2011 VENDOR HANDBOOK

CHERRY BLOSSOM FESTIVAL SOUTHERN CALIFORNIA

VENDOR/EXHIBITOR RULES AND REGULATIONS

This form MUST be completed, signed and submitted to the Cherry Blossom Festival So. Cal/WOW Productions BY 9/18 in order to participate in the Festival.

PLEASE PRINT:

NAME/TITLE:___________________________________________________________________________________

NAME OF VENDOR/EXHIBITOR/ORGANIZATION/COMPANY: _______________________________________

ADDRESS:______________________________________________________________________________________

PHONE: (             )__________________________  Email :_______________________________________________
DAY OF EVENT – NAME OF CONTACT PERSON WHO WILL BE ONSITE AT THE FESTIAL:

NAME: ________________________________________________________ Cell Phone (          )__________________

Email:__________________________________________________________________

TIME OF ARRIVAL FOR SET UP ON 9/24/11? _____________________________________
1.  IF APPLICABLE (if you are selling merchandise), please have in your possession your State of California Sellers Permit.  Health Permits will be given to Food Vendors upon arrival.
2.Do you require electricity? 
YES ______ NO ______  If yes, for what? ______________________________________________________


     What is the wattage / amps required?  _______________________________
***If you did not pay for electricity on your original application form – we will contact you on the cost depending on wattage/amps required.
3.Are you bringing in your own canopy?  

YES______  

Vendors – do not contact us to see if you have a canopy – except for food vendors who set up their own canopies and space, nonprofits under a certain category or special circumstances - all vendors are under canopies.  However many vendors request to bring their own canopies so that they have the opportunity for a “stand alone” vendor space versus being under a common canopy.  We just want to have an accurate accounting of those bringing their own canopy.  If you have any questions, please check your Vendor Application form before contacting us.
My signature verifies that I have received a copy of the Vendor/Exhibitor Agreement for the Cherry Blossom Festival So. Cal/WOW Productions on September 24th & 25th in the year 2011.  PRIOR TO CONTACTING WITH ANY QUESTIONS, please carefully read the Rules & Regulations as we have thoroughly covered all information you need.  This verifies that I am authorized to sign this on behalf of the company or organization and I fully understand the contents and hereby agree to adhere to the rules and regulations of the festival.  There may be photos, videos or other media taken of our booth and/or personnel.  This authorizes the use of such items by the Cherry Blossom Festival So. Cal/WOW Productions for promotional purposes.

Signature:_______________________________________________ Date:___________________

PLEASE FAX, EMAIL OR MAIL THIS PAGE ONLY  TO:   Fax: 626-405-8809  or Cherry Blossom Festival SoCal, 686 S. Arroyo Parkway, #221, Pasadena, CA 91105  cherryblossomla@me.com ASAP! Must reach our office by 9/18.  We cannot process this at the Festival – therefore for a vendor to be valid and admitted we must have this form prior to the festival

CBF VENDOR CHECK LIST

1. Signed Vendor Handbook form needed BY SUNDAY, SEPTEMBER 18th.
2. IF you are providing your own canopy for a preferential space, verify or let us know on the signed Vendor Handbook form.

Your signed Vendor Handbook form is imperative to process your form to be a Valid Vendor prior to the Festival.  A confirmation will be emailed upon receipt of your form.
VENDOR SET-UP

1. Entrance to the Festival is at 601 E. Temple St., Los Angeles 90012, just east Alameda.

2. Upon arrival, you will receive your space location, a parking pass (ONE pass per space – NO EXCEPTIONS), a map for your convenience, along with a volunteer to help direct you to your location.   Do not contact CBF about your space location prior to check in.  We are still in the process of laying out the Festival and do not have that information.
3. After unloading your car, you will exit on Hewitt and follow directions given to parking space.  You must have a Parking Pass to park in the lot for free.
We cannot provide additional space.  The Festival pays for all usage of city property including the festival venue & parking spots.  These are not provided free to us so therefore we have to limit space due to costs.
NO CLEANING DEPOSIT REQUIRED – THANKS TO CBF VENDORS!
We would like to take this opportunity to recognize the many vendors who had generously donated their cleaning deposit for the April Festival back to the Festival.  Because of their kindness, all vendors we would like to waive September’s cleaning deposit.   

