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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

o Table Dimensions: Each supplier will be provided with a standard 6-foot table & 4 chairs.
e Height Limit: All display materials must remain under 18 inches in height. This includes
signage, samples, literature stands, and any decorative elements.
e 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.
e Custom Tablecloths Encouraged: Feel free to bring a custom-branded tablecloth to
enhance your presentation space and promote your brand identity.

Technology & Connectivity

e 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 Ifyour 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.
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Setup & Breakdown Timeline

e 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.

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

e 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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Office Shipping Instructions

Preparing Your Shipment

FedEx Office is committed to providing you with an outstanding experience during your stay. All guest and event packages
being shipped to the property must follow the address label standards (illustrated below) to prevent package routing delays.
Please schedule your shipment(s) to arrive four days prior to the event start date to avoid additional storage fees. Use the name
of the recipient who will be on-site to receive and sign for the package(s). Please do not address shipments using property
employee names unless the items are specifically for their use (e.g., hotel specifications, rooming lists or signed documents);
this includes arranging for deliveries to all areas on the property.

If a package has not been picked up by the recipient and no contact information is provided, the package will be returned to
the sender, who will be responsible for all additional shipping fees. For more information on package retention, the Return to
Sender process, or to schedule package deliveries, please contact the FedEx Office business center at 512.391.1816

Package deliveries should only be scheduled after the recipient has completed the check-in process.

Package Labeling Standards and FedEx Office Contact
\

f(Guest Name) (Guest Cell Number) FedEx Office Business Center Operating Hours
c/o FedEx Office at JW Marriott Austin JW Marriott Austin Mon.-Fri.: 7:00 a.m. - 7:00 p.m.
110 E 2nd St 110 B 2ndiat Saturday: 9:00 a.m. - 5:00 p.m.
Austin, Texas. 78701 Austin, Texas. 78701 Sunday: 9:00 a.m. - 5:00 p.m.
(Convention / Conference / Group / Event Name) Phone: 512.391.1816

Fax:512.499.0124

Box of Email; usa5679@fedex.com
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Shipments With Special Requirements

Meeting and event planners, exhibitors and attendees are encouraged to contact FedEx Office with any specific questions in
advance of shipping their items. If you have any special needs (e.g., refrigeration requirements, after-hours delivery requests or
changes to your meeting dates or rooms), please work directly with your Event Manager, who will communicate these needs to
FedEx Office in advance of your event.

On-Site Package Delivery

In most cases, FedEx Office will complete delivery or pickup of packages within the conference and meeting rooms, lobby area
and guest suites, but please consult with a FedEx Office team member for specific delivery limitations that may exist. In cases
where a drayage company or a meeting decorator is used, FedEx Office team members will work closely with those vendors for
proper package routing and release items directly to those vendors if they are on the property when the shipments arrive. Any
decorator or drayage packages requiring storage by FedEx Office will be assessed a handling fee. If your meeting/ event is
being handled by a drayage company or decorator, please ensure your shipments are being sent directly to the drayage
company’s or decorator’s specified address. Iltems that require extra handling, such as pallet/crate breakdown or build up,
multiple pickup or delivery points, or collecting or disposing of packaging materials, will be assessed an additional fee of
$70.00 per hour per team member. This fee will be assessed for each FedEx Office team member dedicated to perform these
additional services. Please note that FedEx Office team members cannot lend out any moving equipment, which includes
pallet jacks, dollies and flatbed carts.

Package Delivery to Guest Suites/Meeting Rooms
In most cases, FedEx Office will complete delivery or pickup of packages to guest suites, but please consult with a FedEx Office
team member for any specific delivery limitations that may exist. FedEx Office is not authorized to leave packages unattended

in guest suites and/or meeting rooms. A guest with authorization to sign for the delivery and approve any charges for handling
and delivery fees must be present in guest rooms and/or meeting rooms.
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Office Shipping Instructions

Upon Your Arrival

Packages will be available for pickup at the FedEx Office business center; a handling fee will apply. Packages, pallets, crates,
display cases and other heavier items may be scheduled for delivery by contacting our staff at 512.391.1816 ;a delivery fee
will apply. Package deliveries should only be scheduled after the recipient has completed the check-in process. In order to
maintain the proper chain of custody, FedEx Office requires the package recipient’s signature before a package can be
released from FedEx Office. Release signatures are captured at the time of package pickup or package delivery to the recipient.

