
 

 

Annual Conference Guidelines for Preferred Suppliers 

Tabletop Display & Meeting Expectations 

Thank you for participating as a preferred supplier at The Sphere 1 Annual Conference. To ensure 
a professional, consistent, and engaging experience for all attendees, please carefully review and 
follow the guidelines below regarding your tabletop display and meeting setup: 

 

Shipping info for the JW Marriott Austin: Please see FedEx section on page 3 

 

Tabletop Display Rules 

• Table Dimensions: Each supplier will be provided with a standard 6-foot table & 4 chairs. 
• Height Limit: All display materials must remain under 18 inches in height. This includes 

signage, samples, literature stands, and any decorative elements. 
• No Pull-Up Banners: To maintain clear sightlines and visual consistency throughout the 

event, pull-up banners and floor displays are not permitted. 
• Portable Monitor Use: Suppliers are welcome to use portable monitors for presentations 

and product demonstrations. 
o Recommended: ASUS ZenScreen Portable Monitor or similar compact models. 
o Please ensure your monitor is self-standing and does not exceed the 18" height 

limit. 
• Custom Tablecloths Encouraged: Feel free to bring a custom-branded tablecloth to 

enhance your presentation space and promote your brand identity. 

 

Technology & Connectivity 

• No Wi-Fi Available: Please note that Wi-Fi will not be provided during the tabletop 
sessions. 

o We strongly recommend preloading any digital materials or presentations to your 
device in advance. 

o If your setup requires internet access, consider using a personal hotspot or 
preparing an offline version. 

• Power Access: Limited access to electrical outlets may be available. Please bring any 
necessary portable chargers. 



 

 

Setup & Breakdown Timeline 

• Setup Begins: 
Tuesday, May 13th at 9:00 AM 
Tables will be available at this time for preferred suppliers to begin setting up their 
displays. 

• Breakdown Begins: 
Thursday, May 15th at 1:00 PM 
Please do not begin dismantling your setup before this time to avoid disrupting the 
conference schedule. 

 

Additional Recommendations 

• Keep It Tidy: Ensure your table remains clean, organized, and approachable throughout 
the event. 

• Respect Adjacent Spaces: Avoid any audiovisual or lighting elements that may disrupt 
neighboring suppliers or create noise distractions. 

 

Support & Questions 

If you have any questions regarding your tabletop setup or need clarification about the display 
rules, please contact Drew Hoyer – drewh@sphere1net.com. 

We appreciate your partnership and look forward to a successful event! 
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