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Congratulations and welcome to the  

26th Annual Southwest Arts Festival®.   
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Dear Artist, 
 
Congratulations on your acceptance to the Southwest Arts Festival.®   
Please take your time and read this booklet.  The answers to most of your 
questions you will find here. 
 
We will take your calls to answer questions unexplained here,                      

at (760) 574-0508, however, email is the best and fastest form of             
communication at swaf@indiochamber.org, as I am able to answer those 
emails day and night.  
 
 

The information on pages 6-15 are the Rules and Procedures for the festival 
this year.  Page 4 and 5 lists a Festival Schedule and Deadlines for the week 
of the festival.   
 

Please be sure we have all information that we have requested on file with 
your full payment by Monday November 28, 2011.  Without these documents 
you will forfeit your spot and it will be given to someone on the wait list.   
 

Finally, we are happy that you will be showing with us this year. We look   
forward to the best show ever. Keep a good attitude, be prepared and we  
will all succeed and prosper. 
 

Sincerely, 
 

Shawnna 
 

Souhwest Arts Festival® 
Assistant Manager 
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2012 is the twenty-sixth annual Southwest Arts Festival. We are at the    
Empire Polo grounds again this year and expect our new changes and     
improvements will enhance sales opportunities as well as make this a better 
than ever festival experience. 
 

Some new things to note: 
 

With your artist check in packet you will receive a list of key people that will 
be able to assist you with any festival decisions and the SWAF hotline   
number is (760)574-0508.  Prior to festival week this number is strictly a 
message phone number and will be checked daily and phone calls returned 
within 24 - 48 hours depending on circumstances. 
 

Due to the current economy and your comments from last years survey we 
have decided not to do an official awards presentation/ceremony, however,  
there will be an overall “People’s Choice Award” that will be given out on 
Sunday morning.     
 

This year we will provide artist hospitality stations throughout the festival 
grounds in order to better provide you with water and answers to any       
questions and/or problems that may arise.   
 

The hospitality stations will provide water for your convenience throughout 
the day.   
 

We are currently looking for a lunch sponsor to provide boxed lunches at a 
deep discounted rate for your purchase in advance.  We will send             
information about that as the details become available.    
 

If you are handicapped and need special help or parking, please let us 
know as soon as possible and we will make the appropriate arrangements. 
One of our committee members will call you to make the appropriate        
arrangements.  
 

We would like to thank you in advance for your patience as we continue to 
improve our festival.   
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Festival Schedule and Deadlines 
 
THURSDAY, Jan 26, 2012 
 
8 am Early set-up for artists with large and heavy art. You must call to    
arrange early set up no later than Monday, January 23, 2010. 
12 noon Artist check-in & set-up. 
5 pm Check-in stops 

6 pm On-site security begins. 
7 pm Gates close. (Gate 15 remains open until 10 pm.) 
10 pm Festival Grounds closed – all gates locked. 
 
FRIDAY, Jan 27, 2012 
 
7 am Gates unlocked - artists allowed on Festival Grounds. 
9:30 am Artists must be set-up. (Gates 2 through 10 locked.) 
10 am Festival gates open to public. 
4 pm Festival ticket sales cease. 
5 pm Festival gates close and on-site security begins. Artists turn in       
receipt books to Festival Office. 
6 pm Festival Grounds closed and all gates locked. 

 
SATURDAY, Jan 28, 2012 
 
7 am Gates unlocked - artists allowed on Festival Grounds. 
9:30 am Artists must be set-up. 
10 am Festival gates open to public. 
4 pm Festival ticket sales cease. 
5 pm Festival gates close and on-site security begins. Artists turn in       
receipt books to Festival Office. 
6 pm Festival Grounds closed and all gates to grounds locked. 
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Festival Schedule and Deadlines Continued: 
 
SUNDAY, Jan 29, 2012 
 
7 am Gates unlocked - artists allowed on Festival Grounds. 
9:30 am Artists must be set-up. 

10 am Festival gates open to public. 
4 pm Festival ticket sales cease. 
5 pm Festival gates close. Quick-check out begins.  
Artists begin take-down. 
10 pm Festival Grounds closed and all gates locked. 
 
MONDAY, Jan 30, 2012 
 
6 am Gates unlocked - artists allowed on Festival Grounds. Artists with 
large and heavy art take down today. 
10 am Fence is removed. 
12 pm All artists must be off Festival Grounds. 
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Rules & Procedures: 
 
Artist Agreement must be on file with the festival office before your booth will be     
assigned.    
 

