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Goals
My name is Emily Thompson. I am an event coordinator from 
an event coordinating company out of Stillwater, OK called 
Pokes Parties.  Our company’s passion is to create events that 
exemplify the very best that Stillwater has to offer. 
This event is meant accomplish a few things: 
• To promote local businesses to the Stillwater public
• To promote Sutton Shops to local businesses
• To promote the usage/value of the Sutton Shops “look    
 book and value card to the public

Finances
Cost of the event: $1,020
3URÀW�PDUJLQ��������When?

Suggested dates are: 
 May 17: 10-1
 May 24: 10-1
 May 31: 10-1

Where?
Stillwater police will close off  the area between 
7th st and 8th st. The cost for renting this road 
from the city will be $200. 

Who?
The target audience for this event will be women 
DJHV��������7KLV�LV�D�EURDG�VSHFWUXP�RI�ZRPHQ��
but all ages of women can enjoy local shopping and 
the vendors at this event. Also, this is the age of 
ZRPHQ�ZKR�DUH�LQ�D�EHWWHU�SODFH�ÀQDQFLDOO\�UDWKHU�
than their younger counterparts. 



The Look
Colors

The colors for this event will be mint, hot 
pink, and white.

Flowers
'XH�WR�WKHUH�EHLQJ�QR�DFWXDO�WDEOHV��WKH�ÁRZHUV�ZLOO�
work a bit differently. There will be dyed (mint, pink 
and white) baby’s breath stuck in various places. 
In addition, there will be tissue pompoms strung 
LQEHWZHHQ�WKH�ERRWKV��7KLV�ZLOO�ÀOO�LQ�WKH�VSDFH�DQG�
add color.

Lighting
Christmas lights will be strung in between booths to 
create an interesting look. These strands will be what the 
pompoms and babys breath will hand from.



Food
Food will be hosted by Pie on the Fly and 
Hungry Duckling food trucks. Both are local 
businesses that make Stillwater look great!

Parking
Guests will park along the streets/across the 
street from the PD.

Entertainment
• Invite Showstoppers Dance Studio to do a performance. It will show  

the public what they do in their studio, as well as give them       

good practice and provide entertainment.

•Invite performers from OSU’s theatre department to come and 

perform as street performers during the event

•Invite the OSU choir to come and perform.

•Invite the Stillwater H.S. choir/jazz band to perform.

Photography
Student volunteers from OSU’s photography 
department will be taking the pictures.



Vendors
Sutton Shops Vendors

Vendors invited to participate in this event will be from shops 
in Stillwater. Sutton Shops owner will use her database of per-
sonal contacts to invite the shops. Shops who are featured in 
the Look Book will get priority spots in the tent before other 
shops. 
The shops will pay $100 for a booth in the tent. The location of 
WKLV�VSULQJ�ÁLQJ�ZLOO�DWWUDFW�WKHP�PRUH�WKDQ�6SULQJ�)OLQJV�LQ�WKH�
past because it is bringing the guest to their literal doorstep. 

Vendors we will be renting from
Crosslands party rental: 30x70 tent: $670
Pokes Parties already owns its own tables to use. 
Vendors will bring their own chairs

Printing
-For examples of the print outs, see the end of this document-

Signs: 3 signs will be ordered from Vistaprint for a total of $90
They will be placed at the intersection of McElroy and Perkins,  
Perkins and Hall of Fame, and 6th and Main.

Handouts: 1,000 will be ordered from Vistaprint for a total of 
�����7KHVH�ZLOO�EH�SODFHG�DW�SDUWLFLSDWLQJ�EXVLQHVVHV

Fliers: 300 will be ordered from Vistaprint for a total of $60. 
They will be placed on bulletin boards around town, participat-
ing businesses, sorority houses, hair salons, etc.

7KDQN�\RX�QRWHV�����ZLOO�EH�RUGHUHG�IURP�9LVWDSULQW�IRU�D�WRWDO�
of $6. They will be given to participating businesses, vendors 
and all performers.



