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EXHIBITOR HANDBOOK

THE COMPLETE GUIDE TO EXHIBITING AT  
THE 2018 HEALTHIER TEXAS SUMMIT



This manual contains important information for 

you to plan your participation in the Healthier 

Texas Summit, as well as several service forms. 

We highly recommend exhibitors to print and 

keep a copy of this document as a reference 

leading up to the conference.

Please observe deadlines and make sure that 

all necessary forms are sent in within required 

dates. 

THANK YOU.



DEAR EXHIBITOR,

We would like to thank you for 

attending the 2018 Healthier Texas 

Summit! It is a pleasure to support 

you at this year’s conference.

In this document you will find 

important information and deadlines 

you will need in order to make your 

exhibitor experience as smooth as 

possible. Please keep this manual for 

your records and as a reference.

If you have any further questions or 

concerns, please contact Carley via 

email at carley@itstimetexas.org or 

phone at (210) 859-2026. We look 

forward to working with you!

In Health,
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KEY FACTS:  

●	 Booth Assignments: Exhibitor booth number(s) will be announced at the 
beginning of September. Note: exhibitors will not receive booth assignment 
information until IT’S TIME TEXAS has received a completed exhibitor 
application and payment.  

●	 Booth Location: Requests may be made for a specific booth location in 
the exhibit hall(s) via the exhibitor application, however, please note there is 
no guaranteed choice. Each booth’s position is determined by many factors 
and is at the Healthier Texas Summit’s Planning Committees  final discretion. 
The single most important factor for exhibition success is the experience and 
engagement offered to Summit attendees, not the booth location. 

●	 Shipping: All shipping and material handling to/from the exhibit hall must be 
arranged with the AT&T Executive Conference Center. The Conference Center 
will receive and store packages 72 hours prior to the event. Please note there 
are package handling/storage fees for all incoming and outgoing packages 
that arrive or leave the AT&T Center. For more information on shipping & 
handling, see the Shipping & Handling Form at the end of the handbook. 

●	 Exhibitor Staff: Exhibit booths must be staffed during all exhibit hours. 
Although two name badges to the conference are included with each exhibitor 
registration, unstaffed booths or abandoned/dismantled booths during the 
dedicated exhibit time, will be subject to fines. 

●	 Catering: No food or beverages can be brought in from outside suppliers, 
stores or restaurants. Refer to page 8  for more information on how to order 
catering should it be necessary.  

●	 “Swag” & Giveaways: Promotional items must be related to the exhibiting 
organization. Any foods items must be healthy, travel sized, and individually 
packaged.  

●	 Sound: Noise levels will be closely monitored- although not prohibited, 
please be mindful of presentations and fellow exhibitor spaces. 

Please be aware the above is only a snapshot of crucial exhibitor & booth information.  

For a comprehensive list of A-Z Exhibitor Information & Regulations please  

turn to page 7.
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IMPORTANT CONTACTS: 

Exhibit Organizer:

IT’S TIME TEXAS 

911 W. Anderson Lane, Suite 101 

Austin, TX 78757 

Phone: (512) 533-9555 

Fax: (512) 533-9556 

Website: https://itstimetexas.org 

Exhibitor Point of Contact:

Contact: Carley McCaw 

Phone: (210) 859-2026 

Email: carley@itstimetexas.org 

Website: https://healthiertexassummit.com 

Conference Venue:

The AT&T Executive Education and Conference Center 

1900 University Ave, Austin, TX 78701 

Phone: (512) 404-1900 

Website: http://www.meetattexas.com/ 

Link to reserve a room at the AT&T Conference Center at the Healthier  

Texas Summit conference rate: https://aws.passkey.com/go/ITSTIM1018

For assistance with Audio Visual needs:

The AT&T Executive Education and Conference Center PSAV Sales Office 

Phone: (512) 404-3638 

Link to Online Order Form: https://goo.gl/forms/DdLXzIUe8DX1wLQo1

For assistance with Convention Center Shipping & Handling:

The AT&T Executive Education and Conference Center Conference Concierge 

Contact: julia.henderson@attconf.utexas.edu 

Phone: (512) 404-3688
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A-Z EXHIBITOR INFORMATION & REGULATIONS:

Access Times (Exhibit Halls)

The exhibit hall will be located on the 3rd floor of the AT&T Executive Education & Conference 
Center in Salon AB. The hall can be accessed for set-up beginning Wednesday, October 25th, 2018 
from 5:00pm- 8:00pm. The exhibit hall will be open to attendees on Thursday, October 26th from 
7:30am to 5:00pm and Friday, October 26th from 8:00am to 12:30pm. Set-up will begin at 6:00am 
on Thursday, October 25th For more information on ‘Load In/Out’ or ‘Check-In’ please refer to the 
respective sections of this handbook. 

