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Dear Valley Fair Mall Retailer:

Attached please find a booklet filled with information designed to help make your business venture at the Valley Fair Mall a rewarding experience.

This packet is intended to educate you and your staff on mall policies and procedures including: operating hours, important telephone numbers, visual merchandising assistance and general mall information.
Please take the time to read through this text, share it with your employees, and place it where it can be located easily for quick reference. 

If you have any questions or comments, please don’t hesitate to contact the mall office at (801) 969-6211.

Wishing you success!

Regards,

Liz Russell

Valley Fair Mall

Leasing Manager
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Mall Management Team

General Manager:




Gaylen A. Spencer
Leasing Manager:




Liz Russell

Accounting Manager:




Scott Cooper

Marketing Director




JP Swain
Operations Manager




Will Gordon

Office /Customer Service 



Jane Riley
Manager:

Customer Service Staff



Karen Williams, Colleen Parkin








Diane Perry

Public Safety Director:



Kasey Hubbard
Housekeeping:




Alicia Gonzales






Management Office

The Mall Management Office is located on the eastside of the center past JCPenney; office hours are Monday through Friday 8:00 am to 5:00 pm; holiday hours vary.
Mailing Address:



Valley Fair Mall



3601 South 2700 West Ste. G-128



West Valley City, Utah  84119



www.shopvalleyfairmall.net 



(801) 969-6211 – Main Number

(801) 969-6233 – Fax Number

The address you should use to receive mail is:



(USE YOUR STORE NAME)



(SPACE NUMBER) – VALLEY FAIR MALL



3601 South 2700 West



West Valley City, Utah  84119

Important Phone Numbers

Police

West Valley City Dispatch

(801) 840-4000





Emergency Calls Only 911

Fire:




Emergency Calls Only 911

Ambulance:



Emergency Calls Only 911

Mall Security:



(801) 969-6211 x110


(801) 598-8859 (24 HOUR NUMBER)
Mall Office:



(801) 969-6211 x100
Mall Office Fax:


(801) 969-6233

Customer Service:


(801) 969-6211 x100
Customer Service Fax:

(801) 840-5673

Rocky Mountain 


888-221-7070
Power & Light:



Qwest Telephone:


(800) 603-6000
Queststar Gas Company:
 
(801) 324-5111

Commercial Business


License:



(801) 963-3290
Building Inspection:


(801) 963-3283

Building Permits:


(801) 963-3283

Fire Inspection:


(801) 963-3310

Valley Fair Mall is a 782,641 square foot; single-level regional shopping center with over 120 specialty shops and services.  Valley Fair Mall is located in West Valley City, Utah’s second largest city, and borders Utah’s capital, Salt Lake City.
Tenant Mall Hours

The Valley Fair Mall operating hours are as follows:

Monday through Saturday
10:00 am to 9:00 pm 

Sunday 12:00 noon to 6:00 pm.  

Valley Fair Mall will be closed on:

Easter Sunday-Varies by year

Thanksgiving Day-Varies by year

Christmas Day-December 25
If you would like to extend your hours of operation beyond this schedule, please call the Mall Management Office in advance so we can consider your request.  If you are planning to work late, after the mall is closed, please notify mall security.

All merchants are required to remain open for business during the posted operating hours.  Late openings and early closings will be monitored by Mall Security and fines will be assessed to merchants violating this policy.  
Rent Payments
All tenants are responsible for getting their rent payment to Valley Fair Mall’s Management Office on or before the first of each month.  A late fee of 10% of your monthly rental fee will be assessed as a penalty/late fee for rent not paid in full by the 1st day of each month.

