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2008 Vendor Handbook

City Market is Traverse City’s newest open-air market ~ a showcase of the region’s self-
grown products and self-created wares from growers, artists and artisans. Yes, “It’s
Fresher Here”.

Planned as a hub of activity 9 months a year, City Market is conveniently located at the
Railway Station, on the corner of 8™ and Woodmere, next to the Traverse Area District
Library, with a view of the Boardman Lake. There are over 70 available stalls. 40 stalls
are positioned under the roofline canopy and offer cover from the elements. City Market is
perfect for showcasing bedding plants in the spring, summer fruits, vegetables and herbs,
plus fresh baked goods and other sweets, cut flowers, Christmas evergreens and artifacts
created and produced by local artisans.

Days and Hours of Operation: The City Market is held thirty-six (36) Saturday mornings
from 8:00am until 2:00pm, commencing the first Saturday in April through the first
Saturday in December. Twenty-four (24) additional market dates on Wednesday mornings
from 8:00am until 1:00pm, commence mid-May and continue through October. City
Market does not discourage Vendors from showing beyond 2pm on Saturdays and 1pm on
Wednesdays, but all Vendors should maintain show hours, unless they sell out.

City Market Product Categories: The City Market incorporates distinct product
categories.

A. FRESH FARM PRODUCTS (These Vendors are eligible for up to a 50%
discount on standard stall rates if a Contract Vendor) Farmers, persons or entities
that raise produce (vegetables, fruits, and nuts), herbs, flowers, or nursery crops from
seed plants, and care for, nurture, cultivate and harvest the crops offered for sale. Meats
and fish, beekeepers, egg farmers, poultry growers, and shellfish growers are considered
in this category. Also included are wild crafted products such as mushrooms and berries.

B. PROCESSED FARM FOODS (These Vendors are eligible for up to a 33%
discount on standard stall rates if a Contract Vendor) Processed farm foods are
those fresh products that have added value through processing such as: preserves, jams,
jellies, cider, syrups, salsas, smoked meats or fish, dried fruit, flours and salad dressings.
Processed farm foods must be produced by the Vendor from raw ingredients. Vendors in
this category are those who have cooked, canned, baked, preserved, or otherwise treated
the product they sell. All processors must have the proper permits and licenses required
by the County Health Department.

C. BAKED GOODS AND GRAIN PRODUCTS (These Vendors are eligible for up to a
33% discount on standard stall rates if a Contract Vendor) Baked goods and grain
products are those produced by the Vendor from raw ingredients. Vendors in this category
are those who have cooked, baked, or otherwise treated the product they sell. All baked
goods must have the proper permits and licenses required by the County Health
Department. Vendors must follow the regulations of the Department of Agriculture. Baked
goods and grain products must be labeled according to Food Safety Program guidelines.
Vendors must display all health permits and licenses required by the State and local health
departments in their booth.
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D. ARTISTS/ARTISANS (These Vendors are eligible for up to a 33% discount on
standard stall rates if a Contract Vendor) Artisans create products of original art or
craftwork. The artist must create all items sold. Products must be of the highest quality,
handcrafted and not imported. Artisans must submit pieces that are representative of the
work they plan to sell at the market to be reviewed. Some review items considered are:
craftsmanship, quality, percentage of raw material used, percentage of product that is handcrafted
versus non-handcrafted, and originality.

NOTE: City Market has created 5 special Sunday Markets exclusively for Antique Dealers and
Collectibles. If you are an Antique or Collectible Vendor, please request the Antique/Collectible
Market Vendor Handbook for 2008.

Merchandise Mix: City Market will aggressively seek a varied merchandise mix but 60%
of available stalls are earmarked for a combination of Vendors from Categories A, B and C.
This will provide sufficient volume and range of products that are consumable, self-grown
and food-related. 35% of available stalls are earmarked for non-consumable self-created
artisan products and 5% reserved for other categories as City Market deems fit. By
categorizing, City Market wishes to show a broad range of items, with an interest in
limiting duplication, wherever practical.