We also want to thank all our Vendors who have been so diligent about cleaning your space.   By taking the time to discard your trash in the bins at the close of the Festival, and leaving your area in the condition you found it, is greatly appreciated.   All our volunteers are truly grateful to you all!
The Cherry Blossom Festival is produced by a 100% volunteer team and 
Wow! Productions is the pro bono organization that coordinates it.
Everyone who is part of creating this fun event are volunteers!
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10th Annual Cherry Blossom Festival Southern California
September 24-25, 2011 - Vendor/Exhibitor Agreement
ADDRESS OF FESTIVAL – 601 E. TEMPLE STREET, LOS ANGELES 90012

Just East of Alameda in the Little Tokyo District of Los Angeles
The mission of the Cherry Blossom Festival Southern California is to produce an event to celebrate Spring with Cherry Blossoms and spotlight the diverse Japanese and Japanese American culture to mainstream America – this Festival is a 2-day family festival.  The goal for the Cherry Blossom Festival is to produce a Festival that grows more spectacular yearly and carve a cultural perception to an already historic city for more visibility, publicity and tourism; also, to bridge generations and expose the mainstream population to the Japanese/Japanese American cultural arts and history.  The Festival is a Rain or Shine Event.  The entrance to the Festival for attendees is at 601 E.Temple just east of Alameda, Los Angeles, CA 90012.

The highest possible professional and ethical standards are employed in carrying out this mission. 
The Festival is produced by a 100% dedicated volunteer team and underwritten by private donations, vendor fees and sponsors. 
MAIN CONTACT INFORMATION:
PLEASE READ OR REFER TO THIS AGREEMENT BEFORE CONTACTING US WITH QUESTIONS.

Cherry Blossom Festival So. Cal. Any questions email Wendy at cherryblossomla@me.com Fax: 626-405-8809   Mailing Address: 686 S. Arroyo Parkway, #221, Pasadena, CA 91105   Ph: 626-683-8243  Response to questions is quickest via email communication.
RULES AND REGULATIONS
To ensure that this event is produced with the highest possible quality, vendors/exhibitors of the Cherry Blossom Festival So CA are subject to:

1. Authorized Areas and Term.  The City of Los Angeles grants us use of their venues for this festival and we fall under their rules and regulations which is located at the L.A. City fenced parking lot at Temple east of Alameda.
Event Dates

Festival Hours

Set Up Times/Tear Down Times
Saturday – 9/24/11
10:30 am- 6:30 pm
7:00 am - 10:00 am / 6:30 pm – 7:30 pm
Sunday – 9/25/11
10:30 am- 5:00 pm
8:00 am – 10:00 am / 5:00 pm – 7:30 pm
If you need additional time to set up or tear down, please let us know.
2. Facilities. Vendor/Exhibitor shall not use the Festival or permit it to be used by any employee, agent or invitee:  (a) for any illegal purpose; (b) in conflict with any law, ordinance, rule or regulation of any governmental authority; (c) in any manner which would weaken the insurance or increase the rates of insurance for Cherry Blossom Festival So. Cal.; (d) in any manner which constitutes waste or nuisance; (e) in any manner which causes injury to the facility.
3. Force Majeure.  The parties’ performance under this agreement is subject to cancellation due to acts of God, war, government regulation, disaster, strike, civil disorder or any other emergency beyond the parties’ control, making it inadvisable, illegal or impossible to perform their obligations under this agreement.   The Cherry Blossom Festival So. Cal. is a Rain or Shine Event.  The Cherry Blossom Festival is held out doors and subject to weather conditions.  There are no refunds for rainy or unusual weather conditions or events under Force Majeure.
4. Indemnity.  Vendor/Exhibitor shall indemnify, defend and hold harmless the Cherry Blossom Festival So. Cal. as well as the City of Los Angeles, its officers, directors, agents, volunteers and employees (the “Indemnified Parties”) from and against any and all claims, damages, losses and expenses, including attorney fees, arising out of or resulting from the acts, whether active or passive, errors, omissions, conduct or operations of Vendor/Exhibitor or its officers, directors, employees, agents, guests and invitees, and each of them.   

