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August Meeting Set-up for Vendors 
Information 

 
1. Confirm with board location, date and time of August meeting. 

a.  What time will the board be there to set up 
b.  What time can the vendors arrive to set up (usually 6pm) 

 c. Confirm where the vendors will be (gym, multi-purpose etc.) 
 

2. Get list of all vendors and their contact information 
a.  Check with president 
b.  Refer to newsletters for vendors 

 
3. Call vendors in July to let them know about August meeting 
 
4. Keep a record of vendors contacted and confirmed 
 
5. Call vendors one week prior to August to confirm 
 
6. Let the board know how many vendors will be coming so they will 

know how many tables to set up.  (You can let them know prior to the 
board meeting in August or at the set-up) 
 

7. Make sure the pots and signs to mark vendor tables are coming. 
a.  Check with the board to find out who has the pots and signs 
b.  Make sure there is a sign and pot for each vendor. 
c.  If new pots are needed, please check with your board liaison. 
d.  If a new sign is needed, you can print one or contact your board                                                                                                       
          liaison to get them printed. 
 

1. The day of the meeting, plan to be there early to make sure everything 
gets set-up for the vendors. 

a. Be in the facility to greet vendors as they arrive and check 
them off and show them to their spot. 

b. At 6:45 usher them to the sanctuary and let them know after 
they speak, they may return to their stations. 

 
9. After meeting, thank vendors for coming and make sure that     
 everything gets cleaned up and the pots and signs go home with a 
 board member or who ever wants to be responsible for them. 
 
 



Sample Script 
 
 

Ask for the manager, usually if it's a business.   Remember this is 
only a sample script, be yourself.  Just remember to be friendly! 
 
 Hi, I’m  _________with Rowan County Homeschool Assoc 
and we would like to invite you to our August Sign-up meeting for 
our membership.  The date is _______ at 7pm at _______ 
Church in ________.  (You may need to give them the full 
street address or directions)  All vendors will need to be at the 
meeting no later than 6:30pm to set up in their space in the 
gymnasium of the church.  Please bring any information like 
flyers to pass out at the meeting.  Each vendor will be given just a 
few minutes (less than 3 min) to speak in front of the group and 
tell them what they are offering our group.  (Example below)    
Thank you for taking the time to come to our meeting.  Give 
them your phone number if they have questions or need to cancel. 
 
 

Vendor Script Sample for speaking to our 
membership 

 
 
Cabarrus-Rowan Stallions Rep. will say "Hi, I'm Todd Bare and I 
am representing the Cabarrus-Rowan Stallions Athletics.  We are 
your homeschool sports team and we offer competitive sports from 
elementary school to varsity level.  We offer football, basketball, 
softball, cheerleading, volleyball, baseball and golf.  If your kids 
love playing  sports and you would like more information, please 
see me at my booth in the gymnasium."  
 


