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All ACF Members and guests will:

1 - Engage in professional relationships without bias or prejudice
based on race, religion, gender, age, ethnicity, national origin,
sexual orientation, marital status, socioeconomic status, political
affiliation, or disability. 

2 - Be honest, truthful, and fair in presenting information and in
making public statements reflecting professional matters or
colleagues and their professional role, whether verbal or through
printed or electronic media. 

3 - Accept responsibility for your actions, seek and acknowledge
criticism of work, and offer honest and constructive criticism of
the work of others. Properly credit contributions of others and do
not accept credit for work that is not your own.

4 - Act in accordance with all applicable laws and regulations to
your practice of the industry and country of business. Lend
support to others who strive to do likewise. 

5 - Make informed decisions.

6 - Avoid situations that create actual, potential, or perceived
conflicts between personal and professional interests, and if a
potential conflict of interest arises discuss all applicable facts to
potentially affected parties.

7 - Abstain from behavior that will unjustly cause harm to the
reputation of the organization, colleagues, and the community.

CODE OF CONDUCT
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As revised and ratified by General Membership majority vote on October 18, 2017, January 19,
2022, and December 16, 2022.

BYLAWS

The name of this organization shall be "Artists and Craftsmen of the Flathead". 
(Herein  noted  “ACF”)

Article I: Name

The purpose of the organization is to promote interest in the arts and crafts, to maintain a
friendly relationship among artists and craftsmen, to encourage the highest possible quality
of work by members, and to participate in art exhibitions, and displays. ACF is organized for
charitable and educational purposes including providing information to members regarding
small business opportunities, promotion of members’ activities and teaching art and craft
skills to others. 

Article II: Purpose

Article III: Membership

ACF will accept applicants who take an active interest in creating original art and/or
handcrafted items, whether or not for the purpose of exhibit or sale or who would like
to participate in the promotion of the arts and crafts in the community and who meet
any requirements outlined in the ACF General Rules. Membership is open to any
person 18 years or older, who resides in Flathead or Lake County for at least six (6)
months of the year. 

Section 1: Membership Eligibility

A member is considered “Active” upon payment of annual dues and by continued
optional participation in organization meetings, shows, or volunteer events.

Section 2: Active Membership

Annual Membership Fees shall be paid by, or postmarked by the 3rd Wednesday of
January, and are delinquent after the 3rd Wednesday of February. The Treasurer or
other designated person will notify members of their delinquent fee, and if payment is
not received within 15 days of the date of the notice, membership status will be
revoked.  (revised 12/16/22)

Section 3: Membership Fees

The officers of the organization shall consist of, at a minimum, President, Vice-President,
Recording Secretary, Treasurer, and Show Committee Chairs, and these positions constitute
the Executive Board. These officers shall be elected by a 2/3 vote of a quorum of the general
membership and will assume office in January. Elected officers shall serve until a successor is
elected. Additional Board positions may be created and filled as needed at the discretion of a
2/3 vote of a quorum of the general membership. See ACF General Rules for current officer
position descriptions and responsibilities. (revised 2/17/22)

Article IV: Officers
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The Executive Board shall conduct routine business, advise the membership in matters
regarding policies of the organization and approve payment of operating expenses
involving less than $500.00 per item and payment of capital purchases involving less
than $300.00 per item. Operating expenses and capital purchase requests over these
amounts will be presented by the Board to the membership at the next General
Meeting.

Section 1: Duties of Executive Board

Article V: Elections

A Nominating Committee consisting of at least three (3) volunteer members shall
identify their nominations in advance of the Annual Election Meeting. Nominations
from the floor will also be accepted. Voting shall take place at the Annual Election
Meeting. (revised 1/19/2022)

Section 1: Nominations

The Term of office for the members of the Executive Board, with the exception of the
Show Committee co-chairs shall be one (1) year, with no term limits. The Show
Committee will be elected for a term of two (2) years on a rotation basis to ensure
there will be at least one "veteran" chair serving at the same time a newly elected chair
begins a term.

Section 2: Term of Office

If any officer, except President, cannot complete their term of office, nominations and
election shall be held at the next General Meeting. If the President chair becomes
vacant during any portion of a term, the Vice-President shall serve as President until
the time of the next elections. Serving as least half of a term is considered having
served a full term.

Section 3: Vacancies

Article VI: Meetings

General Meetings will be held at least 4 times per year (quarterly). The day, time,
location and frequency will be decided each year by the Executive Board and agreed
upon by the membership. (revised 1/19/2022)

Section 1: General Meeting

The Annual Financial Meeting will be held in the 1st quarter of each year and will
include presentation of the annual financial reports and audit reports. (revised
1/19/2022)

Section 2: Annual Financial Meeting
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The Annual Election Meeting will be held in the 4th quarter of  each year and will
consist of new Officer Elections and examination of the organization Bylaws and Rules.
(revised 1/19/2022)

Section 3: Annual Election Meeting



Special Meetings of the membership may be called by the President or at the request
of one-fourth (1/4) vote of a quorum at any general meeting. Notice must be given at
least five (5) days in advance. Those calling a special meeting shall present to the
Executive Board their request in writing, including the purpose for which the meeting
is being called. (revised 1/19/2022)

Section 4: Special Meetings

The Quorum for General and Special Meetings shall be one-fourth (1/4) of the active
members.

Section 5: Quorum

Executive Board Meetings shall be held monthly, with time and location to be decided
by the Executive Board. Any member may request in writing to attend a Board Meeting,
subject to Board approval. Visitors to the Board Meeting are not permitted to vote.

Section 7: Executive Board Meetings

Members shall be notified of all General or Special Meetings at least five (5) days prior
to the meeting. This may be done by mailed newsletter, email or telephone.

Section 6: Meeting Notices

The organization may utilize committees to fulfill certain positions on a permanent or
temporary basis. The Executive Board or the general membership may create as many
committees as deemed necessary to accomplish the goals of the organization. Any Member
can request the formation of a Committee which shall then be voted on by the membership.
Committee members may consist of volunteers or nominations from the general
membership. Committees shall give monthly updates at the General Meetings for the
duration of their formation. Definitions and responsibilities of the Committees in use will be
listed in the current ACF General Rules.