5. Waiver of Subrogation.  Vendor/Exhibitor hereby waives any and every claim, which arise or may arise in its favor and against Cherry Blossom Festival So. Cal. and the City of Los Angeles during the term of this agreement or in the extension or renewal hereof for any and all loss or damage covered by valid and collectible insurance policies, to the extent that such loss or damage is covered under such insurance policies.  Such waiver shall be in addition to, and not in derogation of, any other waiver or release contained in this agreement with respect to any loss or damage to the property of Licensee.

6. Waiver of Claims.  Vendor/Exhibitor assumes full responsibility to safeguard all property owned or used by Vendor/Exhibitor during the event.  Vendor/Exhibitor waives any claims against the Indemnified Parties for damage to or loss of such property, unless such damage or loss results from the sole negligence, gross negligence or willful misconduct of Cherry Blossom Festival So. Cal. or the City of Los Angeles, its employees or subcontractors.

7. Care.  Vendor/Exhibitor and its staff agree that it shall use the utmost care not to damage or abuse any of the facilities and shall observe and abide by the regulations for the governance of said facilities.  The Cherry Blossom Festival So. Cal. reserves the right to disallow any activity or material, which, in the opinion of its representatives, could cause damage to its exhibits or Festival property.  Licensee is responsible for any and all damages caused by their vendors/exhibitors and/or guests.  
8. Damages.  Vendor/Exhibitor agrees to pay for all damages to the building, exhibits, collections, equipment, fixtures, furniture and other property arising from, out of or pertaining to the occupancy of the premises by Vendor, its agents, contractors, performers or employees.  The Cherry Blossom Festival So. Cal. or the City of Los Angeles is not responsible for any lost, stolen or damaged personal property belonging to Vendor/Exhibitor.  Vendor/Exhibitor will maintain its own liability insurance at the event or hold responsibility of damages at the Festival.
9. Security.  Vendor/Exhibitor must comply with City of Los Angeles rules, regulations and directives of the Cherry Blossom Festival So. Cal. and any security personnel. Firearms or facsimiles are not permitted on the property.

10. Taxes and Fees.  Vendor/Exhibitor agrees to pay all sales, use, excise and any other taxes and any license fees which are required to be paid by vendor/exhibitor to any governmental or accepted licensing authority in a prompt manner which may include health permit fees for food vendors, food demonstrators, or vendors selling pre-packaged food.

11. Fees.  Vendor/Exhibitor is responsible for collecting appropriate sales tax and remitting to appropriate sales tax agencies.  Vendor/Exhibitor warrants that all merchandise to be sold on the premises during the event is legally available for sale.  Vendor/Exhibitor is required to provide a copy of your California Seller’s Permit certificate issued by the State Board of Equalization.  Seller’s Permit will be checked before the show.  Food Vendors - Health Permits and contact with the Health Inspector of the City of Los Angeles is required for any food vendor or vendor providing food samples or selling packaged food merchandise at the Festival.

12. Non-Discrimination.  Vendor/Exhibitor agrees not to discriminate against any employee or any applicant for employment because of race, creed, ancestry, sexual orientation, disability, color, sex, marital status, age, religion or national origin and further agrees not to discriminate for the same aforementioned reasons against any person or persons in connection with admission, services or privileges offered to or enjoyed by the general public.
13. Attorney Fees.  If either party institutes suit or other proceeding against the other party for the fees provided herein or otherwise to endorse or seek damages with respect to a default under this agreement, the prevailing party shall be entitled to recover all damages provided by law or under this agreement and, in addition, all costs and reasonable attorney fees.
14. Saturday Tear Down.  Overnight Security and lighting will be provided.  However, exhibitors and vendors please note that the festival is being held in a public parking lot.  Please do not leave valuable merchandise or personal items at the Booth area overnight.  Please take valuables with you Sat. night or tear down and re-set up Sunday morning if you prefer.  It is your decision.

