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	Connecticut’s Old State House 

Holiday Craft Fair 
Exhibition Application


	Company Information

	Name of Business:      
Address of Business:      
Telephone Number:       
Website URL:      
Company Tax Id Number:      

	Name of Primary Contact Person:      
Title:           
Phone #:      
Email:         
 FORMCHECKBOX 
 Keep company information private from inquiring consumers

	Art/Craft Category

	 FORMCHECKBOX 
Accessories

 FORMCHECKBOX 
Aroma-Therapy

 FORMCHECKBOX 
Baskets

 FORMCHECKBOX 
Calligraphy

 FORMCHECKBOX 
Candles

 FORMCHECKBOX 
Ceramic

 FORMCHECKBOX 
Clocks
 FORMCHECKBOX 
Furniture
	 FORMCHECKBOX 
Glass

 FORMCHECKBOX 
Leather

 FORMCHECKBOX 
Metal

 FORMCHECKBOX 
Metal Jewelry

 FORMCHECKBOX 
Mixed Media

 FORMCHECKBOX 
Non-Metal Jewelry

 FORMCHECKBOX 
Non-Wearable Fiber

 FORMCHECKBOX 
Painting
	 FORMCHECKBOX 
Paper

 FORMCHECKBOX 
Photography

 FORMCHECKBOX 
Printmaking

 FORMCHECKBOX 
Specialty Food

 FORMCHECKBOX 
Statues

 FORMCHECKBOX 
Wearable Fiber

 FORMCHECKBOX 
Wood

 FORMCHECKBOX 
Other (please describe)     


	Product Descriptions

	Applicants should submit 5 digital images of work.  Be sure to include your name and company information on a CD.  Images should be in JPG format with a minimum resolution of 300dpi. Please provide a detailed description of images below.  Your work will be reviewed for consideration into the show and you will be notified upon your acceptance.  Please provide additional sheets if necessary. 


	Description
	Material
	Size
	Retail Price

	1.      

	     
	     
	     

	2.      

	     
	     
	     

	3.      

	     
	     
	     

	4.      

	     
	     
	     

	5.      

	     
	     
	     

	Process to Participate



	Checklist
1. Read and initial/date the Policies and Procedures in Exhibit 2.

2. Complete, sign and date Application Form

 FORMCHECKBOX 
 Include CD of 5 images, clearly labeled

 FORMCHECKBOX 
 Fill in preferred location
3. Submit Craft and Vendor Exhibitor Fee based on pricing specified below.  

	Payment Information
Please make check payable to: State of Connecticut and send the application material to:

OSH Crafter and Vendor Exhibition 

800 Main Street
Hartford, CT 06103

For questions, call 860-522-6766 ext. 31 (860-493-2599 fax) or email us at www.sbsuser@cga.ct.gov 

	Old State House Crafter and Vendor Holiday Exhibition


	3 Days - ALL DAYS

Monday, December 14th , – Wednesday, 

December 16th , 2009 
10:00 am to 4:00 pm


	2 Days 
Monday, December 14th , & Tuesday,  December  15th , 2009 10:00 am to 4:00 pm 

	 FORMCHECKBOX 
 1 space - 10’x10’ @ $100/booth
 FORMCHECKBOX 
 Table and Linen Rental $25
 FORMCHECKBOX 
 Electricity Requested $25
 FORMCHECKBOX 
 Insurance $25

	 FORMCHECKBOX 
 1 space - 10’x10’ @ $75/booth
 FORMCHECKBOX 
 Table and Linen Rental $25
 FORMCHECKBOX 
 Electricity Requested $25
 FORMCHECKBOX 
 Insurance $25


	2 Days

Tuesday, December 15th , & Wednesday 16th , 2009 
10:00 am to 4:00 pm 
	1 Day 
Monday, December 14th , Tuesday, 
December 15th , or Wednesday, December 16th , 2009, 
10:00 am to 4:00 pm



	 FORMCHECKBOX 
 1 space - 10’x10’ @ $75/booth
 FORMCHECKBOX 
 Table and Linen Rental $25
 FORMCHECKBOX 
 Electricity Requested $25
 FORMCHECKBOX 
 Insurance $25

	 FORMCHECKBOX 
Monday, December 14
 FORMCHECKBOX 
Tuesday, December 15
 FORMCHECKBOX 
Wednesday, December 16, 2009

 FORMCHECKBOX 
 1 space - 10’x10’ @ $40/booth
 FORMCHECKBOX 
 Table and Linen Rental $25
 FORMCHECKBOX 
 Electricity Requested $25
 FORMCHECKBOX 
 Insurance $25