Forms are due by November 28th. These include – 
 Å A signed and dated Artist Agreement  
 Å A digital copy of your State Board of Equalization (SBE) permit     
 Å A completed Space Preference Form ï even if you have no 
                   preference. 
 Å A Completed Quick Check-Out form (This is required, NO ACCEPTION) 
           • Artist Assistant Form    
   
Artist Assistant If you have an assistant you will need to fill out the Artist Assistant 
Form so your assistant will have credentials.  
 
 

Artist Ambassadors  Ambassadors will be assigned to your area 

and will have responsibility for approximately 8-10 artists. Ambassadors will relieve you 
when necessary so that you may take a break – up to fifteen minutes. They will also let 
the office know when you may need the shuttle to pick up artwork from the artists   
parking area.  
 
 

Artist Hospitality An Artist Hospitality area will be set-up across from the 
Festival Office building. Complimentary beverages will be available for  artists and one 
assistant wearing festival badges.  
 
When checking in everyone registered including your assistants MUST show proper 
photo identification in order to pick up your credentials.  
 

All gates will have Festival Staff checking ID Badges for entrance to Festival, Parking 
and Artist Hospitality. So Please have your credentials visible.   
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Rules & Procedures continued: 
 
 

Artist Parking We provide free fenced artist parking in an area west of the festival 
grounds.  We provide complimentary shuttle service for you during the festival if you 
need to retrieve heavy art objects from your vehicle or trailer. Please see your artist 
ambassador for assitance. 
 

Artist Presence Every artist accepted into the Southwest Arts Festival® must be    

present in his or her display all three days of the festival.  No exceptions are             
acceptable. Those not in compliance will be asked to leave the festival. 
 

Art Sales Percentage Because this is a fund raiser for the Indio Chamber of         

Commerce, a 501 (C) (6) non-profit organization, the Chamber retains a donation of 
15% of your sales. The yellow and pink receipts are used to calculate the sales       
percentages at check-out. If mistakes are made, we will work with you to make        
corrections. If an artist does not fill out receipts, they will be asked to leave the festival, 
and will not be invited back 
 

Artist Trailer and Overflow Parking All artists who bring a trailer, must park trailer in 

overflow parking after set-up. Trailers may not be parked in the regular artist parking. 
Access to trailers via shuttle will be available throughout the festival Friday, Saturday 
and Sunday. 
 

Cancellations Your $250 space fee, less a $50 service & accounting fee, is refund-
able, if the Indio Chamber of Commerce is notified in writing, (e-mail is acceptable)    
no later than December 31, 2011 
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Rules & Procedures continued: 
 
Check-OutðQuick Check-Out Checkout begins at 5 pm on Sunday. After your      
receipt books are turned in, your receipts are reviewed and calculated.  The Quick 
Check-Out form  will be used to charge your credit card or we will accept a blank 
check.  We will email and/or mail a copy of the credit card recipe or your check, along 
with your total sales report, will then be mailed to you.   
 

Children There is no childcare available at the festival. Due to liability issues, we    
cannot allow unsupervised children at the festival. Thank you for your cooperation. 
 

City of Indio  Business License The cost for the City of Indio Itinerant Vendor’s      

License is included in your space fee. As required, we will report your business         
information and California Resale permit information to the City of Indio. The City of 
Indio receives a portion of your sales tax from the State of California. 
 

Collection of Sales Tax The collection and reporting of California State sales tax is 

the responsibility of each exhibitor. The sales tax here in Riverside County is 8.75%. 
You must have a resale number from the State Board of Equalization local SBE office 
at 35-900 Bob Hope Drive, Suite 280, Rancho Mirage, CA 92270. Their telephone  
number is 760.770.4828. Their help line number is 800 400 7115.  You will not be    
assigned a booth without a Board of Equalization Resale Number, so please make 
sure the festival office has a hard copy on file.  
 

Eligibility Artists of all original fine art disciplines may be accepted into the festival. 

Mass-produced, kits, molds, embellished objects and commercial reproductions are 
unacceptable. All artwork must be signed. All artwork displayed must be for sale.    
Limited edition offset lithographs and giclees are acceptable only if signed and       
numbered. Not more than 30% of the total art in your display may be comprised of   
limited editions or giclees. This percentage includes the unframed art and prints in flip 
bins. See What May Be Displayed on page 14. 
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Rules & Procedures continued: 
 
Display Artists must furnish their own display panels and materials to be set-up       
outdoors in an assigned area approximately 12’ x 12’. All Canopies MUST BE 
STAKED or WEIGHTED DOWN. It is not uncommon to have high winds occur quickly. 
 