Rent must be paid by certified check or money order made payable to Satterfield Helm Management, Inc.  The mall management office does not accept cash, personal or business checks.   Post-dated checks will not be held or accepted, all checks will be deposited on the date received.  All payments should be hand delivered to the management office or mailed to the following address:

VALLEY FAIR MALL MANAGEMENT OFFICE

3601 South 2700 West, Ste G-128
West Valley City, Utah  84119

Sales Reporting

Each tenant is required to report monthly sales.  Sales reports must be submitted as required per your License Agreement and are due by the 10th of each month.  Sales reports may be faxed to (801) 969-6233 or mailed in to the address above. 
If sales reports are not received on or before the 10th of each month, a $25.00 late fee will be charged.  Failure to submit either a sales report or rent payment is cause for immediate termination of the License Agreement.

Insurance Requirements

To conduct business at Valley Fair Mall, each merchant must be properly insured.  Your License Agreement outlines the specific requirements, therefore please refer to this section of your agreement for more details.
Business License, State Tax, & Employer Requirements

It is required that you obtain a West Valley City Business License and several Business Inspections before opening your doors.  Please contact West Valley City for more information at:  
West Valley City

Business License Department

3600 South Constitution Blvd (2700 West)

West Valley City, Utah  84119

West Valley City Phone Numbers

Commercial Business License:



(801) 963-3290



Building Inspection:





(801) 963-3283

Building Permits:





(801) 963-3283

Fire Inspection:





(801) 963-3310

Each business owner is required to register with the State of Utah and Federal Agencies.
A state sales tax number from the Utah State Tax Commission is required of all licensees.  In addition, an Internal Revenue Service Employer Identification Number (EIN) is required in order to remit the federal withholding tax and make federal unemployment tax payments for your employees.  You will need to get a state withholding number in order to remit the state tax you withhold from payroll.  Both federal and state tax numbers can be obtained by contacting: 
Utah State Tax Commission:




(801) 297-2200

210 North 1950 West





(888) 662-4335
Salt Lake City, Utah 84134
http://tax.utah.gov

For State Unemployment Insurance Contact:
Utah Department of Workforce Services


(801) 526-9675 
P.O. Box 45249
Salt Lake City, UT  84145-0249
Email: dwscontactus@utah.gov
Worker’s Compensation Insurance is required of all employers.  This insurance may be obtained from a private company or the State Insurance Fund.  Contact:
Worker’s Compensation Fund of Utah


(801) 288-8000

392 East 6400 South




 
(888) 446-2667
Salt Lake City, UT 84107
https://www.wcfgroup.com
Employee Parking

All tenants and their employees must park in the designated parking areas.  If tenant or tenant’s employee’s park in the areas designated for customer parking the Landlord will (in addition to other remedies) have any such car removed at the tenant’s expense.  It is imperative that we provide our customers easy access to the mall.  

Deliveries

For in-line stores and RMU/cart operators: all deliveries must be made prior to mall operating hours.  Merchants in the common area of the mall are not allowed to unload/unpack deliveries during operating hours.  The mall management staff and all contracted personnel (Security and Housekeeping) are not permitted to sign for, or otherwise accept deliveries for any tenant. 

Trash Removal

There are four trash compactors for tenant use.  They are located outside in the breezeways: northeast, northwest, southwest, and southeast (just north of the food court).

It is the responsibility of each individual store to remove their trash on a daily basis to the designated containers.  Boxes are to be broken down before placement in the compactor.  As you know, wet garbage should be properly bagged and sealed to ensure against leakage and odor.  Remember to instruct all employees to place trash in the compactor then activate the compactor motor.  In addition, no trash removal will be allowed across interior mall walkways during business hours.  West Valley City fire regulations do not allow trash and/or boxes to remain in any service corridors.  

If you find a compactor is not operating properly, please contact Security or Customer Service immediately.

Storage

Unless otherwise arranged through mall management, there is no storage available for tenant products or personal belongings in the mall.  

