
British Columbia Museums Association

Conference 2008: Storytelling in BC – People, Places & Perspectives
TRADE SHOW - NOVEMBER 19th-20th, 2008
BACKGROUNDER, ITINERARY & POLICIES 

Location:



The Fairmont Empress (Palm Court & Crystal Ballroom)

721 Government Street, Victoria, BC  V8W 1W5
Tel:  250-995-4683 (Greg Hazelwood, Assistant Director of Conference Services and Catering)
Fax: 250-381-5959
Email: greg.hazlewood@fairmont.com 

Supplier:

Showtime Event & Display

1925 Blanshard Street, Victoria, BC  V8T 4J2

Toll Free:   1-800-721-0029

Email:  GNeufeld@sw-online.com

Shipping, Boxes & Exhibit Material:
The Fairmont Empress is available to assist in the handling of boxes and packages. Due to limited storage on property, shipments cannot be accepted earlier than 2 Days (Monday, November 17th, 2008), prior to the Trade Show. Please coordinate the pick up of shipped items immediately following the Trade Show as the Hotel is not responsible for damage or loss of any articles left on the premises during or following the event.

Please ensure that all items being delivered to the Hotel are properly labelled with the Exhibitor’s name, “BCMA Trade Show”, Hotel contact and event date(s). All shipments must be delivered to the Hotel receiving dock; deliveries will not be accepted at the front door of the Hotel. A drayage, or service charge of $7.00 per piece will be levied by the Hotel upon the shipment’s arrival.  The Fairmont Empress is not responsible for exhibits, displays and products locked in a function room.

Exhibit material must have drayage pre-arranged with Showtime Event & Display (1-800-721-0029). The Fairmont Empress does not accept, store or move exhibit material within the Hotel. The Fairmont Empress staff cannot assist in packing or sending out boxes from the Hotel following the Trade Show. Please make such arrangements with Showtime Event & Display, if required.

Itinerary:
Tuesday, November 18th, 2008:  Pre-Trade Show arrival and hotel check-in (4:00 PM)

DAY ONE: Wednesday, November 19th, 2008 

(Pre-Conference Workshops & Conference 2008 Delegate Check-in)

8:00 AM – 10:30 AM:  Exhibitor Move-in (Palm Court or Crystal Ballroom)
10:30 AM – 7:30 PM:  Trade Show Open
(includes Opening Reception 5:30 – 7:30 PM: Tearoom Lobby, Palm Court & Crystal Ballroom)
7:30 PM – 8:30 AM:  Security on-site overnight.

DAY TWO:  Thursday, November 20th, 2008

(Conference Opening Ceremonies, Keynote Speaker & Plenary A in Crystal Ballroom)

8:30 AM:  Trade Show Opens

10:00 AM:  Refreshment Break with Exhibitors (Crystal Ballroom)

12:00 NOON – 1:30 PM:  Minister’s Luncheon (Crystal Ballroom)

3:00 PM:  Refreshment Break with Exhibitors (Crystal Ballroom)

5:00 PM – 5:30 PM:  Trade Show Closing (Palm Court & Crystal Ballroom)

5:30 PM – 7:30 PM:  Exhibit strike & Move-out

6:00 PM – 9:00 PM:  BC Reports Reception, Ghost Tour & Ghostly Walks Tour 

(Maritime Museum of British Columbia, 28 Bastion Square, Victoria, BC)
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Itinerary, continued…

Exhibitors may wish to join Conference 2008 by registering for a Single Day on Friday, November 21st, 2008 and participating in educational sessions, Plenary B, visiting the Royal BC Museum’s “Free Spirit Project: Stories of You, Me and BC” exhibit, and the annual Museums in Motion Awards Banquet at The Union Club of British Columbia, with special guest host, The Honourable Steven L. Point, OBC, Lieutenant Governor of British Columbia; and the AGM Breakfast on Saturday, November 22nd, 2008.

Please complete a Conference 2008 Delegate Registration Form, register online through the BCMA website (www.museumsassn.bc.ca/Content/Conference.asp); or complete the “Single Day Registration” section on your Trade Show Exhibitor Registration Form.

Booth Fee Structure:  (Palm Court or Crystal Ballroom; Maximum 18 booths)

Early Bird Booking Fee (postmarked on or before Monday, November 3, 2008):

· BCMA Associate or Institutional Member:
$350.00

· Non-Member Exhibitor:


$450.00 *

Regular Booking Fee (postmarked after Monday, November 3, 2008):

· BCMA Associate or Institutional Member:
$400.00

· Non-Member Exhibitor:


$500.00 *

* Includes a 12-month, BCMA Associate Membership and all membership benefits, including the BCMA GO Card & Museums Roundup quarterly publication & privileged advertising rates.
Optional Internet Connection (2 days):

$  75.00

Exhibitors may also enhance their Trade Show booth display by directly ordering items or services from Showtime Event & Display—see accompanying “Exhibitor’s Information & Order Package”, also downloadable from the BCMA website—however any related costs will be the direct responsibility of the Exhibitor.

