Judging by Exhibitor Chair & Committee




9:00am –12:00pm
Super Shopper Hours





12:01pm - 8:00pm
Show hours

Friday, November 5, 2010
10:00am - 8:00pm
Show hours (Have booth manned & ready by 9:45 am)

Saturday, November 6, 2010
10:00am - 8:00pm
Show hours (Have booth manned & ready by 9:45 am)

Sunday, November 7, 2010
12:00pm - 5:00pm
Show hours (Have booth manned & ready by 11:45 am)





5:15pm – Midnight
Breakdown; Building must be vacated by Midnight.
*Exhibitors with a double booth or larger will be allowed to begin set-up on Monday, November 1st, 2010 between 10:00am – 5:00pm. All other exhibitors may begin set-up on Tuesday, November 2nd between 8:00am – 7:00pm. If you are moving in on Wednesday, please keep in mind there will be limited space for you to drive your vehicle in the building due to the other booths being set up. The 30-minute unloading time limit is strictly enforced.  

SHIPPING MERCHANDISE TO THE CROWN COLISEUM EXPO CENTER:

You may ship merchandise to the Crown Coliseum Expo Center at 1960 Coliseum Drive, Fayetteville, NC 28306. All boxes must be clearly marked “Attention Holly Day Fair Vendor” with your booth name and address. Any item received prior to the Show will be stored on site until you arrive. We request that you not ship anything that might arrive prior to November 1st.  
CHECK-IN: 

You must, absolutely must, check in at League Bay no later than 4:00pm. Wednesday, November 3rd, 2010. If we have not seen or heard from you by this time, your space will be assigned to another vendor on the waiting list.  No exceptions or refunds will be made. The phone number to the Junior League of Fayetteville office is 910-323-5509.  If no one is available to take your call, you must leave a message. We will be checking the voice mail frequently throughout the week. If possible, we’ll put an alternate phone number on the message.
UNLOADING IN MAIN AREA: 

On Wednesday, November 3rd, the unloading truck door will only be open from 8:00 am to 2:00 pm. After this, the loading door will be closed and you will only be able to use walk-in doors to carry your merchandise in by hand. 

Your vehicle may be brought in to unload only. After you have unloaded, please move your vehicle so that others may use that space. This is critical to ensure that everyone may experience a smooth set-up day. As you pack your vehicle to come to the fair, pack your tables last to speed the unloading process. Everyone deserves a fair chance to bring his or her merchandise into the building in a timely fashion. Overly large vehicles and/or trailers that may not navigate safely in the building will be refused entrance into the building to unload. We will be strictly enforcing the 30-minute unloading time when you arrive. We recommend bringing a hand cart to transport merchandise from your vehicle into the building before and during the Show. Hand carts will not be available at the Crown Coliseum Expo Center for vendor use. 
UNLOADING AND RESTOCKING:  

Trailers may be brought into the “unloading lot” to unload and restock ONLY. No parking is allowed. All vehicles and trailers must be moved from this lot immediately after you have unloaded. You will be able to bring your vehicle down into this lot to restock your booth during the show. There will be a 30-minute time restriction since there are several people who need to restock and space in this lot is very limited. Vehicles left in this lot will be towed at the owner’s expense. We understand the need to restock and we appreciate your cooperation and consideration for your fellow vendors.

LEAGUE BAY:

There will be no admittance to the League Bay prior to the opening of the show. 

CHANGE: 

All vendors should bring sufficient change for the Holly Day Fair. Please be prepared. For those needing additional change during the Show, the Treasurer’s Window will be open ONLY at limited times. See enclosed insert for more information.

EXHIBITOR RUNNERS:

As a courtesy to our exhibitors, Junior League members working as Exhibitor Runners will be available to assist you. They may run errands, get change during change hours, or cover your booth for 10 minutes at a time ONLY. At the beginning of each runner shift, your runner will stop by your booth and greet you. Please allow her to assist you and make your Holly Day Fair a great experience!
PUBLICITY:

The Publicity Chair is planning TV and radio coverage both before and during the Show. Please send any newspaper clippings, brochures, or any other interesting items that can be used for publicity purpose. We also hope that you will mention us in your publicity.

ADVERTISING: 

The Junior League does extensive advertising/publicity for the Holly Day Fair. Publicity includes billboards, radio advertisements, newspaper ads, etc.  The regional newspaper, The Fayetteville Observer, does extensive coverage of the Holly Day Fair, including two full-page information ads on the Wednesday before the Show and the Saturday of the Show. Exhibitors in the past have been very successful offering a discount coupon in the newspaper that must be presented at the Show.  