Utilities

Each in-line merchant is required to have power, gas and telephone services in their own name. 
For RMU operators:
· Management will supply common area tenants with a 110 volt, single-phase electrical service.  
· Telephone service is available at certain locations and installation must be coordinated with mall management and your provider.  Located under the RMU is a telephone jack; however you must contact a telephone provider for service.    
Visual Merchandising 
The image and identity of a business is immediately established through visual presentation.  You have approximately 10 seconds as a customer walks past your storefront/RMU to attract their attention and capture interest.  Since this is your chance to persuade a customer, the mall marketing team has developed specific criteria regarding all aspects of visual merchandising at Valley Fair Mall.   Below is a listing of policies and guidelines for the merchandising of your RMU/storefront: 
Display Plan

For both in-line and RMU merchants, a design approval is needed as part of the process to open and maintain a business at Valley Fair Mall.  As part of the approval process to open for business at Valley Fair, you will need to submit a detailed drawing of your display plan.  This plan should address placement of specific product lines, use of fixtures, props, and other pertinent information.  If your business requires custom fixtures, these must be included in your plan.  No fixtures should be purchased or built until your plan has been approved by mall management.  All display elements approved will be obtained at the owner’s sole expense.

· Primary Element – is the composition of the merchandise fixtures.  This element creates a large impact and must be carefully selected, sized to fit the product being featured, professionally constructed, and finely finished.  Examples include cubes, crates, shelves, ladders, dowels, risers, and display cases.

· Secondary Elements – are aspects of a display that create focal points through color and accent, such as fabric, and props.  Examples of props include mannequins, antique picture frames, vases/pottery, silk or fresh flowers, or elements associated with your product; i.e. a unit selling travel accessories using suitcases.

Primary and Secondary fixtures should complement each other and the merchandise itself.

For RMU Operators:

· Your display plan should create height and depth and utilize 360-degree exposure to the customer with display faces that angle to create interest.  The goal is to design an exciting and abundant unit that is easy to approach, make a selection, and complete a financial transaction.

· The merchandise must be organized by style, category, color and size.  Without that organization, your display will appear “jumbled” and the customer’s eye will have nowhere to focus.

· Effective mass merchandising techniques include stacking, stepping, and pyramiding.
· When developing your display plan, do not create a solid wall of merchandise covering the RMU.  You will need to incorporate “see-through” areas to allow visibility through the unit.
· Along with the display criteria, you will receive schematic drawings of the RMU listing all of its dimensions and features and must be to scale.

· Each display plan requires the identification of two display elements or materials.  The choice of these elements is based on the “LOOK” to be created and the functional display needs of the merchandise.
Display Fixtures
Use arms, waterfalls, t-stands, shelving, risers, cubes, etc. to create a focal point of the display.  All fixtures should coordinate and create a cohesive look.  As a guideline, use clear hangers so the customer will focus on the outfit, not the hanger.  Remember to remove units if stock depletes to a point that the store-front or cart appears sparse.  

Display Fixtures Continued

For RMU operators:
· The display cart comes equipped with adjustable shelving, storage, cash wrap, and an overhead lighting system.
· No additional light fixtures or floor fixtures are permitted.  Merchandise and/or props may not be placed directly on the ground.  Likewise when displaying clothing do not hang products on non-display items (i.e. cart canopies and overhangs).
· Accessory fixtures available from the mall for use with the RMU are: stair steps, stool, and grid wall for unit columns.
· All customized fixtures must reflect the quality of a well-made piece of furniture or cabinetry and must be of similar or complementary finishes to the RMU.  No fasteners, plywood edges or sloppy construction joints may be seen.  All fixture materials must be pre-approved by mall management.  For a complete list of custom approved materials please contact the mall office at (801) 969-6211.

· Any tenant who defaces an RMU or equipment will be responsible for the cost of repairs and replacement.  Tenant’s security deposit will be used to offset the repair cost. 

· Fixtures may not be attached to the RMU with nails, screws, bolts, tape, glue, etc.  Any merchant who defaces an RMU or breaks the existing light fixtures provided on the RMU will be billed for the cost of repairs.

· Any fixtures that are not fully merchandised at any give time must be removed from the display.