Article VII: Committees

Article VIII: Financial

The fiscal year of the organization shall be from January 1st through December 31st.
Section 1: Fiscal Year
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No part of the net earnings of the organization shall inure to the benefit of, or be
distributable to its members, trustees, officers, or other private persons, except that
the organization shall be authorized and empowered to pay reasonable compensation
for services rendered and to make payments and distributions in furtherance of the
purposes set forth in the purpose clause hereof. No substantial part of the activities of
the organization shall be the carrying on of propaganda, or otherwise attempting to
influence legislation, and the organization shall not participate in, or intervene in
(including the publishing or distribution of statements) any political campaign on
behalf of any candidate for public office. Notwithstanding any other provision of this 

Section 2: Use of Funds



The rules contained in the current edition of Roberts Rules of Order, Newly Revised (RONR)
shall govern this organization in all cases to which they are applicable and in which they are
not inconsistent with the Bylaws and any special rules of order that this organization may
adopt.

Article IX: Parliamentary Authority

To the full extent allowed by State and Federal Law, the organization shall indemnify any
director, officer, former member, or representative against expenses actually and necessarily
incurred by the organization in connection with the defense of any action, suit, or
proceeding except in relation to matters with which an indemnitee shall have been adjudged
in such action, suit or proceeding to be liable for negligence or misconduct in the
performance of a duty. 

Article X: Indemnification

In the event of the dissolution of the organization, any remaining assets shall be distributed
to another organization of similar purpose or to a charitable organization, provided the
organization is exempt under the current version of Section 501(c)(3) of the Internal Revenue
Code or the corresponding section of any future tax code.

Article XI: Dissolution

These By-Laws may be amended by a two-thirds (2/3) vote of a quorum at any general
meeting provided that written notice has been given to each member at the time the call to
that meeting was sent. If written notice is not provided prior to the meeting, the discussion
of and voting on the proposed motion or amendments shall be tabled until the next general
meeting.

Article XII: Amendment of Bylaws

document, the organization shall not carry on any other activities not permitted to be
carried on (a) by any organization exempt from federal income tax under section 501
(c) (3) of the Internal Revenue Code, corresponding section of any future federal tax
code, or (b) by an organization, contributions to which are deductible under section
170 (c) (2) of the Internal Revenue Code, or corresponding section of any future federal
tax code.
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ACF, formed in May 1981 by Kathy and
John Harranon, emerged as an alternative
for Flathead Valley artists and crafters
dissatisfied with high consignment fees at
local galleries and the limited scope of
farmers' markets. The Hockaday Museum's
focus on out-of-town artists further
underscored the need for a local
organization. ACF swiftly grew in its early
years, a testament to its dedication to
supporting Flathead Valley artists. A
Steering Committee of 12 members,
including Kathy and John, played a pivotal
role in launching ACF, with its logo
designed by Vern Wyman in 1981.
By June 1981, ACF had 31 members, and by
1982, membership rose to 118. In its peak
years, ACF boasted around 180 members,
though numbers fluctuated between 30
and over 180 over time. In 1992, the
organization modified its name to "Artists
and Craftsmen of the Flathead" and
adjusted its bylaws to eliminate regional
restrictions.
In 2015/2016/2017, ACF faced
challenges, prompting the formation of a
Reorganizational Committee. Today, ACF
has revitalized its membership and
continues to host two major craft shows
annually.
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HISTORY OF ACF

ACF has a longstanding commitment to
community service, donating time, money,
and products to various non-profits in the
Valley. Notable contributions include
creating ceramic soup bowls for the Food
Bank's annual soup dinner, purchasing
grass seed for the Court House lawn in
1993, and establishing a "kids-only"
shopping booth at its Christmas Show in
1999. ACF also supported graduating high
school students in the arts and crafts
departments with annual $500 donations.
In 2019, ACF initiated the "Create It
Forward" scholarship through FVCC.

1981-2006 information written by Iris Stevens
2006-2023 information provided by Lindsay Mena
and upon review of archived documents

Our Story

Giving Back to the Community

Meetings and Membership

ACF's initial meetings took place at
Pacific Power & Light facilities,
transitioning to the Eagles Club in 1992
due to increased membership. Originally,
meetings required a minimum attendance
for participation in shows, a rule that
evolved over the years. In 2023, ACF
introduced a "membership tiers" program
to manage growing vendor applications.



ACF's first show in 1981 was at the Kalispell
train depot, followed by the inaugural
Christmas Show at the Kalispell Armory in
December 1981. Over the years, many
show venues have been used, including
the Conrad Mansion, the Gateway West
Mall, the Kalispell Center Mall, Cavannah’s
County Inn and more. Finally, in 2010, the
annual  Christmas Show was moved to the
Flathead County Fairgrounds. Show
Committee, once comprised of 8
members, now consists of 4-6 individuals
serving staggered two-year terms.

The Spring Shows, initiated in various
locations, included the "May Fling" until
1995. ACF discontinued Spring Shows
after 2014 due to profitability issues. Rules
regarding dress code, children in booths,
and other aspects evolved based on past
experiences, ensuring a positive and
professional show environment.

ACF’s annual Summer Shows continue
annually in June at the Flathead County
Fairgrounds. For many years it was held at
the Flathead County Courthouse West
Lawn, but outdoor events were
discontinued due to annual issues with
weather – extreme heat or storms and
wind.

Many rules, such as those regarding
proper dress, no alcohol, and no smoking,
were instituted in response to specific
incidents. ACF's jurying process and
height limits for booths emerged to
address practical concerns. Over time,
rules were refined, demonstrating ACF's
adaptability to changing circumstances.
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Shows and Show Committee Evolution of the Rules

Door Prizes and Advertising

ACF's door prizes, initially awarded every
half hour, transitioned to a daily "grand
prize" in 1996 for logistical reasons.
Advertising methods evolved from
handmade banners to professionally
printed materials as ACF's budget
increased. In 2019, ACF joined the
Kalispell Chamber of Commerce,
enhancing its advertising and networking
opportunities under the Chamber's 501(c)
(3) membership.



