[image: image5.jpg]IET




27th Annual Conference  

Renaissance Seattle Hotel

Seattle, WA
Exhibitor Information

	Date
	October 27-28, 2011

	Location
	Renaissance Seattle Hotel
515 Madison Street
Seattle, WA 98104
Phone: 206-583-0300
Fax: 206-624-8125

	Hotel Reservations
	Phone Reservation: call 1-800-266-9432 and ask for the “CSIET 2011 Annual Conference Group” room block rate.
Online Reservation: to reserve a room online, please visit the CSIET website at www.csiet.org.  On the left-hand side of the homepage, find the menu “Meetings & Activities” and click on the title “Annual Conference”. The link to the online reservation page is provided there along with other conference information.

Individuals are responsible for reserving their own rooms.  The cost of the hotel stay is not included in the conference registration fee.

	Exhibitor Registration
	Exhibitor Fees include a skirted 6-foot table and all conference meals. 

· CSIET Corporate Partner( exhibitor
$695

· Each additional representative from Corporate Partner exhibitor
$550*

· Non-partner exhibitor

$750

· Each additional representative from non-partner exhibitor
$595
*Early Bird Discount for CSIET Corporate Partners – 50% off the $550 registration rate for all additional representatives if registration and payment is received by August 12, 2011. 

( For information on the CSIET Corporate Partner Program, please refer to the last section of this information packet.
The Registration form and fee are due Friday, September 16, 2011.  The late fee for registering after this date is $50.  
Annual Meeting materials will be available at the CSIET registration desk.  Registration hours are as follows:

Wednesday, October 26
4:00 PM

-

7:00 PM

Thursday, October 27
8:30 AM

-

4:30 PM

Friday, October 28
9:00 AM
-

12:00 PM


	Exhibitor Space
	Six-foot exhibitor tables will be set up in a high-traffic area, affording exhibitors maximum exposure to Annual Meeting attendees. Due to limited space requirements, no floor exhibits will be permitted for set up; however, table-top displays will be acceptable.


	Shipping Information
	· The Renaissance Seattle Hotel requires exhibitors to submit a specific exhibitor shipping form for all exhibitor needs, and to use a specific shipping template for boxes, which are included at the end of this form.
· All shipping inquiries should be directed to Connie Mueller, CMP, Event Manager:

Connie Mueller, CMP, Event Manager

Renaissance Seattle Hotel

Fax Number:  206-624-8125     Telephone Number:  206-694-4944

Email:  cmueller@renaissanceseattle.com



	Exhibitor Hours
	Thursday, October 27
9:00 AM

-

6:00 PM

Friday, October 28
9:00 AM

-

6:00 PM

Information on exhibitors will be included in the registration materials distributed at the Annual Conference.

	Exhibitors’ Raffle
	CSIET is organizing a raffle to encourage conference participants to interact with exhibitors.  Conference participants will receive a ticket that can be entered in a raffle after being stamped by every participating exhibitor.  CSIET will conduct the drawing Friday evening.  

	
	

	Attire
	Business attire is recommended. 


	Transportation
	The Renaissance Seattle Hotel is located in the downtown area of the city of Seattle adjacent to the I-5 highway. The closest Light Link Rail stop to this hotel is University Street, located in Rainier Square.
Seattle Tacoma International Airport (SEA, SeaTac) is the closest airport to the hotel (15 miles). The hotel does not provide shuttle service to or from the airport. The estimated taxi fare is $35.00. A listing of nearby car rental services is also available on the SEA website at www.portseattle.org/seatac. 
Shuttle Express operates 24 hours a day and is SeaTac Airport’s official Share Ride Service to all major hotels in Seattle. Make reservations by calling (1-425-981-7000) or by visiting their website at www.shuttleexpress.com.

For directions from place to place in the Seattle area by ST Express Bus, Light Link Rail, or Sounder Train, see schedule information on the Sound Transit website, www.soundtransit.org.

	Cancellation
	CSIET will fully refund registration fees if given written notice before close-of-business, October 7, 2011. After that, 50% refunds will be made to those who notify CSIET in writing by COB October 12, 2011.  No refunds will be made after this date.

	Exhibitor Guidelines
	Exhibiting at the CSIET Annual Conference provides an opportunity for CSIET Members to learn of new products and programs and to develop useful contacts.  Exhibitors are not permitted to disseminate promotional materials inside any conference meetings or sessions.  Please limit your promotional activities to the exhibitors’ area.  Exhibiting does not imply endorsement by CSIET.  Thank you for your cooperation.

	CSIET Corporate Partnership Program
	The CSIET Corporate Partner Program was established in response to increasing interest from commercial and business entities that work with the international youth exchange community.  This partnership program will provide business groups the opportunity to develop a formal relationship with CSIET and its members and to gain wider exposure for their products and services.  The CSIET Corporate Partner Program is open to commercial and business entities based in the United States that work with the international youth exchange community. By joining CSIET, Corporate Partners will demonstrate significant support for CSIET, its 300 member organizations, and its mission of promoting international youth exchange.  

The Corporate Partner Program serves as the singular option for commercial and business entities to formally affiliate with CSIET.  Accordingly, CSIET membership categories are not open to commercial and business applicants.  For more information on the eligibility and benefits of the CSIET Corporate Partner Program, please contact CSIET at mailbox@csiet.org.   
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CSIET Annual Conference



October 27-28, 2011

         
Renaissance Seattle Hotel
         
Seattle, Washington
Exhibitor Registration Form
Each individual attending the conference should submit a separate copy of this registration form.  Please send the registration form(s), a description of your organization’s products or services (up to 225 words) to be included in the Annual Conference program, and the registration fee payment to CSIET before Friday, September 16, 2011.  Please refer to the reverse side for exhibitor registration checklist and payment information.
     
