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PACAC Regional College Fairs Exhibitor-Vendor Guidelines

Pennsylvania College Fair contributors play a major role in the success of each of our programs.  The staff of the Pennsylvania Association for College Admission Counseling (PACAC) along with members of the local planning committees, is responsible for creating a professional and safe environment for each Regional College Fair.  Basic Exhibitor-Vendor guidelines include:

· The Pennsylvania Association for College Admission Counseling (PACAC) seeks support from organizations that assist in providing free auxiliary services to students in search of access to higher education.  Organizations under this umbrella include banks/student loan companies, testing agencies, community agencies providing counseling services to college-bound students, college resource publications, scholarship organizations and state higher education lending programs. 

· PACAC works very closely to review, monitor, and evaluate parties interested in promoting their services to students and parents at Pennsylvania College Fairs to ensure that only reputable companies/organizations are present at these events.  

· PACAC does not encourage or support the exclusivity of any contributor (exhibitor-vendor) in exchange for participation and representation at any of its Pennsylvania College Fairs. All contributors are housed in the Exhibitor-Vendor area at the respective Pennsylvania College Fair.  They may only distribute generic materials and must agree to refrain from conducting raffles, contests and distributing promotional items. PACAC also works with local committee chairpersons to ensure their approval. 
· Promotional giveaways and conducting raffles are strictly prohibited.  Only generic information pertaining to college resources, financial aid and scholarships is permitted. If you are not sure if an item is acceptable, please ask the PACAC representative on site. No giveaway items in general except for literature. Prohibited items include, but are not limited to:
· Competitions of any kind

· Demonstrations (including live animals, food preparation, drawings/raffles, etc.)

· Bags

· Food/Candy

· Key-chains

· Pennants

· Water bottles

· T-shirts

· Pens

· Contributor table placement will be within the Exhibitor-Vendor area (separated from the college representatives) at the discretion of the committee chairperson and the PACAC representative.  

· Contributors are granted one table at the Exhibitor-Vendor area and a table tent sign.  

· Contributors will be listed on the brochure/map plan and on the PACAC College Fairs website.

· Contributor’s display areas are restricted to two representatives.
· Contributor displays cannot exceed or obstruct the view of adjacent booths.
· Contributors are restricted to the distribution of literature in the Exhibitor-Vendor area, and must remain behind their table and displays at all times.

· Support for audio visual equipment will not be provided, and any audio visual equipment should not interfere with other exhibitors

· It is preferred that contributors bring their own materials.  If it is necessary for drayage (handling of exhibit materials from the dock at the show location to the exhibitor's booth within the show hall and shipping, please contact the Fair Chair regarding shipping and additional costs.
In order to ensure all attendees, exhibitors and vendors have a successful event please notify the PACAC representative if you encounter solicitors or unauthorized activity.
Failure to adhere to these guidelines will result in your organization being asked to vacate your table and the Pennsylvania College Fair (PACAC) without a refund.

Process for PACAC College Fair Local Contributions
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· Sponsorship opportunities are restricted to:
· Hospitality
 - $1,000




· Bottled Water - $600.00
· Table Clothes - $600.00 - $1,500.00 (Northeast & Main Line)

· Signage - $1,000.00

· Busing - $1,000.00
· Promotion - $1,000.00
· Other opportunities to be determined by the College Fair Chairperson - $ - TBD
· Reception and hospitality activities outside the Pennsylvania College Fair program are not supported by the Association and have no liability of such activities

· Lending institutions are restricted to providing generic information about financing college

Contributor Information:
Organization: ___________________________________________________________
Contact Name: __________________________________________________________

Address: _______________________________________________________________

Email Address: __________________________________________________________


Phone Number: __________________________________________________________


Fax Number: ____________________________________________________________

Name of Chairperson: __________________________________________________________

Name of Fair: _________________________________________________________________
Fair Site: _____________________________________________________________________
I hereby agree to the Pennsylvania College Fair Contributor Guidelines and that PACAC is financially responsible for all funds submitted from any contributor.

____________________________________________    ____________     

(Signature)
(Date)

CONTRIBUTOR NAME has signed on to participate as a contributor with PACAC’s Pennsylvania College Fair program and will be placed in the Exhibitor-Vendor area. BRIEF SUMMARY OF THE CONTRIBUTOR.
Please complete the form below and return it to the attention of:  Exhibitor-Vendor Subcommittee by DATE.  PACAC's leadership is confident that by providing access to this information, we are providing a valuable service to our attendees, while offering the CONTRIBUTOR NAME valuable exposure to our audience of approximately #of student’s decision-making students and their parents, and over 200 college exhibitors per fair. 