HISTORICAL PRESIDENTS
ACF was formed in 1981 and has celebrated a long history of wonderful leaders and dedicated
members.

1981-1982
1982
1983
1983-1984
1985-1988
1989-1990 
1991-1992
1993-1995
1995-1996 
1997-1998
1999-2001

Kathy Herranen
Bud Byers  
Bob Anderson 
Lil Freebury 
Gene Peterson 
Connie Nelson   
Leona Fauske  
Harry Johnson  
Iris Stevens     
Larry Johnson
Beverly Medved

2002-2003
2004-2006 
2007           
2008-2009
2010-2012
2013      
2014-2016 
2017-2018
2019-2022
2023 
2024         

Sherry Attard
Betty Jo Malone
Larry Bodmer
Rhondy Holtzclaw
Jane Weise
Beverly Medved
Lois Wisher
Christy Smith
Lindsay Mena
Ashley Bishop
Lindsay Mena
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A report of the Executive Board meeting shall be a part of the agenda of each General
Meeting. Decisions made by the Executive Board that affect the general membership
will be presented at the next General Meeting.

2.3 - Report of the Executive Board
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GENERAL RULES
Applicants who meet eligibility requirements defined in the ACF Bylaws will pay the annual
membership fee to maintain membership status. Membership fees are non-refundable.  
(revised 10/18/17 and 1/19/22)

1 - Membership Fees

General Meetings will be held at least 4 times per year. The location, time and frequency can
be determined by the General Membership. Board Meetings will be held monthly on a date
and at a location to be determined by the members of the Board.  (revised 10/18/17 and
1/19/22)

2 - Meetings

Members are encouraged to attend as many meetings as they are able to throughout
the year to receive new organization information and participate in Motion discussions
and votes. The meeting at which a new member pays membership fees is the first
meeting at which their attendance can be counted. (revised 1/19/22 and 12/16/22)

Meeting attendance credits for the current year are counted from January through
December of the previous year.  Members are responsible for ensuring they have
signed in at the meetings and checking their attendance record prior to submitting
booth fee payments. Attendance records can be confirmed by sending an email to
info@artistsandcraftsmen.org. 

2.1 - Meeting Attendance

Members may offer agenda items for General Meetings by contacting the President at
least (7) seven days in advance of the meeting.

2.2 - General Meeting Agenda Items

Any Motion that requires 2/3 vote to pass must be presented to the General
Membership by the Executive Board or a member of ACF and must be clearly
articulated. A Quorum must be present for any vote to be counted. Voting may take
place in-person, either by raised-hand vote or written ballot, or via remote ballots that
are either mailed to members or sent by email or online ballot provider. The Executive
Board must ensure that all members have access to the remote ballots and that at least
the minimum number of ballots to fill the quorum is returned and counted. (added
1/19/22) 

2.4 - Voting on Motions
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Made in Montana certification is not required but is recommended. The Made in
Montana logos are trademarked. Utilizing the stickers or the logo without first
becoming Made in Montana certified may subject you to fines or prosecution as per
the applicable State and Federal laws. Please visit the Made in Montana website for
more information.  (revised 10/18/17)

3.2 - Made in Montana

The ACF General Rules may be amended by the discretion of the Executive Board, on an
emergency basis, or at any General Meeting by a majority (2/3) vote of a quorum. Members
will be notified in writing of any changes or amendments.

4 - Amendments

Guest Speakers or special presentations may be given at General Meetings. The
purpose of these special presentations should be to provide members with new,
helpful or unique information related to arts/crafts and Show operations. Members
may suggest guest speakers or presentations by contacting board members.

2.5 - Presentations / Guest Speakers

The Annual Picnic will be held on a date, time and a location to be determined by the
Picnic Committee. 

2.6 - Annual Picnic

3 - Miscellaneous

Name tags are required to be worn by members while participating in ACF shows.
Members are also encouraged to wear their name tags at the monthly meetings.  
(revised 11/15/18)

3.1 - Name Tags

An ACF Directory shall be updated regularly listing all members and their contact
information. You are responsible for informing ACF of any changes to your
information. To request a copy of the Directory or to provide updated information,
send an email to ACF at info@artistsandcraftsmen.org.      (revised 1/19/22)

3.3 - Directory



Criteria
Bronze

(1st year as
member)

Silver Gold Platinum

Annual
Membership

Fee
$40 $25 $25 $25

Credits
(earned in

previous year)
N/A 1-7 credits 8-11 credits 12+ credits

Other special
requirements  /

Notes

all new
members will

start as Bronze
for their 1st year

Board Members
automatically

qualify for
Platinum in the
year they serve
on the board
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ACF MEMBERSHIP
Tiers & Benefits

ACF will accept applicants who are 18 years or older and who reside in Flathead or Lake
County, Montana for at least 6 months of the year.

Your membership benefits will be decided based upon your participation in the
organization.  Earn credits each year toward your next year's membership tier &
benefits.  Credits are earned from January through December of the previous year

Eligibility Requirements:



General Benefits Bronze Silver Gold Platinum

Receive Monthly Newsletters and ACF
Handbook Yes Yes Yes Yes

Voting Privileges on any/all organization
elections and motions Yes Yes Yes Yes

Option to serve on a Committee Yes Yes Yes Yes

Option to run for a Board Position No No Yes Yes

Benefits

12

Website & Social Media Benefits Bronze Silver Gold Platinum

Have artist profile on the ACF Webpage Yes Yes Yes Yes

Featured Artists post on ACF social media
pages No No

1 post
per
year

up to 3
posts per

year

Events/Show Benefits Bronze Silver Gold Platinum

Can apply to be a vendor at ACF-hosted
shows Yes Yes Yes Yes

Members' booth rate on ACF-hosted shows $150 $150 $100 $100

Option to apply "veteran member" discounts
to booth rates No Yes Yes Yes

Guaranteed single-booth space at ACF-
hosted shows No No Yes Yes

Guaranteed option for 2nd booth space at
ACF-hosted shows No No

Maybe - 
as space

allows
Yes
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Attend 1 General Meeting, Committee Meeting, or Annual Members Picnic 
             = 2 credits

Write 1 Blog Post = 1 credit
Volunteering = 1 credit per hour (in general)

special event volunteering credit amounts will be determined in advance
of each event

Donate a $1-$20 value item = 1 credit
Donate a $21-$40 value item = 2 credits
Donate a $41-$60 value item = 3 credits
Donate a $61-$80 value item = 4 credits
Donate a $81-$99 value item = 5 credits
Donate a $100+ value item = 6 credits

Attend Meetings
Join a Committee & attend committee meetings
write a blog post for ACF webpage
volunteering
donate items for ACF to use in fundraising efforts. 