Terminology: The City Market operating year is broken down into 4 separate selling
“seasons”. Stall fee discounts are offered to Contract Vendors that commit to sell for at
least “"One season”, “Two seasons” or “"All Seasons. Vendors must be prepared to show all
weeks of the season. One (1) excused absence will be permitted each season. The term,
“Successive events” means repeated weeks without lapse. For example, a Vendor under
contract to show for “one season” on Saturdays must sell 9 successive Saturdays in a row
without an absence. One-season Contract Vendors will show Nine (9) successive events
without interruption or lapse. Two-season Contract Vendors will show 18 successive
events without lapse. All season Contract Vendors commit to show 36 successive events
without lapse. Contract Vendors will be permitted (1) one excused absence per season
without losing his or her stall position.

Vendors that do not commit to sell for a season are considered “Daily Vendors” or Vendors
without Contract. No discounts are available to Daily Vendors and stall assignment will be
made on market day by the City Market Master on a “first come, first served” basis.

Absences: Absences should be “announced” so that City Market can fill gaps in the Market
presentation with Daily Vendors. Announced absences will be treated as excused absences
and will not affect a contract Vendors stall position or ranking in the Market. Each season
there will be one excused absence per Contract Vendor. There are no refunds on pre-paid
stall fees and the All-season, two-season or one-seasonal contract rate is not prorated for
absences. Absences that are called in the day prior or the day of a market are not
“announced” and will not be considered excused.

Market Master: City Market's Market Master is responsible for running the market. The
Market Master will assign stalls to Vendors, collect stall fees, has the authority to enforce
the market rules, and the responsibility to ensure that all of the Vendors are treated in a
manner consistent with the rules.
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Contract terms effective through December 31, 2008:

All contracts and daily fees are established by the City Market management and are
subject to change without notice. Stall contract fees are nonrefundable, and non-
transferable.

City Market 2008 Schedule
Vendors have the option of committing to sell either on Saturdays only, on Wednesdays
only or on both Saturdays and Wednesdays. Rates, and dates for each are listed below.
Spring season:

Saturday Markets: Starts Apr 5 and Ends May 31 (9 events)

Wednesday Markets: Starts May 14 and Ends Jun 18 (6 events)
Summer season:

Saturday Markets: Starts Jun 7 and Ends Aug 2 (9 events)

Wednesday Markets: Starts Jun 25 and Ends Jul 30 (6 events)
Fall season:

Saturday Markets: Starts Aug 9 and Ends Oct 4 (9 events)

Wednesday Markets: Starts Aug 6 and Ends Sep 10 (6 events)
Holiday season:

Saturday Markets: Starts Oct 11 and Ends Dec 6 (9 events)

Wednesday Markets: Starts Sep 17 and Ends Oct 22 (6 events)

Stall Rates: City Market Stall rates are established relative to Vendor type and the
number of events the Vendor commits to sell. Committing to the entire year affords
Vendors significant discounts on the standard Daily Vendor rate. It is therefore in a
Vendor’s best interest to plan his or her participation in order to achieve the most cost-
effective stall rate. Since farm fresh products are historically the biggest draw for any
market, those Vendors in Category A will be offered the best incentive stall rate for 2008.

Category A ~ Farm Fresh Vendors

Vendor Contract Type | # Events | Contract Fee

Market Fees for Saturday City Market Events

Daily Vendor 1 $15.00 (no contract)
One-season Vendor 9 $123.75
Two-season Vendor 18 $225.00

All-season Vendor 36 $360.00
Vendor Contract Type | # Events Contract Fee

Market Fees for Wednesday City Market Events

Daily Vendor 1 $10.00 (no contract)
One-season Vendor 6 $52.50
Two-season Vendor 12 $90.00

All-season Vendor 24 $120.00
Electricity option $5.00 per stall per event
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Categories B, C, & D ~ Processed or Baked Goods, Artists
and Artisans

Vendor Contract Type | # Events | Contract Fee

Market Fees for Saturday City Market Events

Daily Vendor 1 $20.00 (no contract)
One-season Vendor 9 $168.75
Two-season Vendor 18 $315.00
All-season Vendor 36 $540.00
Vendor Contract Type # Events Contract Fee

Market Fees for Wednesday City Market Events

Daily Vendor 1 $15.00 (no contract)
One-season Vendor 6 $81.00
Two-season Vendor 12 $144.00
All-season Vendor 24 $240.00
Electricity option $5.00 per stall per event

Stall Fee Payment schedule: Daily Vendors without Contract must pay for their stall by
no later than 7:45am on the day of City Market. In order to qualify for the “"One-season”;
“Two-season” and “All-season” contract Vendor discounts, Vendors must make a 50%
down payment of their contract at the time the contract is submitted. The remaining 50%
of the contract will be paid in 2 installments. The final payment and/or balance of
Vendors’ contract fee must be paid prior to the 3™ event in the season.