Merchandise Assortment

When displaying your merchandise create a look that is pleasing to the eye.  Do not mix styles, patterns, and fabrics if possible.  Arrange merchandise categories via color blocking by coordinating colors (i.e. red, orange, yellow, green, blue, and violet).  Visual merchandising rules for retail are to organize displays left to right, light to dark, small to large.  Everything must work together to create a buying mood.  
Professional Signage

Each merchant is required to use professional and consistent signage.  Your trade name, sale signs and seasonal designs must be in good taste, consistent with your product offering and is at the discretion of mall management.  The use of handwritten signs is not permitted.  All store front signs must be preapproved by the mall management team prior to installation.  Keep the copy brief, consistent, concise and meaningful.  Choose type styles that are easy to read and match the identity of your business.  If you need assistance in signage copy or printing please contact the mall office and we’d be happy to assist you.  
For RMU operators:

· All point-of-purchase signage must be approved by mall management.  Utilizing Plexiglass sign holders or a creative frame is mandatory.

· Themed signage is encouraged as long as it relates to the product and is on topic.  An example would be using a clock face as a price point sign for a watch cart.

· Brochures and pamphlets must be placed in literature holders.

· Do not attach any stickers or signs to merchandise, poles, shelves, cash wraps, or any where else on the RMU.  Visa/MasterCard signs must be in sign holder.

· Your business name sign for the RMU will be provided by mall management.  The cost of producing this sign is your responsibility.

Professional Signage Continued

For RMU Operators:

· A return policy sign is required and must be displayed at all times on your cash wrap.

· Maintain a cash wrap area that is neat and orderly.  No merchandise or display fixtures are to be placed on the cash wrap stand.  The cash wrap stand must stand against the RMU at all times.  All cords connecting the cash wrap to the RMU must be completely hidden.

Props

Props will help announce your product offering.  These can represent seasonal colors, themes, or holiday promotions.  Be certain the look is consistent with your merchandise and store image.  You may be responsible to provide your own props.   As a retailer you want shoppers to purchase YOUR inventory.  Do not display common distinguishable items from local discounters (Wal-Mart, ShopKo, grocery stores).  If an item looks like it can be purchased at another retailer you may be sending shoppers to that retailer without even realizing it.  Make your inventory, product offerings and displays unique- - -one of a kind. 
Dress Code

Visual presentation of your RMU/in-line store is very important to the success of your business.  The dress and appearance of each sales person reflects your business standards.   Please advise workers to maintain a professional appearance.  Ragged blue jeans, tank tops and shorts are not acceptable attire, this list is not all inclusive and you may be asked to change your clothing if it is distracting to our family shopping atmosphere.  
Packaging
Each merchant must provide bags, boxes, tissue and gift wrap.  All RMUs must have these items neatly stored out of sight.

Housekeeping

Housekeeping is such an obvious part of presentation that sometimes it’s overlooked.  All display areas and store fronts must be neat and clean at all times.  If a light bulb is out- - change it!  If your windows/glass has finger prints - - clean it!  If wires are exposed- - cover them!  If your trash is overflowing- - take it out!  If a fixture is broken or damaged - - repair it or dump it! 
For RMU operators: 
· Coats and personal belongings are to be secured in the unit or cash wrap stand not placed on the floor beneath the RMU. 

· Keep storage doors closed when not in use
Marketing Department
Valley Fair Mall’s Marketing Department is responsible for the following functions of the mall:

· Create and execute an advertising strategy for the entire mall through the use of various mediums.

· Reinforce advertising strategies within the mall to include in-mall signage/collateral.

· Merchant productivity and retention to include merchant memos, meetings, display and visual merchandising assistance. 

· Build and maintain a strong and positive relationship with community partners (i.e. hotels, city, entertainment, chamber, etc.)

· Create and execute special events and/or partnerships in efforts to increase mall traffic.

· Support the Leasing Department’s efforts.

FREE Advertising Opportunities
The following opportunities are available to help increase your store sales.  All items below must be approved by the Specialty Leasing and/or Marketing Department.