How to Earn Credits:

Credit Values:

**Full year with no participation (0 credits earned) will mean you will only be eligible to participate in
ACF-hosted events in the following year if space allows.  Priority will be given over you to members with
at least 1 credit earned, however you will still get priority over non-members.

Have some other ideas on how you can help ACF?  Let us know and we’d be happy
to add to this list.



Officers of the Board
D U T I E S  O F  O F F I C E R S
O F  T H E  E X E C U T I V E
B O A R D
Members of the Board meet monthly.

Executive Board members MUST plan to
attend ALL BOARD MEETINGS

Executive Board members must ensure all
duties and responsibilities assigned to their
position are completed.

If your actions
inspire others
to dream more, 
learn more, 
do more 

and become more, 
you are a leader. 

—John Quincy Adams

2 0 2 4  B O A R D  O F
D I R E C T O R S
PRESIDENT:

Lindsay Mena

VICE PRESIDENT:

Christie Williams

TREASURER:

Sharon Askelson

RECORDING SECRETARY:

Shannon Longfield

MEMBERSHIP SECRETARY:

Marcie Irwin

WEB ADMIN:

Lindsay Mena

SOCIAL MEDIA ADMIN:

Gayle Emberstone

PUBLICITY ADMIN:

Jenny Reed

SHOW COMMITTEE:
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Pam Bondesen
Ashley Bishop
Beth Anderson
John Holler

Sheryl Soderstrom



Coordinate all ACF operations. 
Preside at all meetings. 
Maintain copies of all ACF records including, but not limited to, all secretary and
treasurer reports and all organization Bylaws, Rules and membership lists.  
Coordinate and/or supervise committee chairpersons.
Maintain spare keys to all postal service boxes and storage units. 
Co-sign checks with the Treasurer.

PRESIDENT:
The duties and responsibilities include but are not limited to:

Function in the role of the President when the President is unavailable. 
Assist the President with all aspects of ACF operations. 
Reserve locations and dates for any/all ACF events & meetings.
Monitor and distribute to the appropriate person communications received on the ACF
voicemail and ACF email account.
Continually ensure ACF is in full compliance with its written Bylaws.
Collect nominations for following year's Board positions and present to membership
prior to Annual Election Meeting.

VICE PRESIDENT:
The duties and responsibilities include but are not limited to:

Record the minutes of all Board, General and Special Meetings.
Present meeting summaries at the Board and General Meetings.
Write and provide to all members, a monthly ACF Newsletter.
Maintain the organization’s original records of meeting minutes, treasurer reports and
newsletters going back at least 3 years.
Design, publish and keep up-to-date the organization’s Handbook.
Coordinate notification to members of the date, time and location of any Special
Meetings.
Provide and maintain the General Meeting sign-in sheets. 

RECORDING SECRETARY:
The duties and responsibilities include but are not limited to:

Maintain all financial records of the organization for a minimum of 3 years.
File all required tax forms correctly, timely and accurately.
Write and sign checks and make bank account deposits.
Provide annual and monthly financial reports to the Board and the members.
Obtain permits and licenses as needed for events.
Participate in planning and evaluation of a fiscal budget that will be presented to the
Board for approval.
Address all Audit Committee concerns.
Collect mail and disperse to the appropriate recipient.
Manage cash receivables and disbursements.

TREASURER:
The duties and responsibilities include but are not limited to:
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Maintain and update the Membership List and maintain copies of all Membership
Applications.
Send correspondence to members, including but not limited to greeting cards, welcome
letters, sympathy cards, thank you cards, etc.

MEMBERSHIP SECRETARY:
The duties and responsibilities include but are not limited to:

Maintain ACF’s webpage.
Update the date/time information of the General Meetings on the webpage. 
Maintain current copies of relevant application forms on the webpage.
Provide timely information for special events, such as the annual membership picnic, on
the webpage.
Coordinate with online vendor participants to ensure any orders made through the ACF
market are timely shipped to each buyer.
Provide monthly payments to vendors on any sales they make through the ACF market
each month.

WEB ADMIN:
The duties and responsibilities include but are not limited to:

Publicize and advertise all planned activities and meetings. 
Provide any other advertisements as deemed necessary by the Board. 
Provide artwork or coordinate selection of artwork for event posters and flyers. 
Make copies of all posters, flyers and cards and have available for all members. 
Organize hanging of ACF show banners, signs and posters. 
Provide the ACF Treasurer with a detailed expense report for all advertising. 
Maintain a key to the ACF storage unit and be responsible for the removal and return of
ACF publicity materials.

PUBLICITY ADMIN:
The duties and responsibilities include but are not limited to:

Maintain ACF’s online social media presence including Facebook page, Instagram Page
and any other social media service utilized by ACF. 
Provide timely information for special events, such as the shows, on social media
services.
Assist members with questions related to the business pages on social media services.
Provide support and additional promotion for members’ Facebook posts.

SOCIAL MEDIA ADMIN:
The duties and responsibilities include but are not limited to:
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Act as head of the Community Outreach Committee. 
Organize and coordinate activities that promote the arts and crafts in the Flathead
Valley. 
Coordinate ACF sponsorship of activities hosted by other organizations.
Organize and coordinate workshops for ACF members  that focus on small-business tips,
“how tos”, and/or vendor tips for success at shows.