FESTIVAL TIMELINE CALENDAR

9/24/11-Sat.
7:00 a.m. - 10:00 a.m. 
Move-in and set-up – By 10:00 A.M. all vehicles must be removed 

from the Festival area and parked in the appropriate parking area.–  This will be enforced by the City of Los Angles Police/Fire Dept.  They will do a walk through prior to allowing us to open the Festival.  – The walk through will start at 10:00 A.M.  Any delay by vendors not following proper procedures will cause a delay in the opening of the Festival.

9/24/11-Sat.
10:30 a.m. – 6:30 p.m.
Festival

9/24/11-Sat.
6:30 pm
Festival closes for the day– Tear Down.

We will have overnight security & lighting.  However, items left in your booth will be done at your own risk.

9/25/11-Sun.
8:00 a.m. –10:00 a.m.
Move-in and set-up (if needed)

9/25/11-Sun.
10:30 a.m. - 5:00 p.m.
Festival

9/25/11-Sun.
5:00 p.m.
Festival Closes

9/25/11-Sun.
5:00 p.m. - 7:30 p.m.
Tear Down
ALL VENDORS:  By signing this agreement you agree to stay until closing.  Early tear down is not allowed.
MOVE-IN (Saturday 9/24/11 7:00 a.m. - 10:00 a.m.)
1. VENDOR ENTRANCE is 601 E. Temple St., Los Angeles, CA 90012 – just east of Alameda.
VENDORS will receive assigned space upon arrival, given a map and help from volunteers.  Because the festival is a 100% volunteer and pro bono produced event, we do not have the manpower to handle calls or emails requesting where individual vendor spaces are located until Set Up.
2. Vendors/Exhibitors can unload adjacent their booth, but must move their vehicle promptly thereafter to allow other vendors to unload.  Please unload within 5-8 minutes and then move their vehicle to the parking area. This will help keep vehicle congestion to a minimum.  If you require a volunteer to watch your items while you park your vehicle please let us know.  
3. PARKING PASSES WILL BE GIVEN TO VENDORS UPON CHECK IN – ONE pass per 10x10 space.  Vendors will be directed to the appropriate parking area, approximately 1 block from the Festival.  All vendor vehicles must have the parking pass displayed in their front car window at all times.  We are very limited on parking passes.  This year the City of LA, under budget issues, must charge us full price for each parking space – thus this creates a high cost to the Festival and we do not have extra parking passes.
4. Please do not leave your vehicle parked in a loading zone after you have unloaded. It will be towed away at owner's expense.  Unloading of vehicles will be monitored by Festival Staff.
5. Do not block any driveways, entrance/exits or walkways in the event that emergency vehicles may require access.  If you block any of these entrances and leave your vehicle unattended, it could be towed by the City at owner’s expense.