City Market Stall Set Up: Vendors should be set up and prepared to sell at 8:00 am.
Vendors’ vehicles must be parked away from the Market area to permit easy access for
customers. City Market has a number of tailgate access stalls. Vendors requiring tailgate
access must reserve stalls. Some tailgate access stalls are available. There is limited
availability of tailgate access stalls.

Market Policies: The City Market’s Market Master has authority over all operations and
the discretion to limit the number of Vendors for each category.

Vendor’s signature on the Contract verifies that the Vendor has carefully read,
understands, and agrees to all provisions of the contract. Stall assignments, determination
of suitability of items offered for sale and collection of stall rental fees are the sole
responsibility of the Market Master. No guarantee of exclusivity of products is made or
implied. The City Market maintains the following policy on sales of competing lines of
business: City Market shall avoid, to the extent reasonably possible, to lease space to daily

Vendors that directly compete with contract Vendors. Exceptions may occur.

Vendors Application Process: Only Vendors that have registered and been approved
may sell at the market. Vendor Interest forms are available at THE STATION ESPRESSO
BAR, ask by email at info@webrewstarbucks.com or download the form online at
http://www.webrewstarbucks.com/Vendors.htm. Completed Interest forms should be
submitted for approval to City Market. The approval process involves a determination of
product fit, number of events the Vendor wishes to show, balance or varied mix of
products.
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VENDOR STALL RENTAL PROCEDURES
All Vendors wishing to exhibit at the City Market must provide the following:

x Completed City Market Vendor Interest Form
A Vendor will not be considered before completion of this form.

Once Vendors are reviewed for suitability, accepted Vendors must then provide:

x A completed City Market Vendor Contract (this must be completed by all
Vendors wishing to be Contract Vendors)

x Downpayment of stall fees is to be paid by check or money order to “Pithy
Corp/City Market”. Any Vendor writing a bad check will be charged $25 per
check and no future checks will be accepted. Bad check fees must be paid in full
prior to renting future space. Two pieces of identification are required. All
payments must be presented to the City Market Master prior to set-up and at
the time of check-in., no later than 7:45 a.m.

Stall Assignment: City Market gives priority for stall space to Vendors based upon
seniority, and how many successive Market dates the Vendor commits to sell or has sold at
that market. Assignment of stalls is also based on the mix of products being shown.

Daily Vendor stall assignment: Daily Vendor stalls are on an “as available” basis only
and we strongly advise placing names on the “Daily Waiting List” by phone or e-mail no
less than one day prior to the day he/she would like to display. To be placed on the Daily
Waiting List call the City Market office, at (231) 947-1277. When placing your call, all
Vendors without a contract should ask to speak to the Market Master or leave a message.
The Vendor's message should have the following information; Vendor’s name, category,
phone number, date the stall is requested, how many stalls and if electricity desired, if
available. Daily Vendor stalls are rented on a first come/first served basis, regardless of
category.

Vendor signage: All Contract Vendors must display a sign in their stall, showing their
name and city. For specifics on sign sizing and display, please see the City Market
Signage document.

Loading and Unloading of Vehicles

x No vehicles are allowed on the platform.

x Vendors without a Stall Contract are not allowed to occupy any area inside the
Market until they have paid and received a stall assignment for that day.

x At no time should vehicles be parked in a fire lane, on the curb, brick area, block
any drive lane, entrance or exit in the City Market. Parking in these areas will result
in the Vendor receiving a probationary warning and/or suspension. Vehicles will be
towed at the discretion of the Market Master at the Vendor’s expense.

x Vendors that have not been assigned tailgate access are asked to unload prior to
7:30am and move their vehicles to the West end of the parking lot, in the area
designated, “Vendor Parking” to allow close-in access for our City Market patrons.

Market Day Set-up/Occupation of Stalls: Vendors must occupy stalls by a 7:30 am on
market days so that City Market has an opportunity to sell unoccupied stalls to daily
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Vendors. All Vendors must be checked-in no later than 7:30 a.m. and unless Vendors

have

sold out, we prefer that vehicles not drive out of the City Market before 1:00 p.m on

Wednesday and 2 p.m. on Saturdays.

