
 

       2016 VENDOR REGISTRATION PACKET 

Downtown New Richmond Farmers Market 

Please complete the entire vendor registration packet and return it with copies of all 

necessary licenses or permits to the City of New Richmond - Civic Center. Materials 

may be delivered in-person or mailed. Office hours are 7:30 am to 4:30 pm Mondays 

through Fridays. If you have questions, please call 715-246-4268. Thank you! 

---------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 
Vendor Name(s): _____________________________ Farm/Business Name: __________________________________ 

Mailing Address: _____________________________ City: ________________ State: ____ Zip: _________ 

Business Address: ____________________________ City: ________________ State: ____ Zip: _________ 

Telephone: _________________________________ Email Address: ________________________________________ 

 

Vehicle Make: ______________________________ Vehicle Model: _______________________________________ 

License Plate Number: _______________________ Do you need electricity? ________________________________ 

Will your booth be staffed by anyone other than the vendor listed above? If yes, please list their names below. 

__________________________________________________________________________________________________ 

 

Product Information: Please check the products that you plan to sell at the Downtown New Richmond Farmers Market. 

This information is important in planning a well-balanced market with a wide variety of items available to customers. 

 Houseplants  Pickles and Relishes  Asparagus  Peppers 

 Herb plants  Canned sauces  Beans  Potatoes 

 Perennials  Baked Goods*  Beets  Pumpkins 

 Nursery stock  Processed goods*  Broccoli  Radishes 

 Eggs  Meat*  Cantaloupe  Rhubarb 

 Maple syrup  Cranberries  Carrots  Spinach 

 Cut flowers  Raspberries  Corn (Sweet)  Squash 

 Honey  Apples  Cucumbers  Tomatoes 

 Cheese  Cherries  Eggplant  Turnips 

 Jams/Jellies  Strawberries  Greens  Watermelon 

 Herbal oils  Grapes  Lettuce  Other* 

 Herbal vinegars  Cranberries  Mushrooms  

 Bedding plants  Currants  Onions  

 Herbs  Pears  Peas  

 
* Please specify: ____________________________________________________________________________________ 
__________________________________________________________________________________________________ 



Please mark below which dates you wish to participate as a vendor at the Downtown New Richmond Farmers Market. If 
a situation arises in which you are unable to attend on a date that you indicated you would be participating, please 
notify the City of New Richmond at least one day prior to the event by calling 715-246-4268 or emailing Management 
Analyst Noah Wiedenfeld at nwiedenfeld@newrichmondwi.gov. Repeated absences without prior communication may 
be cause for removal from the approved vendors list. 
 

WEEK MARKET DATE ATTENDING? 
Please check boxes below 
or write "yes" or "no" 

1 Thursday, June 23  
 

2 Thursday, June 30  
 

3 Thursday, July 7  
 

4 Thursday, July 14  
 

5 Thursday, July 21  
 

6 Thursday, July 28  
 

7 Thursday, August 4  
 

8 Thursday, August 11  
 

9 Thursday, August 18  
 

10 Thursday, August 25  
 

11 Thursday, September 1  
 

12 Thursday, September 8  
 

13 Thursday, September 15  
 

14 Thursday, September 22  
 

15 Thursday, September 29  
 

15 Thursday, October 6  
 

17 Thursday, October 13  
 

18 Thursday, October 20  
 

 



 1. Legal Name

 2. Business Name

 3. Address (Street or Route)

 4. City, State and Zip Code 

 5. Home Telephone Number ( )

  Business Telephone Number ( ) 

 6. Wisconsin Tax Account Number

 7. Social Security Number

	 8.	 Federal	Identification	Number	(FEIN)	

 9. Check one box indicating the type of activity you intend to engage in at this event:
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PART B: Operator Information:  To be completed by the operator of the temporary event

 1. Name and Address

 2. Daytime Telephone Number ( )

	 3.	 Email	Address

 4. Wisconsin Tax Account Number
  If blank, check appropriate box:

This Form May Be Reproduced

Wisconsin Temporary Event Operator and Seller Information

S-240 (R. 12-14)

Information on this form is required under sec. 73.03(38), Wis. Stats.
Instructions on reverse side.

PART A: Event Information:  To be completed by the operator of the temporary event

	 1.	 Name	of	Temporary	Event

	 2.	 Date(s)	of	Temporary	Event

	 3.	 Location	of	Temporary	Event	(e.g.,	Venue,	City)

Other	–	Explain:

No Taxable Sales Exempt	under	Occasional	Sales	Rule Exempt	Nonprofit	Organization

Direct Sellers, Company Name

Selling	Exempt	Merchandise	or	Service

Display Only

Exempt	under	Occasional	Sales	Rule

Nonprofit	Organization

I declare that the information on this form is true and correct to the best of my knowledge and belief and that I am authorized to sign 
this form.