Display and Artwork Your booth photo submitted must match your actual display. Our 
staff will inspect every display to ensure that each exhibitor is in compliance with       
festival regulations and displaying items in the category for which they were accepted. 
See Who May Display and What May Be Displayed on page 14 and 15. 
 

Exit Passes Passes to exit the festival grounds will be issued after you complete the 

check-out process. Artists and/or vendors will be allowed to bring vehicles onto festival 
grounds Sunday evening to begin the packing process prior to check-out; however, 
you may not leave the grounds until you have received an exit pass from the Festival 
Office. The exit pass must be turned in to gate security at Gate 18 as you leave the 
grounds. Maps will be included in your check in packet 
 

Festival Fees  

 Å Space Fees are $250 per Space 
 Å 15% Commission of all sales   
    
 

Handicap/ADA Signage All artists and vendors are required to display ADA signage.  
Approved signage will be provided in your registration packet at the festival.   
 

Handicap Assistance Please mark the appropriate box on the artist  agreement form 
and the Space Preference form indicating you will need assistance at the festival. If 
you so request, we will do all that is possible to assign a space that is close to handi-
capped parking or make handicapped parking available close to your space.  Please 
make sure we know your situation before the festival. 
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Rules & Procedures continued: 
 
ID Badges/Credentials Upon check-in and proper identification, you will receive a ID 
badge. We request that you wear your ID badge at all times while on festival grounds 
and at festival events. If you provided the festival office with the artist assistant form 
there will be a badge included for your assistant, they must also have proper            
identification upon check-in.  
 

Inclement Weather All artists displaying in the Southwest Arts Festival® must be pre-
pared for inclement weather. That means be prepared to display in bad weather,   
moderate winds, rain, etc. If the situation warrants, the Festival Committee will          
announce any change in the scheduled course of our event. When you check in you 
will be given a list of festival staff that  is authorized to tell you the show is closed or 
that anyone may close their display and leave. 
 

Be prepared to protect your work in the case of rain. In the event of a show closure, 
gates will not be unlocked and no vehicles will be allowed on the festival grounds until 
all patrons are gone. 
 

Liability - ARTISTS DISPLAY ALL ARTWORK AT HIS OR HER OWN RISK.        
The Indio Chamber of Commerce and/or the Southwest Arts Festival® disclaim any 
and all responsibility or liability of damage due to inclement weather, theft or acts of 
mother nature to any/all artwork, display or materials. 
 

Pets No pets are permitted on the festival grounds except for service  animals. This is 

for safety and sanitation. No exceptions will be allowed. If you have any concerns, 
please contact the Festival Office. 
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Rules & Procedures continued: 
 
Quick Check-Out This form is used to allows us to finish calculating your sales and 
commissions after the festival and to charge your credit card or use your blank check 
for final payment to the festival. A copy of the credit card receipt or your check, along 
with your total sales report, will then be mailed to you. Be sure to contact the festival 
office with any discrepancies. 
 
Receipts  You will be assigned numbered receipts book that will be included in your 
registration packet. Additional receipts will be available at the Festival Office as you 
need them.  You are required to fill out a receipt for each sale.  Be sure to write hard 
enough so we can read it. The white copy goes to the customer, the yellow copy is  
attached to the artwork package which will be collected at the exit gate (no one can 
leave without a yellow receipt), the goldenrod copy is the artist’s receipt and the pink 

copy is for festival records. Please follow these instructions, as it will save time and  
effort on your part. Keep your customer happy, so they do not have to go back and ask 
you for a yellow receipt. Thank you for your help. 
 

Registration & Check-in Artist registration will open at 12 noon on Thursday,     
January 26, signage will guide you to the correct gate and parking. You may park in 
the artist parking lot for check-in. Artist parking is fenced and located on the grass to 
the west of the fenced festival area. You may start set-up after check-in and continue 
until gates close at 7pm (Gate 15 will remain open until 10pm).   Set-up will start again 
at 7 am Friday. Setup must be completed by 9 am on Friday before gates open to the 
public at 10 am. 
 

