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PITTSBURG ARTS & COMMUNITY FOUNDATION
BOOTH/VENDOR APPLICATION 
Vendor/Organization Name:  
___
Type of Organization/Business (check one): 

· Non-profit (free information, advocacy groups, educational institutions) 

· For-profit (merchandise, professional services or entertainment) 

· Services to be advertised: __________________________________________
· Merchandise to be sold: _____________________________________________________________________________________________________________________________________________________________________________________________
· Food and/or beverage (see below)
· Type of Food: ___________________________________________________
· Electricity Needed? _______________________________________________
	Primary contact person: 

	Contact phone: 

	Day of event contact phone:

	E-mail address:

	Mailing address:

	Comments/Special Requests:


Read and Sign: 

1. The organization or individual submitting a booth/vendor application (hereafter, "Applicant") agrees to the provisions below in order to occupy a space at the Event sponsored by the Pittsburg Arts and Community Foundation (hereafter, “the Foundation”), held on __________________________________________________________

2.  All vendors must be in place and set up one hour prior to scheduled event opening time to allow for health & fire departments to inspect booths.
3. Booth fees for the event are listed on the Event Information Sheet. Booth fees are non-refundable.  Applicants not selected for participation will be promptly refunded the booth fee.  Applicants are encouraged to discuss their application with the Foundation prior to submission.

4. The Applicant is entitled to a 10 ft. x 10 ft. space at the event per the fees reflected on Page 3 of this application.  Booth space assignments will be determined solely by the Foundation. Location requests will be considered in the order in which they are received. However, the Foundation cannot guarantee a specific space location, and reserves the right to change booth location assignments prior to the event. Vendor is responsible for providing their own canopy tent, table, seating, and weights to anchor the canopy tent.  
5. Temporary Food Event Permit/FOR-PROFIT BOOTHS: A permit to operate a temporary food facility is required before the event may open for business.  The Applicant must submit a complete application packet, including this application, Temporary Food Facility Operator information sheets (Pages 6-8), along with a one-time application fee of $118.00, payable to Pittsburg Arts & Community Foundation, for each FOR-PROFIT FOOD BOOTH.  Failure to submit the application and fee at least 2 weeks before the event may result in additional fees.  
6. Vendors: In order to ensure the quantity, quality, and variety of items, applications from vendors will be juried by the Foundation, and a limited number of vendors will be selected to participate at the event. Preference will be given to local vendors. In addition to this application, vendors should submit supporting documents including items that will be provided and displayed in the booth, requirements for electricity, water, space needs, and any additional information. Entertainment and ride vendor applicants not selected for participation will be promptly refunded fees. Applicants are encouraged to discuss their application with the Foundation prior to submission. 

7. General Liability Insurance.  Each vendor must provide the Foundation with a certificate of insurance evidencing general liability coverage in the amount of $1,000,000 per occurrence, naming the Foundation as an additional insured. This must be submitted with the completed Vendor Application.

8. By signing and submitting this application, the Applicant certifies that they have read, understand, and agree to abide by all terms and conditions listed herein, and in the PITTSBURG ARTS AND COMMUNITY FOUNDATION VENDOR RULES AND REGULATIONS.
9. Vendor assumes all risks inherent in and arising from participating in this activity, and agrees to indemnify, defend and hold harmless, the Foundation, and its officers, directors, employees, boards and agents from any and all loss, liability and damages, including reasonable attorney’s fees, arising from Vendor’s participation in the event, except for those activities resulting directly from the sole or gross negligence of the Foundation.
Vendor Name: ________________________________________________________________
Print Name /Title of Vendor Representative: ______________________________________
Signed: ______________________________________________________________________
Date: ________________________________________________________________________
The application, booth fees, and supplemental information may be sent to: 

Pittsburg Arts and Community Foundation

Attn: Event Vendor Application
65 Civic Avenue
Pittsburg, CA 94565

For specific questions, contact Rose Mary Tumbaga 
(925) 252-6981 or rtumbaga@pittsburgfoundation.org or Janis Glover at (925) 252-4986 or jglover@pittsburgfoundation.org
******************************************************************************

To be completed by Foundation

Fee Paid: ______________________________
Date of Payment: _____________________

Booth #: _____________________________   
Check #: _________________________

EVENT EVENT INFORMATION

Vendor Fees
Non-food/sell 10' x 10' space
(i.e. clothing/souvenirs)
$50.00 

 

Pre-packaged food/sell (i.e. cookies/candy)  


$100.00
10' x 35' space
(Barbeque Vendors & Food Trucks)

$100.00
Food or drink vendors





$100.00 
· A one-time Temporary Food Facility Permit Fee of $118.00 is required for ALL for-profit food vendor booths in ADDITION to the event vendor fees. 