Audio/Visual/Tech Equipment

Exhibitors may order needed A/V equipment or services, such as electrical connectivity, internet, 
DVD players, etc., at the exhibitor’s expense. A registration confirmation email will include A/V 
contact information for ordering additional equipment or services. Power service can include either 
a 20 Amp Power Drop or a 100 Amp Power Drop. Noise levels will be closely monitored- although 
not prohibited, please be mindful of presentations and fellow exhibitor spaces.  

Note: noise, including cell phones, must be muted during all presentations. 

Bag Check

All bags and boxes are subject to a security check upon entering or leaving the building.

Balloons

Helium balloons are permitted in the exhibit hall(s); however, please be aware that there may be a 

fine for each balloon that floats to the ceiling for its removal.

Behavior

Profanity, loud or aggressive behavior and/or lack of respect for conference staff, attendees, 

exhibitors, along with hotel staff and guests will not be tolerated.

Booth Assignments

Exhibit tables will be set up prior to arrival based on how many tables were requested and paid 
for. Due to limited space, any additional personal tables brought by exhibitors will not be allowed. 
Booth numbers will be announced at the beginning of September.  
Note: exhibitors will not receive booth assignment information until IT’S TIME TEXAS has received 
a completed exhibitor application and payment.

Booth Ceilings

Overhead booth awnings, canopies or rigid ceilings are not permitted in the exhibit hall(s).
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Booth Design

The cost of exhibiting includes (1) 6ft skirted table,  two name badges, and two chairs. If the 
exhibitor requires the use of two tables, an additional table will have to be purchased at the non-

profit or for-profit rate, depending on the organization. 

Booth Location

Requests may be made for a specific booth location in the exhibit hall(s) via the exhibitor 
application; however, please note there is no guaranteed choice. Each booth’s position is determined 
by many factors and is at IT’S TIME TEXAS’ final discretion. The single most important factor for 
exhibition success is the experience and engagement offered to Summit attendees, not the booth 

location.

Cancellations

If a registered exhibitor is unable to attend for any unforeseen circumstances, please notify IT’S 
TIME TEXAS as soon as possible. Due to limited space, a waiting list will be kept and forfeited booth 
space will be offered to a waiting exhibitor. Cancellations made in writing before August 31, 2018 will 

receive a 50% refund. No refunds will be issued for cancellations received after that date.

Catering

No food or beverages can be brought in from outside suppliers, stores or restaurants. Exhibitors 
are allowed to use hotel outlets for food service only. No alcohol may be consumed while on hotel 
property. Behavior must be in accordance with other points outlined in the policy. Please refer to the 

AT&T Center catering menus at the back of this document for food or beverage pricing.

Check-In

At arrival, take the elevator to the 2nd floor of the Convention Center and check-in at the Exhibitor 
Check-In table to receive an exhibitor packet and name badges. Check-in will begin on Wednesday, 
October 24th at 5pm and will go until 8pm. Check-in will continue on Thursday, October 25th from 

6:00-7:30am. 

Children

During load in/out, children ages 14 and under are not permitted in the exhibit hall(s) or the service 

yard and loading bays for health and safety reasons.

Cleaning

Exhibitors are expected to keep booth area clean, professional and presentable at all times. Upon 
load out on the final day of the Summit, booths are expected to be left in the condition in which 

they were found.
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Company Profile

Upon exhibitor registration, please send a 50-word description of the exhibiting company for 
online marketing and program materials to Carley at  carley@itstimetexas.org.  Please note that 
if you submit a description greater than 50 words in length, the Healthier Texas Summit Planning 

Committee may edit your description to fit it in the program.

Credentials

Each exhibitor will be given two pre-printed name badges upon check-in and one conference 
registration to attend sessions. The conference registration can be shared by exhibitor staff 
throughout the day. Name badges must be worn by staff during the conference at all times.  
Closer to the conference, exhibitors will receive an email requesting the names of staff who will 

be in attendance.