Timeline

Media
Owned: begin advertising immediately on the Sutton Shops 
Facebook, Twitter and suttonshops.com
Paid: beginning 2 weeks before the event, Sutton Shops will 
pay local banks to advertise on the marquees
Earned: The vendors participating in this event will use 
their own social networking to advertise for this event.

8:00: Tent will be set up, police will block off the street

8:30: Vendors will bring tables and set up their goods

10:00: Event will begin

10:30: Stillwater HS choir will perform (they are bringing their own sound  
 equipment)

11:00: Showstoppers will perform dances

12:00: Oklahoma State Choir will perform

12:30: Vendors will begin packing up/ tent will be taken down

1:00: Street will be reopened



CONTRACT
1. SERVICES. Emily Thompson agrees to provide professional event 
plan- ning services to client who desires to hold a special event.
2. INDEMNITY. Any liability, costs, damages and attorney’s fees will 
not be held responsible by Emily Thompson except in the case of any 
negligence or misconduct on Emily Thompson’s part. This provision 
holds to any damages caused by the client or guests in connection with 
the event.
���9(1'256��(PLO\�7KRPSVRQ�DJUHHV�WR�ÀQG�DQG�UHFRPPHQG�YHQGRUV�
IRU�YHQXH�UHQWDOV��FDWHULQJ��ÁRUDO��SKRWRJUDSK\�DQG�HQWHUWDLQPHQW��KHOS�
LQ�VHOHFWLRQ��KHOS�LQ�QHJRWLDWLQJ�ZLWK�YHQGRUV��DQG�VXSHUYLVH�RYHUDOO�
performance. In the end, vendor selection is at the responsi- bility of the 
client. Emily Thomspon cannot be held responsible for any negligence, 
poor performance or misconduct by hired vendors.
4. DAMAGES. Any damage or losses to the client or guests of the event 
are not held responsible by Emily Thompson. Emily Thompson cannot be 
KHOG�UHVSRQVLEOH�IRU�DQ\�IRRG��EHYHUDJHV��ÁRZHUV��GpFRU��LQ�DQ\
kind, brought by anyone to the event at any time. The client is held 
responsible for all guests and acts of their guests, including payment for 
damages resulting of said actions. Emily Thompson can only be held re- 
sponsible for damages caused by Emily Thompson.
���,17(59(17,21�25�7(50,1$7,21�2)�(9(17��&OLHQW�LV�QRW�HQWLWOHG�WR�
any refund of planning fees by Emily Thompson under this Agreement 
if Emily Thompson is unable to provide planning services for reasons 
uncontrollable. This includes but not limited to cancellation of the 
event by the client, bad weather conditions, acts of God, or government 
intervention.
6. LIMITATIONS ON DAMAGES. If legal action is placed against Emily 
Thompson brought on by the client for alleged negligence, misconduct, 
or failure of performance, liability must not exceed the amount paid 
by the client under this Agreement. This Special Event Consultant 
Agreement (“Agreement”) is entered into by and between (“Client”) and 
Emily Thompson.
WITH THE SIGNATURES OF THE PARTIES HERETO, THIS DOCUMENT 
BECOMES A BINDING LEGAL AGREEMENT

Client signature______________________________

Date_______________________________



Spring Fling
presented by

Come and enjoy the wonderful local shopping that Stillwater has to offer. 
A variety of shops, food and talent will be gathered in one place to show 
off the beauty and fun of Stillwater, OK!

WHERE: WHEN: Between 7th and 8th St. 
Downtown Stillwater May 30 from 10-1

Come enjoy shopping with The Beadery, Whiskey 
Creek, Leonard’s Jewelry and many more!

Come taste the fun 

food from food 

trucks: Pie on the 

Fly and The Hungry 

Duckling!

Enjoy local talent from Showstoppers Dance Studio, the OSU choir and the Stillwater High jazz band!

Get all you can out of shopping 
local with a Sutton Shops 
Loyalty card!



Spring Fling
Come enjoy your favorite local 
shops all in the same place!

May 30: 10-1
Between 7th and 8th St. 



Spring Fling
Presented by

Come enjoy local shopping and food all in one location!

When: May 30 from 10-1

Where: In between 7th and 8th St.
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