Non-Profit Organizations

10' x 10' space






$25.00 

Over 10' x 20' space





$50.00 

Food or drink vendors





$50.00 (a 10x10 maximum)
· All vendor fees must be paid 2 weeks PRIOR TO THE EVENT.  
· NO REFUNDS GIVEN ON VENDOR FEES 
· MAKE ALL CHECKS PAYABLE TO: PITTSBURG ARTS & COMMUNITY FOUNDATION

· CREDIT/DEBIT CARD PAYMENTS WILL BE ACCEPTED

Entertainment/Ride Vendor Deposit* (NOT APPLICABLE FOR EVENT)
Stall Fee




$250.00
Deposit Amount



$100.00

*Deposits are refundable provided the vendor attends the event as scheduled with all rides or activities scheduled. If the vendor does not provide the activities specified or is unable to attend the event or conduct the activity for any reason, there will be no refund.  No exceptions.  

Electric Hook Ups (Limited availability)

Applies to all vendors; non-profit or for profit $10.00/day.
Additional Information:

1.
Food/beverage vendors are required to submit the necessary paperwork to the Foundation so a Event Health Permit can be obtained. Contact the Foundation for more information.    
2.        Vendors are responsible for reporting and payment of all applicable sales tax.

3.      
Vendors’ may begin arriving at event site to begin set-up 4 hours prior to event opening time.
4.      
Vehicles used for unloading must out of the event area one hour prior to event opening time. DURING THE EVENT,  NO UNAUTHORIZED VEHICLES WILL BE ALLOWED INSIDE THE EVENT AREA.  All additional supplies must be carried in from outside of the event area.  Vendors who abuse this rule may be excused from the event and/or future events. Additional parking is available on the street and in the City parking lots downtown unless designated parking has been assigned. Vendors are requested to park away from the event area to allow the public access to the prime parking spaces.  
Event Hours:

_____________________________________
The above hours will be the advertised event hours.  Vendors are encouraged to be open during these hours.  

1. SETUP AND CLOSING - Opening for setup begins 4 hours prior to event opening.  Due to the large number of vehicles requiring entrance, all traffic must follow the same guidelines. Only one vehicle per vendor is allowed in the area at any given time. Loading and unloading of vehicles must be done as quickly as possible. Do not attempt to setup your booth while unloading. Do not leave your vehicle unattended while on the Festival streets. ALL VENDOR VEHICLES MUST BE REMOVED FROM THE EVENT AREA ONE HOUR PRIOR TO EVENT OPENING TIME.  In addition, bicycles, skateboards, skates, etc., are not allowed on the premises during event hours. No vendor vehicles will be allowed to enter the Event during Event hours. Vendor vehicles will be allowed to re-enter the Event area once the Pittsburg Police Department clears the area and grants permission. All merchandise, fixtures, or belongings on the Event grounds one hour after closing will be considered abandoned and subject to removal and disposal, the cost for which will be billed to the responsible owner.

      2.  Vendors are responsible for their own set-up and take down.  The Foundation does not provide any labor assistance.  The Foundation does not provide shade canopies.

3. 
Vendors are responsible for securing their booths during the event.  The Foundation, its employees, departments and volunteers are not responsible for lost, stolen or damaged items.
4.   The Foundation is not responsible for any liability incurred by your product or actions of your organization/company.
5. 
The Foundation does not provide refunds unless a Vendor Application is rejected.
PITTSBURG ARTS AND COMMUNITY FOUNDATION

 VENDOR RULES AND REGULATIONS

1. SELECTION PROCESS FOR VENDORS - The Pittsburg Arts and Community Foundation (“Foundation”), will select vendors based upon the following criteria: 

A. Event theme related vendors vs. non-theme related vendors

B. Local vendors versus out-of-town vendors 

C. Non-profit versus for-profit vendors 

D. Vendors that provide services or items most demanded by Event patrons vs. vendors that provide services or items least demanded by Event patrons

E. Space available 

F. Utility needs and availability 


Groups must provide proof of non-profit status if applicable. 


