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2010 is the 3rd year of the Christmas Village 

Mission Statement 
Christmas Village strives to provide the Anchorage community and its visitors with a 

winter holiday show featuring a large variety of Alaska made and imported arts and 

crafts, furs, gifts and foods, thereby enhancing the quality of life of Anchorage residents, 

visitors and vendors; to provide vendors with a reasonably priced event at a premier 

location which affords them an opportunity to showcase and display their products to a 

broad base of consumers and potential customers; and add to the vitality of downtown 

Anchorage. 

 

The 2010 Christmas Village will be held in the Denaôina Civic & Convention 

Centerôs Exhibit Hall  on Saturday, December 18, 2010 from 10:00AM to 8:00PM. 

Code of Ethics 
Christmas Village and its organizers are committed to providing a show that is free of 

discrimination and unlawful harassment. Actions, words, jokes, or comments of vendors, 

their agents, servants, employees, invitees, guests, or customers based on an individualôs 

sex, race, ethnicity, age, religion, disability or any other legally protected characteristic 

will not be tolerated.  It is the policy of the Christmas Village to comply with the letter 

and the spirit and intent of Federal Equal Employment Opportunities laws and rules and 

other similar state and municipal laws and rules.  Vendors observing or having 

knowledge of illegal incidents or practices or violations of this policy are encouraged to 

immediately report such incidents to the Christmas Village manager. 

Christmas Village Manager 
Webb's Consulting & Management Services, Inc. owns and operates the Christmas 

Village.  Itôs Owner and President is William ñBillò F. Webb.  Throughout this 

handbook, reference is made to the Christmas Village Manager and this reference shall 

mean Webb's Consulting & Management Services, Inc. and its authorized or designated 

representatives. 

 

Webb's Consulting & Management Services, Inc. 

741 East 13
th
 Avenue 

Anchorage, Alaska 99501-4621 

 

Phone (907) 272-5634 Fax 272-5635 

 

Email: info@anchoragemarkets.com 

 

Web site: www.anchoragemarkets.com 
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Policies and Vendor Criteria 
Christmas Village Manager has complete authority to interpret and implement policy, the 

Lease Agreement and this Handbook at the Christmas Village site, and to act on any 

breach or violation of any of these items. Vendor agrees to abide by the decisions of 

Christmas Village Manager concerning all matters pertaining to the administration and 

success of the show, including interpretation of the terms and conditions of this contract.  

Vendor agrees to abide by decisions of Christmas Village Manager that are not 

specifically addressed in Vendorôs Lease Agreement or this Handbook.  Vendors and 

others are encouraged to provide written suggestions for improvement and for 

consideration of the Christmas Village Manager. 

 

All uses of Christmas Village premises shall be consistent with the Christmas Village 

Mission and the Intended Atmosphere and Use.  The Christmas Village Manager intends 

to prevent the display or sale of drugs, alcohol, drug paraphernalia, firearms, BB guns, air 

guns, paintball guns, paintball supplies, fireworks, poppers, stink bombs, lethal martial 

arts items, materials depicting or presenting to the casual passer-by, violence, inebriation, 

boisterous behavior, nudity, obscenity, pornography or any other violations of law.  It is 

the policy of the Christmas Village that no Vendor will offer for sale any item that would 

be deemed inappropriate for sale to an 8 year old child.  The Christmas Village is 

intended to encourage use by all members of the family and actions, products, displays, 

language and dress must all be compatible with this intent.  The Christmas Village 

Manager will be sole judge of the appropriateness of these items and Vendors agree to 

cooperate in immediately removing from display or for sale any item deemed 

inappropriate for family viewing or listening. Sale of, knives, swords or non-lethal 

martial arts weapons to persons under the age of 18 is prohibited and vendors selling 

these items must prominently display, in their booths, a sign indicating that sales to 

persons under the age of 18 are prohibited.   

 

Vendorôs Lease Agreement for booth space is between the one Vendor named on the 

contract and the Christmas Village Manager.  Requests for changes in the named Vendor 

must be submitted in writing for approval by the Christmas Village Manager.   

Rental Charges 
Christmas Village Manager each year shall establish and make known to Vendors the 

rental charges applicable to that year.  Rental may vary due to various booth sizes and 

location, i.e. end caps, wall space, posts, etc.   
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Cancellation and Refund Policy 
Any cancellations or changes must be in writing and received by Christmas Village 

Manager no later than sixty-one (61) days prior to the eventôs opening day (October 18, 

2010) of December 18, 2010. Upon written request, refunds will be made less a $100.00 

handling fee.  Cancellations received within sixty days of the opening day will not be 

eligible for any refund.  All canceled space reverts to Show Manager for rental to other 

Vendors by Show Manager. 