6. No vehicles will be allowed on Festival ground after 9:45 A.M.  This will be strictly enforced by the LA Fire Department personnel.  We will conduct a walk through prior to the opening of the Festival and no vehicles may be on the grounds except for those vehicles which have been cleared and authorized as part of the exhibit or vendor area.  Walk through begins at 10:00 A.M.
7. In order to create a festive atmosphere, we are requesting each Vendor in some way to decorate your booth to the theme of the Festival – Cherry Blossoms.  Judges will begin judging your booths at 10:30 A.M.  We will announce 1st, 2nd and 3rd place winners.  Throughout the Festival, the emcees on the Main Stage will be announcing the winners of our “BOOTH DECORATING” and encouraging audiences to visit the winner’s booths.    Our judges have been selected for judging and ready to be amazed!
8. REMINDER:  If you purchased a CRAFT VENDOR BOOTH – your purchase comes with a individual 10 x 10 canopy covered space and a back wall but no side walls.  One (1) table and two (2) chairs will be provided.  You may bring your own additional tables/chairs if necessary or PRE-order from our rental company.  
9. If you purchased a CORPORATE OR SPONSOR BOOTH – your purchase comes with a 10 x 10 space with canopy and back walls but no side walls, one (1) table and two (2) chairs.  
10. If you are a COMMERICAL VENDOR and 501C3 NONPROFIT Vendors who applied for SPACE only without paying a fee, must supply your own canopies, tables and chairs.  Commercial vendors must provide your own canopies, table and chairs - canopies must be approved by the Fire Marshal.  
CORPORATE VENDORS - Please notify the Festival if you will be bringing your own CANOPY.
11. FOOD VENDORS - You must supply your own canopies, tables and chairs, set up in compliance with health department and fire regulations.  The Fire Inspector and Health Inspector will be onsite for inspections.
12. TABLE COVERING/LINENS - ALL VENDORS must supply their own table covering or linens. ELECTRICITY is NOT included in your fee.  You must request electricity at an additional charge.
ELECTRICITY:  If you requested electricity on your form, please remember to bring your extension cords.  Requesting extension cords at the Festival will incur additional cost.  If you failed to request electricity on your form, please notify us immediately!
SHOW DAYS

1. On the first day of the festival (Saturday 9/24/11), vendors/exhibitors are expected to be set-up by 10:00 am and ready for the festival opening at 10:30 am.  The Fire Marshall and the Health Department will inspect your space before the Festival can open.  At the close of the festival day (6:30 pm), it is advisable not to leave any items of high value behind.  Although we feel that the Security and security lighting on Saturday night are good, we are still in an open public area.  There is NO guarantee against loss.  The decision to leave merchandise in your booth is entirely up to the vendor/exhibitor and if desired, can be packed up Saturday night and setup on Sunday morning.  All equipment and merchandise that are left Sat. night should be covered up and your area secured to the best of your ability.  We request that anything of real value be taken with you.
2. On the second day of the festival (Sunday 9/25/11), all vendors/exhibitors should again be set up by 10:00 a.m. and be ready for the festival opening at 10:30 a.m.
3. Vendors/Exhibitors may not close down or pack up before the official closing time of the festival on Saturday at 6:30 pm and Sunday at 5:00 pm.  By signing this agreement, Vendor agrees to keep the festivity of the Festival alive by NOT closing down prior to the end of the Festival.  
4. On all festival days, in case of problems or emergencies, contact representatives of the Cherry Blossom Festival So. Cal. immediately at the Information Booth. Festival Volunteers will be in festival Logo 
T-Shirts and can be asked to notify the Information Booth.  

5. Vendors are responsible for providing their table covering on any rented equipment, as rental tables are often not in the best condition to be used without table covering.  
MOVE-OUT AT END OF FESTIVAL (9/25/11 5 pm)

1. You can begin moving out at the close of the festival.  Please be careful in securing your own valuables, goods and funds.  If you need assistance to secure your items as you get your vehicle, please let the Information Booth know.
2. Please clean out all trash located in your booths and place in trash receptacles or you will be charged a minimum $50 cleaning fee if the space is not clean. 

3. On Sunday 9/25/11 – if you have rented chairs and/or tables on consignment, it is your responsibility to make sure that the items are turned in and logged.  If it is not and items are missing, you will be held responsible for the cost of replacement.  

4. The Fire Inspector will give the okay for your vehicles to come onto the Festival site for loading in.  The Fire Inspector will not authorize vehicles as long as attendees are still on the premise.  The Fire Inspector is the only law enforcement with authority to allow vehicles onto the site for loading.

5. General Vendors not cleaning up their space will be charged a minimum $50 fee before leaving the festival.  Food Vendors creating cleaning issues during or at the end of the festival must pay a minimum of $250 before leaving the festival grounds.
SIGNAGE & DECORATIONS:
1. Banners can be hung in vendor’s/exhibitor’s booth but nowhere else in the facility without permission by the Cherry Blossom Festival So. Cal.