The Foundation reserves the right to select vendors as well as approve menus and assign locations. The decision of the Foundation will be final. 


A person, partnership, voluntary association or other organization seeking to obtain an event permit shall file an application with the Foundation.

2.
BOOTH POLICIES 

A.
All vendors have 15 days prior to the event to return their application with payment prior to the event to be considered for a space for the event. 

B.
In the assigned booth space only, organizations may choose to distribute giveaways, sell wares, or have games for attendees. Giveaways/Sales/Games may not include: 

· Any item which propels an object. 

· Items considered a projectile.
· Items which would encourage malicious destruction of property, throwing of the object, misuse of the objects intended use. 

· Any item/toy which is similar to or imitates the action of a firearm, or firework including but not limited to poppers, snakes, smoke balls, and sparklers. 

· Clothing with profanity or promoting illegal activity. 

· No live animals may be distributed or sold on the premises. 


C.
Additional Policies:

· Booth participants are responsible for the security of their property. 

· Groups must comply with all ordinances, codes, laws, rules and regulations of the City, County and State. 

· The Foundation retains the right to refuse or limit vendors. 

· The Foundation is not responsible for injury or loss due to fire, theft, vandalism or weather. 

· Booths must be staffed the entire hours of the event. 

· The City of Pittsburg Police Department may inspect booths of chance and sales.  Items deemed inappropriate by the Police Dept. will be asked to be removed (or the booth will be closed) even if the items are listed on the vendor contract. 

D.
When the booth space is filled, the Foundation is not required to provide any equipment, material, or space to other groups. 

E.
The Foundation shall keep written documentation of all vendors and shall be responsible for all record keeping and documentation of booth space, vendors, groups and organizations. 


F.
Booth Procedures and Selection 

· To be considered for selection, all vendors must submit their application to the Foundation at least 15 days prior to the event they wish to participate in. 
· The Foundation is to complete correspondence with applicants. 

· The Foundation is to collect applications and fees. 

· Applications are available at Railroad Book Depot 650 Railroad Avenue 650 Railroad Avenue, Art Shack 31 Marina Blvd; all in Pittsburg, California.
· Booth spaces will be filled on a first come-first served basis in accordance with Section 1, above. 


G.
The Foundation is responsible for enforcing these rules. Failure on the part of an individual to adhere to the rules will result in removal, forfeiture of fees and the inability to return to future events.
3. VENDOR ACTIVITIES
A. SALES - Applicant understands and agrees that the Foundation shall have final approval on all products sold, given away, or displayed at the Event, and that neither the City of Pittsburg nor the Foundation shall have any liability or responsibility for claims resulting from products sold or given away by vendors. Vendor must submit a list of all items to be sold or given away. Vendors may only sell or display those products that have been approved by the Foundation or its agents, and the vendor shall not be entitled to a refund of any fees. 
B. HOURS OF OPERATION - All booths must remain open and operating during all scheduled hours of the event as set forth in the Event Information Sheet. No sales will be conducted prior to the opening of the Event and all sales must cease at the time set forth for the end of the event. Vendor's activities must be confined to the area within 18 inches of the front of the booth space.
C. SIGNS - All approved fireretardant signs and banners must be contained within the vendor's allotted space in the event tents and must be erected without damage to the surrounding environment. No signs will be allowed on the roof of the tent or projecting above the bottom edge of the roof of the tent
D. NOISE AND SOUND SYSTEMS - Vendors may not use any voice amplification equipment, bull horn or in any way offer goods or services for sale by calling-out in the street. No privately operated or installed radios or sound systems are permitted. All vendors are required to have an approved fire extinguisher in the booth at all times. Questions may be posed to the County Fire Department.  Drawings, raffles, sweepstakes, surveys and offers for free merchandise which require name, address, or phone number to be given are prohibited unless permission is granted, in advance, by the Foundation.
E. TRASH AND REFUSE – The Foundation WILL NOT provide trash service for use by the vendors. Each vendor is asked to remove the trash they generate within the proximity of their booth. The Foundation will provide small trash receptacles at the event for public use. These receptacles are not to be used to dispose of boxes or packing material(s). Each vendor is responsible for and must maintain the booth’s inside trash containers. The Foundation strongly encourages vendors to recycle at all possible opportunities.
F. SPACE - Each vendor will be granted a set number of square feet in the event tents. No additional tent space or canopies or grounds space on the event site will be allowed without prior written agreement with the Foundation. Vendors are responsible for their setup, including a tent not to exceed 10'x10', with the exception of barbeque tents, which are permitted 10' x 20 space. Requests for specific spaces cannot be guaranteed. Assignment of spaces is at the Foundation’s discretion.
G. LOCATION - Vendor location assignment will be based upon date application is received by the Foundation. Location assignments will be given on the day of the event.
Foundation Responsibilities:  It shall be the duty of the Foundation to place applicants in a booth based on: 
i. Best use of space 

