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:
PLEASE TYPE IN REQUESTED INFORMATION AND RETURN WITH PROVIDER/EXHIBITOR REGISTRATION FORM
List all persons staffing table during event with their contact information:

*****************************************************************************
Name: ________________________________________________________________
Work Phone: _______________    Cell: _______________   Email: ________________    
Will person be attending the entire event: ( Yes      ( No; If no, what hours? _________
******************************************************************************
Name: ________________________________________________________________
Work Phone: _______________    Cell: _______________   Email: ________________    
Will person be attending the entire event: ( Yes      ( No; If no, what hours? _________
******************************************************************************
Name: ________________________________________________________________
Work Phone: _______________    Cell: _______________   Email: ________________    
Will person be attending the entire event: ( Yes      ( No; If no, what hours? _________
******************************************************************************
Name: ________________________________________________________________
Work Phone: _______________    Cell: _______________   Email: ________________    
Will person be attending the entire event: ( Yes      ( No; If no, what hours? _________
******************************************************************************
PLEASE REMEMBER THAT PROVIDER/EXHIBITOR BREAK DOWN CANNOT OCCUR UNTIL 4:15PM.
Brief, but complete Description of Services to be provided:  
PROVIDER/EXHIBITOR GUIDELINES

VETERANS STAND DOWN AND HOMELESS RESOURCE DAY 
SATURDAY, NOVEMBER 2nd, 2013; 10AM – 4PM 

Wayne K. Curry Sports and Learning Complex ▪ 8001 Sheriff Road ▪ Landover, Maryland ▪ 20785

On behalf of the Veteran Stand Down and Homeless Resource Day Planning Committee, we thank you for your participation in this event.  Below you will find information that will assist in making your service/exhibit participation a success!
Please contact Leidy Navarro by Friday, October 25th  to inform her of your intent to participate: 301-909-6347, leidy.navarro-aviles@maryland.gov 
NOTE:  CONTINENTAL BREAKFAST AND LUNCH WILL BE PROVIDED TO ALL PROVIDERS/EXHIBITORS.
SERVICE/EXHIBIT HOURS:

Organizations must set-up their display tables and/or service area on Friday, November 1st, during the hours of 3 – 7pm, unless otherwise approved in advance by the Planning Committee. Services are to be provided to participants on Saturday, November 2nd from 
10am – 4pm. Service providers can start arriving at 8:00am and must be set up by 9:30am. There will be a 10:00am Orientation for all vendors.  Providers must staff their tables until 4:00 pm.  Breakdown begins at 4:15pm.
TABLE–TOP SPECIFICS:
Service providers will be provided with a 6’ table and two chairs.  A table cloth will not be provided. One table per service provider/exhibitor is provided with a company name sign.  All materials displayed must be placed on the table.  Additional materials maybe stored under the table.  

EXHIBITOR SPECIFICS:
1. The primary service provider/exhibit area is located in the inside track of the Sports and Learning Complex. Other services, such as shower facilities, laundry services, and meals will be provided outside within walking distance. 
2. The expected number of attendees is 500 on the day of the event, which is a combination of both veterans and homeless individuals and families. 
3. The main entrance for everyone is the Athletes/Coaches entrance on the back side of the building. Free parking is available on Lot B.

4. Electricity is limited to use for computers, instruments, printers or other equipment. Only those organizations that request electricity will receive this access. Wireless Internet is available throughout the facility.
5. There will be a maximum of two organization representatives for each table present at any given time (unless otherwise approved by the Planning Committee).
6. Service providers/exhibitors understand that the service/exhibit space will be assigned at the sole discretion of the Planning Committee, which is based on availability.
7. Service providers/exhibitors maybe relocated to other exhibit space of comparable area should such relocation become necessary for causes beyond the control of the Planning Committee.
8. The Wayne K. Curry Sports and Learning Complex is the Official Facility Service Provider. The service provider will provide all services customarily required by service provider/exhibitors if available.  No other contractors will be permitted without prior approval by the Planning Committee. 
9. Shipping instructions and information regarding furniture and electrical services will be forwarded to service providers/exhibitors via email one week prior to the event. Service providers/exhibitors will be solely responsible for arranging these services with Leidy Navarro: 301-909-6347, leidy.navarro-aviles@maryland.gov  
10. Any cancellations must be submitted via email to Leidy Navarro by Friday, October 25th.
11. All exhibits must be in place by 9:30am on Saturday, November 2nd, 2013. Dismantling may not begin before 4:15 pm on Saturday, November 2nd, and must cease no later than 6pm. 
12. Copying capabilities will be available on the exhibit floor. However, all organizations that will utilize these services are asked to provide at least two packs of copy paper to assist with the printing use. 
13. Service provider/exhibitor assumes entire responsibility and hereby agrees to protect, indemnify, and defend, and hold harmless the members, agents, and representatives of Prince George’s County, Maryland, the Planning Committee, the Wayne K. Curry Sports and Learning Complex, and their respective employees and agents against all claims, losses, and damages to persons or property, governmental charges or fines, and attorney fees arising out of, or caused by exhibitor’s installation, removal, maintenance, occupancy, or use of the exhibit area or a part thereof.
14. Service provider/exhibitor acknowledges that members of the Planning Committee and their affiliated organizations do not maintain insurance covering service provider’s/exhibitor’s property and that it is the sole responsibility of the exhibitor to obtain insurance covering such losses. 
15. Service providers/exhibitors agree to abide by the GUIDELINES AND REGULATIONS for services/exhibits set forth in this statement for the Veterans Stand Down and Homeless Resource Day. The returned statement serves as confirmation of participation effective upon acceptance and receipt by the Planning Committee and/or their designee. 

Prince George’s County Veterans Stand Down and Homeless Resource Day 


Saturday, November 2nd, 2013





SERVICE PROVIDER/EXHIBITOR REGISTRATION FORM


PLEASE TYPE/PRINT AND SEND TO LEIDY NAVARRO NO LATER THAN FRIDAY, OCTOBER 18TH: LEIDY.NAVARRO-AVILES@MARYLAND.GOV OR BY FAX AT 301-909-6331.


Service/Exhibiting Agency/ Organization (list exactly as it should appear in all listings of exhibitors):


Agency/ Organization Name: ________________________________________________________________________


Address: _______________________________________________________________________________________


City, State, Zip: __________________________________________________________________________________


Contact Person: _________________________________________________________________________________


Phone: ______________ Fax: ______________ Email: __________________________________________________


All correspondence will be directed to the person listed above. The contact person is responsible for forwarding all materials to agents and/or representatives of the Veterans Stand Down and Homeless Resource Day Planning Committee.  If other persons will be staffing your table for the day or a portion of the day please list their names and contact information below.  The table should be staffed during the entire event.


Service Area (please check the most appropriate box, or complete “Other”):


( Career/Education Services	           ( Health/Hygiene Services	( Housing Services 


( Identification Services	           ( Legal Services 		( Counseling/Advocacy Services


( Social/Human Services	           ( Veterans Services		( Youth Services		


        ( Other: ____________________________________________________________________________


Please provide a brief but complete description of the services to be provided on the attached form.  This will be printed and provided to assist participants and/or their navigators locate needed services.  


Check the Following, if applicable: 


( Will require electricity for __________________________________________________________


( We are unable to attend, but will arrange for you to receive sufficient outreach materials in time for the event 


I have read the attached Provider Guidelines and agree to abide by them





Signature __________________________________________________Date___________________________





Planning Committee’s Use Only


Received:  ________________ Table Number: _________   Exhibitor Location:  _______________________________


       





Work Phone: _____________ Cell Phone: ______________ Email: _________________________________________


              