Digital Map

The Summit will take place on the 2nd and 3rd floor of the AT&T Center. Exhibitors will be placed 
in Salon AB on the 3rd floor of the AT&T Center. Once assigned, a digital map of exhibitor booth 
locations with additional time-sensitive instructions will be emailed. This will arrive no later than 

two weeks prior to the conference.

Drones

Use of drones is explicitly prohibited at all times during the Summit and in the exhibit hall(s) 

within the AT&T Center.

Electricity

The AT&T Center Convention Center requires that all electrical power and the labor to install, 
operate and remove it be provided by the hotel’s engineering department for all functions on 
hotel property at an additional charge. Please see the back of this document for order forms. All 
order forms must be submitted a minimum of two weeks prior to the conference date. In addition, 
please notify Carley at carley@itstimetexas.org of electrical needs so booths can be positioned 

accordingly.  

Exhibitor Staff

Exhibit booths must be staffed during all exhibit hours. Although two name badges to the 
conference are included with each exhibitor registration, unstaffed booths or abandoned/

dismantled booths during the dedicated exhibit time, will be subject to fines.
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Exhibiting Success

The most important factors for a successful Expo is the experience and engagement the 
exhibiting companies offer attendees– location and size of the booth are definitely not 
everything! Exhibitors are encouraged to be creative and design an inviting space with interactive 
or one-off experiences unique to the business. Feeling stuck? Don’t just rely on good looks 
and business cards – contact Carley at carley@itstimetexas.org to coordinate a unique, custom 

experience. 

Exhibitors’ Own Items

Exhibitors are encouraged to bring tablecloths, signage, and promotional items to design an 
inviting and engaging booth experience for attendees. Please note that any giveaway food or 

beverage items must be healthy, travel sized, and individually packaged. 

Hanging Signs

In respect to the Convention Center and its property, exhibitor information, displays, products, or 
any other exhibitor material may not be hung, taped, nailed, stapled, or in any other way posted 

onto the Convention Center’s walls, floors, or pillars.

Heating and Theatrical Displays

The use of candles is strictly prohibited. Fuels for heating food such as Sterno, cooking stations 
using butane, lasers and fog machines are subject to federal, state, or local regulation, to which 

they shall adhere. It is the exhibitor’s responsibility to obtain and pay for all permits. 

Height & Footprint Restrictions

All structures, banners, backdrops, décor, and booth elements must be kept within each 
exhibitor’s respective booth footprint to keep aisles clear. Please be aware that due to space 
restrictions, retractable banners must go behind or on the table in each exhibitor booth. Each 

table is 6’ long and 3 f’ wide. Contact Carley at carley@itstimetexas.org with any questions.

Hold Harmless Clause

The exhibitor assumes the entire responsibility and liability for losses, damages and claims 
arising out of injury or damage to exhibitor’s display, equipment and other property brought 
upon the premises of the venue and shall indemnify and hold harmless IT’S TIME TEXAS, The 
University of Texas System, the Convention Center, agents and employees from any and all such 
losses, damages, and claims. In addition, it is the exhibitor’s sole responsibility to obtain business 

interruption and property damage insurance to cover any potential losses.

Insurance

A Certificate of Liability Insurance is required for all exhibitors. Exhibitors must carry a copy of the 

organization’s insurance card at all times.
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Loading In/Out

All exhibitors unloading/loading materials must use the loading dock or the ramp access located 
on 20th Ave between University Ave. and Guadalupe Street. Check-in will begin on Wednesday, 
October 24th at 5:00pm and will go until 8:00pm. An unloading schedule will be sent out to all 
exhibitors via email 3 weeks prior to the event. Check-in will continue on Thursday, October 25th 
from 6:00-7:30am. IT’S TIME TEXAS staff and volunteers will be available to assist exhibitors with 
handling of materials. Setup must be completed by the official start of the exhibit hours each 

morning, and breakdown must be completed by 3:00pm on Friday, October 26th, 2018.  

Note: Please be aware of the following loading dock details:

●	 The loading dock is 18’ high and 24’ wide, for unloading-double doors into the building is  
70” x 93” tall.

●	 The loading dock has one usable bay.

●	 Freight elevator to the ballroom is just off the dock and the ramp

Prior to Load-In:

Digital photos and diagramming of the location of any existing damage will be documented by 

the hotel and reviewed by IT’S TIME TEXAS.

