The Forum on Education Abroad

Exhibitor Information 2010
Date:

Thursday, March 25, 2010 from 7a.m. to 5p.m.

Exhibit fee:
 $1,250 which includes a complimentary conference registration

*Please complete an electronic version of the registration form and the Forum staff will enter the comped exhibitor manually.
Submit the following to Forum by Tuesday, December 1:  (to be completed on form on the 3rd  page)

·  50-word summary of your organization to be included in the conference program 

· Black and white logo in EPS or JPEG format (minimum 300 dpi) to be included in conference program

· Indication of the following A/V needs:

· Electrical and/or wireless internet connection

Exhibitors are provided:

· Eight by ten foot table

· two chairs

· electricity (if indicate on form)
· access to wireless internet (if indicate on form)

 
Please note the following: 

· Setup will be the evening of Wednesday, March 24, from 7-8 p.m. (immediately following reception in Westin Grand Ballroom) or early Thursday morning.
· Breakdown will be immediately following the exhibit hall hours (which end promptly at 5 p.m.).  All items must be removed by 5:30 p.m.  

· Wireless internet access will not be available until Thursday morning at 7 a.m. and is limited one per exhibit table.

· You may ship items directly to the hotel; however, any shipping expenses incurred will not be covered by the Forum. 

· See special shipping instructions from the hotel on page 2
· As a part of the conference’s environmental initiative, we ask exhibitors to consider limiting the number of materials they bring and to consider alternative promotional strategies that require fewer resources.  

******************************************************************************

HOTEL SHIPPING INFORMATION:

  

All materials must be addressed as follows:
The Westin Charlotte

601 South College Street

Charlotte, NC 28202

HOLD FOR:  March 24, 2010/Forum on Education Abroad

Hotel Contact:  Linwood Campbell

· Multiple packages within a single shipment should be sequentially numbered (i.e. 1 of 2, 2 of 2).

· Shipments should not arrive more than 3 days prior to set up date.  Shipments received sooner than 3 days will be charged Storage fees.

Shipping and Receiving Price List (Incoming and Outgoing Packages)
Receiving, handling and storage (maximum 3 days)

ITEM



WEIGHT

PRICE

Standard Letter

n/a


$5.00 each

Carrier “packs”

n/a


$5.00 each

Boxes/Packages

up to 5 lbs.

$5.00 per box

Boxes/Packages

over 5 lbs – 20 lbs
$10.00 per box

Boxes/Packages

over 20 lbs. – 50 lbs.
$20.00 per box

Boxes/Packages

over 50 lbs.

$30.00 per box

Large Wooden Crates
n/a


$50.00 per crate

Large Oversized Boxes
n/a


$50.00 per box

Pallets



n/a


$75.00 per pallet

*If received more than 3 days in advance, same fee is charged PER DAY.

FORUM ON EDUCATION ABROAD

2010 CHARLOTTE CONFERENCE 

EXHIBITOR FORM

Organization/Institutional Name:

Exhibitor contact name:

Exhibitor contact email:

Person using comped conference registration:

(If different than exhibitor contact)
Fifty word summary to be used in conference program:

Please indicate below if you would like to have the following for your exhibit table:

_____
Electricity

_____ WiFi access code (for one-day use, Thursday, March 25)

Please submit a black and white JPEG or EPS image of your logo for inclusion in the conference program!   

Please send a copy of your logo and return your completed form via email to:
Jen Brown

Assistant Director of Conference and Events

Forum on Education Abroad

717-245-1718 (phone)

717-245-1677 (fax)

brownj@dickinson.edu (email)