	Desired Location



	Please specify preferred site location from diagram on Exhibit 1 (We do not guarantee desired spot but will attempt to honor request as best we can. Please note that booths with electricity are against wall sides.) 
Location Choice #1      
Location Choice #2      
Location Choice #3      


	Certification and Acceptance of Conditions



	I/we, the applicant have read the “Policies and Procedures” in Exhibit 2 and agree to abide by said conditions. I understand that non-compliance to Policies and Procedures may result in our suspension or dismissal from participation in the craft fair and any and all fees will be forfeited. In addition, I/we shall be responsible for all injuries or damages to our employees, guests, contractors, agents or goods incurred or sustained at the Old State House while performing, or in any way associated with the OSH Holiday Craft Fair Exhibition. 

I/we shall indemnify, defend and hold harmless the State of Connecticut/CT General Assembly and its officers, representatives, agents, servants, employees, successors and assigns from and against any and all (1) claims arising, directly or indirectly, in connection with the contract, including the acts of commission or omission (collectively, the "Acts") of Crafter/Exhibitor; and (2) liabilities, damages, losses, costs and expenses, including but not limited to, attorneys' and other professionals' fees, arising, directly or indirectly, in connection with claims, acts or the contract. I certify that I have appropriate liability, automobile and workers comp insurance (if applicable) and if selected will provide the appropriate insurance certificate, naming the State of CT/CGA as additional insured.

I/we understand that the State of Connecticut/CT General Assembly reserves the right to reject or deny any application based on its sole discretion. I further understand that if this application is not accepted all fees and slides will be returned by mail as described in the Old State House Crafter and Vendor Exhibitor Policies and Procedures (except for a $25 processing fee).  If this application is accepted, I give my permission to use my name, company, pictures, prices, or images taken of me or my items for any and all purposes. Further I understand that the CGA reserves the right to cancel the Old State House Holiday Craft Fair Exhibition in its entirety or one day-event in case of emergency situations, inclement weather, closing of OSH building, or based on its sole discretion.



	Applicant Signature/Title

	Date:


I, ____________________________ attest to the truth and accuracy of the information provided herein.  If approved as an OSH crafter and vendor for the Old State House Holiday Craft Fair Exhibition, I agree to abide by all policies and procedures. I certify that I have authority to act on behalf of the OSH crafter and exhibitor.

__________________________________


Signature

__________________________

Title








__________________________________ 


Date
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Exhibit 2

Our Connecticut Tradition

Back in 1643, Hartford was required to establish a “public market” at the site of the Old State House (OSH). From its earliest days, the site of the Old State House has served as the center for government, community, culture and commerce. People of all ages and time periods have been drawn to the Old State House and today, we’re continuing with this tradition by developing crafter and vendor exhibitions. We encourage all our professional and amateur artisans, artists, crafters, and vendors from Connecticut or nearby states to come together with our citizens and enjoy the “best” of what Connecticut and New England has to offer.

Location

The Old State House Craft and Vendor Exhibitions may be located on the lawn or in the building.  The Old State House is within the wrought iron gates of the OSH bordered by Main Street to the west, Central Row to the south, State House Square to the north and Constitution Plaza to the east.  The inviting lawn area is safe, clean and overlooks the front entrance to the OSH. Nicely shaded by several trees within downtown Hartford, the lawn could potentially host as many as 60 vendor booths.  If not outdoors we have several rooms available and 1st and downstairs foyers available for crafters.
Potential Customers

For those of you unfamiliar with Hartford, the OSH is in the center of 6,000 local businesses, employing over 70,000 employees.  We’re located on the bus route and near to a few stops on the free shuttle service.  In addition, we have special parking available on Central Row for “quick” consumer pick up. During the work day, our site is home to a bustling metropolis and visitors are amazed at the number of people drawn to our location.

Operation of the Old State House Craft and Vendor Exhibition 

Governing Body

The Connecticut’s OSH Craft and Vendor Exhibitions are operated by the Joint Committee on Legislative Management (JCLM) on behalf of the Connecticut General Assembly (CGA).  The CGA has contracted with Strategic Business Solutions, LLC (SBS) as their event management firm which includes the OSH Craft and Vendor Exhibitions. The OSH Craft and Vendor Exhibition is administered by JCLM and assigned SBS to manage the day-to-day operation. 

