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Guide on How to Organize a Successful Community Bazaar

I.   INTRODUCTION
This manual is a practical, user-friendly Guide for organizing an event but more specifically addresses the requirements of a community bazaar.

A community bazaar is a little bit different from other events like fundraisers or even the popular craft bazaar or Christmas Bazaar that we know.

A community bazaar, though a for-profit event, is more of a social enterprise with its mission to benefit a specific group or community. In the case of the Afghan Women of Ontario project “Markets Unlimited”, it is a group of women residing in Cooksville neighbourhood who have been the agency’s program participants.

A social enterprise in Canada is defined as a business activity or project that applies strategies to improve human or environmental well-being. These may include maximizing social impact rather than profits for shareholders. 

The bazaar is the tool for the business activity. There are two goals:

1. to achieve social, cultural, community and economic outcomes 
2. to earn revenue for the stakeholders (organizers and vendors)

II.  FIRST THINGS FIRST
Before setting the time and the date of a bazaar, it is advisable to book the space first. Other meetings, festivals or bazaars may have been booked. Annual festivals and Annual General Meetings (recurring activities) are usually booked months before the desired dates.

The preferred season for bazaars are spring and fall. Why?

After being kept indoors most of the time in winter, people want to go out and enjoy warmer weather and fresh air.  April or May are ideal months. Mothers Day falls in the month of May and children will be looking for presents or considering food for the Mother’s Day celebration, often breakfast or brunch. Flowers and crafts may also be profitable. This is also the time when hobbyists begin buying things for their gardens and people may want something new to add to their spring and summer wardrobes that is more colorful than the winter black and grey perhaps. Spring symbolizes revival. There are also religious holidays in the spring, like Navroze, Vaisakhi, Muslim Eid (although this could happen not necessarily in the Spring) and the Christian Easter, so people may be looking for traditional food.

If spring is the season for revival and growth, autumn is the season for thanksgiving for a bountiful harvest. October is the best time in the fall to hold a bazaar. You can think of many products to sell at this time of the year, for Thanksgiving. Some hold their Christmas Bazaars as early as November before people spend their money at the mall. It is very competitive but artisan products or one-of-a kind (handmade and not done by machines) have a market during this time of the year when gift-givers hunt for something different, rare or unique to give to special people especially those that seem to have everything. Artisan products don’t make it to the big stores because they are produced in small quantities. But some malls rent tables for artisans during the holiday season (Christians are not the only ones who celebrate a religious holiday around this time).

Summer is good for outdoor bazaars in the park or the street but always keep in mind that you must have another plan in case it rains. Remember to limit the hours to early morning to noon or late afternoon to early evening when the sun is not too strong especially if it is in the open (no tents) and be sure you sell or give away water and there is a vendor that sells hats.
Choosing a location 

Choose a location that is convenient and accessible, easy to find and with free parking.

Convenient means location can be reached by public transportation or by walking and have ample parking for car users too. It is accessible if it is wheelchair accessible or has an elevator. It also helps if it is in a high traffic area, where bazaar shopping can be combined with their other activities of the day, like going to church, mosque or temple; going grocery shopping; if it is close to the gym where they exercise or the park where they have to bring their children for their weekend activities.

Getting a permit 

Getting a permit is more complicated. Schools, community centres and parks have many requirements. Be sure you know what they are and if you can meet them or willing to. One of these is the liability insurance that you have to purchase. If you are being sponsored by a registered organization, ask if your event can be covered by their insurance.

The time on your permit should include time for set up and take down. For example, you can book for 8 hours but your bazaar can be for 4 or 5 hours only.

Ask what are included in the booking –tables (sizes and how many?) chairs (how many?), use of the kitchen, sound system, lights. Will custodians be present? Can they lend their dollies, brooms, trash cans?

What are the regulations?

· Booking Period: Determine time limits from set up to take down
· Admission Fees: Can an admission fee be charged?
· Signage: Can signage be posted and streamers hung (some venues 
do not allow this and if they do you may not be allowed to staple or use cellophane tape (difficult to remove) or can only post on boards and not walls (paint may peel)?
· Security: Do volunteers and vendors have to wear name tags or 

special t-shirts?

· Food Requirements: There might be a requirement concerning food 
that you bring in like, for example, the caterer has to be identified and have an address. Warming plates and coolers may be needed. A licensed food handler may have to be present - the place may have to be peanuts (or sometime any nut)- free
· Hygiene and other health handling rules that apply to food vendors. 
People selling or serving food need a Food Handling License, usually from the city’s Public Health.

To serve alcohol, you need a permit from the LCBO and a licensed server has to supervise the bar.

