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Getting Things Done




	Name of Company:
	                                                                                       
	Date:
	

	Contact Person: 
	

	Company Address:
	Street:
	                                                                                                
	City:
	
	State:  
	CO
	Zip:
	

	Phone Number:
	(      )  
	              
	Fax Number:
	(      ) 
	

	Email Address:
	

	

	Payment Method

	Check Enclosed:
	
	Check Mailed:
	
	 Please Invoice Us:    
	
	

	Paid Online Through The RSVP Pay Pal Account with a Credit Card:
	
	

	

	Item Description
	Quantity
	Price Each
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	If you need an exhibitor booth with electricity for an additional cost of $10.00
	
	10.00
	

	Grand Total:  
	



RSVP Volunteer Fair Guidelines:

· Vendor Booth Rental:  To rent a booth as a registered member agency for the reduced fee, you must have a signed current Memorandum of Understanding [MOU] on file with RSVP (Call us at 243-9839 if you are not sure).  Booths are available on a first come, first serve basis.  Space is limited. 

· Registered Member Agency Status:  Only public or private non-profit organizations, government agencies or a duly licensed proprietary health-care facility qualify for Member Agency Status with Mesa County RSVP, Inc.  You need to complete an application and approval process at least one month prior to the event to obtain this status.      

· Electricity:  Electricity is available at some booths upon request for an additional cost of $10.  If you need a table with electricity, please add $10 on the Sales and Exhibitor Booth Registration Form.  You will need to bring your own extension cord.
· Vendor Booth Setup: 
· We will provide two chairs with each 8' table.  We will cover ach table with a tablecloth, skirting, pipe and drape dividers between the booths.

· At least one person must staff tables at all times from 10:00 a.m. to 12:30 p.m.

· You may begin setting up your Exhibitor Booth at 9:00 a.m., and you need to have your Exhibitor Booth set up no later than 9:45 a.m.  You may take down your booth after the event ends at 12:30 but no later than 3:30 p.m.  RSVP will not be responsible for materials left in the booths after 3:30 p.m.

· Please do not approach attendees.  Let them come to your table if they are interested.

· Each Booth is required to have a door prize.  We will be announce them and give them away to one of our wonderful volunteers during the luncheon.  We will provide the door prize tickets for you to use, but you need to provide a container for them on your table.  We will send you further information on the door prize process. 

· Promotional Items:  It is highly recommended that you have promotional items (pens, key chains, etc.) to give to attendees at the fair.  This is the incentive for them to come to your booth.







Mesa County RSVP, Inc. 


Sales and Exhibitor Booth Registration Form


Fax, Mail or Call in Your Order & Pay On-Line 


(See the Reverse Side for Volunteer Fair Details)





This Box for RSVP Office Use Only





_____ Luncheon List #_____;     ___Sales List_____;       _____Invoiced # _______      Date Sent __________  





_____ Paid by Check # ________      Date Received _________;    _____Paid by Pay Pal, Date Pmt. Received _______





Comments:








