Exhibitor Logistics’ Form for the 2024 Stride Collaborative

Dear Potential Exhibitor:

Thank you for your interest in participating in the 2024 Stride Collaborative Annual Partners meeting that will be held at the Westin Atlanta Perimeter North in Atlanta, Georgia from September 17-19, 2024. We are sending you information that we hope you will find helpful regarding logistics for exhibitor set up. Additionally, we are requesting information from you that will help us make the proper arrangements for your exhibit.   
Notes for Exhibitors

· Set up will be from 12:00 pm to 4:00 pm on September 17th or from 9:00 am to 12:00 pm on September 18th.
· Break down for all exhibits should be completed by 6:00 pm on September 19, 2024.
· Exhibits and materials to support exhibits can be shipped to the Westin Atlanta Perimeter North.  The hotel is willing to accept vendor boxes and supplies up to 3 days before the meeting (or beginning on/ Saturday September 14, 2024).  Please notify Erin Shackleton at least one business day in advance of delivery. The event manager must be informed of the quantity of packages, arrival date, and shipper. 
· Hotel event management contact: Erin Shackleton eshackleton@westinatlnorth.com
· Hotel Address: 7 Concourse Parkway NE, Atlanta, GA, 30328
· Please be sure to reference the STRIDE meeting and meeting date. Please reference your organization on the package. Address with attention to the Exhibitor receiving the package.
· Standard booth setup includes one 6-foot table with black linen, 2 chairs, and 1 garbage can. If electricity is needed for the exhibit, please indicate so on the form. 
· There is no fee to display and no fee for electricity. 

· Please make the appropriate arrangements for your exhibit and materials to be shipped from the hotel before September 21, 2024. The hotel will store properly sealed and labeled materials for up to two (2) days following the function.
· Contact us as soon as possible if you have non-traditional exhibit materials (e.g., engine or heavy equipment) that will need additional consideration. We will have to get clearance from the hotel for non-traditional exhibit materials.
 
· There is not a fee for drayage if that’s required.
Request for Logistical Information for Exhibitors

Exhibitor’s Name/Phone Number/Email Address:  __________________________________________________

Please provide a brief summary of your exhibit. Also note whether your exhibit will be a table top or floor length (include approximate dimensions). If your display is not a table top or floor display that will be used inside or has special considerations (e.g., motor running), please contact us at the contact provided below to discuss special logistics.  ___________________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________________________________________ 

How many tables will you need for your booth set up? _______________________________________________
How many chairs will you need for your booth set up? _______________________________________________
Will you need electricity for your booth? __________________________________________________________
Please email forms to dolan.margaret@epa.gov. You can also e-mail if you have specific questions or need additional information.  
Exhibitor forms must be received no later than September 5, 2024
