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Notes and Reminders

California VE Trade Fair

November 29-30, 2006

Booths:

· Access to electricity is available; however, companies must bring their own extension cords and power strips. There is only one power access per booth (120v/1000watts).
· No audiovisual equipment will be provided.  We do not provide TVs, VCRs, screens, lights, CD players, or white boards. Please refer to the estimated wattage below for your equipment:
	Item
	Est. Watts

	Laptop
	300

	One string of Christmas lights
	100

	CD player
	200

	Radio
	200

	Strobe light
	250

	Spot light
	500

	Coffee maker
	1500 minimum

	Sound system with amplifier,
	1000

	Speakers and Turn-table
	 

	Electric message board
	200

	LDC projector
	500+

	TV
	500+

	DVD player
	200

	Xbox or Playstation
	200


· Booth set-up includes 8 foot draping at the back of your booth and 3 foot draping on the two outside perimeters.  The booth measures 10 feet across and 8 feet deep (pg. 7 of Invitation).
· Booth will have only one table and two chairs.  Additional table and chairs will not be provided.
· Fabric tablecloths and skirts will be on each table.
· NO HELIUM BALLOONS WILL BE ALLOWED (Convention Center Policy).  Air-filled balloons are fine.
· Only background music is permitted; however, VE representatives will determine the appropriate volume and will adjust accordingly.  MUSIC MUST BE KEPT AT A LOW BACKGROUND LEVEL.
· Booth set-up will be from 11:00 AM until 5:30 PM.  No early birds and no exceptions!
· NO COMPANIES ARE TO CHANGE BOOTHS ONCE THEY HAVE ARRIVED AT THE TRADE FAIR!
· If a company has expensive items to go in their booth, they may place them in their booth on the morning of the Trade Fair, November 30, between 7:30-8:00 AM with a VE escort and the company coordinator.  No exceptions after 8:00 as booth judging will begin at that time.
· BOOTH NUMBERS WILL BE IN THE TOP RIGHT HAND CORNER OF EACH BOOTH’S BACK DRAPE.  THESE ARE NOT TO BE REMOVED DURING THE ENTIRE EVENT.  IF NO NUMBER IS VISABLE TO THE JUDGES DURING BOOTH AND SALESMANSHIP JUDGING, THE COMPANY WILL BE DISQUALIFIED FROM THESE COMPETITIONS.
Booth Giveaways:
· Nothing is to be sold for real money.  This is not a fundraising event!  This is a Convention Center Policy.

· Only individually wrapped food items may be given away.  All food items must be individually wrapped before arrival to the trade fair.  Be sure to wear food serving gloves while handling unwrapped food items.
· Beverages must be no larger than 4 ounces and must be related to your company.
· Foods must be no larger than 2 ounce servings, which is sample size.  Popcorn-making machines are fine; however, the servings of food products from these machines cannot be larger than 2 ounces and must be in paper cup/bag.
· No full cans or bottles of beverages may be distributed at the Trade Fair.
· No chocolate fountains or blenders.
Dress:
· On November 29 during set-up, students should be dressed in business casual attire.
· On November 29 during competitions, students should be dressed professionally or in company uniforms.
· On November 30 during the Trade Fair, students should be dressed professionally or in company uniforms.
Behavior:

· Please review the enclosed Code of Conduct that many of you had students sign at the beginning of this year.

· If a student breaks the accepted rules of conduct, they will be escorted to their room and their coordinator notified.  The student will be eliminated from all Trade Fair events and competitions.

· The curfew for students staying in the Holiday Inn Select hotel is 11:30 PM.  It will be strictly enforced.  All coordinators staying in the hotel need to attend a 10:15 PM meeting in the lobby of the Holiday Inn Select.  Any student caught breaking the curfew will cause forfeiture of company Trade Fair awards.

Nametags:
· all students must wear nametags at all trade fair events!

· VE companies must provide their own nametags.
· If a student is on the trading floor without a nametag, we will provide a generic one.
· Bus transportation will be available to and from John’s Incredible Pizza.  No student will be allowed on the bus without an official nametag.
· Identification bracelets will be given to students participating in the evening social event on November 29.  Students will need to wear their official nametag or have an official school identification to gain admission to event.  VE coordinators need to attend social event with students.
Coordinators:

· Coordinators need to be on the event site during the entire event.  If they have to leave for any reason, a designated adult representative needs to be available to handle issues regarding their school/company.
· Coordinators need to wear nametags at all times. 
· For coordinators staying in the hotel, please make certain that you leave your room number at the registration table when you check in the first day.  You will also be required to attend a meeting at 10:15 PM in the Holiday Inn Select lobby to discuss the hotel curfew on November 29.
· Coordinators will need to accompany their students to check-in for the social event on November 29 confirming that they are VE students in their program.  Once verified as VE students, they will be given a wristband and admitted to the event.  All coordinators should be on site for the social event.
· No drinking or smoking is allowed on the event site at any time.
Security:

· Security is provided for the event; however, it does not assume any responsibility for lost or stolen articles.

· All official event security requests and VEC Trade Fair staff requests of students must be followed without exception.

Competitions:

· Results of the competitions will be posted after each session on the door where the competition occurred as well as on the mail bulletin board in the lobby.

· Winning projects will be on display on November 30 for viewing in various booths on the Trade Fair floor.

Please refer to Trade Fair Regulations on pages 10-12 in the Trade Fair Invitation.  It is important to review these with students prior to the Trade Fair.

Please seek out VEC staff if you have any concerns during the Trade Fair Competitions and the Trade Fair…

