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VENDOR GUIDELINES

« Applications will be accepted on a first come, first serve basis. Vendor duplication will be at the
discretion of the event coordinator.

« Please fill in the application completely including contact information, business type, and items
being sold or distributed. Sign the waiver at the bottom of the form and include your payment with the
application.

« Electrical power is not available for this event.

« In an effort to GO GREEN, receipts and event information will be emailed, if an email address has
been provided.

« Vendor spaces will be assigned based on the date the vendor category, and impact on the event.

« Vendors are required to remain set up throughout the entire event.

« Vendors must supply their own canopies, tables, and chairs for the event.

« Vehicle access is controlled during events. Vendors will be responsible for any parking or traffic
violations that they may incur during events. Specific guidelines for set up and break down will be
provided in the event mailing two weeks prior to each event.

« Vendors are limited to 3 spaces per event.

- Vendor fees are refundableup to two week prior to the event less a $10 or 10% fee (whichever is
greater), which will be kept for administrative costs. No refunds will be issued within 14 days of the
event.

» Vendors that will be using gas, electric. or a generator will be required to follow the guidelines
set forth by the fire inspector and submit additional information for the event. The application
and guidelines are included in this packet.

« Groups, businesses, or individuals who would like to have booths that fall into two or more vendor
categories, the fee will be that of the higher category unless otherwise approved by the event
coordinator.

« Vendors that do not comply with event rules and regulations or the directions of the event coordinator
or any of his/her appointed event staff, volunteers or Newark Police personnel may be removed from
the event and are subject to a suspension

FOOD VENDORS
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GUIDELINES FOR BRINGING PETS

———

+ Please bring water bowls for your booth. We will have refill stations, but ask that each booth provide a
bowl for your pup.

+ Please provide some shade and a quiet place for your dog to relax.

« Pets will not be permitted to wait in vehicles, so please bring enough staffing or crates to handle your
dogs.

+ All dogs should have secured collars or harnesses and leashes that do not exceed 6 feet.

« Please make sure that all of the pets that you bring to the event are up to date on their shots and
friendly.

« Rescue pets are not child or dog tested, please must have a yellow ribbon secured to their leash and a
crate must be on site in which they can be placed, if needed.

« Please make sure that they are taken to appropriate places to do their doody and pick up after you
pooch.

« Please be courteous of the vendors around you and do not block the spaces of other around you with
pet visits.

« All pet owners are responsible for the actions of their pets.

REMINDERS
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» Please fill out application legibly and completely. Applications that cannot be read may be returned or
not entered into the event. Please use all CAPITAL LETTERS in blocked sections and fill only one letter in
each box.

« Clearly mark your category under the appropriate event or events and write the number of spaces (limit
3) that you are requesting and totals in the space provided on the right of the form. If you are unsure of
the category, please reference the vendor definitions or call (302) 366-7000 and someone in the office
will be happy to help you.

. List the sub-total of all events in the space provided.

» Resident Discounted Fee (RDF) - Individuals that live or own a business within the corporate limits of
Newark are considered city residents and will receive a discounted vendor fee, unless otherwise stated.
If you have questions about whether you are a city resident or not, please call the Parks and Recreation
Office and our staff will be happy to help you.

« Write the total in the space provided and sign the bottom of the page.

« Submit payment with application in the form of cash (for walk-ins only), check, money order, or credit
card. Online registration is available for events at www.cityofnewarkde.us/parksrecreation.
 Applications received after October 28 will be charged a $10 late fee.
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