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Dear Vendor
The Albuquerque Garden Center is sponsoring an Autumn Plant Extravaganza on Saturday, September 18, 2010, from 9:00 AM to 4:00 PM.   This event is expected to attract many pre-qualified buyers from our extensive mailing list which includes garden club or plant society members and other interested gardeners added to our list over time.  We also expect to attract many Albuquerque homeowners who are interested in purchasing trees, shrubs, and daylilies. 

While many trees, shrubs, and perennials are best planted in the fall in Albuquerque, the stock available at that time is limited.  The Council would like to make available a short list of unusual, hard-to-find trees and shrubs for fall planting.  We are limiting the trees and shrubs we sell to 5 varieties of each.  Our intent is to offer different trees each year.  We will take orders the day of the sale for delivery to the Garden Center parking lot the following week. 
Vendors may sell any garden related merchandise or services they would like, not just trees and shrubs.  We will also have seminars (4) on tree and shrub topics and fall planting.  Admission and parking are free.
If you would like to participate, please phone the office during business hours at 296-6020, M-F 9:30 AM to 2:30 PM, or e-mail us at abqgardenctr@swcp.com.  A space can be reserved over the phone with a Visa or MasterCard.

Set-up begins on Friday, September 17th from 9:00 AM to 5:00 PM. 
Indoor and outdoor spaces are available.
The deadline for booth selection is July 15.  The deadline for payment and to be included in advance publicity is July 31, 2010.  We look forward to receiving your reservation.  We hope you agree that our spaces are attractively priced.
For questions please contact sale chairperson Margo Murdock at either 822.7410 or murdock@swcp.com .
Sincerely yours,

Beth Herschman
Beth Herschman, President 2010
Council of Albuquerque Garden Clubs
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	Autumn Plant Extravaganza
Exhibitor Information and Registration Instructions


	DATE & TIME:
	Saturday, September 18th  2010 from 9:00 AM – 4:00 PM.

	LOCATION:
	The Albuquerque Garden Center, 10120 Lomas Blvd NE (in Los Altos Park)

	AVAILABLE SPACES:
	See Attached Diagram

· Space 1 - Corner w/ counter space 13 ½ x 13 ½           
· Spaces  2, 3, 6, 7 Wall w/ counter space, 10 x 9

· Spaces 23-24 Wall  10 x 9      
· Spaces 4, 5, 8, 9 Wall with counter space,  8 x 9               
· Spaces  10,12 Floor spaces 6 x 6          

· Electricity, if available

· Outdoor Spaces, Courtyard   14,15

· Outdoor Spaces, Courtyard   12,13                                                   

	$50    Includes 2 tables
  40    Includes 2 tables
  40    Includes 2 tables
  30    Includes 1 table
  25    Includes 1 table
    5    Extra - no cord provided 
  40    Includes bench

  25    Includes bench                       

	DISPLAY & TABLES
	· If you have rented a booth from the Garden Center, tables will be set up for you on set-up day, September 17, Please notify the Garden Center if you do not want your allotted tables.
· All Vendors using tables or counters provided by the Garden Center must provide a plastic protective covering/table cloth for them. 
· If you wish to provide your own tables, they cannot exceed the allotted space specifications of the booth.
· Booth spaces have been predetermined and marked per fire code and all Vendor exhibits must remain within these boundaries. 
· Requests for a particular booth space will be honored on a first come first serve basis.
· The Garden Center reserves the right to change assigned Vendor booth spaces prior to the Extravaganza set-up day in order to accommodate those who need electricity.  We will try to honor original booth requests, where possible.
· The Garden Center reserves the right to refuse booth space rental to any person or Vendor.


	SET UP:
	·  Vendors may set up on Friday, September 17, 2010 from 9:00 AM - 5:00 PM.  The building will be closed and locked at 5:00 PM.  Or vendors may set up between 6 AM and 9 AM Saturday, September 18.  The premises are secured with a security alarm system.
· The Vendor should remain in place for the duration of the Extravaganza through Saturday, September 18th, 2010 at 4:00 PM


	BUILDING ACCESS:
	· The loading dock entrance for set-up and break-down is located in the East Parking Lot. Please use the double door entrance (loading entrance) only.    