Upon Your Departure

FedEx Office offers pack and ship services and packaging supplies, such as boxes, tape, etc., which are also available for purchase
at the FedEx Office business center. All outbound packages must have a completed carrier airbill affixed to each package. FedEx
Express® shipping boxes and airbill forms are available and are complimentary. Outbound packages and freight to be picked

up by a third-party courier should be coordinated directly with those vendors, and communication should be sent to FedEx

Office indicating when those items will be picked up. FedEx Office will not make arrangements for freight or third-party courier
transportation and/or pickup. Outbound handling fees will be applied to all packages and freight, regardless of carrier, in addition
to shipping/transportation fees.

Package Handling And Storage Fees

; Package pickup or Package pickup or delive ; Storage fee
Package weight dropc?ff gy gugst t?y cibioines | Package weight after 5 days
Envelopesup to 1.01b. $4.00 $7.00 | Envelopesupto 1.01b. No charge
0.0-1.01b. $4.00 $7.00 | 0.0-10.0lbs. $5.00
1.1-10.0Ibs. $10.00 $15.00 10.1-30.0 Ibs. $10.00
10.1-20.01bs. $15.00 $20.00 30.1-60.0 Ibs. $15.00
20.1-30.01bs. $25.00 $30.00 60.1-150.01bs. $25.00
30.1-40.01bs. $30.00 $36.00 Pallets & crates $50.00
40.1-50.01bs. $35.00 $42.00 Over 6.5’ in size $25.00
50.1-60.0Ibs. $40.00 $48.00 A one-time package storage fee will apply to
60.1-150.0 Ibs. $55.00 $66.00 each package received and stored for more
Pallets & crates* - $150.00 or $0.80/Ib. > 187 Ibs. than five (5) galepdar days. Items measuring
- - over 6.5 feet in size are considered oversize
Package weights will be rounded up to the nearest pound. and will be assessed an additional oversize fee
*For inbound/outbound pallets or crates, the receiving and delivery charges are consolidated if stored for more than five (5) calendar days.

into a single fee of $150.00 or $0.80/Ib. > 187 Ibs., which is applied to each pallet/crate handled.

Additional Services

Items that require extra handling, such as pallet/crate breakdown or build up, multiple pickup or delivery points, or collecting and disposing of
packaging materials, will be assessed an additional fee of $70.00 per hour per team member. This fee will be assessed for each FedEx Office
team member dedicated to perform these additional services. Please note that FedEx Office team members cannot lend out any moving
equipment, which includes pallet jacks, dollies, and flatbed carts.

Terms and Conditions

Receiving, delivery and storage charges are payable at the time of delivery. Recipient may be required to present government-issued photo
identification and sign for delivery. Shipper must comply with all applicable local, state and federal laws, including those governing packing, marking,
labeling and shipping. OBTAIN FIRE, CASUALTY AND ALL OTHER INSURANCE ON PACKAGE CONTENTS PRIOR TO SHIPPING. Neither the Property nor
FedEx Office and Print Services, Inc. provide suchinsurance. Neither the Property nor FedEx Office and Print Services, Inc. nor the employees, agents or
contractors of either firm will be liable for any damages, whether direct or indirect damages, relating to or arising out of any loss or damage to any
package or its contents, unless a package is lost after receipt on the Property, in which case such liability shall be limited to the lesser of $100 or the
liability of the carrier indicated above. By sending your package to the Property, you agree to be bound by any additional terms and conditions that the
Property or FedEx Office and Print Services, Inc. may establish from time to time for receiving and delivering of packages.

© 2024 FedEx. All rights reserved. 624.MK21.001 C Standard 1967485R
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