Vertebrate Pest Conference Guidelines - Section 5
p. 5-4

COMMERCIAL EXHIBITS

revised by J. O’Brien April 2011; A. Freeman February 2016
Purposes

· Promote and disseminate interest in products and services related to vertebrate pest management

· Provide income for costs of hors d’oeuvres and a vendor/attendee reception (or other event) on one evening of the Conference.
Procedures

1. Based on space available, determine the approximate maximum number and size of commercial displays that can be accommodated.  (Work with/through Arrangements Chairperson in getting space details from hotel representative.)

2. In conjunction with Business Manager and Council, determine fee (per tabletop or per display booth) to be charged to vendors.  (In advance, determine from Business Manager and/or Arrangements Chairperson what fees will be charged for set-up of tables, booths, electrical plug-ins, etc.)
3. In conjunction with Arrangements Chairperson, determine hotel / meeting facility policies in regard to the following:

· Receipt and storage of exhibit materials prior to Conference

· Liability on loss or damage of materials

· Requirements on union labor to transport, unpack, set up, tear down, etc.

· Storage of packing materials during exhibit

· Security

· Storage and shipping of exhibit materials following Conference.  Shipping of exhibit materials is the responsibility of exhibitors.
4. In accordance with Council and/or hotel requirements, design for distribution any written
contracts, damage agreements, claims waivers, or disclaimers that should be distributed to potential vendors.  (See example of “Rules and Regulations” and “Agreements” used for 18th VPC on pages 5-4 and 5-5).  These examples are missing from this version.
5. Determine, in conjunction with Arrangements Chairperson, the times vendors will have available for set-up and tear-down.  Set-up the afternoon prior to, and during the Plenary works well.
6. With assistance of Program Chairperson(s), determine time slots that Exhibit space will be open to conference participants.  In general the Exhibits should open after the first Plenary Session ends and close after the vendor reception the second evening of the Conference (usually Wednesday).
7. Obtain lists of contact persons / company names / addresses of potential vendors from previous Commercial Exhibit chairperson.  Prepare mailing list. Include email address on list since email is faster and usually preferred by exhibitors.
8. Co-ordinate with the Program Chair(s) to adequately advertise the Commercial Exhibit on all VPC flyers.

9. Prepare cover letter(s) and emails (see examples, p. V-5 and V-6 inviting potential exhibitors to reserve display space.  Include in this mailing the materials developed in #4 (above).  Cover letter should also refer potential exhibitor to the Conference web page registration link.  Letters/emails should be sent at least 7 months in advance of Conference (not later than July 1 of year preceding Conference).  Follow-up letter/emails to non-responders should be mailed approximately 3 months prior to Conference (approx. December 1).  (Work with Council webmaster to include appropriate commercial exhibitor information in the web page, including a list of confirmed exhibitors).

10. All prospective vendors who indicate interest, or who register for exhibit space, should receive a mailing/emailing from Commercial Exhibit Chair containing the following:

· Preliminary program for Conference (if available)

· Hotel room (lodging) reservation information, with instructions to make their own reservations.
· Exhibit space information, with map of spaces, if available. Commercial Exhibit Chairperson may assign spaces to vendors however a first-come basis is usually more convenient.
· Information on exact times for set-up, tear-down, and when Exhibit room will be open

· Waivers, disclaimers, or contract information for exhibitor to complete and sign (if not already submitted)

· Exhibit with large backdrops should be placed along walls.

11. Commercial Exhibit Chair should regularly communicate with online registration contact to get updates on registered exhibitors. Occasionally hard copy registrations will be received by the Exhibit Chair. Forward  checks and money orders to the Business Manager and exhibitor information to the registration contact person in a timely manner so that the exhibitor will be listed and will receive a packet at time of check-in at the Conference.

12. Vendor registration packets should include Commercial Vendor Agreement, relevant communication emails, and copies of credit card payment receipts or checks. 
13. Encourage all vendor registration payments to made through the Commercial Exhibits Chair. 

14. Commercial Exhibit Chair should confirm final list of vendors with registration contact and relay list to Program Chair(s) so that Exhibitors will be listed on the Final Program when it goes to print (deadline is usually mid-February).

15. Exhibit Chair may choose to survey vendors informally or formally with a written or email questionnaire to obtain their feedback on how well the Conference worked.  Chair is encouraged to make personal contact with each vendor representative at the time of set-up, so that the chairperson may act as a liaison between vendor and hotel staff in the event of problems, misunderstandings, changes in exhibitor’s needs, etc.
Commercial Exhibits

Rules and Regulations for Exhibitors

1.
No live animals or plant materials are allowed. Preserved biological materials are allowed if stable and free of odor or hazard.

2.
Pyrotechnic devices displayed must be inactivated and incapable of firing.

3.
Devices, vehicles, motors, application equipment, or other devices utilizing volatile fuel, gases or pesticides should be clean and free of residue.

4.
Solid pesticidal materials (rodenticidal baits) containing a toxicant shall be contained for exhibition in a suitable labeled container or in original packaging to prevent spilling or physi​cal contact.

5.
Devices or other exhibit materials requiring electricity shall meet appropriate codes and not pose a hazardous situation to persons in the exhibit area.

6.
Beyond general exhibit hall security and site security after hours, exhibitors will be respon​sible for the security around their own exhibit during exhibit hours.

7.
Exhibitors will be liable for any damage to floors, walls, tables, or other surfaces in the exhibit area.

8.
Exhibit themes and materials associated with each exhibitor must be within the theme of animal damage control or related areas.

9.
Upon arrival at the site hotel, exhibitors must agree to promptly secure and prepare exhibit materials, and remove packing and shipping materials to a storage area designated by the site hotel and away from the exhibit area. All exhibit materials should be of size and weight to allow for hand transport to the exhibit room.

10.
Promotions, giveaways, sales activity, and audience interaction by exhibitors should be pro​fessional, inoffensive, not conducted at the expense of other exhibitors, and limited to the immediate area of that exhibitor’s space. Contests or games are not encouraged.

11.
Because of space limitations and the technical nature of the conference, modest displays are requested featuring professional materials or services, and with accompanying labels or descriptive literature available to attendees.

12.
The Vertebrate Pest Council reserves the right to reassign an exhibitor space not utilized by the close of the first exhibition day, and to resolve any conflicts among or between exhibitors.
I have read and agree to the above rules and regulations.


  (signature) Applicant for Commercial Exhibit