Being inclusive and accessible
As the organizer you want your bazaar to be inclusive so be sure the space is accessible to seniors, mothers with strollers and people with disabilities. If selling food, provide several options: vegetarian, halal, gluten-free. Be sure to ask vendors to label their products as such and, if possible, to list the ingredients to guide people with allergies or special diets.
If you are providing childminding and/or children’s activities, be sure that there is space for these. Inquire what the policies and requirements are, what age group of children need to be supervised - can volunteers do the childminding? What forms do parents have to fill? Be sure that the information about children’s activities will be on flyers. 
Aside from regulations and policies about serving food, this is an activity or service that has a long list of do’s and don’ts. 
TIP: Get advice and help from your sponsoring agency about childminding and children’s activities. Agencies that provide childcare for their workshops or classes (like LINC) usually have registered childminders.

TIP: If you are providing childminding for the vendors only, let the vendors know in advance of the Bazaar’s date - the vendor’s application form should ask if they need the service and if they do, they should be sent the necessary paperwork.

Traffic

If you are holding your bazaar in a street, you’ll have to ask the police for help in blocking the street and redirecting traffic. Be sure to inform your vendors of set-up and tear down time. The permit holder is responsible so warn the vendors when it is time to wrap up.

Parking

Know where vendors can park. Assign priority parking to vendors because they’ll have to carry their products to the site. It will be helpful if you can borrow dollies from the caretakers for the vendors to use.

Garbage and recycling

Ask the space providers for trashcans and recycling boxes. You may have to bring extra garbage bags - it’ll make clean up easier and faster.

What if you can’t book a space?

Thanksgiving and Christmas and other festive religious holidays are busy times. What if you want to hold a bazaar in a place where you can get a lot of traffic, for example, in a worship place (church, mosque, etc) during a religious holiday like Christmas? What is your alternative if another group booked the place ahead of you?

You can partner or cooperate with an organization that has already secured a permit for a festival - oftentimes they rent out tables for businesses and non-profits. If you are selling items, you will be considered a business.

Later on, after you have held a few bazaars on your own, you’ll be able to see who among the vendors are ready to move on. What options can you have for them?

You can rent one or two tables at a big event and split the costs. 

It is a good idea to also check out other marketing opportunities in the city - there are festivals that welcome vendors. Just go and look around and get the contact information of the organizers. Most of these festivals are only held once a year at specific times of the year (for example, spring or summer). Some are organized by ethno-cultural groups like the Asian Night Market or the Eid Bazaar. Others have themes like the Rib Fest or Coconut Festival.

There are also “Pop-Ups” for people who want to introduce their products and services to the mainstream market. Vendors who are ready and would like exposure can join a pop-up. Be sure that the business has a name and a label with a logo. Business cards are also important to have.

TIP: Pop Up stores are temporary retail stores at a designated venue so vendors can test the market and establish their brand. One pop up shop I contacted on Queen Street, Toronto offers 3-month contracts. Food products allowed but there is no kitchen so food should have been prepared elsewhere but vendor can bring a microwave.

We cannot overemphasize the importance of networking. You can learn from other vendors and bazaar organizers. There is a saying, “Do not reinvent the wheel.” Others have done what you are doing - learn from them. There is another saying “Don’t fix it if it is not broken.” Be creative but do not overexert yourselves fixing something that does not need fixing. Instead improve or update (make more relevant to the times) the best practices.
III.  DATE AND TIME
Congratulations! You have now booked the space and secured the needed permit. You can now announce the date and set the opening and closing time of your bazaar. 

Time to make your flyers, use social media (Twitter, Facebook, Instagram, etc.).

You should also send your invitation to vendors. You may want to produce two flyers: the first one should announce the date, place and time of your bazaar and issue an invitation to vendors (this is called an “open call”). Your second flyer can be addressed to buyers and it can list some of the vendors who are participating or the products that will be sold.
IV.  RECRUIT YOUR VENDORS
After you find the space for your bazaar and have the date and time, you recruit your vendors next.

Determine first how many vendors you can accommodate in the space that you booked. Visit the place with your committee and map the space. Also check the size of the tables. Draw a scaled floor plan on graph paper or if you are computer savvy, on the computer using a program designed for this purpose. There are free softwares on the internet like Floor Planner and Smart Draw.

You can also use Excel to draw a floor plan:
https://www.youtube.com/watch?v=M0lEQF1r45E
After you figure out how many vendors you need based on the number of tables you can set up for rent, start inviting your vendors. Produce a flyer or advertise in local papers and free online sites like Kijiji.ca and Craigslist.ca.
TIP: if you are providing activities for children, locate in your map where these will be held. 

Your invitation to vendors should say something like this: We are now accepting vendor applications for the ________ Bazaar to be held on (date) at (place) from (time) to (time).

The benefit of an “open call” is to have a diversity of products. Determine how many food vendors you want and the kind of food you want to be sold at your bazaar. Food vendors can’t all sell just one food product or it is going to be very competitive. 
Be sure that you include artisans - those who make their own products by hand - jewelry and accessory makers, artists, sculptors. The community has artists who are always looking for an opportunity to sell their art works.

