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Grand Hyatt Washington
Exhibitor Policies and Procedures 

for Esperanza’s National Hispanic Prayer Breakfast and Conference
The Exhibitor Marketplace will take place on Tuesday, June 12th, Wednesday, June 13th, and Thursday, June 14th 2018, in accordance with the enclosed conference schedule, at the Grand Hyatt Washington, 1000 H Street, NW, Washington DC 20001.
Esperanza will produce and prominently display banners with sponsors’ logos at key locations within the Grand Hyatt, which will be viewed by nearly 700 attendees. The Exhibitor Marketplace will take place in the Grand Foyer (and surrounding spaces as determined by the total number of exhibitors and max capacities of the space).  

· Please complete and return the Exhibitor Marketplace Inventory Form below to Kyle Stephan at kstephan@esperanza.us, indicating all boxes or materials being shipped. This will enable us to work together to track your packages, make sure they are placed properly in storage, and retrieved/accounted for on the days of the event.  

Package Handling

Any package being shipped to the Grand Hyatt Washington must be prepaid. Packages without Receiver’s name and phone number will be rejected. Please label all packages as follows, completing the highlighted fields:


Since the Hotel has limited storage facilities, each exhibitor can send up to, but no more than, ten (10) boxes weighing no more than 50 pounds each.  These can be shipped to the Hotel with scheduled arrival two (2) business days prior to the event (i.e. arriving by Thursday, June 7, 2018).  For shipments larger than this, please contact the Fed Ex Office at the hotel directly at 202-637-4724.  Larger packages must arrive on the day of setup – i.e. Tuesday June 12.

· We recommend that Exhibitors also consider bringing plastic storage bins that can be labeled, as in past years shipping boxes have not always held up to the packing and unpacking over the two-day period.   

· Return Shipping:  If you have leftover items at the end of the conference that you would like the Hyatt to ship back to your place of origin, those items should be left on your exhibitor table, properly packaged and labeled for shipping.  Any package being shipped OUT of the Hotel must be prepaid, addressed, labeled and ready for mailing.  A Convention Services staff member will distribute Shipping Request Forms to be completed prior to the end of the exhibit show. 
EXHIBITOR MARKETPLACE INVENTORY FORM
Please return completed forms to Kyle Stephan at kstephan@esperanza.us or fax to 215-324-5848.
Sponsor Name:   












Mailing Address:   











Contact Person: 




Business Telephone: 



 
Email: 






Fax: 





Designated Exhibitor #1: 










Designated Exhibitor #2 (if any): 









Designated Exhibitor #3 (if any): 









Shipping Information:

Date Shipped:




    Expected Arrival at Hotel: 




Sent Via:


UPS

FedEx

DHL

USPS

Other:__________________

Total Number of Boxes:  _______________________

Additional Storage and Handling needed: 

Brief Description of Contents:

Confirmation/Tracking #’s (if applicable):  

Please keep in mind the following handling fees will apply (included below) at the Grand Hyatt Washington.  Your credit authorization form will be used to process these fees. Please include information on additional storage, boxes, pallets and displays in the “Additional Storage” section. Please also fill in the estimates with the appropriate cost of your boxes and items below. Thank you.   
PACKAGE HANDLING:

	Items
	Fee (Incoming Items)
	Outgoing

(3 Days After Departure)

	Package Handling Fee
	$15.00 per box/$175.00 per Pallet

$65.00 per Display Case/Crates/Large Boxes
	$15.00 each box/$175.00 each pallet $65.00 per Display Case/Crates/Large Boxes 

+ Shipping Charges

	Storage Fee (Up to Two Days)
	Free
	

	Box/Pallet Storage Fee 


	$15.00 per box / $175.00 pallet per day

(If Shipped More Than Two Business Days Prior to the Event)
	$15.00 each box/$175.00 each pallet

(If Stored More Than 3 Days)


Estimated # of Boxes to be Received at Hotel:
________

X $15.00 =
Total: _____________

Estimated # of Boxes to be Shipped from Hotel:
_________

X $15.00 =
Total: _____________

Estimated # of Display Case(s) to be Received at Hotel:
 _________
X $65.00 =
Total: _____________

Estimated # of Display Case(s) to be Shipped from Hotel: _________
X $65.00 =
Total: _____________

Estimated # of Pallet(s) to be Received at Hotel:
 _________

X $175.00 =
Total: _____________

Estimated # of Pallet(s) to be Shipped from Hotel: _________

X $175.00 =
Total: _____________
 
EXHIBITOR CHECK-IN AND SCHEDULE
1. Upon checking-in at the Esperanza Conference Welcome Desk, Exhibitors should identify themselves as such, and they will receive a specially-marked badge to identify them as the designated personnel to supervise the Exhibitor table.  Esperanza’s designated staff will show Exhibitors to their assigned booth location.
2. Exhibitors are asked to wear their badges at all times, including during set-up and dismantling.  