· For security reasons we request that during Extravaganza hours all vendors enter the Garden Center through the front entrance gates. Your nametag is your pass.



	PARKING:
	· Parking and loading/unloading zones in the east parking lot area will only be available to vendors and event staff during set-up.  After set-up, all vendors and event staff are requested to move their vehicles to the Swim Center or Sports Office parking lots. We save parking near the Garden Center for “customers only” on the day of the Extravaganza.  



	DEADLINE:
	· July 31 to be included in advance publicity. All booth spaces are assigned on a first come first served basis.  Once the spaces are full, your name can be added to a waiting list to call; in case of a cancellation.

	LIABILITY:


	· The Council of Albuquerque Garden Clubs, Inc. (The Albuquerque Garden Center) does not assume responsibility for lost, stolen or damaged properties of any exhibitor.

· The premises are secured with a security alarm system.
· Vendors are required to follow the regulations of the Garden Center facility which are enforced by Council officers, the chairperson of the sale, and the volunteer staff.

	FOOD SERVICE:
	· A limited selection of food will be available on site.  

· Vending Machines are provided in the Prep Room area as well, but the Garden Center does not provide refunds for any lost monies in these machines.

	ADVERTISING:
	· The Council of Albuquerque Garden Clubs maintains a mailing list of 3500+ people and the Autumn Plant Extravaganza will be advertised to them in the newsletters for March and July. 
· Additional publicity and advertising will be placed in local businesses and newspapers near the time of the Extravaganza.
· Website:  www.albuquerquegardencenter.org will also contain information about the Extravaganza.
· Press releases will be issued to various local publications and ads will be placed in various local printed media and periodicals.  
· Flyers and posters will be available July 31, 2010. Vendors are encouraged to pick up flyers or to request an e-mail version in order to distribute them to help get the word out.  Please contact the Garden Center office manager if you’d like flyers.


	CHILDREN:
	· Due to increased liability ABSOLUTELY NO CHILDREN UNDER THE AGE OF 12 will be allowed in the booth areas during the Extravaganza set-up periods.

	REFUNDS:
	· No refunds will be issued for cancellation; regardless of the circumstances.



Application and Agreement for Autumn Plant Extravaganza
Name of Business: ____________________________________________________________
Address: ____________________________________________________________________


City: ______________________________St:__________________Zip:_________________

Contact Person: ______________________________ Phone (work) ________________________
Hours available: ___________________E-mail address: _________________________________
Description of Vendor’s business: 
__________________________________________________________________________________
Description of Display: _________________________________________________________________​​​​
Rental Fees:
· Space 1 - Corner w/ counter space 13 ½ x 13 ½            

$50    Includes 2 tables      ____________
· Spaces  2, 3, 6, 7 Wall with counter space, 10 x 9            
$40    Includes 2 tables      ____________

· Spaces  23, 24 Wall 10 x 9            



$40    Includes 2 tables      ____________
· Spaces 4, 5, 8, 9 Wall with counter space,  8 x 9                
$30    Includes 1 table        ____________
· Spaces  10, 11 Floor Spaces, no drape  6 x 6      
            
$25    Includes 1 tables      ____________
· Electricity, if available, no cords provided


$5


    ____________
· Outdoor, Courtyard spaces 14,15 10 x 9



$40   Includes bench
    ____________ 
· Outdoor, Courtyard spaces 14,15  6 x 6



$40   Includes bench
    ____________                                    
Total

  $_____________

_______________Check # or Form of Payment Enclosed
I request space number ___________________, if it is available.  See floor plan enclosed.

I request _____ tables for my space.     I request electricity _____
I have read the rules and agree to them and understand that if I violate these policies and regulations outlined in the Exhibitor Information and Registration Instructions, I will be asked to rectify any existing problems immediately.  I understand that as an exhibitor that if I refuse to remedy any situations brought to my attention I will be asked to remove my belongings from the space that I have rented and will not be refunded any monies paid to The Albuquerque Garden Center for this booth rental or my participation in the Autumn Plant Extravaganza.

Signature: ______________________________Date:______________________________

OFFICE USE ONLY:

DATE RECEIVED:




RECEIVED BY:

AMT AND TYPE OF PAYMENT:


SPACE ASSIGNED:
