
PLEASE RETURN THIS APPLICATION WITH PAYMENT IN FULL (CHECKS PAYABLE TO WMEA) TO: 
WISCONSIN MUSIC EDUCATORS ASSOCIATION, ATTN: MICHELLE DIETZ, 1005 QUINN DRIVE, WAUNAKEE, WI  53597 
www.wmea.com/conference   608.850.3566 (PHONE)   608.850.3515 (FAX)   mdietz@wsmamusic.org 

ST 28 - 30, 2009 -  MONONA TERRACE, MADISON, WI 
WWW.WME A.COM/CONFERENCE 

EXHIBITOR INFORMATION 
 

Exhibitor Name (as it will appear on signage):   

Contact Person:   

Address:   

City:    State:     Zip:     Phone:   

Web:     

email(s):   

  
If your organization has never exhibited at this conference before, and a previous exhibitor  
or attendee who will be at the conference this year referred you, please let us know the following:  
 
    
Referrer’s name  Referrer’s Organization (if applicable)  email or phone # 
 

 LOCATION PREFERENCE 
 

Please list booth numbers in order of preference: 

1.  2.  3.  4.  

 
Please specify any preferences regarding location and proximity to other exhibitors:  

  

 DISCOUNTS AND INCENTIVES 
 

 Commercial Exhibitors paid in full on or before 06/18/10 are eligible for a 5% Early Bird Discount, as outlined below. College, University, and Non-Profit exhibitors are eligible for the Early Bird 
discount only when purchasing premium space at commercial rates. 

 WMEA 50th Anniversary Commemoration Sponsors are entitled to a 5% Discount on exhibit rates.   Complete details:  www.wmea.com/conference/WMEA50thAnniversary.html 
 Returning Exhibitors who refer new exhibitors are eligible for referral bonuses payable to the individual making the referral.  Complete details:  www.wmea.com/ referral 

 

 PLEASE RESERVE 
 5% Early 5% 50th Anniversary 
Commercial Exhibit Space Quantity x Booth Price  Bird Discount? Sponsor Discount?  Extended     

 10’ x 10’ units of Premium Booth Space (as defined on map)   x $550.00  yes -   yes -  $    
 

 10’ x 10 units of Standard Booth Space   x $500.00  yes -   yes -  $  
 

College, University or Non-Profit Exhibit Space 
   

 10’ x 10’ units of Standard Booth Space in Main Exhibit Hall   x $375.00   yes -  $    
 

 10’ x 8’ units of Booth Space on Capitol Promenade   x $500.00  yes -  $  
 

 TOTAL BOOTH QUANTITY:     TOTAL DUE TODAY: $  
 

 PAYMENT OPTIONS 
 

 Check enclosed for total amount due. Check Number:    

     

Name on Card:   

Card Number:    Expires (MM/YY):   

In making this application, we agree to exhibit under and comply with the exhibitor prospectus, WMEA rules and regulations, the terms outlined 
on the second page of this contract, and information for exhibitors.  These items are hereby made part of this contract. 
 

Signature:    Date:   

Email is a required field.  Essential show information, 
including: exhibitor booth numbers; deadlines; decorator and 
utility forms; name badge and company description instructions 
is emailed to exhibitors.  It is acceptable to submit multiple 
addresses (example: trade show manager and field 
representative who staffs the conference booth).  Addresses are 
never sold or traded. 

 



 
 

 
 

I N S T A L L A T I O N  A N D  E X H I B I T I O N  
Exhibit areas will be open for set-up on Wednesday, October 
27 from 3:00 to 9:00 p.m. Exhibitors will be assigned a loading 
dock based on their location on the show floor. All exhibits must 
be ready to show during these hours: 
 Thursday Oct. 28 8:30 a.m. – 5:00 p.m. 
 Friday, Oct. 29 8:30 a.m. – 3:00 p.m. 
Take Down: Friday 3:00 p.m. – 7:30 p.m. 
 

No display, or portion thereof, shall be dismantled or 
removed from any exhibit area before 3:00 on Friday. Per 
Exhibitor request, Exhibitors will pay a 
$100 fine in the case of early departure or 
dismantling.   

 

All exhibit material must be removed from the Main Exhibit Hall 
by 7:30 p.m., Friday, October 29. 
 

The Main Exhibit Hall will be locked promptly at 9:00 p.m. on 
Wednesday. The Main Exhibit Hall will open to exhibitors at 7:00 
a.m. on Thursday. Doors will be locked promptly at 5:00 p.m. on 
Thursday and reopen at 8:00 a.m. on Friday. 
 

P A Y M E N T  &   B O O T H   A S S I G N M E N T  
Space will be assigned based on availability, the order in which 
applications are received, previous participation, space required, 
and mutually requested proximity to and from other exhibitors. 
Payment in full must be received with the contract before a booth 
will be assigned. 
 

Booth numbers will be communicated via email beginning in late 
June, when the preliminary floor plan will be made, and on an 
ongoing basis after that.  Updated floor plans are available at: 
 www.wmea.com/conference 
 

R E F U N D S / C A N C E L L A T I O N  
Cancellations received on or before September 24, 2010, entitle 
the exhibitor to a full refund minus a $50 cancellation fee. No 
refunds will be made after September 24, 2010. WMEA may 
cancel any exhibit contract in any case involving non-compliance 
with the terms, conditions and regulations of this contract, or for 
non-payment of the contract sum. 
 

