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Plant Sale Vendor Coordinator 

 Job Description 
 

The Plant Sale Vendor Coordinator is responsible for soliciting vendor interest and 

facilitating their participation in the YCMGA Plant Sale which is the first weekend 

in May.  Coordinator duties include communicating information and collection of 

vendor fees and certificates of insurance.  The Coordinator is also responsible for 

determining location of vendor spaces.   

Responsibilities 
 

The Plant Sale Vendor Coordinator is responsible for: 

 Contact all vendors from previous years in February to determine their interest 

in the current year’s fair.  If space is limited, priority may be given to last year’s 

participants.  Hold all checks and correspondence until the fair is over and 

deliver to the YCMGA Treasurer. 

 

 At the end of March, telephone or e-mail any vendor who has not responded 

to verify their intentions. A vendor list template is provided for tracking 

purposes. 

 

 In mid-April, mail all participants a detailed letter with fair plans including the 

floor plan with assigned spaces, outside space assignments, and a copy of the 

fair publicity poster.   

 

 Vendors MUST provide proof of “special event” liability coverage currently in 

the amount of $2,000,000 no later than two weeks prior to the event.  The 

certificates of insurance AND POLICY ENDORSEMENT must have the Yamhill 

County Fairgrounds, County of Yamhill, and Yamhill County Master Gardener 

Association named as additional insureds with the following language: 
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 “It is agreed that the County of Yamhill, the Yamhill County Fairgrounds, 

Oregon State Master Gardener Association, Oregon State Extension Service, 

and Yamhill County Master Gardeners’ Association their members, officers, 

agents, servants, employees and assigns and successors are added as 

additional insured as respects the insureds use of premises furnished by the 

Yamhill County Fairgrounds.” 

 Most vendors will set up on Friday afternoon.  The LL Pavilion will be open 

until 6:00 pm; however, set-up must be complete by that time or they will 

need to return at 7:00 am on Saturday when the LL Pavilion re-opens.  Prior to 

the vendors’ arrival, have the master space layout available and lay out each 

indoor space with blue painter tape and the delineate the outdoor spaces with 

survey flags. Post vendor name signs on walls above booth space.  Try to meet 

every vendor as they arrive, show them their booth area, and see if any help or 

information is needed.  Continue to circulate on Saturday and serve as their 

liaison. 

 

 Make sure there are at least two name-tags for each vendor.  Be sure tags are 

picked up at the conclusion of the fair and stored with Plant Sale materials. 

 

 Send a thank you letter and comment and suggestion page the middle of May.  

Compile comments and suggestions and provide to plant sale chairperson. 