JCLM Roles and Responsibilities

· Has complete authority over the operation of the craft fair

· Oversees the overall craft fair events 

· Makes final decisions and has final say in all matters

· Selects Crafter/Exhibitor for each time slot

· Decides on fees 

· Establishes annual budgets

· Approves operating policies and procedures

· Establishes Marketing strategy and budget

· Has sole responsibility to evaluate appropriateness of products

· Produces Supplemental Invoice if necessary

SBS Roles and Responsibilities

· Manages the fair 
· Acts as supervisor and maintains the smooth running of the operation

· Resolves conflicts through mediating disputes and complaints

· Interprets and enforces the conditions of the Craft Fair

· Takes disciplinary action when necessary

· Answers questions and acts on improvement ideas

· Acts as liaison to JCLM, Crafter/Exhibitor, OSH staff and customers

· Obtains signed Application, initialed OSH Crafter and Vendor Exhibition Policies and Procedures document, insurance certificates, fees and other information as required

· Schedules vendors and assigns booth location

· Works with OSH Security to ensure a safe and comfortable environment

· Works with OSH Facilities to ensure a clean, well-kept area

· Works with other OSH staff to resolve other programming conflicts

· Oversees the facilities of the marketplace ensuring a clean and attractive area

· Displays banners and provides Crafter/Exhibitor flyers for distribution

· Executes marketing and promotion strategies (e.g. press releases, newsletters, posters, flyers, public service announcements, emails to local businesses, etc.)

OSH Craft Fair Selection Process

The JCLM through SBS has ultimate responsibility of approving or disapproving an exhibitor for the OSH Craft and Vendor Exhibition. Selection will consider the following:

· Quality, originality, marketability, creativity, and general appeal of craft or product

· Total number of entries in any given category in order to offer variety to the marketplace

· Location of vendor (Connecticut vendors are preferred and nearby states may be allowed)
· Timely, full and accurate completion of application and all required documentation
· Adequate insurance coverage and insurance certificates naming The State of Connecticut/CT General Assembly as an Additional Insured or the $25 Insurance Fee.
· Appropriateness of the product/exhibit based on maintaining the integrity of the OSH as a public place for the well-being of its citizens.
· Location of booth will be based on first come basis and electricity requirements.
Conditions of the Craft Fair
Operating Rules and Regulations

1. Crafter/Exhibitors shall be responsible for complying with all applicable state and local laws, regulations and requirements.

2. All OSH Craft Fair accepted applicants will only be allowed to sell in the craft fair the products approved.

3. No activities other than the selling of approved products will be permitted.

4. Collection of any appropriate sales tax is the responsibility of the vendor.  A copy of each vendor’s current retail sales certificate must be available at the booth site.  

5. All Crafter/Exhibitors must maintain a commercial general liability insurance and automobile policy at levels as indicated in Attachment 1 to the policies and procedures or pay the $25 fee. A copy of the insurance certificates naming The State of Connecticut/CT General Assembly as an Additional Insured must be provided with the completion of the contract or the $25 Insurance fee.

6. Invitation to participate in OSH Crafter and Vendor Exhibition is solely at the express consent of the JCLM and ongoing participation is not guaranteed.

7. All Crafter/Exhibitors and their employees, volunteers or representatives must conduct themselves in a business like professional manner.
8. Crafter/Exhibitor may not bring pets to the Craft and Vendor Exhibition.

9. All prices should be reasonable and clearly marked.  All prices and sales are between the exhibitor and consumer.

10. All products displayed must be for sale.

11. Crafter/Exhibitor require direction and supervision from OSH facilities or security staff to drive on OSH and State House Square property during arrival, drop off or departure.
12. Set up may begin at 9:00 a.m.; craft fair runs from 10:00 a.m. until 4:00 p.m. and disassembly after 4:00 p.m. All booths must be emptied by 5:00 p.m. of exhibition. Special arrangements may be made in advance with SBS.  There are limited spaces on Central Row for quick drop off and exhibitor vehicles have a 15 minute allowable stay based on a first come basis; vehicles remaining on Central Row after the allowable parking limit may be towed at owner’s risk and expense. Regular parking is available at nearby garages or parking lots at exhibitor’s expense.  

13. Crafter/Exhibitor’s booth must be opened and staffed during craft fair hours.  Crafter/Exhibitor arriving late, leaving early or breaking down during craft fair hours may be refused entrance to future craft fair events.

