
Good Morning,
my name is Shirley Dougan and I organise the “From Picture to Page” scrapbooking and papercraft show.
This year’s Bendigo show is to be held on Saturday 15th and Sunday 16th March 2013 at the Kangaroo Flat 
Primary School, Olympic Parade, Kangaroo Flat.

THE VENUE:
the venue is an indoor primary school basketball court. It has good lighting and plenty of space. The walls are 
wooden panels. 

TRADING SITES:
Trading sites are as indicated on the floor plan. Traders from last year have been given the site they had last year. If 
this does not suit, please let me know asap.

The cost indicated on the application form covers the floor space only. The cost indicated includes GST.
NOTE: some trading sites can be reduced or increased in size if you prefer. Please ask.

There are no walls or partitions between the sites (red lines on the floor plan indicate site boundaries only), you 
may bring your own or hire from me.
Hired display boards measure 1metre wide by 1.8metres high and cost $28.00 each. They have a black “carpet-
type” covering and will accommodate velcro fasteners. They can hold card samples and other non-heavy items.
You are also welcome to bring your own upright stands or other display units which must not impede the customer 
aisles or your neighbours’ trading sites. 

Trestle tables can be hired if you wish or you can supply your own. You can hire 1.8m tables or 2.4m tables.They 
cost $19.00 and $22.00each. Seats are supplied.

You may attach samples, signs etc to the walls using blu-tak. 

Please DO NOT leave requesting table, or display board hire to the last minute. I have to order these things to 
make sure they are available well before the event and late requests may result in unavailability.

Note that if you put tables at right angles to the wall and you want customers to be able to access these tables, you 
must allow for this access within your site area. This does not apply if you front onto a customer aisle.

Power is only available to a limited number of sites so please think carefully before you choose a site - please do not 
choose a powered site unless you definitely intend to use power.
Power leads may be taped to the floor but please ask me as I need to check what sort of tape you have. Note that I 
will supply tape and rubber-backed mats to cover power leads. 
Please bring your own power leads and boards if you need them.

PUBLIC LIABILITY INSURANCE: 
every trader at the “From Picture to Page” show must have public liability insurance to the value of 
10 million dollars. Please include a copy of your certificate with your application.
If you do not have pl insurance, you can “piggy-back” onto my policy with Arcuri & Associates at a one-off fee. 
Should you take out insurance with Arcuri, note that this will cover you for for the duration of my policy (which is from 
May to May) at any of the shows I organise.
This policy covers pl insurance only - it does not cover your stock.
NOTE: If you do a lot of shows & markets during a yearly period then you may consider the PL insurance cover from 
AAMI which is around $198.00 per year I believe. Without p.l.insurance, you will be refused attendance.

My agent’s contact details:
Jacquie Arcuri
Arcuri & Associates Pty Ltd
38 Smith Street Collingwood 3066
P.O. Box 2850 Fitzroy 3065  
PH:     03 8415 4004   FAX:  03 9415 8280    EMAIL: jacquie@arcuri.com.au
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HOW TO APPLY FOR A TRADING SITE:
you will receive an email with the application form attached. The application form has been designed to make it easy 
for you to send your application back to me via your email - no printing out, no scanning, no postage stamps, no 
wasted paper.
After you have opened the file all you have to do is click in the blue squares and start typing. 
To answer “yes” or “no” to a question, click on the box and a tick will appear. If you change your mind just click again 
and the tick will disappear. 
When you have finished filling it in just send it back to me by clicking on the “submit” button at the right hand side of 
the window. Please check your outbox to make sure it has sent.
If for some reason it doesn’t send, you can either:
* save the file to your computer as a pdf and email it to me
* print out, scan and email as a pdf 
* print out and mail to me

I will acknowledge your application by email to let you know I received it. If you do not hear from me after you have 
sent your application, please contact me - I do not want anyone to miss out because of “gremlins” in the system.

