SAMPLE LETTER TO VENDORS with EVENT DETAILS


Dear Networkers:

We are excited to accept your application to participate in the next ______________________ Networking event at _________________________________on ________________________.

For the fee of ______, each networker will be provided a meal and a 6-foot skirted table where she may display products, distribute samples, pass out flyers and or business cards, etc.   Space is not guaranteed until payment is received; payment must be received no later than 10 days before the event.  
Set-up begins at  _______________________.  Please complete set-up by _________________.
The vendor tables will be open from ____________________and from_ __________________.
_____________________ will offer a meal, networking at the lunch table, and an inspirational speaker.  
Make check payable to:  __________________________________

Mail to:  
_________________________________________


_________________________________________



_________________________________________

Lunch:  One meal is included in the fee.  Any additional meals needed for additional attendees must be reserved by RSVP.  See below. 
Children:  Children are not allowed in the vendor booth.  Please do not bring children to the networking event.
Music:  Please, no loud music as this can be disruptive to other vendors, guests, and other facility staff.
Door Prizes:  If you would like to donate a door prize, please let us know ahead of time.  Please gift wrap door prizes and leave them at the check-in desk.
Special Requirements:  If you have special requirements not listed on the application (electric outlets, etc.), please notify me at your earliest convenience.

Address of Network event:    ____________________________________________________
____________________________________________________________________________

Don't forget to bring the following:

        Credit card receipts, if you accept credit cards
        Change, for cash sales

        Business cards
        Order forms
Be sure to invite friends who might want to attend.  The cost for the luncheon is ________, payable at the door.  Reservations will be taken through Monday, September 14.  RSVP to _______________ at   ___________________ or   ___________________________

We look forward to seeing you there.  Don't hesitate to contact me in the meantime if you need anything!

Name
Phone

Email