Name of Representative
     
Name of Organization as it should appear on your nametag and in the Annual Conference program
     
Mailing Address 

     







     
                                                Telephone Number
                                                                                                         Fax Number


     







     
  

               E-mail Address                                                                                                     

Website 

Registration Fee: Please check the box that applies to you.

	 FORMCHECKBOX 
 CSIET Corporate Partner 
	$695

	 FORMCHECKBOX 
 Each Additional Representative from a Corporate Partner Organization*
	$550

	 FORMCHECKBOX 
 Non-Partner Exhibitor 
	$750

	 FORMCHECKBOX 
 Each Additional Representative from a Non-Partner Organization
	$595

	Add on the Late Fee if registering after September 16th:

	 FORMCHECKBOX 
 Late fee (applies after September 16th)
	$50


Describe any special requirements for exhibit set-up (CSIET will invoice exhibitors for rental of audiovisual equipment):
      
Will you be reserving rooms at The Renaissance Seattle Hotel? 

 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
Would you like for your conference meals to be vegetarian?

 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
Any special needs CSIET should be aware of:       


     








     
                                                                             Signature                                                                                              
Date

CSIET

212 South Henry Street, First Floor, Alexandria, VA 22314 | 703-739-9050 | Fax: 703-739-9035 | mailbox@csiet.org
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Exhibitor Registration Checklist

 FORMCHECKBOX 
  Registration Form and Payment Sent 

 Deadline: September 16, 2011
 FORMCHECKBOX 
  Program Description Emailed - up to 225 words


Email to rizwan@csiet.org by September 16, 2011
 FORMCHECKBOX 
  Hotel Registration Confirmed


Deadline: September 16, 2011
 FORMCHECKBOX 
  Sponsorship / Advertisement Form and Camera-Ready Ad Submitted


Deadline: October 3, 2011 
 FORMCHECKBOX 
  Boxes to Hotel Shipped

Boxes may be shipped to hotel prior to conference

PAYMENT INFORMATION

 FORMCHECKBOX 
 Check payable to CSIET enclosed (Checks must be in U.S. dollars drawn on an U.S. bank)

 FORMCHECKBOX 
 Visa     
 FORMCHECKBOX 
 MasterCard    
 FORMCHECKBOX 
 American Express      Name on Card:       
Credit Card Number:               


Expiration Date:        
Signature:        
Date:         
CSIET

212 South Henry Street, First Floor, Alexandria, VA 22314 | 703-739-9050 | Fax: 703-739-9035 | mailbox@csiet.org
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Annual Conference Guest Form

Please fill out a form for each guest that you will be bringing to any of the conference luncheons or receptions, indicating which meals he or she will attend.  
     
Name of Paid Annual Conference Participant Bringing a Guest

     
Name of Guest

 FORMCHECKBOX 
 Thursday Lunch ($25)

 FORMCHECKBOX 
 Thursday Reception ($20)

 FORMCHECKBOX 
 Friday Lunch ($25)



 FORMCHECKBOX 
 Friday Reception ($25)



Total:        

Submit this form to CSIET along with payment for the amount indicated.

Thank you.
CSIET

212 South Henry Street, First Floor, Alexandria, VA 22314 | 703-739-9050 | Fax: 703-739-9035 | mailbox@csiet.org
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EXHIBITOR FORM

CREDIT CARD AUTHORIZATION

I, 




 hereby authorize the Renaissance Seattle Hotel to charge the following items mentioned below to my credit card. (List only if applicable)



Credit Card Type:












Name on Credit Card: 











Credit Card Number: 










Exp. Date: 











Contact Information
Name:  










Company: 













Address:  













Telephone Number: 



  Fax Number:  






Email:  













Name and Date of Conference: CSIET ANNUAL CONFERENCE, October 26-29, 2011
 
Booth/Table Number or Company:


________________________

Please complete and return to:

Connie Mueller, CMP, Event Manager

Renaissance Seattle Hotel

Fax Number:  206-624-8125     Telephone Number:  206-694-4944

Email:  cmueller@renaissanceseattle.com

Please use the credit card account to pay for:

Materials Delivery



Internet charges, please specify: 

___ Box/ $5.00 Each
_____​_ Wired or Wireless Internet/ $50.00

___ $100.00/Pallet
(Select one if required)

_______ Expected number of items
______ Phone line $25.00/day
We do not have a Loading dock/ trucks must have a lift


Audio Visual




Standard Outlet   $25.00



Food and Beverage 



Other 





Signature of Cardholder:  





Date:  



* Estimated charges for the function will be assessed to the credit card 48 hours prior to the function.  A complete copy of supporting documents will be provided once the account has been reconciled after the conclusion of your function.


Shipping Template

	Event Name:
	CIEST


	c/o Your Event Manager:
	Connie Mueller, CMP

	Date of Event:
	October 26-30, 2011

	On-Site Contact:
	

	EXHIBITOR COMPANY NAME
	

	
	Renaissance Seattle Hotel 

	
	515 Madison Street

	
	Seattle, WA 98104

	No. of Boxes Expected:
	

	
	