14. Each Crafter/Exhibitor will be assigned a booth site (10’ x 10’ in size) as specified in the layout diagram attached unless mutually agreed to in the Application.  Electricity is available for a $25 fee.  Tables and linens will be available to rent, however you must designate the request on the Application Form for $25.  Rentals on the day of the event may not be available for table or linens.

15. Each Crafter/Exhibitor is responsible for set up, take down, display and clean up of their booth site, and is responsible to leave its booth site in a same or better condition than at arrival.

16. All Crafter/Exhibitors are responsible for keeping their booth clean and neat.  All exhibits must maintain the overall family orientation of the craft fair. Crafter/Exhibitors are liable for delivery, handling, erection and removal of their own displays and materials.

17. All refuse and garbage disposal is the responsibility of the Crafter/Exhibitor.  No refuse may be disposed of on OSH or nearby property.  If the market site is left in a condition worse than at arrival, CGA will generate a Supplemental Invoice.  CGA has sole responsibility to judge market site condition.  In the event, the Crafter/Exhibitor leaves his market site in a condition that requires OSH janitorial fees or has damaged the property in any way, a Supplemental Invoice may be generated using a $34/hr janitorial rate, $50/hr SBS administrative rate and/or the amount of the actual damage.

18. All tents (for outside use only) must be securely anchored at all times and tables must be stable and secure. 

19. No open flames are permitted.  This includes no burning of candles.  Crafter/Exhibitor must abide by all fire regulations and/or decisions of the representatives of local fire departments.  All extension cords must be the heavy-duty, three prong type.

20. Crafter/Exhibitor must abide by all regulations and/or decisions of the Capitol Police.  Capitol Police provides OSH security and ensures a safe and controlled environment.

21. Each Crafter/Exhibitor is required to display signage with the name and type of product of their business for easy consumer identification and recognition.

22. If the Craft fair is an outdoor event, it will be held rain or shine.  Crafter/Exhibitors are encouraged to provide their own tents.  Display cannot expand outside perimeter of exhibitor’s designated space 

23. Booth may not interfere with or detract from neighboring Crafter/Exhibitor
24. Any questions, comments, or complaints should be directed to SBS and SBS will either handle the inquiry or for serious matters present it to the JCLM for final resolution.

25. Full payment as described in the Application Form is due with submission of this signed Application. There is a $25 nonrefundable processing fee included in the booth price.

26. Any exhibitor violating any of these conditions of the craft fair may be dismissed.  Exhibits may be removed from the current and/or future shows at the sole discretion of the JCLM. Any fees collected are non-refundable.  JCLM reserves the right to make final interpretation of all conditions.

27. If a consumer, inquiries about an exhibitor at the craft fair, we will furnish the exhibitor’s contact information, phone number, and website unless specified to keep information private on the Application Form under Company Information section.

28. The term of this contract shall commence upon the execution of the craft fair event specified on the Application Form or the Supplemental Invoice whichever is later.  

29. Any communication notice of change or cancellation pertaining to this Application shall be in writing and shall be deemed effective when delivered in person, or, if mailed, on the date of deposit in the mail, postage prepaid, addressed, in the case of the Crafter/Exhibitor Name and Address indicated on the first page of this application and in the case of the CGA to Financial Administrator; Room 5100; Legislative Office Building, Hartford, CT 06106. 

30. Routine operating correspondence should be directed to: Old State House Craft and Vendor Exhibition 800 Main Street, Hartford, CT 06103. For questions, call 860-522-6766 ext. 31 or email oshcraftfair@cga.ct.gov. 

31. Crafter/Exhibitor shall reimburse the CGA for any and all damages to the real or personal property of the State/CT General Assembly caused by the acts of the Exhibitor or any Exhibitor’s employees, guests, agents or contractors.  The State shall give Exhibitor reasonable notice of any such claims.

32. Exhibitor shall submit and maintain, for the duration of this Application sufficient commercial general liability to satisfy its obligations under this contract as specified in Attachment 1 or pay the $25 Insurance Fee.  Exhibitor shall name the State of Connecticut/CT General Assembly as an additional insured on the policy, shall provide a certificate of insurance or a copy of the policy and provide an endorsement indicating the State of Connecticut/CT General Assembly has been added to the policy as an additional insured prior to the effective date of the contract.  Insurance coverage shall be maintained during the time that any provisions survive the term of the contract.  