ii. Similar vendors/organizations 

iii. Additional event booth rules as approved by the City of Pittsburg.
H. UTILITIES - There is limited availability of electric power. All electrical power is to be supplied by the vendor, and shall be all base electrical power of 120 volts. Each vendor is required to submit a schematic showing electrical needs and locations, including voltage and wattage ratings, with their application. Each vendor is required to provide their own lights and extension cords for booths. All extension cords must be securely anchored. Only electrical lines, wires and connections that meet the Uniform Building Code regulations can be used. When generators are required, vendors using solar generators will be given preference over vendors using standard generators. 
I. SOLICITATION RULES - Organizations or individuals without booth space have the right to obtain petition signatures, distribute pamphlets and leaflets only at a location designated by the Foundation. They may not walk through the crowd. 
a. No solicitations are allowed. 

b. All groups, organization and individuals must adhere to City, county and state ordinance, 
codes, 
regulations and laws.
J. ANIMALS - NO ANIMALS ARE ALLOWED ON THE EVENT PREMISES in association with the vendor tents.  Only certified guide or hearing dogs are allowed at the Event.
K. CODE COMPLIANCE - All cooking, holding, preparation, refrigeration and associated vendor equipment must comply with all codes, including, but not limited to Contra Costa County Fire, Electrical and Temporary Structure Codes as well as Contra Costa County Health Department Codes.
L.  POLICE, FIRE AND EMERGENCY UNITS - There is no security during the event, and the ultimate responsibility rests with the vendor.  The City of Pittsburg and Foundation will not assume responsibility for lost or stolen property. There are clearly marked fire lanes that must be kept open at all times. You may be subject to fine and/or closure for noncompliance. All participants are subject to and must comply immediately with any and all additional safety or fire protection requests, directions, or requirements assigned them by the City of Pittsburg, County Fire Department, or Pittsburg Police Department.  As a necessary precaution to ensure a safe and enjoyable event for all, the County Fire Department requires the following requirements be met by EACH BOOTH SPACE at ALL times during the fair: 
a. At least one Fire Extinguisher per 10' x 10' booth space. The Fire Extinguisher MUST BE class 2Al0B:C Fire Extinguisher, must have been manufactured recently or tagged providing inspection/service within the last year. The Fire Extinguisher must be MOUNTED inside each booth and EASILY ACCESSIBLE. The Fire Extinguisher must remain mounted throughout the duration of the event. Fire Department officials will be inspecting each booth for compliance prior to the commencement of the event
M. PERMITS - Vendors are responsible for obtaining the appropriate permits from local authorities for their operation. Copies of the approved permits must be submitted to the Foundation two weeks prior to the Event.