Print Name:

Information about temporary events, including forms, instructions and Common Questions can be found on the Department of Revenue’s 
website at revenue.wi.gov/html/temevent.html.  If you have additional questions, please contact the Department of Revenue by 
email at DORBusinessTax@revenue.wi.gov or telephone at (608) 266-2776.  See reverse side for submission instructions.

PART C: Seller Information:  To be completed by seller and given to event operator on or before the first day of event.

Selling	Taxable	Merchandise	or	Service

THIS IS NOT AN APPLICATION FOR A WISCONSIN TAX ACCOUNT – SEE INSTRUCTIONS

Signature: Date:

- -

- -
-X X-X XX

**  Do not email event reports to maintain confidentiality of seller information  **



Instructions for Completing Operator and Seller Information

EVENT OPERATOR:

An “operator” is defined as a person or entity (such as an 
individual, association, partnership, corporation, or non-
profit organization) that arranges, organizes, promotes, 
or sponsors an event. An operator may also be referred 
to as an organizer, exhibitor, or decorator. An operator 
may or may not be the owner of the property or premises 
where the event takes place. An operator may also be a 
seller at the event.

Note:  A Wisconsin tax account number (formerly 
seller’s permit) is required if selling taxable merchandise 
or services. Admission fees are subject to sales tax in 
Wisconsin.
 
Step 1:  Complete Parts A and B.

Step 2:  Provide a copy of Wisconsin Temporary Event 
Operator and Seller Information (Form S-240) with Parts A 
and B completed to each seller participating in your event.

To obtain additional copies of Form S-240 go to the 
Department of Revenue’s website at revenue.wi.gov/
forms/sales/index.html. If you prefer, you may use the 
fill-in form available from the same website.

Step 3: 	Submission	–	Event	Operator.

Submit compiled vendor information to the department 
as soon as possible but no later than 10 days from event 
closing using one of the following methods:

• Electronic Reporting: If you have all the required 
sellers’	 information,	 use	 the	 Excel	 spreadsheet	
provided at revenue.wi.gov/html/temevent.html.	(Excel	
viewer is available.) Fill in the information for all 
sellers participating at the event and submit using the 
department’s	 secure	 file	 transmission	 application	 at	
revenue.wi.gov/eserv/wteptran.html	or	by	U.S.	Mail.		Do 
not email event reports to maintain confidentiality 
of seller information.

• Paper Reporting:	Mail	completed	Forms	S‑240	or	a	
printed version of spreadsheet to:

	 Temporary	Events	Program
 Wisconsin Department of Revenue
 PO Box 8910
	 Madison	WI		53708‑8910

SELLER:

A “seller” is defined as a person or entity involved with 
selling merchandise or providing taxable services at a 
temporary event. A seller may also be referred to as a 
vendor, exhibitor, or booth owner.

Important:  This form is not an application for a 
Wisconsin Tax Account Number. If you do not already 
have a tax account number but are required to, you 
will need to apply for one directly with the Department 
of Revenue prior to the event. You can apply online or 
download an application, Application for Business Tax 
Registration (Form BTR-101) on the department’s website, 
revenue.wi.gov/forms/sales/index.html. Not all sellers 
are required to obtain a Wisconsin tax account number. 
Some of the reasons a seller may not need a tax account 
number are:

• The seller only sells tax-exempt items, such as 
vegetables for home consumption.

• The seller is only displaying at the event, no onsite 
orders are being taken, and taxable merchandise is not 
later shipped into Wisconsin.

• The seller qualifies for the occasional sale exemption. 
(See Publication 228, Temporary Events.)

If you have questions regarding applying for a Wisconsin 
tax account number, contact any Department of Revenue 
office, visit our website, or call (608) 266-2776.

Step 1:  Complete Part C (event operator should com-
plete Parts A and B).

Line	1:	 Enter	your	individual,	partnership,	association,	or	
corporate name.

Line	2:	 Enter	your	business	name,	if	different.

Line	3:	 Enter	the	address	of	the	physical	location	of	your	
business. If different, also provide your mailing 
address.

Line	6:	 Enter	your	15‑digit	Wisconsin	tax	account	number.	
You can find this number on your Form ST-12.

 This number is not your 6-digit seller’s permit 
number issued to you prior to December 31, 2002.

Lines	7	&	8:		Enter	the	last	four	digits	of	your	social	security	
number and/or federal employer identification 
number. This is required under sec. 73.03(38), Wis. 
Stats., if you do not provide a tax account number.

Step 2:  Submit completed form to event operator on or 
before the first day of the event.

Revenue Field Agents attend temporary events 
to verify registration of sellers. Sellers must have 
evidence of their Wisconsin tax account number 
at the event.



RULES AND REGULATIONS 

Market Dates, Times, and Location 
The New Richmond Downtown Farmers Market begins Thursday, June 23, 2016 and ends on Thursday, October 20, 
2016. The market operates on Thursdays from 4 pm until 6 pm. However, we encourage vendors to stay open later than 
6:00 pm as business dictates. The market is held at Ma Rita Park in downtown New Richmond, Wisconsin. 
 