Cart Displays – Cart displays utilize vacant carts in the mall hallways to increase the exposure of your store and act as a “second” location for your store.  Although the use of the cart is free, there is a nominal fee for a sign.  Display carts may be reserved through the Leasing Department.  Carts are based on availability and merchant standing.  Please complete a Display Cart request form available at Customer Service or in the Mall Office.

Customer Service Handouts – Merchants may display professional (no black/white copies) coupons, handouts and/or flyers for individual store events and sales at Customer Service.  Merchants must obtain prior approval from the Marketing Department before displaying the handouts and space is limited.

Employment List – Merchants are encouraged to advertise all employment opportunities on the Employment List distributed at Customer Service.  This 8 ½”x11” sheet of paper informs our shoppers of current job openings at Valley Fair Mall.  Please complete an Employment List Request at Customer Service or in the Mall Office. The Employment List is updated every Monday morning.

Table Tents – Table tents must be professionally printed (no black/white copies), 5”x7” and self standing (no acrylic holders provided).  Merchants are responsible for the production and distribution of their table tents.  Mall promotions take priority over individual store promotions and space is limited.  Please complete a Table Tent request form available at Customer Service or in the Mall Office.  

Website – Advertise a store special, promotion and/or event on the Event page of www.ShopValleyFairMall.net.  Your store link can also be linked on the page for added convenience for your shoppers.

22 x 28 Posters - Merchants may display professional posters throughout the mall for individual store events and sales.  Merchants must obtain prior approval before displaying posters, locations and quantities will vary depending on monthly mall sponsored events.  
Public Conveniences
Public Restrooms are located down the hallway between Asada Grill and Chinese Gourmet Express in the Food Court and down the hallway to the east between Zales Jewelers and Vanity just north of center court.

Public telephones are located inside each main mall entrance, as well as in the food court.

The Utah Transit Authority provides daily bus service.  The main pick up is located near the West Valley City Building on 2700 West/Constitution Blvd.  

A postage stamp vending machine is available for use at Customer Service (machine on east side of desk).  A postal drop is located outside the mall on the west side between Macy’s and Red Robin.

The mall customer service rents strollers and wheel chairs.  Infant ($3.00), Combo ($4.00) and Double ($6.00) strollers are available for rent at Customer Service during all mall hours. A government issued picture ID is required for all rentals, cash only. Single ($5.00) vending strollers are available in the Kid Zone wing. Wheelchairs (2 hours courtesy) and electric scooters (1 hour courtesy) are available for rent at Customer Service during all mall hours. There is a $10 per hour charge after the first courtesy hour. A government issued picture ID is required, cash only.
Visa Gift Cards are perfect for every occasion and are valid anywhere Visa debit is accepted within the United States.  Visa gift cards are available in any increment between $25-$250 at the Customer Service booth.  Cash and all major credit cards are accepted with a valid photo ID including: Visa, Discover, MasterCard, and American Express.  There is a $2 service fee for each gift card purchase.  

 

Copies and faxes are available at Customer Service for a nominal fee.  Copies ($0.25 per page, black and white only) and faxes ($1.00 per page).  Incoming and outgoing faxes are available. Please have incoming fax pages directed to (801) 840-5673, cash only.
For lost and found articles please contact Customer Service at (801) 969-6211 x100. 

A Wells Fargo ATM is conveniently located at Customer Service. 

Public Safety Department
Valley Fair Mall Security is responsible for patrolling the common areas of the mall, including the parking lots.  Officers are equipped with a two-way radio system and can be dispatched by the mall office or customer service.  The public safety team works to provide a safe and secure environment as for all merchants and customers.  
Some of the Public Safety Department functions are as follows:

· Patrolling the mall common areas including: main hallways and corridors, public restrooms, parking lots and exterior walkways.

· Quickly respond to calls from tenants when a dangerous situation exists.

· Observe and report mall incidents and accidents.
· Maintain highly visibility to the public, both inside and outside the center.  Such high visibility is a deterrent to crime in the common areas.