Prior to Load-Out:

Digital photos and diagramming of the location of any incurred damage or trash will be 
documented. Any damages to the areas and facilities utilized will be the responsibility of the 
exhibitor who made the damage; estimated repair costs will be quoted by a hotel representative 

in writing, sent to IT’S TIME TEXAS, then directed to the responsible exhibitor. 

Mascots & Brand Ambassadors

Promotional brand ambassadors and ‘mascots’ are welcome at  booths but are not permitted to 
roam the exhibitor floor or solicit anywhere inside or outside the conference area. In addition, 
please be aware that due to space limitations, IT’S TIME TEXAS  allows up to two representatives 
per organization to staff each booth at a time. Exhibit staff must wear provided name badges at 
all times. Please remember, exhibitors are allowed one conference registration to attend sessions 

however, it can be shared among exhibitor staff throughout the day.

Noise Regulations

Noise levels will be closely monitored- although not prohibited, please be mindful of 
presentations and fellow exhibitor spaces. Note: noise, including cell phones, must be muted 
during all presentations.

Parking

Parking is available at the AT&T Center for $18 a day in the parking garage underground in 
the attached Convention Center garage. Guests may self-park or use the valet services at the 
University Avenue entrance. The parking garage can be accessed via the entrance off W 20th 
Street; the garage height clearance is 7’ 2”.  Upon entering the garage, you will receive a parking 
ticket. Please hold on to this ticket for exit from the Convention Center. Note: please see the 
‘Loading In/Out’ section of this handbook for information on setup and breakdown.
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Payment

All exhibitor space must be paid for in full on or before September 28th, 2018. If assigned space 
is not paid for in full by the specified date, it may be reassigned to another exhibitor at the 
discretion of IT’S TIME TEXAS. Please see the ‘Cancellation’ section of this handbook for more 

information.

Photos

By registering for the Summit, exhibitors consent to be included in photos captured at the 

conference for promotional purposes.

Projections

Due to limited space, projection capabilities are not allowed in the exhibit hall. 

Security

Exhibitors are responsible for covering and securing assigned booth space each day. Convention 
Center security will be monitoring the exhibit hall after hours however, IT’S TIME TEXAS is 
not liable for any losses, damages, or claims. Exhibitors are invited to engage in any insurance 

necessary for protecting the material exhibited. 

Signage

Table identification and display signs are the responsibility of the exhibitor.

Shipping

All shipping and material handling to/from the exhibit hall(s) must be arranged with the 
Convention Center. The Convention Center will receive and store packages 72 hours prior to the 
Healthier Texas Summit. Please note that there are Convention Center package handling/storage 
fees for all incoming AND outgoing packages that arrive or leave the AT&T Conference Center. 
For more information on shipping and handling and to complete a shipping and handling request, 

please see the form at the back of this document.

Smoking Policy

No smoking of any kind of cigarettes, including Vapor (electronic cigarettes), is allowed on 
convention center property. This applies to the use of the center’s smoking terraces and outside 

courtyards. 
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“Swag” & Giveaways

Promotional merchandise is always useful for enticing attendees to exhibitor booths. Giveaways 
must be related to the exhibitor’s organization. Suggestions include: t-shirts, earplugs, cases, 

portable chargers, etc. Any foods items must be healthy, travel sized, and individually packaged. 

Exhibitors are encouraged to contribute door prizes to the exhibit raffle, please see more 

information about the raffle below.

Raffle

There will be an ‘Expo Dollar’ raffle program for attendees to participate in as they visit booths. 
Upon check-in, exhibitors will receive raffle instructions and a stack of ‘Expo Dollars’ to give to 
attendees as they come by each booth. Attendees will then fill out their contact information on 
each of their ‘Expo Dollars’ and insert them into a drawing for various door prizes. Exhibitors who 
decide to take advantage of this opportunity by contributing a door prizes for the raffle should let 
Carley at carley@itstimetexas.org know no later than September 28th, 2018.. Acknowledgement 

of the generous door prize contributions of exhibitors will be published in the Summit program. 

Wi-Fi

Complimentary Wifi is available throughout the AT&T Convention Center however, we strongly 
encourage exhibitors to purchase a more secure connection through the convention center if in 
need of uninterrupted usage. Please feel free to contact the Convention Center PSAV Sales Office 

for any additional equipment or questions at (512) 404-2628. 
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YOUR NOTES AND QUESTIONS:
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!  

