PrimeFare East Regional Meeting 2008

Policy and Procedures
May 30-31, 2008•Nashville Convention Center• Nashville, Tennessee

Our Event Staff Members are looking for opportunities to assist you.  Please advise us if you need anything and we will do our best to accommodate you.

Exhibitor Information
•  Exhibitor set-up is from 8:00 a.m. until 11:00 a.m. on Friday, May 30th in Room 205-206.

   (Exhibit hall will not be open to attendees at this time.)
•  Exhibitor teardown is from 3:30 p.m. until 5:00 p.m. on Saturday, May 31st .  
•  Exhibit hall open – 11:00 a.m. to 1:00 p.m. May 30th (see exhibitor schedule for exhibit hall hours) 
   (Lunch will be served in the exhibit hall from 12:00-1:00 p.m.)
Shipping of Your Exhibit Materials

• If you need to ship any exhibit materials, please ship them directly to the hotel.  Please include the meeting name, your group name, arrival and meeting dates and group contact.  E.g.

Your Name (Hotel Guest)

Renaissance Nashville Hotel

611 Commerce Street

Nashville, Tennessee 37203

615-255-8400

Mark package: 



“Hold for arrival on (your arrival date) for PrimeFare (5/30/08-5/31/08)



 If unclaimed, contact: (Your office)(Name of responsible person there)(Phone #)”

•DO NOT SHIP TO THE CONVENTION CENTER.  They will not accept any packages and will return them to the sender.

• If you are sending more than one package within a single shipment, be sure to number them in sequence (“1 of 3”, “2 of 3”, “3 of 3”, etc.).
Contact the hotel in advance (615-255-8400) to alert the concierge of your shipment and your date of arrival.  Once you arrive at the hotel, you can arrange for a bell captain to deliver your materials directly to the exhibit hall.

• Secured storage is limited; therefore, materials should be shipped to arrive no earlier than Tuesday May 27th (3 days prior to PrimeFare). 
• There is a $5.00 handling fee per box of 50 lbs or less.  Add $  .30 for each lb over 50 lbs. (An additional fee may be charged for larger items. ) 

Locating your materials:

• You will be notified at check-in if materials are being held for you.  If you have shipped materials to the hotel and are not notified, please inquire at the Front Desk or Guest Services.

• If materials arrive after you check into the hotel, a message will be left on the phone in your room.

• After the event, you can arrange for return shipping through the hotel. You must have the proper shipping forms (UPS, FedEx, etc.) completed in advance.  
• There is a $5.00 handling fee per box 50 lbs or less.  Add $  .30 for each lb over 50 lbs.
• Neither the PrimeCare Network, LLC, nor the Renaissance Hotel will accept responsibility for packages left behind.

Entrance into the Exhibit Hall

• You must present your name badge in order to be admitted to the exhibit hall.
Exhibitor Information for Prize Drawing

• Please initial the square corresponding to your booth on prize cards presented to you by attendees.  Attendees must have the card fully signed to be eligible for the drawing.  This will 
help guarantee that every attendee visits your booth during the show.  Drawing will be held at 
12:45 p.m. on Saturday, May 31st.
Exhibit Security

• The exhibit hall will be locked after hours.  If your exhibit includes valuables that need to be secured, please lock them in your hotel room overnight, or make arrangements with the hotel.  

• The Nashville Convention Center and the PrimeCare Network, LLC cannot be responsible for lost and stolen items.

Presenters: 

Audio/Visual Equipment

•A LCD projector, screen, lapel microphone and podium will be provided in

each of the meeting rooms during the seminar for presentation purposes.  If you need any additional equipment, it is available at your cost.  

Special Needs

• If you have special requirements for your presentation, please alert us and we will do our best to accommodate you.