· Notify mall management of tenant problems such as employee parking, improper signage and business operation hours.

· Assist customers and act in a public relations capacity.

Public Safety Department Continued
Public Safety Officers are not responsible for the following:

· Store inventory of keys.

· Apprehending shoplifters.  
· Settling store/customer complaints or disputes.

· Deciding if money is counterfeit.

· Watching suspicious persons in merchants’ stores.

· Advising anyone of legal rights.

· Watching your store or cart while you run an errand

Each merchant is responsible for the security of their store or RMU/cart.  If your store has a security problem such as shoplifting, personal threats, vandalism, or check fraud – call the West Valley City Police Department at (801) 840-4000, and then call Valley Fair Mall’s Security at (801) 598-885 or (801) 969-6211 x110.  Be prepared to identify suspects with regard to sex, race, height, weight, hair color, clothing and any other distinguishable features.

In the case of all emergencies, please call:
Emergency 





911

Customer Service




(801) 969-6211 x100
Security after Hours




(801) 598-8859
Shoplifting, Credit Card & Check Fraud

As indicated in your License Agreement, protection of your store’s merchandise is the responsibility of the owner/operator of the store.  Public Safety can assist in limited ways in your efforts to exercise your legal rights as owners of the merchandise.

As laws vary from state to state, each merchant should check the laws that govern shoplifting in Utah.  The public safety officers have less authority to protect your goods.  For this reason, and others, security officers may not act as agents in detaining a suspected shoplifter.  This responsibility falls directly to you and your employees.

Check with your storeowners, or your district or regional managers to determine your company’s policy.  Some companies will allow employees to detain persons suspected of shoplifting, while others do not.  If you are going to detain or have a problem, public safety will respond to your store and assist you in keeping the peace while you exercise your rights.  If you detain a person for shoplifting or fraud you must be willing to perform the following steps.
· You or your employee must communicate with the suspected shoplifter; mall public safety will not communicate with the suspect.

· You must be willing to be the complainant of record against the suspect.

· The police must be notified.

Public safety will intervene on your behalf if it becomes apparent that your safety is threatened, or if the peace or safety of the shopping center is threatened. 
Shoplifting, Credit Card & Check Fraud Continued
Follow through on the case remains the responsibility of the store and the civil authorities; thus the police or store management must complete preservation of evidence.
In the following paragraphs, some of the services provided by Valley Fair Mall’s public safety team will be described.  Please feel free to contact their staff at any time to discuss these services, or any other matters of concern to you or your staff.
Fire & Explosion
One of the most dangerous situations in any building, including a mall, is fire and explosion.  If your store experiences one or both of these incidents, swift action is required.  In any incident, human life is the primary consideration.  Both you and your customers should exit the store immediately upon discovery of a fire or explosion in your space.  Contact mall public safety and the fire department as soon as you are safe.  At all times remain calm so you can keep your employees and customers calm.

If a general alarm is sounded in the mall, but there is no fire in your space, remain in your space and encourage your customers not to leave.  Do not use the phone and await instructions from public safety, mall management or the fire department by phone or in person.  In many cases, the safest place for you and your customers will be in your store.  Should your store begin to fill with smoke or in some way become dangerous, exit the building by the closest safe exit.

Robbery
In most cases it will not be safe for you to report a robbery in progress.  Once the incident is over, contact the police FIRST and give them the information they request.  If possible have another person contact the Public Safety at the same time and give the following information:

1. There has just been a robbery at 


 (your store name)

2. There are injuries/no injuries, and give the severity of the injury.

3. Give a description and the number of perpetrators, whether they were armed and the direction of travel upon exiting the store.

4. Remain on the line if possible until a public safety officer arrives at your store.

5. Keep customers and all other people out of the store until police or public safety officers arrive.

6. FOLLOW ALL OF YOUR STORE POLICIES AND PROCEDURES CONCERNING ROBBERY.
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