OUTREACH COMMITTEE CHAIR:
The duties and responsibilities include but are not limited to:

Act as head of the Fundraising Committee. 
Organize and coordinate activities and events with the purpose of raising money for
the “Create it Forward” Scholarship Fund.
Review applications for the ACF Art Scholarship and advise the organization regarding
which applicant was selected to receive the scholarship and why. 

FUNDRAISING COMMITTEE CHAIR:
The duties and responsibilities include but are not limited to:

Act as chairperson of the Picnic Committee.
Organize the ACF Annual Picnic including selecting and presenting venue choices to the
general membership, coordinating food and drink selection and notifying the general
membership of the date/time of the event.

PICNIC COMMITTEE CHAIR:
The duties and responsibilities include but are not limited to:

Organize and coordinate all aspects of ACF hosted show events. 
Create show applications and provide them to members and potential guest vendors. 
Receive and review all applications for show events.
Timely provide applicants and food vendors with their acceptance or rejection letters.
Design show layout map and assign booth spaces. 
Provide guidance, advice, and assistance to all show participants. 
Have the authority to monitor compliance with ACF General & Show Rules. 

SHOW COMMITTEE CHAIR(S)
The duties and responsibilities include but are not limited to:
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Act as head of the Fair Committee and ensure all committee responsibilities are cared
for.
Coordinate volunteer schedules for the event to ensure all time slots are filled.
Coordinate committee meetings in advance of the NW MT Fair to ensure all volunteers
are aware of their duties and responsibilities.
Complete or supervise any other task(s) required to ensure the efficiency of the event
and the display of the Fine Arts Department booth.

FAIR COMMITTEE CHAIRPERSON:
The duties and responsibilities include but are not limited to:



The Audit Committee audits the Treasurer's books at the end of each year to ensure
all deposits and checks paid are accounted for. The Treasurer may be present at
audit committee meetings for the express purpose of answering questions. The Audit
Committee will make and sign a written summary of their audit.

AUDIT COMMITTEE:

Committees
The organization may utilize committees to fulfill certain positions on a permanent or
temporary basis, as per the ACF Bylaws.

The Picnic Committee is responsible for organizing the ACF Annual Picnic including
selecting and presenting venue options to the general membership, coordinating
food and drink selection and notifying the general membership of the date/time on
the event.

PICNIC COMMITTEE:

The Community Outreach Committee is responsible for organizing and
coordinating activities that promote the arts and crafts in the Flathead
Valley. This can include hosting “art nights” at various schools or community
centers, mentoring young artists and coordinating ACF sponsorship of
activities hosted by other organizations. This committee can also plan and
organize various small-business workshops for members to attend.

COMMUNITY OUTREACH COMMITTEE

The Fundraising Committee is responsible for organizing and coordinating
activities and events with the purpose of raising funds for the “Create it Forward”
Scholarship and Education Fund. This can include raffle baskets and ticket sales,
collection of donations, and promotion of fundraising events. This committee will
also be responsible for reviewing applications for the ACF Art Scholarship and
advising the organization regarding which applicant was selected to receive the
scholarship and why. This committee can also help coordinate donations of
education funds to various local elementary schools and youth organizations. 

FUNDRAISING COMMITTEE:
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The Fair Committee is responsible for organizing and coordinating all aspects of
the Fine Arts Department art contests and displays during the NW MT Fair &
Rodeo. This includes, but is not limited to, scheduling volunteers to monitor the
display during the week of the Fair, coordinating pick up and drop off of art
submissions, coordinating judges, placing ribbons on award-winning submissions,
decorating the display area, and any other task required to ensure the efficiency
of the event. Committee members can also plan and coordinate workshops or
activities during the week of the Fair for Fair attendees to participate in at the
Fine Arts Department booth (with approval from Fair Office).

NW MT FAIR  FINE ARTS DEPT.  COMMITTEE



WEBPAGE RULES
Our online market on the ACF Webpage is now live! Look at what we have so far:
www.artistsandcraftsmen.org

Every ACF member is entitled to a profile page on the ACF webpage at no additional
cost.  ACF may choose to host online markets throughout the year in which ACF
Members can opt to list items for sale.  Additional participation fees may apply.

ACF reserves the right to enforce the following rules and regulations to ensure our
customers and webpage visitors are being provided the best experience possible. 

All webpage participants must be a member of ACF in good standing. Failure to renew
your annual ACF Membership by the end of January each year will result in your profile
and products being removed from the webpage.

Rule 1:

All products listed on the ACF Webpage must meet ACF’s current jury criteria.  
Rule 2:

ACF reserves the right to reject any product photos due to poor quality or
inappropriate content. You will be notified if your product photo does not meet our
standards and, if possible, we may provide suggestions on how to improve the product
photo. 

Rule 3:

Rule 4:
All webpage participants must have a valid email address and be able to receive email
communications about for-sale items and product questions from webpage visitors.

Rule 5:
You are responsible for the content of your profile and product listings. Please check
them carefully for typos or incorrect information. If you see a mistake, please let the
web admins know ASAP so the mistakes can be corrected.
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When a sale is made, you must be able to ship or deliver the purchased item in a timely
manner. We expect all webpage participants to be ready to mail/ship purchased items
within 3-5 days of the sale. In the case of custom orders, you must indicate on the
product listing the amount of time the buyer can expect to wait for a custom order to
be created. You must then ship the custom item within 3-5 days of completion of the
project. Failure to meet shipping deadlines will result in immediate removal from the
webpage.

Rule 6:

You are liable for your own products. Damage to products during shipping/delivery are
your responsibility.  Additionally, complaints about your products from your buyers will
be directed back to you to make right.

Rule 7:

http://www.artistsandcraftsmen.org/


You are responsible for informing the ACF Web Admin of any changes to your
inventory. If an items is “sold out” and you fail to notify the ACF Web Admin, you will be
responsible for paying any Shopify or PayPal fees associated with a refunded purchase.

Rule 8:

Your profile page should encompass a visual element, such as a photo of yourself, your
business logo, and several images featuring one or more of your products. It's an opportunity
to share a bit about yourself, your background, and the genesis of your creative journey.
Additionally, include links to your webpage and/or social media accounts, such as Facebook,
Instagram, Etsy, etc. For added visibility, consider listing the events you plan to attend
throughout the year.