Returned Check Fees 
Should the bank for any reason return a Vendorôs check there will be a twenty five dollar 

($25.00) fee accessed.  The fee and the face amount of the check must be paid in cash, by 

money order or by certified check to Christmas Village Manager within five (5) days or 

booth lease will be canceled and booth assigned to wait listed Vendor. 

Sharing, Subleasing & Cancellation of Booths 
Vendor may share their booth with someone else, however, the person sharing Vendorôs 

booth will have no rights in terms of future shows and the leasing vendor is responsible 

for compliance by the sharing Vendor and their products with show policies.  Persons 

sharing a booth must make known at least seven (7) days in advance of first show date 

(by Friday December 10, 2010), in writing, to Christmas Village Manager the name and 

contact information and product description of the person who will be sharing the booth. 

All booths must be occupied during show hours by the Vendor leasing the booth.  

Subleasing is not allowed.  Any violations of this restriction will result in loss of space 

and possibly future participation in the Christmas Village.   

 

If a Vendor cancels booth space, the space reverts back to Christmas Village Manager.  

The canceling Vendor has no right to the booth and may not sublease it or obligate it to 

another party.  

 

In the event Vendor fails to occupy leased space in the Denaôina Center prior to 8:00PM 

on Friday, December 17, 2010 or fails to make known to Christmas Village Manager 

their intention to move in on Saturday morning, December 18, 2010; he/she shall forfeit 

his/her right to the space, all prepaid rents will be retained by Christmas Village Manager 

and the Christmas Village Manager may assign booth to a Vendor on waitlist. 
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Procedures for Booth Assignment 
Any vendor may sign up for the 2010 Christmas Village commencing immediately upon 

release of the 2010 Christmas Village Handbook, and shall do so by delivering to 

Christmas Village Manager by the established deadline, by mail or in person, during 

regular business hours, only at the offices of Webb's Consulting & Management Services, 

Inc., 741 East 13
th
 Avenue, Anchorage, Alaska 99501-4621 the following required items: 

¶ A fully executed 2010 Lease Agreement, filled in with all required information. 

¶ A Booth Request form indicating choice of booths and/or booth requirements 

¶ Payment of the total rent due. 

Payment is due in full when lease agreement is submitted, except for Vendors who are 

participating in the 2010 Holiday Food & Gift Festival and/or 2010 Arts& Crafts 

Emporium.  They may make a $100.00 down payment with the lease agreement, and the 

balance is due by Monday, December 6, 2010.   

 

For 2009 Vendors to be given preference in the assignment of 2010 spaces, lease 

packages must be returned to Webb's Consulting & Management Services, Inc. by 

4:00PM AST on Friday, August 27, 2010.  2010 Vendors who fail to get their paperwork 

and payment in on or before the Friday, August 27, 2010 deadline will be placed in any 

remaining booths or on the waitlist in a first-come-first-served order, should a waitlist 

become necessary.    Vendors are responsible for ensuring the Christmas Village 

Manager has a record of their current address and telephone number.   

Waitlist 
Christmas Village Manager will maintain a waitlist for Vendors desiring space in the 

show who have not previously been assigned a space in the show.  This list will be 

updated each year and used as space becomes available, including the day of the showôs 

opening.  Vendors desiring to be on this wait list should complete the Procedures for 

Booth Assignment above.  Once awarded a space you may request a move to a more 

advantageous position if you desire.  You will be required to acknowledge your desire to 

remain on the waitlist annually as well as current contact information. 

 

Vendors are placed on the waitlist on a first-come-first-served basis.  Vendors who 

advance to the top ten spots on the waitlist are required to make advanced payment of 

$325.00, less any applicable discounts, and complete the full Vendor application forms.  

Vendors who have paid, but do not receive a booth assignment in this seasonôs show, 

may elect a full refund or apply the amount to the next season. 

 

Waitlisted Vendors may turn down the first booth offered, for any reason, and retain their 

place on the waitlist.  Should Vendor turn down the second booth offered, for any reason, 

they will be removed from the waitlist and any money collected, less a $100.00 handling 

fee, will be returned.   

