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Discover Engineering Family Day

February 22, 2014
Exhibitor Registration Application

Thank you for your interest in exhibiting at the Discover Engineering Family Day (DEFD) on Saturday, February 22, 2014.  

Please review the exhibitor information provided under separate cover and complete the application forms attached here. Should you have any questions regarding this information, please contact our event planning firm, Linder & Associates, at DEFD@linderassociates.com or 202-459-0878.
Exhibitor applications must be completed and submitted to Linder & Associates at DEFD@linderassociates.com or via fax at 202-298-6974 no later than Friday, November 15, 2013. All registration applications received after this date will be subject to late fees.

Registration fee payment should be completed and mailed to:

Discover Engineering / NEWF

Attn: Anne Squire

1420 King Street

Alexandria, VA 22314
Credit card payments for registration fees are accepted using VISA, MasterCard or American Express.

Call the National Engineers Week Foundation to make arrangements: Anne Squire, 703-684-2864, or complete and mail the attached credit card authorization form.
Registration Fees

Please complete and mail this form by Friday, November 15, 2013 with your credit card authorization or check payable to National Engineers Week Foundation to:
Discover Engineering / NEWF
Attn: Anne Squire

1420 King Street

Alexandria, VA  22314

Basic registration fee of $300 includes:    

· Two 6-foot tables with linens

· Four chairs

· One easel and sign with exhibit title and organization name (as indicated in registration application)

· One power outlet (if requested, extension cords are not provided)

· Carpet protection (if required)

Additional 6-foot tables are available for $200 each.  

	Name of Organization:

* Please print your organization name as you would like it to appear in publications/signage.

	

	Contact Name:
	

	Contact Phone Number:
	

	Contact Fax Number: 
	

	Contact Email:
	


Registration Fees:

Basic registration:


$300 

____ Additional Tables x $200 each 
_______

TOTAL FEES:



_______

Late Registration Fee:  (after November 18, 2013)
Late registration:


$400 

____ Additional Tables x $200 each 
_______

TOTAL FEES:



_______
Note: Sponsors of Discover Engineering Family Day will NOT be charged an additional registration fee.  
For more information about donations and/or sponsorship opportunities, 
contact Anne Squire at 703-684-2864 or asquire@nspe.org.

Exhibitor Registration Application
Please complete and email or fax this form by Friday, November 15, 2013 to DEFD@linderassociates.com or 202-298-6974.

	Name of Organization:

* Please print your organization name as you would like it to appear in publications/signage.


	

	Contact Name:
	

	Contact Phone Number:
	

	Contact Fax Number: 
	

	Contact Email:
	

	On-Site Event Contact Name:

(if different from above)
	

	On-Site Contact Cell Phone Number:
	

	Organization URL for inclusion on DEFD website:


	

	Title of Exhibit/Activity/Demonstration for Day-of-Event Exhibit Sign:


	

	Engineering Discipline Exhibit Emphasizes:


	

	Number of Non-Engineer Staff On-Site to Manage Exhibit:

* We require a minimum of two staff members per table at all times.


	

	Number of Staff On-Site that are Engineers:

For on-site exhibitor identification purposes

	

	Detailed Explanation of Exhibit:

* Please provide a few sentences describing the activity you plan to present. If your application is accepted, this information will be used for advance publicity and guide of activities distributed on site. Include the approximate size of your display and what materials you will use or supply

	


Additional Equipment Request Form

The standard $300 registration fee includes:

· Two six-foot tables with linens

· Four chairs

· One easel and sign with exhibit title and organization name (as indicated in registration application)

· One power outlet (if required, must provide your own extension cords.)

· Carpet protection (if required)

Below is a sample list of additional equipment and exhibitor services available through DEFD’s event planning firm Linder & Associates for additional fees. Please include details below and an estimate of services will be provided to you separately. Additional services beyond the list below are also available. 
Please contact Linder & Associates at 202-459-0878 or DEFD@linderassociates.com for further details.
	Item
	Quantity
	Notes

	Additional easels 

* In addition to one provided with standard registration for DEFD-provided signage. Please note, nothing may be attached to the museum walls or pillars.  

	
	

	Additional power outlets

* One provided with standard registration


	
	

	Additional chairs 

* Four included in standard registration


	
	

	TV, LCD/Plasma Screens, VCR/DVD  

* Please indicate if there are any special requirements.


	
	

	Pipe and Drape – please indicate quantity 

* Pipe and drape comes in 10’ x 8’ sections

	
	

	Staging or platforms 

* Please indicate size


	
	

	Rope and stanchion

* Please indicate how many of each


	
	

	Computers, monitors, sound systems or AV needs  

* Please indicate your exact needs

	
	

	Internet or phone line access

* Please indicate which and how many lines you will need


	
	

	Miscellaneous needs – banner rigging, etc.

	
	


NO ADDITIONAL EQUIPMENT WILL BE AVAILABLE ON THE DAY OF EVENT 

UNLESS ORDERED IN ADVANCE
Shipping Information & Load-In Request

Shipping:

Limited space is available to receive shipments of materials on site in advance of the program. Please contact Linder & Associates for more information and details.

Please note, if you plan to have materials sent to the National Building Museum via courier, you must receive advance approval.

Load In:

Please choose your top three load-in times and rank them (1-2-3) in order of preference.
	Friday, February 21
	
	Saturday, February 22

	3 p.m.
	
	
	7 a.m.
	

	3:30 p.m.
	
	
	7:30 a.m.
	

	4 p.m.
	
	
	8 a.m.
	

	4:30 p.m.
	
	
	8:30 a.m.
	

	5 p.m.
	
	
	9 a.m.
	


1. Please provide a general list of the contents you will be bringing into the museum for your exhibit.

2. How many cars and/or trucks are you bringing to the loading dock for your load in?

      If you are bringing a truck, how large is it?

3. How long do you anticipate taking to unload (not set-up, just unload)?

4. How long do you anticipate it will take you to completely set up your area after you have unloaded?


If you have any time conflicts (e.g. flying or driving in from out of town), we will do our best to accommodate your requests.

A limited number of flatbed carts will be available for use on a first-come, first-served basis during load-in.

Load-Out:

Please note that all exhibitors must have their materials out of the National Building Museum by 7 p.m. on Saturday, February 22. 
A dumpster will be provided in the loading dock area for all of your trash at the end of the day. You are responsible for removing all trash from your exhibit area. 

Discover Engineering Family Day • http://www.engineeringfamilyday.org/
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