Vendors will be accepted on a first-come, first served basis or by jury selection. We have already explained the first, now the latter. By Jury selection, a committee screens the applications and decides who can  be assigned a table based on their criteria and the submissions (photographs or video of products, resume outlining their experience) of the vendor
TIP: You can assign X number of tables per classification, for example, 3 for food, 3 for clothes and accessories, 2 for arts and crafts and 2 for services. Then you fill each classification as the applications are received.

You don’t want all tables to be selling samosas and competing with each other unless you are planning a Samosa Festival which is not a bad idea. Then all vendors have to produce the best or the most unique samosa.

You would want diversity. Not just vendors selling food but arts and crafts and fashion items as well.

You’d want most products to be handmade or locally manufactured instead of imported. As much as possible there should be value added to the products (some processing).

Your flyer or advertisement should include information on where to get the application forms and how the tables will be allocated.

Application forms are available at_____________________

Vendors will be accepted on a first-come, first served basis or by jury selection. We have already explained the first, now the latter. By Jury selection, a committee screens the applications and decides who can  be assigned a table based on their criteria and the submissions (photographs or video of products, resume outlining their experience) of the vendor
SAMPLE INVITATION LETTER (to go with application form)

http://www.graceavenue.org/pdf/BazaarContract2012.pdf
SAMPLE VENDOR APPLICATION FORM

http://thefestival.bc.ca/artisan-market-application/
SAMPLE VENDOR AGREEMENT http://twinlakesbazaar.weebly.com/uploads/1/2/2/4/12249395/bazaar_vendor_contract_2013.pdf
v. Announce Your Bazaar and Bring People In
There are several ways to let the public know about your Bazaar even with a small budget.

Press release 

Write a short news about your event and why people should go to it. What will they find in your Bazaar? Are there products that are unique or one-of-a kind or homemade that they won’t find in the big stores? Will there be something for the kids to keep them entertained, like face painting, clowns, free balloons, food for sale? 

Public Service Announcements (PSA) 
PSA on radio and in newspapers and magazines. Send your item to be listed in Community Events or Community Calendar in the local or community newspapers. Some of these newspapers or magazines are monthlies so be sure that the deadline and the publication are before your bazaar’s date.  Deadline for weeklies is often two weeks before publication day.

Begin compiling information about the different media (local, community and ethnic newspapers, magazines and radio shows) that you can send your PRs and PSAs to - the contact name, fax number or email and deadline. Get copies of publications so that you know what to write and how many words you can use. Usually you are allowed to give only the basic information but still, you have to be creative so that your PRs and PSAs will be attractive to readers or listeners. You can find copies of these newspapers and magazines at your nearest public library.

TIP: Press Releases and PSAs should be addressed to a specific person, not just to Editor - important when faxing to use a cover sheet and write the name of the Editor there. Same when using email - put the person’s name and enclose the email address with < >.  Call and ask the receptionist for the name and title of the staff in charge of press releases and public service announcements before sending.

Flyers

Make your flyers attractive by using graphics and colour. Limit your text but make the font big enough. Have a catchy title.

Posters 
If posting on public bulletin boards, use the flyer because you have to compete for space and sometimes it can get nasty like someone covering your poster with theirs. Bring a big stapler and a roll of transparent tape when you make the rounds  to community centres, bus stops, You can also post on light posts and trees if there are others doing so. Some small businesses like variety stores may allow you to post if they see that you are serving the neighbourhood and not competing with them. Other businesses may agree if they are sponsors of the bazaar event.

Print a bigger and colour version of your flyer as poster to use at the Bazaar entrance.

Social Media 

Shout it out through Social Media - this is the new media. You can use mass or group email, Facebook, Four Square, Twitter, Instagram, What’s App and Eventbrite to announce your bazaar.

TIP: A Door Prize is a good trick to collect information from the guests or buyers. You can ask 1) where they learned about the bazaar and 2) if they’d like to know when the next one will be. Then ask how they want to be contacted (ask for their email and phone number). You can also make them complete a survey before you give them a raffle stub.

Recruit and Train Volunteers

Create a small steering committee to meet in person or online several months before your bazaar. After the planning meetings, each individual can be assigned specific tasks before and during the date of the bazaar.

All volunteers (meaning non-staff) have to be oriented on the organization’s policies such as its anti-oppression policy, safety, volunteer policies including volunteer rights and more. Is it a requirement to formally fill out a volunteer application form? Will volunteers have name tags or wear a volunteer t-shirt? Will they get free lunch or snacks (or at least free water)?

Keep track of progress online through group email or Facebook group.

Pre-Event

Recruit and train your volunteers. Some specific skills may be needed for the Bazaar and if no one in the steering committee possesses that skill (for example, graphic design for the flyers and posters).