HOLLY DAY FAIR RAFFLE:  

The Junior League of Fayetteville has a continuous raffle throughout the Holly Day Fair. Exhibitors are encouraged to donate the prizes. In exchange for your contribution, the Junior League will advertise your booth over the PA system during the Holly Day Fair. See enclosed insert for more information.

WEBSITE:    

The Web site has been updated with current information. Please check the website if you have any questions. www.hollydayfair.com

NAME BADGES: 

When you check in, you will receive your name badges that will serve as your pass to come and go in the building. Each exhibitor is responsible for making sure all people working in the booth is wearing a name badge at all times. Extra name badges may be purchased if you need more than are allotted with your booth rental. Exhibitors must wear these badges at all times when in the Building. Name badges that are lost or stolen during the show must be replaced for a fee.
TABLES:  

Booths will have chair(s) only IF they were requested by the exhibitor on the equipment sheet form. Chairs are limited to 2 per booth.  Additional chairs may be purchased for a fee.  Booth rental does not include tables. Tables and drapes are available for rent (please order early ; prices will increase at the Show). 

Just a reminder, all tables must be draped to the floor.  Sheets will serve that purpose just fine. We have found in the years past that the attractiveness of your booth (with an appealing display of merchandise) will greatly enhance your sales. We strive to give the public the best possible show and to provide the exhibitor with a happy and profitable experience.

ELECTRICITY:

One (1) standard 110v electric outlet is provided with all booths. If you need additional electrical requirements, please see the enclosed order form.

PHONE SERVICE:

Phone service to your booth is ONLY available directly from the Coliseum for a fee. Phone connections include access for telephone and credit card line. YOU MUST ORDER THIS NOW; LIMITED PHONE LINES AVAILABLE.
BOOTH SIZE:

Booth size is 10 feet (deep) by 10 feet (wide). There are NO exceptions. The Fire Marshall requires that the Show be within these guidelines. The Exhibitor Chair and Chair-Elect will be checking boundaries throughout the Show. We ask that you please stay within your designated space for the safety of our shoppers and out of courtesy to your neighbors. The side drapes are exactly 10 feet to designate the end of the booth space.

FIRE MARSHALL:  

The Fire Marshall will be inspecting our Show during set-up, 30 minutes prior to opening, and throughout the Show. Please review the Fire Code Insert and make sure to keep all merchandise in your booth area and not in the aisles. The Fire Marshall and the Junior League will be strictly enforcing booth dimensions. 

BOOTH DECORATIONS:  

The Junior League requests that your booth be decorated in a holiday manner. We feel this fits the theme of our Show, and it helps to get shoppers in the mood to buy presents for the upcoming holiday season. We want the Show to be the best ever and we appreciate your help.

SIGNS:  

The Holly Day Fair Props Committee will supply each exhibitor with an 11”x17” sign with the Booth Name. You are welcome to display your own sign, but the Holly Day Fair sign must be visible at all times. Your Booth name is appearing exactly how it will be printed on your sign. If there is an error, please contact us immediately. You may be held responsible for printing fees incurred due to changes made after November 1ST.
SALES TAX:

Please be reminded that the State of North Carolina (Cumberland County) charges an 8% sales tax on all merchandise and 7.75% sales tax on all prepared food sold in this state. Each exhibitor should have a North Carolina sales tax ID number in order to file North Carolina sales tax after the show. If you do not currently have a sales tax ID number in North Carolina, you should contact the North Carolina Department of Revenue at (910) 486-1211. NC Dept of Revenue representatives may be at the Show checking exhibitors for ID numbers. For more information, visit http://www.dor.state.nc.us/faq/sales.html.  There is an additional prepared food and beverage tax of 1% levied by the Cumberland County Board of Commissioners.  Please contact the Office of the Tax Administrator, 117 Dick Street, 5th Floor, New Courthouse, PO Box 449, Fayetteville, NC  28302.  (910)-678-7507.  www.co.cumberland.nc.us.

We are looking forward to working with you. Please remember that you were contracted to sell only what was listed on your application, unless you have been personally contacted.  You were accepted into the show in these categories... NO SURPRISES, PLEASE. If we may be of any help before the show, please contact the office at (910) 323-5509 or info@jlfay.org.  Thank you for your participation and cooperation.

Sincerely,

Kelly Myers



Carlye Pleasant
Exhibitor Co-Chair 
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