2. If you wish to hang items in your booth and unsure whether the booth can handle your desired set up, please contact us for directions.
PARKING:

Parking will be provided free of charge to all vendors/exhibitors.  ONE free parking pass for one booth space will be given upon check in and should be displayed in your vehicle when parked in the lot.  Vendors/Exhibitors will be directed to an appropriate parking area. Please make sure to display the pass each day you are at the festival.

Your free parking pass will only be honored at Parking Lot 2 - 300 E. Temple.
GENERAL RULES, REGULATIONS & SAFETY PRECAUTIONS:

1. Vendors can ONLY sell merchandise that has been submitted on the Vendor Forms, which is approved by the Festival Committee.  If merchandise or food/drinks are sold that has not been approved, Festival Security will ask that the selling of this merchandise, food/drinks discontinue to be sold or Vendor will be asked to leave.

2. Any and all unsafe conditions or activities will be terminated immediately upon request.  The police/ security or festival personnel will remove disruptive parties as necessary.

3. It is the vendor’s/exhibitor's responsibility to secure their valuables and funds at all times.

4. No goods/merchandise of any sort may be placed along the aisles or outside of vendor/exhibitor booths at any time, as it will create an obstruction and safety hazard.
5. The City of Los Angeles and the Cherry Blossom Festival So. Cal/WOW Productions will not assume any responsibility for security of booths or exhibits, nor will it provide staff to manage them. Notify the Information Booth if assistance is required in your booth area. Assistance is not guaranteed and should not be counted on.

6. If you have requested electricity – please bring extension cords – there will be an additional cost if you request extension cords onsite.
GENERAL FIRE CODE REGULATIONS:

1. Vendors/Exhibitors must comply with all federal, state, municipal and other mandated fire codes which apply to public assembly facilities.  

2. The decisions of the Cherry Blossom Festival So. Cal. regarding booth space layout are final.

3. All bunting, table coverings, signs, banners and like materials must be flame resistant and subject to inspection by the Fire Marshal.  The Fire Marshal will be onsite for the entire Festival.
4. All food vendors must comply with the Health Inspector and Fire Marshal’s request and instructions.

5. All decisions regarding fire issues by the Fire Marshal/Fire Dept/Police are final.

6. All general vendors selling any type of pre-packaged food must secure a Health Permit.  Any vendor classified as a Food Vendor must secure a Health Permit.

MISCELLANEOUS:
Volunteers will be wearing CHERRY BLOSSOM TEE-SHIRTS.  If you have any questions or require assistance, please ask them. Assistance is not guaranteed and should not be counted on.
· FIRST AID OR MEDICAL EMERGENCY - go to the FIRST AID BOOTH (Japanese American Medical Association lead by Dr. Gordon Sasaki).  You may also go to the information booth and medical assistance will be contacted for you.
· LOST CHILD - If there is a lost child, immediately contact the Information Booth.  If you see a lost child, bring them immediately to the Information Booth or the Kids Craft Booth or to the closest stage manager.
· Please report any suspicious activities or persons immediately to the Information Booth or to Police/Security personnel.

PLEASE READ OR REFER TO THIS VENDOR AGREEMENT BEFORE CONTACTING US WITH QUESTIONS.  The Cherry Blossom Production Team is entirely made up of volunteers, most of which have full time jobs.  Please, only contact us if you have a question that is not addressed in this agreement.

The quickest means of communication is via EMAIL at cherryblossomla@me.com.  Email communication will be responded to within 8 hours if not sooner.  Due to the high volume of phone calls, responses to voice messages could take several days.  If you do not have email and have a immediate question need – please note that on the voice mail message.  

PLEASE NOTE THAT ALL PERSONNEL FOR THE FESTIVAL ARE VOLUNTEERS & PRO BONO.
THERE IS NO PAID STAFF OR PAID COMPANY PRODUCING THE CHERRY BLOSSOM FESTIVAL.

THANK YOU!  We’re looking forward to a fabulous 2011- 10th Anniversary, Cherry Blossom Festival!