To submit your profile information, kindly utilize ACF's online form or send the details via
email to ACF at WebAdmin@artistsandcraftsmen.org. 

Profile Information:
Profile Photo: This is your chance to make a memorable impression. Choose a photo of
yourself, your business logo, or an enticing image of your products.

1.

Artist Bio: Share a brief biography highlighting your artistic journey.2.
Additional Photos: Include extra visuals like pictures of yourself, your booth, works in
progress, and more.

3.

Social Media Links: If desired, connect your social media pages to your store.4.
Existing Webpage or Shopify Page: Provide links to your current online presence.5.
Upcoming Events: Include details about the events you plan to participate in throughout
the year.

6.

Setting Up Your Profile:
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ACF members have the option to showcase their products on the webpage. An
additional "design" fee may be applied for participation in website sales, and ACF
reserves the right to assess the need for additional fees prior to the start of each online
event. Members will receive advance notification if a fee is required, and the proceeds
will be used to cover monthly Shopify fees and domain renewal expenses.

In the event that fees are applicable, you will be invoiced through Shopify for the initial
design fee after your items are set up on your Shop Page. 

Sales transactions will be processed through ACF’s account, and your sale income
(minus Shopify or PayPal fees) will be remitted at the end of each online sales event.  
Shop pages will be monitored daily, and immediate notification will be provided if one
of your items sells. Timely delivery/shipping of items to the buyer is the responsibility
of the seller.

Selling Products:
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Once you decide on the items you wish to list on the webpage, the following details
need to be provided:

Product Photos
Product Name/Title: It is recommended to give your items a catchy "nickname" or
"title" to serve as the headline on the listing.
Product Description: Provide a written description of the item, including details
such as material composition, dimensions, color options, custom order availability,
etc. Assistance is available if you need help generating additional details.
Product Price: Include shipping in your pricing, as the ACF Webpage promotes all
items as "free shipping." For example, if your item costs $12 and you estimate
shipping to be $5, list your item as $17.
Product Quantities: Specify if the item is one-of-a-kind or available in multiple
quantities.
Product Varieties: Indicate if the item comes in multiple colors or sizes.

Each item is unique, so feel free to make your product listings as detailed as you'd like.
Consider the questions you ask when shopping online and strive to answer them in
your product details to ensure buyers know exactly what they are getting.

Product Info:

When one of your items sells, the following steps will occur:
You will receive an email, text and/or Facebook message from one of our web
administrators notifying you of your sale and indicating that an email will follow
with the sale information. 

1.

You will receive an order summary or “Packing Slip” that will tell you which item
was sold, the buyer’s name, buyer’s mailing address, amount paid and more. 

2.

You are responsible for shipping the item to the buyer ASAP within 3-5 business
days of the order

3.

Once the item(s) is shipped, you must immediately provide to the ACF Web Admin
the shipping information including carrier and tracking number.  If the item is hand
delivered by you, please let us know immediately so we can make a note on the
order page.

4.

We will then input the tracking number into the Shopify Order listing which will
mark the item as “fulfilled” and will notify the buyer that their item has shipped. 

5.

You will receive payment for your sold items at the end of online sales event. Payment
will be sent to you by mailed check.

What happens when you make a sale?



SHOW RULES

By signing the Show application form, the applicant agrees to abide by all ACF Show Rules.
Non-compliance may mean removal from a show and may jeopardize admittance to future
shows. (revised 10/18/17)

ACF reserves the right to ask any vendor to leave ACF-hosted events, at any time, if they are
found to be in violation of any written Bylaws, rules, regulations or code of conduct.

1 - Acceptance of Rules

The Show booth fee amount will be determined by the Show Committee prior to the
publishing of the Show application. Fee amount may vary depending on advertising costs,
host expense, number of available booth spaces, etc.  (revised 10/18/17)

2 - Show Applications and Fees

Applications will not be considered complete until all required parts are returned to
Show Committee, including but not limited to signed applications, booth fees, and
product photos.

ACF reserves the right to refuse any application based on available space,
appropriateness of the items or non-conformity with jury criteria. Only items
produced by the vendor whose name appears on the application may be sold at any
ACF show. NO resale items, imports or kits allowed. See Jury Criteria for more
information.

Currently-registered members who have participated in an ACF-hosted show within
the past 1 year may submit a show application without re-submitting product photos.
However, if you will be selling new items and/or new types of items, you must submit
photos of the new products with your show application.

A - Application Form & Accepatance

Exact application deadlines will be set each year by Show Committee prior to
publishing the show application form.   (revised 1/19/22)

B - Application Deadlines
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Veteran ACF Members: 
5+ consecutive years as a member          $10.00 off booth rate
10+ consecutive years as a member         $15.00 off booth rate
15+ consecutive years as a member         $20.00 off booth rate
20+ consecutive years as a member        $25.00 off booth rate

Board Chairs:                   50% off Members’ booth rates
*during year(s) of service and for full year following completion of at least 1 full term.
 **Participation in fulfilling position responsibilities must be confirmed.

- You are responsible for applying your own discounts. - 

Applications received after the DUE DATE will have a $25.00 late fee – no exceptions.
Late applications may be placed on a wait list. Booth assignment priority will go to
applications received on or before the deadline. (revised 7/1/19)

D - Late Fee
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C - Current Booth Fees - 10'x10' "single" booths
Members:

Non-Members / Guests:

Bronze Tier
Silver Tier
Gold Tier
Platinum Tier

$150
$150
$100
$100

$200

Vendor applicants will receive a refund of their booth fee if they cancel their
registration at least 30 days before the show and their booth space is able to be filled
with another Vendor. Refund and cancellation requests after 30 days will be
considered only in cases of serious family emergency, illness or death. The Show
Committee must be notified as soon as possible if such an emergency arises. To be
eligible for a refund, you must complete the written request form and submit it to the
Board of Directors for their review.