Sales On Approval If you are allowing a patron to take a piece home on 

approval you must still make a sales receipt out just as you would if it were a normal 
completed sale. Write across the receipt, ñOn Approval,ò take whatever form of    

payment you would ordinarily (it is your prerogative to collect up front or later) and your 
customer will be able to remove the art from the festival grounds with their yellow      
receipt. 
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Rules & Procedures continued: 
 
Sales After Show Hours If you need to remove art from the festival grounds to show 
to a client at their home, do the same as a “Sales On Approval.” See Security below. 
 

Security Indio police department will be present on the grounds during the hours of 

the festival. After hours security will be by our on grounds security force. 
 

These security forces are present during Festival to ensure the safety of our artists and 
patrons and to protect the site.  The after hours security force is not present to protect 
artwork. 
 

Each artist displaying in the Southwest Arts Festival® is responsible for the security of 
his or her art and display. Do not expect that the after hours security force will cover or 
otherwise protect your art in the case of theft or inclement weather. 
 

Any artist who wishes to remove his or her work at the end of each day must advise 
the Festival Staff at check in. You will receive a special color pass to go on your dash 
in addition to your regular parking pass that  informs our after hours security force that 
you may remove artwork to your vehicle through gate 15 only. Gate 15 is the only gate 
that will be open after 5 pm Friday and Saturday evenings. This gate will also be 
closed and locked at 6 pm each of those two nights. See schedule on page 4 and 5. 
 

Set-Up on Thursday Set up begins after you register at 12:00 noon on Thursday. We 

will have limited assistance available to help you in the set-up process. Artists may 
park and unload on the festival grounds after registering.   Please remember that you 
are not the only artist needing to set up their booth, please show courtesy to others 
and AFTER YOU UNLOAD YOUR ARTWORKé..YOU MUST MOVE YOUR          
VEHICLE TO ARTIST PARKING All artists must enter the grounds via gates 2 through 
10.  Please exit via gates 14 and 15. 
 

Space Preference All artists must fill out the  Space Preference form in order to        

acquire the best space for their display.  Those artists not returning the Space         
Preference form will be assigned space(s) based on the best judgement of the staff 

person making the assignment. We do not refer to past years space assignments. 
 
Please take the time to read the instructions, the form, check the appropriate boxes 
and return as required. 
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Rules & Procedures continued: 
 
 

Staking Requirements  Every canopy without exception MUST BE STAKED or 
WEIGHTED DOWN. It is not uncommon to have high winds occur quickly. 
 
Even though you stake your canopy per these requirements, any liability resulting from 
bad weather or accident caused by your canopy or the art attached to it or contained 
within is the responsibility of the artist. 
 

This is really easy. Let’s all be professional and be prepared. 
 
Take-Down Sunday Evening Take-down will not start until gates close at 5:00 pm 

Sunday unless otherwise indicated by the festival committee. Please do not begin 
packing up, etc, while other artists near you may be making sales. This is just good 
business courtesy. Entry onto the grounds is by the same procedure as set-up. 
 

Who May Display Only artists who passed our jury, from among artists who applied, 
may display work in our show. Only work representing that which passed our jury is 
acceptable. 
 

As part of the Artist Agreement signed by the artist, you agree that, “I will display and 
sell only my own work as represented by the four images I presented for jury.” This is a 
contract between the artist and the Southwest Arts Festival® (see page 19). When you 
sign and returned this agreement you are agreeing to these terms as well as others 
listed in the rules and procedures section of this book and on the Artist Agreement 
form.  
 

To clarify this, if you juried in with paintings, you or your spouse (as another artist) or 
any other artist may not display, as an example, sculpture or purses within your display 
too. Your space is reserved for the work presented to and passed by our jury. No other 
is acceptable. 
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Rules & Procedures continued: 
 
What May Be Displayed Accepted artists who applied in more than one 

category, but were accepted in only one category, may display only the work that 
passed jury.   
 

Accepted artists also agree to display no more than three giclees or limited edition 
prints for every ten pieces of art displayed. That is 30%.  Read the eligibility rule on 
page 8.   
 

Prints, in this case, means giclees, limited edition lithographs, laser prints and any 
other photo mechanical, lithographic, photo lithographic or inkjet printing method of re-
production.   
 