N. CITY OF PITTSBURG BUSINESS LICENSE - Vendors are responsible for obtaining a business license from the City of Pittsburg. A copy of the vendor’s City of Pittsburg Business license shall be submitted to the Foundation along with the Booth/ Vendor Application. The vendor shall have business license available at the booth upon request by Foundation staff or the Pittsburg Police Department.
O. SELLER’S PERMIT - Each vendor whose sales will be subject to sales tax must submit at least 10 days prior to the event a copy of their California Seller’s Permit. Vendors are responsible for reporting and paying their own State Sales Tax. Vendors whose sales will not be subject to sales tax must submit a copy of their non-profit exemption letter and a statement that their sales are not subject to sales tax and the reason for the exemption along with the BOOTH/VENDOR APPLICATION. 

P. LIABILITY, INSURANCE AND INDEMNIFICATION - Each vendor accepts full responsibility for all liability for damages to persons or property arising out of its use and occupancy of the event site and further understands that the site is the property of the City of Pittsburg and that neither the City nor the Foundation, assume any responsibility for damages or losses that may occur to the vendor, its employees, agents or property by reason of such occupancy. At least 15 days prior to the event which the vendor desires to participate in, the vendor shall, submit to the Foundation a certified copy of a policy of public liability insurance from a company acceptable to the Foundation naming: the Foundation, the City and their elected officials, officers, directors, officials, agents or employees, subdivisions or agencies with respect to their acts in the course of their employment, but only as respects to their involvement in event and any other party or entity who might have an interest in the premises about to be used as additional insureds for any damages which may be sustained as a consequence of the vendors' exercise of rights under this Agreement, with minimum liability limits of not less than $1,000,000.00 combined single limit for bodily injury and property damage. Said policy and certificate naming additional insureds shall contain a ten-day cancellation clause and shall include product liability coverage and personal liability (A, B, C) with the same limits as aforesaid. The vendor further agrees to indemnify and hold harmless the Foundation, the City, and any other party required to be named as an additional insured above, from any and all damages in excess or not covered by the insurance coverage provided under the terms of this Agreement which are occasioned directly or indirectly by the operation of the vendor of the premises, including without limitation by reason of enumeration injuries or damages to persons or property sustained by the public, vendors' employees or agents other exhibitors or concessionaires. 

Q. DISCLAIMER NOTICE - All decisions of the Foundation with regard to the applications are final. The Foundation makes no guarantee or representation of the profitability or success of vending operations. 

SIGN HERE:
​​​​​​​​​​​​​​​​​____________________________ (“Vendor”) hereby acknowledges receipt of the Pittsburg Arts & Community Foundation Vendor Rules and Regulations. Furthermore, Vendor agrees to abide by all rules and requirements set forth in the above Rules and Regulations.

__________________________________
Printed Vendor Name

​​​​​​​​​​​​​

__________________________________





______________

Vendor Signature








Date

EVENT 
Summary: Items Required for Vendor Application Submittal
The Vendor Application and all required supplemental materials are due to the Foundation at least 10 days prior to the date of the event in which the vendor desires to participate. This includes the following: 
1. ( Signed Pittsburg Arts & Community Foundation - Booth/Vendor Application - Event Application, complete with: 

· ( Item 4: Supporting documents including items that will be provided and displayed in the booth, requirements for electricity, water, space needs, and any additional information.
· (Item 6: General Liability Insurance.  Each vendor must provide the Foundation with a certificate of insurance evidencing general liability coverage in the amount of $1,000,000 per occurrence, naming the Foundation as an additional insured. This must be submitted with the completed Vendor Application.

2. Event Information 
· ( Booth Fees/Deposits for Entertainment/Ride Vendors and vendors requiring electricity. 
· ( Item 1: Food/beverage vendors are required to submit the necessary paperwork to the Foundation so an Event Health Permit can be obtained.   
3. ( Signed Pittsburg Arts & Community Foundation – Vendor Rules and Regulations, complete with: 
· ( Item N: A copy of the vendor’s City of Pittsburg Business license shall be submitted to the Foundation along with the Booth/Vendor Application. When applicable, a copy of the vendor’s Seller’s Permit shall be submitted to the Foundation along with the Booth/ Vendor Application.
· ( Item O: A copy of their California Seller’s Permit… or a copy of their non-profit exemption letter and a statement that their sales are not subject to sales tax and the reason for the exemption, along with the Booth/Vendor Application.
· ( Item P:  A certified copy of a policy of public liability insurance from a company acceptable to the Foundation naming the Foundation as an additional insured.
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