Applicants who are not accepted into the Show either due to Jury Committee denial or
lack of available booth space, will have their booth fee returned.
(revised 2/21/18)

E - Refund

2nd booth $80
*price applies to all member tiers -
as space allows



If a vendor starts to feel any symptoms of illness the evening before, DURING THE
SHOW or in an evening between show days:

Vendor MUST STAY HOME
Vendor MUST contact ACF Show Committee ASAP upon feeling sick and needing to
go home or stay home.
Vendor can send a proxy or assistant to watch booth during the “open” hours of the
event. Proxies or assistants MUST be from a different household as the vendor who
is feeling ill. Proxies or assistants are welcome to stay for the remainder of the
event to facilitate sale of the vendor’s items.
Vendor can make arrangements for an assistant or proxy to come pack up the
booth during “closed” hours of the event. No packing up or tearing down of booths
will be permitted during show “open” hours.
Unattended booths can be covered until the end of the event if arrangements for
an early teardown during “closed” hours is not possible.

F - Illness During Event

Booth space at the ACF Shows will be assigned by the Show Committee. Vendors may make
special requests and the Show Committee will try to accommodate these requests, as
circumstances allow.

3 - Booth Assignments

Any applying vendor, whether member or non-, may request multiple booths.
Assignment of multiple booths to a single vendor will be on space-available basis at the
discretion of the Show Committee. 

A - Multiple Booths

Any applying vendor, whether member or non-, may elect to share a single booth
space with 1 other applying vendor. Both vendors must complete their own Show
application and submit their items for jurying. Each vendor will pay half of the booth
rate. Should additional discounts apply to either or both vendors, each vendor will pay
half the booth rate minus their own applied discount. 

B - Shared Single Booth
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Any applying vendor, whether member or non-, may request to have their single booth
joined together with 1 other applying vendor’s single booth to form a “double booth”.
These requests will be reviewed by Show Committee and may be permitted as space
allows. Both vendors must complete their own Show application and submit their items
for jurying. Each vendor will pay their own single booth rate separately. Should
additional discounts apply to either or both vendors, each vendor will pay their own
single booth rate minus their own applied discount.

C - Joint Double Booths



In special circumstances, Members may request to “assist” another Member, by sharing
a portion of their booth space with them, even if the Member in need of assistance will
not be able to attend the Show. Circumstances where this could be considered may
include, but are not limited to, financial issues or medical issues.  This situation will
only be considered on a case-by-case basis by the Show Committee and ACF Board,
who will determine if accommodations can or should be made and must be brought to
ACF’s attention in advance of the application deadline. 

D - Members' Booth Assist / Special Needs
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All products to be sold or displayed at ACF Shows must be approved by at least 3 members of
the Show Committee or Board of Directors. ACF reserves the right to exclude any applicant,
whether member or non, due to lack of adherence to the below criteria.  ACF further
reserves the right to exclude any non-member applicant from its show due to lack of space,
or due to high volume of the same art/craft medium. ACF shall accept handcrafted items
created by the applicant based on the following criteria.   (revised 11/20/19 and 1/19/22)

4 - Jury Criteria

1.     Items are handcrafted/handmade by the applicant.

2.     Items are significantly changed from their original form. “Significantly” means
more than 70% of the item’s parts/pieces are handcrafted/handmade or are changed
from their original form or from their original intended use by means of handcrafting
or upcycling.

3.     No commercially produced items will be accepted.i.e. DoTerra, Pampered Chef,
Tupperware, Yankee Candles, LuLaRoe, etc. Items must be handmade by the applicant.  

4.     Photographers: ACF acknowledges that your product is your image. The choice of
item your image is printed on is yours to make. However, all images must be your own.

5.     Bath & Body or Cosmetics Products: You must be in compliance with all applicable
labeling laws and regulations, including but not limited to 21 U.S.C. 321-392 and the
FD&C Act. You must also provide ACF with proof of liability insurance with ACF listed
as additional insured.

6.     Pre-Packaged Food Products: 
Vendors operating under a Food Manufacturing License or Retail Small Food License:

Must provide ACF with a copy of their current license and kitchen rating and must
display your kitchen rating in your booth during ACF-hosted events.
Must provide ACF with a copy of product liability insurance with ACF listed as
additional insured or certificate holder.
Must comply with all food packaging and labeling requirements as per your license.
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 Vendors operating under a Cottage Food License:
Must provide ACF with a copy of their current cottage food license and must
display your cottage food license in your booth during ACF-hosted events.
Must provide ACF with a copy of product liability insurance with ACF listed as
additional insured or certificate holder.
Must comply with all food packaging and labeling requirements as per your license.
As a reminder, Cottage Food vendors are not permitted to give samples unless they
are pre-packaged.

ACF will not accept any vendors who are operating under SB199 – Montana Local Food
Choice Act (MLFCA).

5 - Show Hours

Set up times will be listed on the welcome letters and show maps. Booths are to be
completely set up before the first day of the show, at least 1 hour before the scheduled
opening time. No display items or merchandise may be brought in before the
scheduled set up times, unless otherwise authorized by Show Committee.

A - Set Up

ACF will allow vendors to drive their vehicles inside the Trade Center Building to
set up their booths in advance of events. 

All vendors will:
Only be permitted to drive into the building during the allotted “drive in”
time for each specific vendor and booth space.
Only drive their vehicles into the building at the direction of show
committee.

Once vehicles are in the building, vendors will quickly unload all items from
vehicle and then remove vehicle from the building prior to beginning any booth
or display set up. Vehicles will need to be unloaded and removed from the
building after a maximum of 20 minutes of unload time.

ACF’s Show Committee reserves the right to eliminate drive in set up as an
option for any event for any reason, including but not limited to any vendor’s
refusal to adhere to these rules, any disruption in the efficiency of the event set
up, or any damage-causing action to their own or a fellow vendor’s items.

i - DRIVE IN SET UP



All items involved with an indoor booth display, including, but not limited to
merchandise, tables, decorations, lights, vendor chairs, personal items, extra inventory,
frames, etc., must be kept within your allotted booth boundary.

Use of canopy frames is permitted but must be approved by Show Committee in
advance of show set-up times.  Canvas/cloth top is not permitted indoors, but
canvas/cloths sides are okay. Your use of frame may dictate your booth location within
the building.