Forming committees 
Form the Committees early on. Suggested Committees are Vendors Recruitment and Liaison; Publicity and Media Relations (will include volunteers who will distribute flyers and post on bulletin boards and volunteers who can use Facebook, Twitter and other new media; set-up, take down (can be combined if the hours are not long).

· Clearly spell out the responsibilities of each committee. 
· The Chair of the committee should come from the steering committee. 

· Brief volunteers for each committee.

· Have at least one meeting before the event.
Event Day

Set-Up: All members of the steering committee have to be at the site at least an hour before the vendor’s set-up to do their specific assignments. Someone must be in charge of:
· Signage for entrance, loading by vendors, check-in of vendors, washrooms, fire exits, steering committee table or room.

· Getting the tables, chairs, sound system from the custodian

· Setting Up the check-in table at the entrance for the vendors.

· Bring snacks and water for volunteers and steering committee

You may want to have a raffle or some performers during the bazaar. In that case, you’ll have to appoint an emcee. Be sure you have a sound system.

The person dealing with the vendors has to continue the vendors liaison. That person will be the “point person” for vendors if they have questions or need help, the other committee members should point to her. She may need help during the event - registration, name tags (with the name, company name and table number), directing vendors to their tables, help with set up of tables, etc. so volunteers should be assigned to work with her and given specific assignments.

Some volunteers can direct traffic from the entrance to the bazaar area to avoid congestion at the entrance.

If you invited members of the media like reporters and photographers, someone has to be in charge of media liaison. It has to be the same person who sent the press releases, PSAs who know the contact person and who did phone or email follow up.

VII. Working on a Budget
Know the resources available - can you use the agency’s computers, printer, camera, sound system for free? How about supplies like paper, name tags, etc. Create a budget so you know your spending limits. How much can you spend for the volunteers? Inform everyone what the agency’s policies are regarding reimbursements. Keep within the budget.

The Bazaar organizers also need to make an Income Statement for the Agency or sponsor. 
· You can list the money that you charged vendors for the rent of tables (you can also name this as vendor registration fees) under income. Other sources of income can be corporate or business sponsorship, income from the sale of the raffles or the 50-50 draw. If businesses donate in kind, put a dollar amount on the donation (water, for example, or raffle prizes).

· You have to list all your expenses and these should be supported with receipts.

· Even though your Bazaar is a “for profit” activity, you are a social enterprise so it is OK if you only break even in the beginning. But try not to have a negative net income (income minus expenses).

VII WRAP UP - Meet to Evaluate and Learn
After the Bazaar date, the steering committee (decide if all volunteers will be invited) shall evaluate the bazaar and all activities, before and during. Someone has to facilitate the meeting and another has to take notes.

Lessons learned from each bazaar shall inform the preparations for the next one.

Did everyone know their roles and responsibilities?

Was there team work?

What was the communications process? What media were effective (phone, email, Skype, face-to-face meeting)?

How did you deal with problems? What was the decision and problem-solving process?

What was not done and what should be changed?

Lessons learned. 

Collect Best Practices.

Should you start a Blog?

Interview the vendors one by one and find out where improvements can be made. Also ask what training the organizers can organize for them.

ORGANIZING A COMMUNITY BAZAAR

CHECKLIST

	TASK
	1st WEEK
	2nd WEEK
	3rd WEEK
	4th WEEK

	Planning Meeting of Steering Committee. Assignments - vendor liaison, marketing and social media, emcee/host, volunteer coordinator (recruit for set-up and take down and special skills; orient and buy snacks and water, name tags)
	
	
	
	

	Book venue, secure permit. Confirm date with Steering Committee.
	
	
	
	

	Inspect venue.

Measure tables.  Draw floor plan.
	
	
	
	

	Invite vendors. Decide method of selection.
	
	
	
	

	Produce marketing tools - flyers, press release, PSA, FB group, Twitter
	
	
	
	

	Distribute and post flyers in neighbourhood. 
	
	
	
	

	Send out PSAs and press releases. Post in FB and Twitter.
	
	
	
	

	Solicit door prizes, raffles.
	
	
	
	

	Communicate with vendors.
	
	
	
	

	Purchase snacks or lunch and water for volunteers.
	
	
	
	

	Set-up venue. Signage, posters, decor
	
	
	
	

	Set up check-in table at door.
	
	
	
	

	Set up vendors tables w chairs.

Will you provide tablecloths? If not you should have told vendors ahead of time to bring their own.
	
	
	
	

	Test sound system.
	
	
	
	

	Raffle and door prizes.
	
	
	
	

	Warn vendors and buyers about closing time and take down.
	
	
	
	

	Take down and clean up.
	
	
	
	

	Evaluation meeting.
	
	
	
	


18
19