Market Stall Assignments 
Stalls will be assigned by City of New Richmond staff. Vendors must stay within their assigned stall. Stall locations may 
change during the season depending on the vendors registered and the products offered. Stalls are not transferrable. 
 
Market Set Up Procedures 
Vendors must be registered by the Wednesday prior to the market day (the day before) in order to sell at the Downtown 
New Richmond Farmers Market. Vendors should plan to begin setting up by 3:00 pm so that they are in place and ready 
to sell beginning at 4:00 pm. Vendors should not begin selling before 4:00 pm. Vendors must furnish their own booth 
items such as tents, tables, and chairs. Vendors should plan to stay for the duration of the event. The market will be held 
rain or shine; however, severe weather (high winds, heavy thunderstorms, tornado warnings, etc) will close the market. 
 
Parking 
Vendors should display their parking pass (received upon approval of the vendor registration form) on the dashboard of 
their vehicle. Vendors should back into their parking stalls, so that they are selling their items facing the grass of Ma Rita 
Park. This is to keep pedestrians out of the way of traffic as vehicles enter and exit the parking lot. 
 
Insurance 
The City of New Richmond does not carry insurance coverage for individual vendors. All vendors will be held liable for 
damage, loss or harm caused by their product, equipment, etc. We highly encourage each vendor to carry personal 
liability and product liability insurance. 
 
Vendor Approval Guidelines 
All vendors require approval by the City of New Richmond prior to entering the market. Completed registration forms 
must be received at least one day before the market date. The City of New Richmond reserves the right to refuse an 
application at any time for any reason in its sole and absolute discretion, and without explanation. The City of New 
Richmond reserves the right to reject any articles deemed not appropriate for the market. 
 
Produce Vendor 
A copy of all permits, licenses, and Certificate of Insurance, as required by St. Croix County and the State of Wisconsin, 
must be included with this application. All vendors must grow the product which they are selling (no resale of produce) 
and be able to verify that the farm/business address listed on the application form is accurate. 
 
Food/Drink Vendor 
A copy of all permits, licenses, and Certificate of Insurance, as required by St. Croix County and the State of Wisconsin, 
must be included with this application. Vendors must have copies of all permits with them at the market. All foods and 
beverages must follow St. Croix County Health Department guidelines and be sold by the vendor preparing it.  
 
Entertainers and Performers 
Entertainers and performers must be approved by the City of New Richmond one week prior to the market day. 
 
Miscellaneous 
Absolutely no active solicitation of passers-by will be allowed. Absolutely no political or religious information or goods 
will be allowed at the New Richmond Downtown Farmers Market. 
 
 
 



 

    
 
Above: Vendors should back into their stalls, in order to encourage customers to walk on the grass rather than in the 
street and/or parking lot. This is especially important for vendors wishing to sell directly from the back of a truck. Parking 
stalls will be assigned to vendors. All vendors will be located along the west side of the parking lot (next to the grass).  
 

 
 



All vendors must complete and return, along with this registration form, the Wisconsin Temporary Event Form. Vendors 
selling or processing any kind of food or beverage (does not include raw produce) must adhere to St. Croix County 
Health Department and Wisconsin DATCP guidelines and regulations. Copies of applicable permits and licenses must be 
submitted with this application form. 
 
To the fullest extent permitted by law, I agree to defend, pay on behalf of, indemnify and hold harmless the City of New Richmond, 

its elected and appointed officials, employees, and volunteers and others working on behalf of the City of New Richmond, against 

any and all claims, demands, suits, or loss, including all costs connected therewith, and for any damages which may be asserted, 

claimed or recovered against or from the City of New Richmond, by reason of personal injury, including bodily injury or death and/or 

property damage, including the loss of use thereof, which arises or is in any way connected or associated with the Downtown New 

Richmond Farmers Market.  

Vendor Signature: ________________________________________________  Date: _____________________ 

 

I have read the policies, procedures, and resources for the Downtown New Richmond Farmers Market and hereby agree to abide by 

them. Further, I agree to sell at the Downtown New Richmond Farmers Market only items listed above. I acknowledge full 

responsibility for all of my activities in the market, and for those assisting me. I acknowledge the authority of City of New Richmond 

staff to immediately settle any disputes regarding product legitimacy or procedural and vendor conduct.  

Vendor Signature: ________________________________________________  Date: _____________________ 

 

Make sure you've included:  ____Completed application ____Completed Wisconsin Temporary Event form 

    ____Copies of applicable permits and licenses 

 

Submit all materials to the following: 

City of New Richmond 
156 East First Street 
New Richmond, WI 54017 
 
If you have questions, please contact Noah Wiedenfeld, Management Analyst for the City of 
New Richmond, at 715-246-4268 or nwiedenfeld@newrichmondwi.gov. Thank you! 
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