Use of generators is not permitted indoors. 
(revised 11/20/2019)

B - Indoor Shows

27

6 - Booth and Display

Tables must have covers that come to within 2 inches of the floor on all sides. Booth
area must be kept well organized and free of litter. Supplies, coolers, storage tubs,
boxes and other similar items are to be kept out of sight.

Only 2 people directly involved in selling may be in each booth. 

Displays must be in stable condition to prevent accidents. Vendors are liable for booths
and contents regardless of a potential accident’s cause. A customer does not pay for
damage unless it was deliberate. 

A - Booth Design

No early teardowns will be permitted. In the event of a personal or family emergency,
illness, inclement weather, or other legitimate reason, vendors MUST notify Show
Committee of their desire to leave or teardown early. Additionally, Show Committee
will notify all vendors of early show closures, if such an instance occurs.

C - Teardown

Show hours are listed on the show maps. Vendors must be available in their booths at
least 1 hour before show opening time on the first day of the show and at least 30
minutes before opening time on the other days of the show. Booths must be attended
at all times and remain open during all show hours. 

B - Show Hours



There shall be no smoking or drinking alcohol by any vendor within show boundaries.
 
No animals belonging to show vendors are allowed within the show boundaries unless they
are service animals. Consistent with ADA regulations, ACF reserves the right to inquire
whether the animal is present because of a disability and what work or task the animal has
been trained to perform. Please inform Show Committee in advance of the event start time
of your service animal. ACF reserves the right to ask any handler and service animal to leave
the building for aggressive or inappropriate behavior.

8 - Smoking / Alcohol / Animals

28

No children are allowed in or around the booth unless they are of sufficient age (at
least 14 years old) to participate as one of the two sellers.

D - Children

ACF’s insurance covers liability for customer accidents during the show. It does NOT cover
damages to your products. ACF recommends that each vendor consider purchasing their
own product liability coverage. Vendors selling food products or cosmetics products must
provide proof of liability insurance and have ACF listed as “additionally insured”. 

7 - Insurance

Merchandise must be priced, and the price must be clearly visible to customers. No
haggling or bargaining is permitted. If you’d like to offer a sale or discount, the sale
must be consistent for all days of the event.

Placing sold items in a bag is encouraged. 

Displays must be in stable condition for public safety reasons.
 
You are responsible to follow all applicable State and Federal Regulations for your
product. 

Vendors selling food products in compliance with the Montana DPHHS Cottage Food
Program must provide Show Committee with a copy of their license, proof of liability
insurance and must maintain adequate labeling and packaging as per MCA 50-50-101-
403. 

Vendors selling cosmetic products must follow all pertinent labeling laws and
regulations and provide Show Committee proof of liability insurance. 

C - Products & Displays



Amendments to the Show Rules & Regulations can be done by a 2/3 majority vote of a
quorum or at the discretion of Show Committee.

15 - Amendments to Show Rules

It is expected that all vendors will be always courteous and thoughtful to the public and
other vendors. Any problems, concerns or complaints arising during the show should be
taken immediately to a Show Committee member.
Show Committee is continually open to suggestions and ideas. A suggestion/survey form will
be provided to all participants before closing of each show for your input.

14 - Problems & Suggestions

Immediately after unloading, vehicles must be moved to designated vendor parking areas on
the parking map.

13 - Parking
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All vendors will dress appropriately for a family-friendly event. Wearing of dirty clothing or
inappropriate clothing logos will not be permitted. 

Members are required to wear nametags at all ACF-hosted Shows and events.
(revised 10/18/17)

11 - Dress Code & Name Tags

Event buildings will be locked during non-show/non-setup hours. It is suggested that all
merchandise be covered during non-show hours to discourage handling/theft.

12 - Security

Food Trucks/Food Vendors are individually solicited by the Show Committee for the
purpose of providing on-site food services. Food Trucks must submit a completed "Food
Vendor Application".

Food Truck vendor must also provide to ACF:
Copy of current Flathead County Health Department “Retail Food Small” License
Copy of current Flathead County Health Department inspected kitchen grade/rating
Copy of Liability Insurance with ACF listed as additional insured or certificate holder
Plan to submit a “Concession Agreement” to the Flathead County Fairgrounds and be
prepared to pay their required concession percentage (15% of income)

*This rule does not apply to vendors who sell pre-packaged food products. Please see the
‘Products and Displays’ Rule

10 - Food Trucks

ACF may choose to offer door prizes at any of the organization’s Shows. Door prizes will
consist of voluntary donations by participating vendors. This donation is non-tax deductible,
and no receipt will be given for donations. (revised 10/18/17)

9 - Door Prizes & Raffles



General Meeting Schedule:
JAN.
17

January General Meeting - 7:00 pm
Country Kitchen Building @ Flathead County Fairgrounds

APRIL
17

April General Meeting - 7:00 pm
Country Kitchen Building @ Flathead County Fairgrounds

JUNE
12

June General Meeting - 7:00 pm
Country Kitchen Building @ Flathead County Fairgrounds
Summer Show Prep

SEPT.
18

September General Meeting - 7:00 pm
Country Kitchen Building @ Flathead County Fairgrounds

NOV.
20

November General Meeting - 7:00 pm
Country Kitchen Building @ Flathead County Fairgrounds
Annual Election + Christmas Show Prep

ACF-HOSTED EVENTS

JUNE
21-23

Summer Show
(coincides with Food Truck Festival)

Trade Center @ Fairgrounds
3-day - indoor event
Application Deadline = 2/29/24

NOV.
29 & 30
+ DEC. 1

Christmas Show
Trade Center @ Fairgrounds
3-day - indoor event
Application Deadline = 8/31/24

2024
MARCH

16
Spring Cleaning

Art/Craft Supply Market

Expo Building @ Fairgrounds
1-day - indoor event
Application Deadline = 3/1/24
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Info@artistsandcraftsmen.org

406-201-9383

PO Box 1684, Kalispell MT 59903

www.artistsandcraftsmen.org

Artists and Craftsmen of the Flathead