I have given most of you the same site as last year and these are marked on the floorplan with the size and cost of 
your site. I will need your deposit of $100.00 with your application by 31st January.  
New traders and those who wish to change sites, will only be able to choose from available sites.

For those of you who do direct deposit, please email me with confirmation of that payment. If you usually send a 
cheque, please notify me that you will be doing that asap - I will still accept your application form straightaway.

I’ll advise you which site you have been allocated and also send an invoice for the site fee less your deposit.
Full payment is due by 28th February. No refunds will be given after 1st March should you cancel, unless your 
place is filled.

PAYMENT:
Paying by:
            
cheque - payable to “Elfworks”                money order  -  payable to “Shirley Dougan” 
post to me at: 169 York Rd. Mt. Evelyn 3796

direct deposit - 
St George Bank   BSB: 113-879    Acc #: 002849665      please put your business name for the reference.

TRADING TIMES: 
the show will be open to the public from 9.00am to 4.30pm on Saturday and 9.00am to 1.00pm on the Sunday.

SET-UP TIMES: 
traders will have access from 3.15pm to 9.30pm on Friday evening 14th March, and from 7.30am on the Saturday 
morning, 15th March.  Bump-out time will be from 1.00pm to 3.00pm on Sunday 17th March. 
Please note that for occupational health and safety reasons, children under 16 will not be allowed in the 
venue during set-up and bump out times.

VEHICLE PARKING AND UNLOADING:
There is off-street parking for traders and you will be able to park very close to the venue. Access from Newman Ave 
and also from the back gate off Kim Court. 
Customer parking is along the street and I am also looking at hiring the secondary school car park which is opposite 
the venue across the road.

NAME TAGS: 
will be given out as you arrive and we are allowing 2 per trading space - if you have booked a large stand then we 
will allocate more name tags as requested.
I will need to know the names that you want on your tags please.
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VENUE HEATING AND COOLING: 
please be aware that the temperature will be set to a setting that will cater for the majority of customers. Please 
dress to allow for temperature changes. It can become very ‘stuffy’ for customers walking around with so many 
people as opposed to exhibitors standing in one position all day. 

FLYERS & POSTERS: 
I will be providing you with flyers. Please let me know if you do a newsletter or other mailout as I can send flyers for 
you to give out. I can send emailed flyers as well as paper ones.
For those with a shop front or some sort of public noticeboard to put up posters, I can also provide a colour A4 
poster to you.
Your support of the show by advertising it on your websites, blogs, chatgroups and mailing lists and anywhere else 
that you think is relevant, would be appreciated.

ADVERTISING: 
Information gathered from last year’s show indicated that apart from word-of-mouth, most people found out about 
the show through newspapers, tv, mailout and scrapbook shops.
Therefore I will be concentrating the advertising using those methods. I also have approximately 500 names on my 
mailing lists of people who have visited the Bendigo show over the past two years.

I will update my blog regularly with details of the show for the customers, so please check that your web link is 
correct at:  http://picturetopagescrapbookshow.blogspot.com/
Should you have any show specials you’d like mentioned on the blog please let me know.

CLASSES
We have some room at the front of the trading floor which is for classes. If you are interested in running classes, 
please call me to discuss.

COMPETITIONS: 
The lucky door tickets are very popular with customers and I’m sure it sways some of them to stay longer. We ask 
you to support this through your donations of products. 

FOOD SERVICE:
Given the locality of the venue, we will be offering a food service for the show. You will be able to purchase freshly-
made sandwiches, home-baked slices and cakes as well as tea/coffee/soft drinks all at reasonable prices. A staff 
member will distribute lunch orders to your site.

If I have not covered something, or if you have any questions, please contact me asap.

I’ll talk to you soon

regards - 

Shirley Dougan

My contact details: Shirley Dougan “Elfworks” 
169 York Rd. Mt. Evelyn 3796     P.O.Box 845 Croydon Vic 3136     ph: (03) 9736 3804 

mob: 0409 013 106     email: shirley.dougan@bigpond.com    ABN: 73 353 191 467
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