If your original art is from the painting or If your category is printmaking, the above rule 
applies only to the extent that you may not display (not more than three in ten – 30%) 
as prints of your original work by one of the above mentioned methods – giclees,     
limited edition lithographs (as in printed on an offset printing press) laser prints and any 
other photo mechanical, photo lithographic or inkjet printing method of reproduction 
where a digital or photographic images is produced from your original work. 
 

Of course, artists in the printmaking category may make their prints via the traditional 
methods used by printmakers. 
 

Artists who make digital files as the original method of creation may display prints the 
same as photography. We consider the file to be the original much as a photographer 
would consider his negative or transparency as the original. 
 

So, if you make more than one print from your digitally created file, the three in ten rule 
does not apply. 
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Additional Information: 
 
Equipment Rental Services One local company is ready to serve artists 
displaying at our festival. Contact information and price lists for our event only are 
listed on page 17. 
 

Lost & Found Any items turned in will be held at the Festival Office for  pick up by  
persons with the proper identification. 
 

RV Parking 
On Site R V parking is available at the Empire Polo Club no hook ups are available.  
There is a limited amount of spaces and it’s on a first come first serve basis only.   
 
The cost  is $15.00 for pick up truck campers and $30 per motor home or towable     
vehicles per night.  We are trying to accommodate all of the RV’s.  If you need an RV 
space please email Shawnna at swaf@indiochamber.org and we will do our best to get 
you in. 
 

You need to get your packet from the festival office and then you will be given a      
special credential in your check in packet and with instructions to go over to the Empire 
Polo Club office on Avenue 51.  Please be sure to have CASH available to pay for 
your spot which is charged daily, Credit cards and checks are not acceptable.   
 

You must check in with the festival office and receive your credentials first      
before going to the Polo Club office. 
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The following is a list of rental equipment previously associated with the 
Southwest Arts Festival.  Many other items are available and can be 
viewed on our website at www.signatureparty.com, or by calling our office 
at 760-863-0671.  
 
Equipment                                     Pre-show price                Show price                  
 
10’X10 CANOPY TOP                        90.00                               112.50 
10’X20’ CANOPY TOP                      180.00                               225.00 
WHITE SIDEWALL, PER FT                1.80                                    2.25 
WALL SLIDER (10’)                              8.00                                  12.00 
9’ MARKET UMBRELLA                     32.50                                  40.00 
6’ BANQUET TABLE                            8.00                                   12.00 
6’ TABLE DRAPE                                16.00                                  20.00 
8’ BANQUET TABLE                            8.75                                   12.50 
8’ TABLE DRAPE                                18.00                                  23.50 
SAMSONITE FOLDING CHAIR          1.00                                      1.25 
4’X8’ TRELLIS PANEL                       25.00                                   32.00 
GARMENT RACK                               17.00                                  24.00 
CANOPY LIGHT                                  15.00                                  18.00 
WHITE GAZEBO                                125.00                               150.00 
 
DELIVERY / PICKUP                           30.00                                 75.00 
(This round trip cost is a special price for the artists) 
 
Orders can be placed by calling our office at 760.863.0671 or email to Ed-
ward Corrick at ecorrick@signatureparty.com.   Upon placing the order, 
100% deposit by credit card is required to reserve the equipment.  
Changes to your order can be made up to the day prior to installation, but 
the equipment will be subject to availability.  We look forward to a fabulous 
event.  For artists ordering canopies, please provide instructions for place-
ment within your booth space.  This will ensure a seamless installation.  
Thank you for the opportunity to be of service. 
 

http://www.signatureparty.com/
mailto:ecorrick@signatureparty.com
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During festival hours if 

you need assistance please  

please go to: 

¶ festival office at the 

Polo Grounds located  

by the Hospitality area 

¶ Contact an artist           

ambassador who will 

be easily identifiable 

walking through out the 

festival grounds 

¶ Go to the one of the 

two poster/information 

booths 

Festival Location 

is at the Empire Polo Club west of 
Monroe Street between Avenue 50 
and Avenue 52. Entrance is at  
Monroe Street and Avenue 51. 
 
Festival Entrance is off south side of 

Avenue 51, 500 feet west of Monroe 
Street. 
 
Festival Valet Parking is south side 

off Avenue 51, 500 feet west of    
Monroe Street on east side of 
Festival Grounds. 
 
Artist Parking is off south side of Ave-
nue 51, 1000 feet west of Festival 
Grounds. 
 
R V Parking is at the south end  
of Artist Parking (in the gravel area 
along fence) 

In emergencies where 
life is threatened or  

there is a Fire!  
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