 
 



 - 7 - 

Denaôina Center Exhibit Hall Booth Layout 
 

The booth layout for Christmas Village 2010 will depend primarily on the total number 

of booths sold.  The Denaôina Centerôs Exhibit Hall has the capacity to hold 260 booths 

and can be split in half or in thirds by partitioned walls.  Following are 3 maps of the 

Exhibit Hall.  The first map displays the Half Hall Configuration, which has the capacity 

to hold up the 130 booths.  The second map displays the Two-Thirds Hall Configuration, 

which has the capacity to hold up to 180 Booths.  Lastly, the third map displays the Full 

Hall Configuration, which has the capacity to hold up to 260 booths. 

 

To ensure a full and compact show, occupancy and booth assignment of the Exhibit Hall 

will proceed in 3 phases.  First, the Half Hall Configuration map will be used in the 

assigning of the booths.  Once the maximum capacity of the Half Hall Configuration is 

exceeded, then more booths will be added by expanding to the Two-Thirds Hall 

Configuration.  Once the capacity of the Two-Thirds Hall Configuration is exceeded, 

then more booths will be added by expanding to the Full Room Configuration. 

 

Vendors whom are assigned to a wall, post, or centrally located booth will not be affected 

by expanding to a larger configuration map. Any vendors wanting to switch booths 

should a shift be made should notify Christmas Village Manager of their desired booth. 
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Exhibit Hall Map ï Half Hall Configuration
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Exhibit Hall Map ï Full Hall Configuration 
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Rates 
We have established rates for booths in the Denaôina Center based on 10ô x 10ô booths.  

(Booth # 1051 is 9ô6ò wide x 10ô deep).   

 

Rates are as follows: 

         First Booth by one Vendor     $325.00 

         Second adjoining booth by same Vendor   $175.00*  

 *Special rate for 2010 Christmas Village 

         End Cap Fee per booth (Additional Charge)              $100.00 

         Double booth with post (4 available)               $500.00 

Payment 
Payment is due in full when lease agreement is submitted, except for Vendors who are 

participating in the 2010 Holiday Food & Gift Festival and/or 2010 Arts& Crafts 

Emporium.  They may make a $100.00 down payment with the lease agreement, and the 

balance is due by Monday, December 6, 2010.   

Booths and Furnishings 
Each Vendor must confine their selling activities, merchandise, equipment and supplies 

to their leased booth area.  Soliciting or sitting outside of your booth area will not be 

permitted or tolerated. Sound emitting devices which can be heard outside of a booth area 

are not permitted. 

 

Christmas Village Manager will provide a 10ô wide x 8ô tall Backdrop, two 10ôwide x 3ô 

tall side rails, and two chairs for each booth.  Green and Red will be the primary colors of 

the backdrops and side rails.  Each row is assigned a primary color either green or red.  

Booths in each row will alternate between its assigned primary color and white backdrops 

and side rails.  Following is a map that displays the primary color assignments for each 

row. 

 

All EVEN numbered booth numbers will have a white backdrop and side rails 

All ODD numbered booth numbers will have the primary color backdrop and side rails of 

its assigned row.  
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Special equipment, tables, free standing backdrops, table covers, garment racks, overhead 

flood lights, and other items will be available by our show decorators, Alaska Event 

Services (345-8789).  Denaôina Centerôs Exhibit Hall is not carpeted.  Christmas Village 

Manager will provide carpeting for the aisles.  Vendors desiring carpeting in their booths 

should either provide it themselves or order from show decorator.  Vendors having 

products delivered should coordinate with show decorator and/or Lynden Logistics. 

NOTHING SHOULD BE SENT DIRECTLY TO THE DENAôINA CENTER AS IT 

WILL BE REFUSED.   

 

Vendor is entirely responsible for the space leased and shall not injure, mar, or deface the 

premises.  Vendor shall not drive nor permit to be driven any nails, tacks or screws in any 

part of any building.  Vendor shall not affix to the walls or windows of building any 

advertisement, sign or other item or use Scotch tape, masking tape or any other adhesive 

type materials on painted surfaces. The Vendor agrees to reimburse the Christmas Village 

Manager for any loss or damage to the premises or equipment occurring in the space 

leased to the Vendor.   

 

Christmas Village Manager reserves the right to restrict or remove exhibits, without 

refund, that may have been falsely entered or may be deemed by the Management 

unsuitable or objectionable.  This restriction applies to noise, PA systems, persons, 

animals, birds, things, conduct, printed matter, or anything of a character that might be 

objectionable to Christmas Village Manager, in the sole opinion of Christmas Village 

Manager.  Vendorôs children must be supervised at all time.  