X

Tear

CITY MARKET DOES NOT PROVIDE ANY TABLES, SET-UP EQUIPMENT OR SUPPLIES.
It is the responsibility of the Vendor to provide any/all tables, chairs, change, cash
registers or cash boxes, signage, extension cords and covering, tape, decoration,
display equipment, tent, tent weights and any proper licenses necessary to do
business.

Vendors in category A, occupy stalls that measure 8 feet wide by 10 feet deep.
Tables must be contained within that display area.

Vendors in categories B, C, D, and E occupy stalls 6 feet wide by 8 feet deep.
Tables and products must be contained within that display area.

A Vendor is required to keep all vehicles, contents, products and by-products in the
boundaries of his/her assigned stall at all times, no matter how many empty stalls
are located throughout the Market.

Nothing should encroach upon aisle space, common areas, fire lanes, or
neighboring spaces. Any exception to this policy will be at the discretion of the
Market Master.

A Vendor is to keep all spare stock, packing materials, cardboard boxes, and bags
in an orderly fashion at all times.

A Vendor must display all produce or other food related products on safe well-
constructed, well-maintained and clean table(s).

Produce or other food related items must be displayed or stored at least 6” above
the ground per Grand Traverse County Health Department.

Down and Clean Up

LEAVE STALLS AS FOUND: EMPTY, and SWEPT CLEAN

Any and all of Vendor’'s merchandise, valuables, vehicles, trailers, tables, chairs,
equipment, signage, decoration, display equipment and trash must be removed by
the end of that particular Market day.

Any items not removed by designated closing time will become the property of the
City Market management.

City Market reserves the right to charge a cleanup fee of $10.00 per occurrence will
to the Vendor, to be paid prior to Vendor renting future space should stalls be
vacated and left disorderly.

Inclement Weather Conditions: Rain and Heat Exceptions: If it is raining at check-
in, prior to 7:00 a.m. or the forecast indicates a 95-degree day or higher, the policy is as
follows: All-season, two-season and one-season Contract Vendors will be given
first option on covered stalls, and in that order.
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RULES AND REGULATIONS
1. Vendors may not sell at any place within the City Market except within the designated
stall boundary lines, without written permission of the Market Manager. Strict
compliance with all designated parking and traffic regulations will be required.

2. The playing of loud music in Vendor stalls will not be permitted.

3. Vehicles longer than twenty-two feet from bumper to bumper will not be permitted in
the City Market.

4. Sale of used merchandise is prohibited.

5. Display or sale of obscene, illegal or unsafe merchandise is prohibited.

6. No pets are allowed in any Vendor stall(s) with the exception of guide dogs.

7. It is the responsibility of the Vendor to warrant, refund or exchange merchandise that
is deemed unsatisfactory.

8. No Vendor shall be permitted to sell soft drinks or prepared food for consumption at

the City Market, with exception of contract concession Vendors and approved Vendors
with a licensed kitchen.

9. Electricity may be available to select stalls and if available, may be used by Vendor
upon payment of $5.00 per day in advance. The availability of electricity is on a first-
come, first served basis.

10.The use of any spark, flame or fire-producing device is prohibited in the City Market
without written permission.

11.The storage, sale, creation or production of volatile or flammable materials or
hazardous waste is strictly prohibited.

12.Merchandise, stock and other Vendor property shall not be placed, stored, cleaned or
processed in unoccupied stalls or common areas of the City Market without permission
of City Market. The City Market, at the expense of the Vendor, will dispose of
unauthorized items found in these areas.

13.Vendors shall not allow seepage and leakage of water or fluids from their stands into
the aisles, other Vendor'’s stalls, or common areas.

14.Vendors should display food and or produce on well constructed, maintained and clean
tabletops and shelves. The City Market management strongly urges that all Vendors
have attractive displays. Produce or other food related products must be displayed or
stored up off the ground by at least six inches as required by the Health Department.

15.No Vendor shall use false pack. As used herein, “false pack” means the topping or
facing of containers with the best products exposed and poor products concealed
underneath.

16.All signs and price tags must be legible.

17.All Vendors of the Market are responsible for the actions of their employees.

18.Every Vendor must keep his immediate premises clean, sanitary and orderly.

19.Every Vendor operating a vehicle on the property of the City Market shall drive such
vehicle in a careful and prudent manner and at a rate of speed so as not to endanger
property or persons.

