Vendor Exhibit Information


Dates:  
8/24-26/ 2015




Group: Governor’s Conference on Small Business
Catering Manager:  Alberto Castiblanco


ACASTIBLANCO@ATLANTISCASINO.COM


Catering Phone:  775-954-4125   Fax: 775-825-0203



Load In Date & Time :  _____________________

Tear Down Date & Time:  ________________________  

****************************************************************************************************

Vendor Tables

Booths assignments will be coordinated through your group contact.

Signage/Banners

Banners may be draped over the front of your skirted display table (6’x30”x31”), or hung from pipe & drape behind your display tables by Catering for $25 per banner with advance notice.  No tape, tacks, glue, etc. may be used to hang items in, or around a banquet room.  Easels may be rented with advance notice.  
Shipment of Packages

All packages being shipped to the Atlantis Casino Resort Spa for use in a function room must be addressed as follows:

HOLD FOR: Presenter or Guest Name; Governor’s Conference on Small Business ; Your Arrival Date 

Atlantis Business Center

3800 South Virginia Street

Reno, NV  89502

A handling fee will be charged for all incoming and outgoing packages.  Packages will not be accepted more than 7 business days prior to arrival.  To avoid delivery refusal, packages weighing more than 100 pounds, freight on pallets, truck deliveries other than UPS or Fed Ex, or large shipments of more than 10 packages, must be arranged through your Catering Manager a minimum of two weeks prior to arrival.  Storage and delivery access is limited.  The Atlantis does not have the ability to store pallet deliveries.  All pallets must be broken down upon delivery by the vendor to avoid additional labor fees.  Applicable storage and handling fees will be charged based on the weight of the packages.   The hotel will not be responsible for packages that are not addressed as stated above, or packages that are lost or damaged in shipping, storage, or handling.  
Business Center;  Phone: 775-945-4144; Fax: 775-332-2211

The Business Center is open 7AM – 6PM, Monday through Friday.  After hours, packages may be collected via the Bell Desk. Arrangements for any shipment of boxes after vendor’s departure must be made prior to departure.  Boxes left at hotel without arrangements for shipment will be disposed of seven days after scheduled tear down.  For pick up of any Fed Ex Ground packages, an $11 fee must be paid by the vendor when dropping off packages with the Business Center or Bell Desk. 

Audio Visual

Vendors may provide their own Audio Visual Equipment without charge, if no assistance is needed by our Audio Visual team to set up, activate, or operate.  Charges will apply for power requirements, rental of extension cords, power strips, electrical tape to secure cords, etc.  Audio-visual rentals should be ordered via the Catering Manager a minimum of 14 days prior to your event.  All charges are due and payable when ordering.  To obtain a refund for canceled rentals, you must contact the Catering manager a minimum of three business days prior to an event.  Service orders for power drops are non-refundable seven business-days prior to the event.  
Food & Beverage

Due to Health Department regulations and liability, NO outside food or beverage may be brought into the banquet room.  Atlantis Casino Resort Spa will be the sole provider of all food and beverages for vendor or attendee consumption.  Vendor’s wanting to offer treats to enhance visitation to their display, such as cookies, candies, chocolates, etc. must contact the Catering Manager directly for ordering and payment arrangements.   

Vendor Set Up & Tear Down

Each vendor is responsible for their own timely set up and tear down as noted above.  Vendors may utilize the hotel’s valet/bell desk for load in and load out access for smaller items.  Customary gratuity is not included.  Due to limited operational hours, vendors must arrange access to the receiving dock for larger items with the Atlantis Catering Manager if they require advanced or extended times beyond the noted load in or tear down noted above.

Damage/Loss of Personal Property

The hotel will not accept any responsibility for damage to or loss of any merchandise or articles left in the hotel, prior to, during, or following a function.  All items are to be removed promptly at the conclusion of your event.
Vendor Parking

For your convenience, we offer free valet parking.  After your load in, vendors, who prefer to self-park, are requested to use the parking lot on the west side of South Virginia Street and utilize the Sky Terrace.

Date(s) Equipment Needed:  ______________________
Vendor Company Name:  _______________________________

Catering Manager:   Alberto Castiblanco



Exhibition Group:  

Catering Phone:  775-954-4125;   Catering Fax Number: 775-825-0203

AV Install Date & Time:  _______________________
AV Tear Down Date & Time:  ___________________________ 

***********************************************************************************************************

Vendor Audio-Visual Order Form

Audio-visual rentals should be ordered via the Catering Manager a minimum of 14 days prior to your event.  All charges* are due and payable when ordering.  To obtain a refund for canceled rentals, you must contact the Catering manager a minimum of three business days prior to an event.  Service orders for power drops** are non-refundable seven business-days prior to the event.  Please contact your Catering Manager for full list of available products and services.

	Description
	Rental Cost: Each per Day
	Quantity Ordered
	Number  of Days
	Item Total

	Power Strip & Extension Cord secured with Electrical Tape for 110 outlet. 
	$15 per Set, per day
	
	
	

	Additional Power Drop*
	Call for quote.
	
	
	

	LCD Projector, Screen, & Power
	$300 each, per day
	
	
	

	Exhibitor Internet Access Charge (Wired)
	$150 per line, per day
	
	
	

	Dial Up Analog Internet or Local & 800 Phone
	$50 per line, per day
	
	
	

	Phone Line with Long Distance Access
	$100 per line, per day
	
	
	

	Inward Direct Long Distance Phone Line (No International calls.)
	$150 per line, per day
	
	
	

	TV 52”
	$200 per day
	
	
	

	Screen
	$50 each, per day
	
	
	

	Flip Chart with Markers on an Easel
	$30 each, per day
	
	
	

	Tripod Easel
	$15 each, per day
	
	
	

	Banner(s) Hung on Pipe & Drape
	$25 each, per day
	
	
	

	Additional 6’ x 30” Skirted Table(s)
	$25 each, per day
	
	
	

	Total Order*
	


Vendor Company Name:  __________________________________________________________________  

Vendor Contact Name:  _________________________________________________
 Booth# __________

Vendor Phone:    ______________________________Fax for Receipt:      ___________________

Card Holder:        __________________________________________________________

(Please print name.)

Billing Address:   __________________________________________________________

Amount to be Charged*:  ____________   
Credit Card Type:  ____________________________________

Card Number:         _______________________________________________________  EXP:  ___________

By signing below, I authorize the Atlantis Casino Resort to charge my Credit Card for the total order.

SIGNATURE:  _________________________________________________

DATE:  ___________________

Please Note:  This form with a photocopy of the front and back of the credit card and a copy of the credit card holder’s driver’s license must be returned in order to confirm your order.