Electricity  
Electrical service is available for each vendor.  Vendors should bring an extension cord.  

Electrical outlets will be shared and Christmas Village Manager retains the right to 

allocate electrical resources.  Food booths will be a priority for electrical use. 

Aisles 
The aisles, passageways and overhead spaces remain strictly under the control of 

Christmas Village Manager and no signs, decorations, banners, advertising matter or 

special exhibits will be permitted except by special permission in writing by the 

Christmas Village Manager.   

Liability 
Neither the Christmas Village Manager, Denaôina Civic & Convention Center, 

Municipality of Anchorage, any subcontractors, nor their representatives, nor any 

member of the above named will be responsible for any injury, loss or damage that may 

occur to the Vendor or the Vendor's employees or property from any cause whatsoever.  

The Vendor on signing the lease agreement expressly releases the aforementioned from 

any and all claims for such loss, damage, or injury. 



 - 13 - 

Force Majeure 
Christmas Village Manager shall not be liable for any damage or expense incurred by 

Vendor in the event the show is delayed, interrupted, or not held as scheduled, and if for 

any reason beyond the control of the Management the show is not held, Management 

may retain so much of the amount paid by Vendors as necessary to defray expenses 

already incurred by the Management. 

Food and Beverages 
The Denaôina Center will have their concession stands open during show hours.  

Christmas Village may have up to ten (10) food booths selling food for consumption on 

premises.  Items to be sold must be approved by Christmas Village Manager.  Only 

electric equipment approved by Anchorage Fire Department may be used indoors.  No 

open flames allowed.  All drapes, signs, decorations and equipment must be flame 

retardant and indicate this on their tags.  A 401B or larger fire extinguisher must be in 

each food booth using heat of any kind.  Food Vendors must obtain a proper permit from 

the MOA Health Department.   

 

The Denaôina Civic & Convention Center retains the right to sell all canned, bottled and 

cup beverages.  Any exceptions must be approved in writing.  Vendors may not give 

away any beverages or food items for consumption on premises in excess of 1oz. 

 

Food Vendors will be charged $125.00, plus booth cost and end cap fee.  All food booths 

will be end caps to avoid blocking of the aisle by customer lines. However, Vendors 

desiring to sell food for consumption at the show should contact Christmas Village 

Manager to obtain forms and procedures to apply for a food booth.  Vendors selling 

packaged food items to go, i.e. jams, jellies, candies, chips, etc. must obtain appropriate 

permit from the MOA Health Department and display that permit in their booth or be told 

by the MOA Health Department that a permit is not necessary and provide that 

information in writing to Christmas Village Manager. 

Fire Safety 
ALL BOOTHS and decorations MUST comply with facility regulations, city ordinances 

and local fire codes.  Any violations may result in the removal of any materials found to 

be in violation.  Materials for booth decorations and construction must be fire retardant. 

No open flame is allowed.  Contact the Christmas Village Manager if at all in doubt.   

 

Exhibit booths shall be constructed of noncombustible or limited combustible materials.  

Pipe and drape and decorative draping shall be of flame retardant materials.  Plywood 

boards less than ½ inch must be treated with fire retardant paint or substance. 

 

No booth will have any part of its roof covered with solid materials so as to impede 

sprinkler system functions.  Use of wire or material mesh is acceptable. 
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Move In Denaôina Center 
8:00AM to 8:00PM Friday, December 17, 2010, and 7:00AM to 9:00AM, Saturday, 

December 18, 2010 are times allotted for move in.  Vendors will each be assigned an 

ñalley passò that indicates the time range on Friday that the Vendor may use the alley or 

drive through door of the Denaôina Center to unload their product.  The lower portion of 

this alley pass will be a tear off stub to be used for booth check-in.  Give the lower 

portion to the helper, manager or other staff person assisting with move in or deliver it to 

Christmas Village Managerôs office.  This will constitute ñcheck-inò. Christmas Village 

Manager will provide a more detailed move-in and move-out plan at a later date.  The 

Denaôina Center has been designed to greatly ease loading and unloading activities.  