EXHIBIT HOURS, SET-UP & DISMANTLING
Tuesday, June 12th 
Location: 
Grand Foyer, Grand Hyatt Washington
Set-up:
10:00 AM – 12:00 PM
Exhibiting Hours:
12:00 AM – 10:00 PM

Dismantling:
10:00 AM – 10:30 PM

Wednesday, June 13th
Please note Exhibitor’s Marketplace will close during visits to Capitol Hill 
Location: 
Grand Foyer, Grand Hyatt Washington
Set-up:
7:00 AM – 7:30 AM &   4:00 PM – 4:30 PM
Exhibiting Hours:
7:30 AM – 11:00 AM &  4:30 PM – 10:00 PM

Dismantling:
11:00 AM – 11:30 AM & 10:00 – 10:30 PM

Thursday, June 14th
Location: 
Grand Foyer, Grand Hyatt Washington
Set-up:
7:00 AM – 7:30 AM  
Exhibiting Hours:
7:30 AM– 11:00 AM  

Dismantling:
11:00 AM– 11:30 AM  

1. Exhibitors are responsible for ensuring that their tables are staffed by designated personnel at all times during the hours when the Marketplace is open.
2. If the individuals designated to staff your Exhibitor Booth are additional to the number of seats allotted in your sponsorship perks package, we cannot guarantee they will be seated and fed at conference events.  If these individuals are additional to your allotted number of guests and they wish to participate in conference events (such as dinner programs), they must register for the conference.
3. Exhibitors are fully responsible for setting up and dismantling their tables.  This includes packing and unpacking of any materials and properly labeling boxes.  Esperanza will only provide storage for packed and labeled boxes.   
4. Esperanza is not responsible for the supervision, set-up, or dismantling of any Exhibitor tables.  Any items left behind may be removed at the Exhibitor’s risk.  Esperanza is not responsible for any items lost or damaged during the event. 
5. If you do not wish to use an Exhibitor Booth during the conference, please inform your Esperanza Account Manager so we can plan accordingly.

Grand Hyatt Washington IMPORTANT CONDITIONS AND REGULATIONS
1. Wall, column and permanent building utility outlets are not a part of booth space and are not to be used by exhibitors unless specified otherwise.  The use of wall or floor outlets is considered billable electricity.  If you need a power drop, extension cord, or any other A/V accommodations at your booth, please inform Kyle Stephan, and he will provide you with the information from the Grand Hyatt to make these arrangements.
2. All equipment regardless of source of power must comply with all federal and local safety codes.
3. Claims will not be considered unless filed by exhibitor prior to the close of the exhibition.
4. Prices based upon current wage rates and are subject to change without notice.

5. Under no circumstances shall anyone other than a hotel engineer make electrical connections to house outlets.

6. All material and equipment furnished by the hotel for this service order shall remain the hotel’s property and shall be removed only by the hotel at the close of the show.

7. Payment in full must be rendered prior to opening of event:  NO EXCEPTIONS PLEASE!

8. The Hotel is not responsible for equipment malfunction / damage.

9. At no time will any exhibitor, groups or person hang items / objects from any walls or ceiling.  All banners, flags, etc. must be authorized and installed by the Hotel Engineering Department.  The Business Center, located on the lobby level of the hotel, is equipped to make signs.  Please call Fed Ex at 202-637-4724 for a price quote. Installation or hanging of all materials will be at a one-hour minimum charge.  Changes or additional moves will be billed separately.

10. Items rented from the Hotel must be returned or replacement costs will be debited to the account.

Esperanza’s Reminders: SPACE USE & SPECIFICATIONS

1. Each Exhibitor will be provided with a 6’ x 30” table and seating. 

2. Tables must be either finished or covered.  The hotel will provide linens, but Exhibitors can also use their own promotional linens or covers.  

3. Exhibitors must have a sign to identify themselves. Signs must be free-standing sign and can be placed in front of or behind the table.  Pop-up signage should be no larger than 2’ w x 6’ h.  

4. Exhibitors are responsible for maintaining a neat and clean table and surrounding area.

5. Exhibitors may not bridge, canopy, or carpet the aisles, or otherwise obstruct walkways.  

6. Exhibitors may only display their products, which they actually stock, sell, ship, or invoice during the regular course of business.

7. Any demonstrations or promotional activities must be confined to the limits of the space allotted. These demonstrations must be directly related to the Exhibitor's product and not just to attract attention or entertain.  Presentations must not obstruct walkways.  

8. The playing of loud music, videos, CD's, or any other sort of sound that may disturb the surrounding booths will not be permitted.
9. The maximum amount of exhibition space for each Exhibitor may be limited. 

10. Smoking or drinking alcoholic beverages is strictly prohibited.

11. Exhibitors agree not to sponsor, endorse, or conduct any political activities during the programmed hours.

SALES, INCENTIVES & GIVE-AWAYS

1. As Exhibitors, sales to the public are permitted and encouraged.

2. Exhibitors are responsible for processing the payent for retail sales at their table. 

3. In order for Exhibitor drawings or give-aways to be legal, they cannot be based on orders or commitments of any kind.

4. It is advised that Exhibitors be aware of FTC regulations regarding incentives to buy.

5. Special offers and/or gifts can be restricted to those clients attending the convention, provided they are previously advertised to the entire trade prior to the convention.

6. Esperanza does not encourage give-aways to persons that are not delegates or employees of the delegate, as per recommendations from the Internal Revenue Service.
TO:  Grand Hyatt Washington


RECEIVED BY: Esperanza Pick-Up by Marli Nascimento


SENDER: [Sponsor Company Name]


RECEIVER PHONE: 202-637-4750


Esperanza National Hispanic Prayer Breakfast and Conference


June 12-14, 2018


C/O Isabelle Jabart/Marli Nascimento


Grand Hyatt Washington


1000 H Street NW


Washington, DC 20001


Box “X” of “X”
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