1900 University Avenue 
Austin, TX 78705 

Parking Directions 

Our parking garage is located directly underneath our facility and has a height 
clearance of 7’2”. The entrance/exit can be accessed on the North side of our 
building, on 20th Street, which is parallel to Martin Luther King Jr. Boulevard (19th 
Street).  

Each level of the parking garage has two sets of elevators/entrances to our 
building. The set of elevators on the West side will direct you up to the 
Conference Center side of the facility (meeting spaces), while the set/door on the 
East side will direct you to the Hotel side (Hotel rooms and restaurants.) 

Main Conference Center Lobby: M2 in West elevator 
Main Hotel Lobby/ Check In: L in East elevator 

Upon entrance to the Parking Garage, please pull a ticket that you will need to 
keep. If you are a guest of the Hotel and require overnight parking, please let our 
staff know at check in so they may assist you. Upon departure, payment for 
parking can be made by cash/credit in the West (Conference Center) bank of 
elevators in each level of the garage, to the attendant in the kiosk at the 
entrance/exit on LL (Lower Lobby), or coordinated with your Catering/Conference 
Services Manager before your group’s arrival. Should you have any problems 
exiting, you will see a button that may be pressed for assistance from UT Parking 
& Transportation Services. 

Thank you and we look forward to your arrival! 

 
 

AT&T Executive Education and 
Conference Center

N

W

S

E

University 
Ave. 

Main Hotel 
Entrance & 

Valet 
Parking

(20th St.) 
Parking Garage 

Entrance

Martin Luther King Blvd.  

Hotel Loading 
Dock 

Guadalupe 
Street 

UT-Rowling 
Hall 

IMPORTANT FORMS:
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Year 2017   

 

Shipping & Handling Form 

SHIPPING: 

	 The AT&T Executive Education and Conference Center will receive and store packages 72 hours prior 

to your event. Please note that there are package handling/storage fees for all incoming AND outgoing 

packages that arrive or leave the AT&T Conference Center.  

	 The AT&T Conference center is NOT responsible for lost or stolen packages and CAN’T be held 

accountable for ANY custom delays for international items. If you purchased insurance through your 

courier, please contact them immediately to file a claim. (Box handling fees are listed on page 2). 
 

Incoming Packages: 

	 To ship packages to the Conference Center please fill out form on Pg. 2, and notify your Conference 

Services contact prior to shipment. Please label packages as follows: 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

Outgoing Packages: 

	 To ship packages out of the Conference Center you will need to: 

o	 Bring your OWN pre-paid shipping labels from the courier of your choice;  

The AT&T Conference Center will not cover any courier cost.  

If you need labels, you are allowed to use the Business Center to create one online. 

o	 Call your courier to schedule a pick up under your account and have all boxes 100% ready for 

shipping upon departure (make sure you put a shipping label on each returning package). 

o	 NOTIFY the Conference Concierge when you have scheduled your pick up and are ready for 

them to be taken to the Loading Dock. 
 
 

*Shipping Terms & Conditions: If the number of boxes differs from what you listed on the form, we will modify 

your expenses to reflect what was shipped in/out.  
 

Please feel free to contact the Conference Concierge directly at (512) 404-3688 or by email to 

Julia.henderson@attconf.utexas.edu. 
 

EXHIBITS:  
If you need power and or booth rental, please fill out online form provided by CS Manager or group contact. 

	  The AT&T Conference Center can provide power service and or booth rental for your event. However, 

if your group/event is NOT providing electrical power and or booth rental, each exhibitor is responsible 

for paying these expenses individually.  

o	 Each exhibit area includes either (1) 6ft skirted table or (1) 8ft skirted table with two (2) chairs.  

o	 Power service can include either a 20 Amp Power Drop or a 100 Amp Power Drop.  
 

*Exhibit Terms & Conditions: Cancellation less than 24 hours prior to exhibit load-in will be charged 100% of 

one day’s rate. Exhibitor agrees to be billed for any damages or loss of equipment. A representative MUST be 

in your booth to sign for delivery of equipment. 
  

 

Please feel free to contact our PSAV Sales Office for any additional equipment or questions at (512) 404-3638. 
 

 

*Attention: [Insert Name of person who will claim the packages] 

*Event Name: [Insert Name of Event] *Date of event: [Insert date of Event] 
 

AT&T Executive Education & Conference Center 

1900 University Avenue 

Austin, Texas 78705 

(512)  404-1900 

Box _____of ______ 

 