33. Exhibitor is required to obtain the insurance certificate 5 days prior to the Craft Fair Event and fax to 860-493-2599 or mail to Old State House Craft and Vendor Exhibition, 800 Main Street, Hartford, CT 06103.
34. The CGA and the Exhibitor shall not be excused from their duty to perform in accordance with the Application and OSH Craft and Vendor Exhibition Policies and Procedures except in the case of Force Majeure events and as otherwise provide for in the Application.  In the case of any such exception, the nonperforming party shall give immediate written notice to the other, explaining the cause and probable duration of any such nonperformance.  These events are defined to be strikes, riots, civil commotions, act of God, breakdowns of machinery, shortages of power, or drought.

35. The Application Form and Connecticut’s Old State House Craft and Vendor Exhibition Policies and Procedures constitute the entire agreement between the parties with respect to their subject matter, and supersedes all prior agreements, proposal, offers, and counteroffers and understandings of the parties, whether written or oral.  No alteration, modification or interpretation of the Application and Old State House Craft and Vendor Exhibition Policies and Procedures shall be binding unless in writing and signed by both parties.  The contract has been entered into after full investigation, neither parties relying upon any statement or representation by the other unless such statement or representation is specifically embodied in the Application and Old State House Craft and Vendor Exhibition Policies and Procedures.

36. The law of the State of Connecticut shall be the law of this agreement, with or without reference to principles of conflicts of laws.  The parties agree to adjudication by, and hereby waive any objection to the jurisdiction of, such state and federal courts as are situated in Hartford, Connecticut.

Procedures for Becoming a Crafter/Exhibitor
1. Complete the agreement package which includes:

· Signed Exhibition Application
1. CD of Merchandise Images

2. Craft Fair Fee (including incidentals – insurance, table, electricity) Check made out to the State of Connecticut.
· Copy of Insurance Certificate with endorsement
· Initialed and dated Policies and Procedures document.
2. Send the agreement package to:

OSH Crafter and Vendor Exhibition 
800 Main Street
Hartford, CT 06103
sbsuser@cga.ct.gov 
860-522-6766 ext. 29 office

860-493-2599 fax
732-601-3624 efax
3. Once the agreement is fully executed and payment received, the Crafter/Exhibitor will be notified and assigned a booth location.

	

	ATTACHMENT 1
INSURANCE REQUIREMENTS


	The Connecticut General Assembly

Joint Committee on Legislative Management

Legislative Office Building: Rm 5100

Hartford, CT 06106

(860) 240 – 0100


FAX: (860) 240 – 0122


1.
The successful proposer shall carry in force for the duration of this agreement the following insurance:


Insurance Requirements


A. Commercial General Liability: $1,000,000 combined single limit per occurrence for bodily injury, personal injury and property damage. Coverage shall include Premises and Operations, Independent Contractors, Products and Completed Operations, Contractual Liability and Broad Form Property Damage coverage. If a general aggregate is used, the general aggregate limit shall apply separately to the project or the general aggregate limit shall be twice the occurrence limit. The State of Connecticut/CT General Assembly, its officers, officials, employees, agents, boards and commissions shall be named as Additional Insured

B. Automobile Liability: $1,000,000 combined single limit per accident for bodily injury. Coverage extends to owned, hired and non-owned automobiles. If the contractor does not own an automobile, but one is used in the execution of the contract, then only hired and non-owned coverage is required. If a vehicle is not used in the execution of the rental event then automobile coverage is not required.
Insurance Provisions

A. Contractor shall assume any and all deductibles in the described insurance policies. 

B. The contractor’s insurer shall have no right of recovery or subrogation against the municipality or the State of Connecticut/CT General Assembly and the described insurance shall be primary coverage 

C. Each required insurance policy shall not be suspended, voided, cancelled or reduced except after 30 days prior written notice by certified mail, has been given to the State of Connecticut/CT General Assembly. 

D. "Claims made" coverage is unacceptable, with the exception of Professional Liability.

E. Insurance is to be placed with insurers with a current AM Best Rating of no less than A-, VII.

F. Contractor shall include all subcontractors as insured under its policies or shall obtain separate certificate of insurance evidencing insurance requirements herein.

G. Contractor shall furnish the State of Connecticut/CT General Assembly with original certificate of insurance prior to commencement of work.

2. The insurance certificate shall indicate that the contractor name, the State of Connecticut/CT General Assembly, as an additional insured and shall defend and save harmless the State of Connecticut/CT General Assembly from actions, suits, or other legal proceedings that may be instituted on such claims or demands. The insurance certificate shall be accompanied by an endorsement indicating that the State of Connecticut/CT General Assembly has been in fact added to the insurance policy as an additional insured.  
Initial and date: _________________