20.Loud radios, arguments or profane language will not be tolerated.

21.Vendors who sell processed foods must contact the Department of Agriculture and
obtain a Food Establishment License. The local MDA can be reached at (231) 922-

5210.
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HEALTH DEPARTMENT GUIDELINES
Food Sales at Open-air Markets

The Health Department regulates retail sales of food products. The objective is to assure
that all foods offered for sale are safe and wholesome. Food Code Ordinance restricts the
sampling or selling of potentially hazardous foods (PHF’s) to protect the public from food
borne disease. Potentially hazardous foods are foods that consist in whole or in part of
milk or milk products, eggs, meat, poultry or fish. Examples would include cream or
meringue pies, hamburgers, hot dogs, burritos, egg rolls, jerky, summer sausage and
similar products. Only Vendors that have valid Health Department permits and are in
compliance with all applicable regulations may sell or sample potentially hazardous foods.

Guidelines for Vendor sales of processed non-potentially hazardous foods and
baked goods

x All packaged products must be from an approved source. An “approved source” is
any place, which has been inspected and approved by the regulatory authority with
current documentation from the authority of compliance.

x Packaged products must be labeled with the common name of the product, and the
name and address of the producer.

x Cookies, breads, cakes, cinnamon rolls and fruit pies must be prepared and
packaged in an inspected facility.

x Home canned products must be processed in an inspected facility.

x Homegrown produce may be sold, provided any pesticide use complies with label
directions.

x Sales of uncut fresh fruits and vegetables do not require a Health Permit.

x All foods while on sale or display are required to be effectively protected from
contamination.

Sampling
Distribution of food samples from agricultural products is allowed provided that
x Samples shall be kept in approved, clean covered containers.
X The producer shall distribute all food samples in a sanitary manner.
x No bare hand contact with ready to eat food.
x Food intended for sampling shall be washed of any soil or other material by potable
water in order that it is wholesome and safe for consumption.
Immediate access to hand washing facilities is required.
x Potentially hazardous food samples shall be maintained at or below 41°F. All other
food samples shall be disposed of within two hours after cutting.
x Utensils and cutting surfaces shall be smooth, non-absorbent, and easily cleanable
or disposable.

x
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2008 VENDOR CONTRACT FORM

Vendors Name:

Name of Business:

Address:

City: State: Zip Code:

Phone Number: Cell Number:

E-Mail Address:

Web Site Address:

Circle one that describes your category

A - Fresh Farm product B — Processed Farm product C- Baked/grain products
D - Artisan/hand-crafted E - Charitable

If you circled A, or B please check types of product you sell on the reverse. If you checked
C or D please describe the items you have created and wish to sell.

I hereby apply to be a Vendor, as noted for following seasons, as noted:

Spring Summer Fall Holiday

Daily Vendor One season Two seasons All seasons
Saturdays Wednesdays Saturdays & Wednesdays

Number of Stalls Needed: Electricity needed? -

Stall Details by Category of Product
A-Fresh Farmed 8’ x 10’; A-Fresh Farmed 8’ x 10’ with tailgate access (limited
availability); B, C & D -Processed/Baked Goods/Artisan 6’ x 8’

I, the undersigned have read and am aware of the City Market rules and regulations. 1
agree to comply with them and any federal, state or local regulations that apply, knowing
that I forfeit my right to participate if it is found I am in non-compliance.

Signature: Date:

CITY MARKET USE ONLY
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Place an X to indicate what products you will sell and when
Apr | [May | Jun | [Jul | |Aug | |Sep | [Oct | [INov | [Dec

Apples

Apricots
Asparagus
Beans

Beets

Berries

Broccoli

Brussel Sprouts
Cabbage

Carrots

Celery

Cheese

Cider

Corn

Cucumbers
Eggplant

Eggs

Evergreen trees, wreaths
Fish

Fresh flowers, plants
Fruits, other
Grains

Grapes

Greens, herbs
Honey, Maple Syrup
Jams & Jellies
Meat

Melons
Nectarines

Nuts

Onions

Parsnips

Peaches

Pears

Peas

Peppers

Plums

Potatoes

Poultry
Pumpkins/gourds
Radishes
Rhubarb
Rutabaga

Seeds

Spinach

Squash
Tomatoes
Vegetables, other
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