 

We suggest that you bring people and carts to assist to insure that unloading is 

accomplished quickly and safely.  No parked or abandoned vehicles are allowed in the 

alley or adjacent to the Denaôina Center at any time.  Any unattended vehicle that is not 

being actively unloaded will be ticketed or towed.  Christmas Village Manager will have 

a limited number of assistants and carts available to assist in unloading activities but 

makes no warranty as to the availability for any specific Vendor or any given time.  No 

move in or move out through the Denaôina Centerôs glass doors is allowed at any time.  

 

Vendors must deliver to Christmas Village Manager their check-in pass prior to 8:00PM 

on Friday, December 17, 2010 indicating that Vendor is present and their booth is 

occupied.  Failure to timely check in by 8:00PM may result in Vendorôs booth being 

assigned to a waiting list Vendor.  Vendorôs should call Christmas Village Manager @ 

272-5634 and tell him they will be late if they cannot check in by 8:00PM Friday for any 

reason. Vendors may not park their vehicles in the Denaôina Center alley at anytime 

during the weekend of the Christmas Village.  Violators will be towed.   

 

Move Out ï Denaôina Center 
Tear down and move out will begin at 8:00PM on Saturday, December 18, 2010 and 

must be completed by 11:59PM that day.  Vendors are required to clean up all paper and 

other trash in their area.  Move out will not commence in any way until the show is 

closed at 8:00PM.  Vendors may not begin tear down activities prior to the close of the 

show.  Vendors tearing down before the show endanger their participation in future 

shows.  A more detailed move out plan will be provided by Show Manager at a later date. 

Security 
Christmas Village Manager, its agents, servants, employees or contractors including the 

Denaôina Center shall not be responsible for any Vendor losses or of damages to 

equipment or merchandise due to fire, theft, vandalism or for any other reason including 

"mysterious disappearancesò.  We recommend all Vendors contact their insurance agents 

to confirm proper coverage of exhibit materials. (Please read carefully the coverage 

provided by decorators and shipping companies to determine if additional coverage is 

necessary.)  Any additional security must be arranged by the Vendor at his or her own 

expense, directly from the facility.   
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Lost & Found 
Any found items or lost children or parents who have lost their child should be taken to 

the Denaôina Center Security Office.  A description of a lost child will be broadcast 

immediately upon our knowledge that the child in lost.  Vendors should immediately look 

around their booth area to see if the lost child is in your area.  Report lost children 

immediately by calling 272-5634 or telling a staff or security employee.  Vendors by 

doors or exits should be especially observant of any children matching or similar to the 

lost childôs description being taken from the building.   

 

Lost credit cards should be taken to the Christmas Village Managerôs office or the name 

of the person who lost the card and the booth name should be called into the office at 

272-5634.  We will announce the personôs name and ask that they return to the booth to 

retrieve an item of value left there.  Vendor stays responsible for the lost card and if it is 

not retrieved; we suggest cutting the card in half and mailing it to the bank of issue. 

Licenses and Permits 
Any and all city, municipal, state or federal licenses, inspections or permits as required 

by law of any Vendor in the installation or operation of his display, shall be obtained by 

the Vendor at his/her own expense prior to the opening of the show. 

ADA Compliance Clause 
Vendor shall comply with the applicable requirements of all laws, ordinances, and 

regulations of federal, state, county, and municipal authorities. Vendor is also responsible 

for compliance with the Americans with Disabilities Act, which became effective January 

26, 1992, as it relates to the show, performances, and services to be provided in relation 

to the show for individuals with disabilities.   

Smoking 
No smoking is allowed at any time in the Denaôina Center.  
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Advertising & Promotion 
Christmas Village Manager will devise and implement an advertising and promotion 

campaign to ensure large attendance at the show.  Vendors are requested to assist in this 

effort for mutual benefit by distributing a minimum eight post cards to store bulletin 

boards, beauty and barber shops, churches and other locations of high visibility as well as 

to their key customers.  More post cards are available from Christmas Village Manager.   

 

Door prizes will be given away each hour, on the hour from 11AM-7PM during the 

show.  Vendors donating gifts for the drawings will have their company names and booth 

numbers given prime exposure over the PA system.  

 

Vendor Handbook 
Christmas Village Manager encourages each Vendor to read and understand all items in 

this handbook as well as their lease agreements to eliminate, as much as possible, any 

misunderstandings or conflicts.  It is recommended that these documents be brought to 

the show and referred to should a question or disagreement arise. Christmas Village 

Manager may be reached at 272-5634 during the show.  Other staff cell numbers and 

emergency numbers will be listed on the reverse side of Vendor name tags should the 

need arise. 
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2009 Christmas Village Photos 
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