B O O T H  S P E C I F I C A T I O N S  
In the Main Exhibit Hall, both standard and premium booths 
measure 10’ x 10’.  Booths in the Capitol Promenade measure 
8’ x 10’.  Booths consist of 8’ high draped backdrop and 3’ high 
side rails. Booth displays cannot extend above the 8’ backdrop or 
beyond the 10’ x 10’ booth without prior written WMEA 
approval. Booth rental includes one 2’ x 8’, 30” tall table with 
vinyl top and skirt, two chairs, and one identification sign       
(7" x 44").  
 

Show Services are not included in the booth rental fee. All 
arrangements and charges for these are the obligation of the 
exhibitor.  When booth assignment is confirmed, forms for 
ordering additional tables, carpeting, etc. from Valley Expo & 
Displays, and for ordering electricity from Monona Terrace will 
be made available at: www.wmea.com/conference 

 

U S E  O F  S P A C E  
Exhibitor shall not sublet, divide or share his space with any 
other exhibitor other than those identified in the exhibit contract 
without expressed permission of WMEA. Distribution of 
advertising materials is limited to the area of each exhibit space. 
Entrance to the Exhibit Hall is guaranteed by WMEA with proper 
registration identification only. This is not an "open to the 
public" event. Disturbing noises or other objectionable forms of 
attracting attention will not be permitted. WMEA reserves the 
right to restrict exhibits that may detract from the general 
character of the display. This includes persons, things, conduct, 
printed matter or anything of a character, which may not be 
keeping with the exhibit show as a whole. The exhibitor agrees 
not to interfere in any way with the ordinary use by others of 
any portion of the building or grounds. Exhibitors shall not 
obstruct the aisles adjacent to the exhibit space. 
 

Booths oriented as end-cap displays (that is: multiple booths 
from different rows, decorated so as to face a horizontal aisle as 
depicted on the show floor map) shall be back-draped only in 
the center-most 10 feet of their 20 foot wide display.  All display 
fixtures over 4’ in height and placed within 10 lineal feet of an 
adjoining exhibit must be confined to that area of the booth that 
is at least 5’ from the aisle line to avoid blocking the sightline 
from the aisle to the adjoining booth, unless the adjoining booth 
is surrounded by aisle on at least two sides. 
 

S A L E S  P E R M I T T E D  
Sales are permitted at exhibit booths. All taxes are the sole 
responsibility of the exhibitor.  It is the exhibitor’s responsibility 
to obtain a Wisconsin Seller’s Permit, by contacting the WI Dept. 
of Revenue at 608.266.2772 or at: 
 www.dor.state.wi.us/forms/sales/s-240.pdf   
 

C A R E  &  S U R R E N D E R  O F  E X H I B I T  S P A C E  
Exhibitor agrees it will not in any way injure, damage, mar or 
deface the building premises, furniture, fixtures or equipment on 
or about the Monona Terrace Community & Convention Center 
and shall be liable for any such damage or injury caused by it, 
its employees, agents, or other persons admitted to the premises 
by the exhibitor, its agents or employees. Exhibitor agrees to quit 
and surrender the exhibit space at the time set forth herein. 
 

E X H I B I T O R  N A M E  B A D G E S  
Exhibitor Name Badges will be provided by WMEA and are 
required for everyone staffing your booth. Request yours at: 
 www.wmea.com/conference 
 

Your name badge is for admittance to the exhibit hall only. Upon 
request, exhibitors staffing a booth can receive one pass good for 
attendance to one workshop. Persons wishing to attend more 
than one workshop must register for the conference.  
 

 

L I A B I L I T Y  
The exhibitor agrees to indemnify and hold harmless WMEA, its 
officers, agents and employees from and against all claims, 
demands or suits alleging liability for losses, damages, expenses, 
costs and disbursements, including reasonable attorneys fees, 
and any other relief, for any actual or claimed injury or death to 
any person or damage to any property sustained as a result of 
the exhibitor's use of or presence on the premises described in 
this exhibit contract, regardless of whether proximately caused 
by the negligence of WMEA, its officers, agents or employees. If 
the conference is canceled due to circumstances substantially 
beyond control of WMEA, WMEA's sole liability to exhibitor due to 
cancellation shall be to refund the rental fees paid, or if 
cancellation occurs during the conference period, a prorated 
portion thereof. 
 

O F F I C I A L  R E G U L A T I O N S  
Exhibitor will comply with all laws of the U.S. and the state of 
Wisconsin and all ordinances of the City of Madison and all rules 
and requirements of the police and fire departments or other 
municipal authorities of the City of Madison and will not permit 
anything to be done in its exhibit space in violation of any such 
law, ordinance, rule or regulation. 
 

F I R E  S A F E T Y  
No open flame candles or other open flame fixture, whether 
equipped with a guard or not shall be used in any place of 
assembly. If inspection indicates that any exhibitor has neglected 
to comply with these regulations or otherwise incurs fire hazards, 
WMEA reserves the right to cancel all or such part of the exhibit 
as may be irregular without reimbursement. Smoking is not 
allowed at Monona Terrace.  
 

F O O D  P R O D U C T S  
An exhibitor may dispense or serve a free sample of a food 
product, non-alcoholic beverage, or other type of product at an 
Event in the Convention Center provided the product is one that is 
made or sold in the regular course of business by the exhibitor.  
 

Exhibitors authorized to offer sample food 
and beverage product must sign a hold-
harmless agreement, indemnifying both the City of 
Madison and Monona Catering from any claims for injury or 
illness that may arise from said activity. Any exhibitors not 
signing and returning this waiver to Monona Terrace before 
October 20, 2010, may not distribute food samples. 
 

Hold-harmless agreement available at:  
 www.wmea.com/conference/ServingSamples.html 
 


