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Dear Crafter,

Please find overleaf the dates for the Jewellery and Bead Fairs that are to be held at St Andrews Cloisters Hall in St Andrews Hall, Norwich in 2010. 
There are limited stalls available, Only 1 table per Crafter, if you require more please make sure this is on your booking form, I will accommodate if possible when I have final numbers in. It maybe that you pay for one table in advance, and then on the day pay for the other if I have the room. This is on a first come first served basis, if when I receive your booking form I am fully booked on any of the dates, you will be added to the cancellation list for that date, If this is the case this will be noted on the confirmation letter and you will be contacted anything up to and including 10pm the night before the fair to make sure it is always full.

The Jewellery will have to be vetted and categorised before your deposit and booking can be confirmed. So I ask when you send your booking form and deposit to me, that you send a picture, website address or small item along too, so that I can view your jewellery, and put you in the correct category. If you do send a piece of jewellery, this will be returned to you by 2nd class post along with your booking confirmation letter. I will not take responsibility if this gets lost in the post though.

Tables are available at £12 per 8ft x 2ft table. There are 23 tables available, so please book in quick to avoid disappointment.

I ask that you send me a £2 deposit for each date below that you book into. Also if you book electric I ask you send the money for that along with your deposit, this was your final amount for each fair to pay will be £10.

The Fairs opening hours will be 9.30am – 3pm. The hall will be open from 8am to allow sufficient time to set up. Electric will be available with your own extension leads and at a charge of £3. Refreshments will also be available supplied by the Hall. Although please bring your own mug / Cup and I will be serving hot drinks behind my advertising stand at each event.

You will know that I do not make jewellery, and as this is a Jewellery and Bead Fair this means I will not actually be selling any of my own items, however I will be serving hot drinks, (Tea, Coffee and Drinking chocolate) these will be 50p each and will be going to Great Ormand Street Children’s Hospital. Their will also be a donation tin on my stall for the charity so please make a donation, however small this may be it will be very much appreciated.

I would appreciate it if you arrive before 9am to set up, if you have not arrived or contacted me before this time then your stand will be used by a crafter on site already to fill the hall out, If you are running late then please make sure you contact me so this does not happen. 

I also ask that all stall holders have a tablecloth and do not place their items directly on the table top without some sort of cover, this does not have to be to the floor. Please use the space below the table to hide your boxes/cases ect. Please make sure if the cloth is to the floor that it is tied to the table so that know one trips or pulls on it. Any damages will be down to your responsibility so it is advisable you hold your own Public Liability insurance this is not a demand, just a suggestion.

You will be allowed to unload and load your car at the front of the hall, once you have unloaded and before you set up your stand you will be required to move your car to St Andrews multi-story car park. You will be required to pay for your ticket at the car park before you leave.

I will issue invoices 1 month before the fair takes place, please make sure you send payment before the indicated date on the invoice, if payment is not received by then it will be taken that the tables are no longer required & will be re-let, if after this date I receive your payment, and the tables have been re-let then you will not be able to attend.

As the fair will be advertised as being open until 3pm I would appreciate it if you did not start to pack up or tidy up until this time, this would be unfair to fellow stall holders as if the public come in & see some of the stalls have gone or have started to pack up, they may not bother to look around at the other stalls. If you are seen to pack-up anytime before 3pm you will not be asked back.

I will be advertising the fairs as much as possible, but if you would like to help me with this I will be giving everyone a flyer with their invoice each time and ask that you copy it and display it where ever possible, When I return your booking confirmation I will also send you a sheet of table flyers, again I ask that you photo copy this and display them on your tables at other events. I will be advertising in local papers and websites as well as in local shops, the car park and at the hall itself from January, if you have any other ideas please let me know.

The hall is quite a thin hall, so if you require wheelchair access please make sure you specify this so that you are given the space required. As the hall is thin everyone will need to sell from the side of their stand.

Please make sure you leave your space as you find it, clean, tidy & free of rubbish.

Please fill in the attached form and return it to me as soon as possible.

I look forward to hearing from you and wish you a very crafty 2010.

Yours Sincerely,

Katie Rooney

Tel: 07590732778



     


   Miss Katie Rooney

24 Esprit Close

Wymondham

Norfolk

NR18 9LY
Dear Crafter,

Please see the below dates of the Jewellery and Bead Fairs being held at St Andrews Cloisters Hall in St Andrews Hall Norwich 2010.

I would appreciate it if you could fill in this form as soon as possible and return it to me.

I/We would like to attend the following Craft Fairs & book the said amount of Tables at £12 per 8ft table 

17th July 2010 ____ Table/s

21st August 2010   ____ Table/s

Electricity required at £3: Yes / No (Please specify)
I/We understand that I/we are required to pay for our stall in advance, and that if we do not I/we may not be able to attend the said fair as our stand may be re-let, and that if we cancel after 2 weeks before the fair date I/We will not receive a refund nor will the money be transferred to the next fair.

I/We understand that the property we bring is our sole responsibility.

Name: ____________________


Website: __________________________

Address: __________________


Phone No: ______________________


___________________


___________________


E-Mail:_________________________


___________________


___________________


Jewellery / Bead items (Please delete as Necessary)

Special Requirements: _____________________________________________________

(Such as Wheelchair access etc.)

Deposit: £ _________

Total: £ ___________

Signed: ________________

Date: __________________

Miss Katie Rooney


                  24 Esprit Close


Wymondham


                                Norfolk


                            NR18 9LY


                       07590732778


  www.sparklesevents.co.uk