The Partnership plan is as follows:

· $500.00 for Main Line Fair
· $300.00 for Northeast Fair
· $175.00 for all other Regional Fairs

· Discounts:  If contributor registers for 5-7 fairs – 10% discount, 8+ fairs – 15% discount

· Table Tent on Exhibitor-Vendor table

· If applicable, contributor(s) will be listed on the brochure/map distributed to attendees
· Mention on correspondence to high schools prior to fair as production schedules allow

· Listed on PACAC College Fair website 

The Sponsorship plan is as follows:

· Benefits of Sponsorship:  Signage at designating name of contributor and a 50% discount on table in Exhibitor-Vendor Area

· Sponsorship opportunities are restricted to:

· Hospitality
 - $1,000 

· Bottled Water - $600.00

· Table Clothes - $600.00 - $1,500.00 (Northeast & Main Line)

· Signage - $1,000.00

· Busing - $1,000.00

· Promotion - $1,000.00

· Other opportunities to be determined by the College Fair Chair - $ - TBD
Fair Name: _________________________________________________________________
Fair Site: ___________________________________________________________________
Chairperson: ________________________________________________________________

Address: _____________________________________________________________
Email Address: ________________________________________________________

Phone Number: _______________________________________________________
Fax Number: _________________________________________________________
Approval of Participation: ___ Yes ___ No 

Approval of Sponsorship & Discount: ___ Yes ___ No       

_____________________________________       
________________________    
Signature




          
Date
Dear…..

I am excited to announce an opportunity for you to be directly involved with The Pennsylvania Association for College Admission Counseling (PACAC) Northeast College Fair to be held at The Woodlands Inn and Resort on Monday April 26, 2010 from 9:00 a.m. – 12:00 p.m. and again in the evening from 6:00 p.m. – 8:00 p.m.  

Since its inception seven years ago, the Northeast College Fair has experienced considerable growth.  We anticipate over 2,500 students and parents to attend and over 180 colleges, universities, and other post-secondary programs to participate.  In the past, fair participants have only included representatives from post-secondary school institutions and programs.  This year, I would like to invite your organization to participate as well.  

PACAC seeks support from organizations that assist in providing free auxiliary services to students in search of access to higher education.  Organizations under this umbrella include banks/student loan companies, testing agencies, community agencies providing counseling services to college-bound students, college resource publications, scholarship organizations and state higher education lending programs. 

PACAC does not encourage or support the exclusivity of any financial contributor in exchange for participation and representation at any of its college fairs. All contributor’s will be housed in the Exhibitor-Vendor Area at the respective college fair and may only distribute generic materials and must agree to refrain from conducting raffles/contests and distributing promotional items.

The fee to participate as a contributor at the Northeast College Fair is $300.00.  In addition to having exhibit space at the fair, you will be able to talk directly with students, parents, and educators.  Opportunities for sponsorship of signage, advertising and hospitality may also be available.

Enclosed is information about being a Local Contributor.  I hope you will consider this unique opportunity to reach out to students, parents, and educators.  

Sincerely,

Name of Fair Chairperson,

 ______________________ Fair Chairperson

(Name of Fair)

Step 1 - Chairperson will identify and solicit funds from local contributors citing the following benefits:





$500.00 for Main Line Fair


$300.00 for Northeast Fair


$175.00 for all other Regional Fairs


Table Tent on Exhibitor-Vendor table


If applicable, contributor(s) will be listing on the brochure/map distributed to attendees


Mention on correspondence to high schools prior to fair as production schedules allow


Listed on PACAC College Fairs website 


 














Step 3 – Chairperson completes contributor form and sends to PACAC 





Contributor form lists chairperson, name of fair, site name, name of contributor and contributor contact information





Step 4 – PACAC begins communication with contributor





PACAC College Fair Chairperson reaches out to contributor to discuss options and/or Contributors reach out to PACAC College Fair Chairperson to discuss participation (table, sponsorship, presentation) 


Contributor must follow approval process prior to registering on-line for fairs.  PACAC develops an agreement to incorporate monetary contribution and fulfillment of contributor benefits





Step 5 – Agreement is finalized





PACAC and contributor finalize agreement 


PACAC coordinates benefits for the contributor including:   


Exhibitor-Vendor Space and signage (table tent)


Contributor listing on PACAC College Fair website





Step 2 – PACAC and chairperson discuss possible contributors





PACAC Exhibitor-Vendor Subcommittee will consult with all chairs to insure that there is not a conflict of interest prior to the approval of a petitioning contributor


Chairs must consult with PACAC Exhibitor-Vendor Subcommittee and seek approval prior to entering into any agreement with any potential contributor





Local Contributor Information








Chairperson Contributor Notification
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