MSU WINTER ARTS AND CRAFTS SHOW

LOAD-OUT

CLOSING YOUR BOOTH

¢ Do not close before 4:00 PM on Sunday without permission.

¢ All vendors may use Open Load-Out. Only those who used used Curbside
Load-In may use Curbside Load-Out.

e Please remove all booth tape - it's a huge help to our (very tired) staff!

LOAD-OUT INSTRUCTIONS

OPEN LOAD-OUT

e Standard or mid-size vehicles: Move from Lot 7 to Ramp 6

o Large/ oversized vehicles or any vehicles with trailers: Remain in Lot 7.
¢ You do not need a load-out pass from staff.

CURBSIDE LOAD-OUT
1. Do not retrieve, or send someone to retrieve, your vehicle before you
receive your load-out pass.
2. Booths must be fully packed before requesting a load-out pass. Fully
packed is defined as:
o All displays and inventory is dismantled and stored.
o Side walls and grids are collapsed and stacked.
o Allitems are ready to be moved directly into your vehicle.
o Blue Tape/Masking Tape outlining your booth has been removed.
3. Take a photo of your fully packed booth.
4. Show the photo to staff at the 1** Floor Main Lounge - Stage to receive your
Load-Out Pass.
o No camera? As staff to verify in person.
5. Retrieve your vehicles and present both Load-In and Load-Out Pass to
Traffic Checkpoint.
o No Pass = No entry and no waiting in line. Do not send someone to
retrieve your vehicle until they have the Load-Out Pass in hand.
6. Be mindful of how long you're parked to load-out.
7. Work with staff to keep traffic flowing by pulling forward as spaced open.

Please be patient with our staff.
Load-Out often has congestion and unpredictable rushes.
Your grace and understanding goes a long way.

LOAD-OUT ENDS AT 8:00 PM

LOAD-OUT ENDS AT 8:00 PM
e Abbot Rd. and West Circle Dr. reopen at that time.
e Parking along West Circle Dr. is not permitted.
e Legal parking is available along Abbot Rd.
¢ Vehicles parked illegally after 9 PM are subject to being ticketed and
towed.

DON'T WANT TO WAIT FOR A LOAD OUT PASS?

All vendors can use the Open Load-Out process if desired.




MSU WINTER ARTS AND CRAFTS SHOW

ZERO TOLERANCE POLICY

A NOTE FROM THE SHOW DIRECTOR

We're incredibly proud that the feedback we receive most often from vendors
highlights how much our staff genuinely cares - how willing they are to go the
extra mile. We know this show is more than just a weekend event - for many of
you, it’s your livelihood, and we take that to heart.

Our vendors are exceptional: respectful, patient, and cooperative. We deeply
value the relationships we've built year after year. Our team works hard to
support you - every policy, traffic plan, and point of entry is designed with your
best interests - and safety - in mind.

Unfortunately, in recent years, there have been several incidents during load-
in and load-out where vendors have lost their temper and put our staff in
harm’s way - including a particularly dangerous incident this past spring -
because they did not agree with staff direction.

Let me be clear: this behavior is wholly unacceptable. It is the fastest way to
be permanently banned from the show.

our staff is predominantly students. They are learning, under our supervision,
how to plan and execute large-scale events while developing real-world skills
in customer service, delegation, communication, and logistics. This show is a
hands-on learning experience for them, and your patience, professionalism,
and respect support their professional growth.

| expect professionalism and respect from everyone on-site. Cursing, yelling or
endangering others will result in immediate removal and a permanent ban
from future shows - without discussion.

The safety of our staff is non-negotiable.

We will continue to go the extra mile for you, but we will not tolerate vendors
who are unwilling to extend the same good faith and respect in return.

Your cooperation is expected - and greatly appreciated.

Sincerely,