Door Prizes, Silent Auction Items & BCMA Endowment Fund Campaign:
Exhibitors are encouraged to provide a door prize for drawing from delegates’ completed Trade Show Passports at the Trade Show Closing at 5:30 PM, Thursday, November 20th. Donated items for the Silent Auction (sales proceeds to benefit the BCMA’s Endowment Fund Campaign) are also welcome.

Benefits & Features: 



Exhibitors will be provided with the following for their Booth Fee:
· 8’ x 8’ draped rear wall and 3’ half-walls, 6’ x 30” skirted table, steno-chair & booth sign; 

· Electrical supply (750watts, duplex outlet) connection. Internet connection available, $75 extra.

· Complimentary tickets for up to two company representatives to the Wednesday evening Opening Reception at the The Empress Tearoom Lobby, Palm Court & Crystal Ballroom; Opening Ceremonies, Keynote Address & Plenary A and Minister’s Luncheon (Thursday);

· Overnight security (7:30pm to 8:30am, Wednesday-Thursday);

· On-site Showtime Order Desk and support personnel;

· Move-in/move-out flat floor and wheeled dollies and 2,500lb pallet jack available;

· Acknowledgement on BCMA’s website with direct link to your own corporate website;

· Acknowledgement in BCMA’s “Museums Roundup” and Conference 2008 Program.
Booth Assignments:


Priority is given to Conference 2008 sponsors and past Trade Show exhibitors, after which booth assignments are made on a “first-come” basis upon receipt of the Exhibit Booking Form with full payment. Every effort will be made to honor exhibitors’ first choice booth locations. However, the BCMA or designated coordinator reserves the right to modify the Trade Show Floor Plan to accommodate the number of exhibitors in the best possible configuration.

Payment: 


All booth reservations require full payment of exhibitor fees as a guarantee for Conference 2008 and to assure consideration of booth location preference.                                      Rules & Regulations…3 /
Rules & Regulations: 


The following rules and regulations shall be observed throughout the Trade Show: 

· Booths must be open and staffed during scheduled Trade Show hours. Each exhibitor must wear their official Conference 2008 exhibitor’s badge to gain admission to the exhibit area and to those Conference events listed above. Badges cannot be transferred to other representatives; 

· BCMA reserves the right to modify Trade Show hours and events set forth in this application if necessary to meet Conference program and venue needs; 

· Exhibits must not project beyond the space allocated or obstruct the view of other exhibitors. The noise level from any product demonstrations or sound systems must be kept to a “conversational level” and not interfere with other exhibits or Conference events in the area, (ie. Opening Ceremonies, Keynote Speaker, Plenary A and Minister’s Luncheon); 

· Exhibitors may not assign, sublet or apportion all or any part of the space allotted to him/her without the expressed permission of the BCMA;

· Exhibit booths may not be dismantled or packed before the closing of the Trade Show venue on Thursday afternoon, November 20th, 2008 at 5:30 PM. The exhibit area must be vacated no later than 7:30 PM. 

Security:

The Palm Court and Crystal Ballroom will be locked Wednesday evening to Thursday morning. However, exhibitors are solely responsible for the safety and protection of booth contents and should use reasonable caution if leaving valuables unattended. Neither The Fairmont Empress, Showtime Events & Display, nor the BC Museums Association will be responsible for lost or damaged items.
Hotel Accommodation: 




A special block of rooms has been reserved for Conference 2008 delegates, presenters and exhibitors at The Fairmont Empress Hotel.  Please mention the “BCMA Conference” when making reservations to claim the special Conference 2008 rate of $90.00 per night (plus taxes). Phone: 1-250-384-8111 or

Call the Global Reservations Centre: 1-800-441-1414.
Cancellation Policy: 



Booth cancellations must be in writing. If received prior to November 7th, 2008 there will be an 80% refund. Cancellations received after this date will not be refunded unless a fully paid substitution is secured, at which point an 80% refund will be granted. 

All payments must be made by cheque or credit card at the time of booking. The BCMA accepts Visa and MasterCard. Cheques must be payable to “BC Museums Association” and mailed with the Exhibitor Booking Form and a completed Exhibitor Registration Form (for each person to accompany or staff your Trade show booth) to:

“Conference 2008 Trade Show” 

c/o BC Museums Association

204-26 Bastion Square

Victoria, BC V8W 1H9
You can fax with credit card payments to: 250-387-1251.

For more information, please contact:

The BCMA directly @ 250-356-5694 or Email: bcma@museumsassn.bc.ca 
