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Vendor Prospectus
The Southern Association for Institutional Research (SAIR) invites you to participate in its Annual Conference at the Bayview Resort and Spa of the Grand Casino in Biloxi, Mississippi, October 16-19, 2004.  The Annual Conference offers exhibitors many excellent opportunities to promote their products and services.
· Fully Dedicated Exhibit Times: At the mid-afternoon break on Monday, no other sessions will be held. Attendees will be encouraged to visit the exhibit area. Refreshments will be served, encouraging interaction between exhibitors and attendees.   Additionally, attendees will be able to visit you during the Sunday evening opening reception. 
· Great Exhibit Location: The exhibit area is in the heart of the conference activities. Large open corridors, outside lighting, and access to regular program sessions contribute to an exhibit area that will generate high levels of interaction opportunities.

· Corporate Session: Exhibitors (who are all expected to be conference registrants) may submit Program Proposals for a 40-minute Corporate Demonstration and/or Product Briefing session to be scheduled during the regular program. These sessions must be approved by the Program Committee and must present higher education applications or case studies. Approved sessions will be listed in the conference program.

SPONSORSHIP OPPORTUNITIES

SAIR invites you to sponsor an event or activity at the 2004 Annual Conference. There are a number of events available for sponsorship. Sponsoring an event includes signage, having the event named after the sponsor, recognition in the conference program, public recognition from the platform, and a brief (2 minute maximum) introduction of their product or services prior to or during the event they have sponsored.  

Specific event opportunities include the Sunday evening reception; Monday continental breakfast; Monday luncheon; Monday afternoon break; Monday evening special event, and Tuesday awards breakfast.

The knowledge vendors provide SAIR members through the display of their products and services at the Annual Conference is particularly relevant to the 2004 Conference theme: Interaction, Inspiration, Research and Planning.  Many of the keynote addresses and contributed papers will reinforce this theme.

If you have questions relating the 2004 Annual Conference, please refer to the Web site (http://www.wfu.edu/ir/sair) or contact:

The Southern Association for Institutional Research

Lorne Kuffel, Chair, Sponsors and Exhibits
The College of William and Mary
P. O. Box 8795
(757) 221-2144 (phone); (757) 221-2080 (fax)

lorne@wm.edu
	Important vendor Deadlines

	Corporate Session Submission
7/15/04


Sponsorship Application
8/15/04

Exhibit Fee Due
8/15/04

Conference Registration Due 
9/12/04

Notice of Exhibit Cancellation
9/26/04

Pre-Conference Activities
10/16/04

Conference Opening Session   
6:00 p.m.   10/17/04

Conference Closing Session    
12:00 noon 10/19/04


VENDOR EXHIBIT SPACE APPLICATION AND CONTRACT

SAIR 2004 Annual Conference

Interaction, Inspiration, Research and Planning

October 16-19 Biloxi, Mississippi

Please submit this completed application via email attachment to the following individuals by August 15, 2004: Lorne Kuffel, Chair, Sponsors and Exhibits, lorne@wm.edu and Michelle Hall, SAIR Treasurer, mhall@selu.edu.  Send payment to Michelle Hall, Southeastern Louisiana University, SLU 11851, Hammond, Louisiana  70402.
This application also serves as a contract once accepted by SAIR.  The attached SAIR Vendor Display Rules and Regulations serve as an addendum to this contract. 

EXHIBITOR INFORMATION

Exhibitor Name:

Web Site:


Company/Organization:


Address:


City:

State/Province:_____
Zip Code:_____


Telephone:_____________ Fax: 
__________________ E-Mail: __________________________________________
Please Reserve ____ exhibit tables(s) at $225 per table.

Description of products/services to be exhibited (25 words or less) to be reprinted in Annual Conference materials:


_______________________________________________________________________________________________

SPACE CONFIRMATION: Upon receipt by SAIR of both the completed application and payment, confirmation of the space assigned will be sent.

PAYMENT TERMS: Please note that all exhibitors attending should also register as participants for the conference.  Thus, for each exhibitor attending, submit a separate conference registration application and fee for each person in attendance, plus “Vendor Exhibit Space Application and Contract” and fee ($225 per table). Checks should be payable to SAIR. Payment is due by August 15, 2004. Notice of cancellation: Must be received in writing by SAIR Exhibitor Committee by September 26, 2004, in order to receive a refund. No refunds will be granted after September 26, 2004.

EXHIBITOR ACCEPTANCE:

I, the duly authorized representative of the undersigned organization, on behalf of said organization, subscribe and agree to all the terms and conditions contained in this contract. I understand and agree to abide by the SAIR Vendor Exhibit Rules and Regulations appended to this contract.

Organization:

Name:  


Signature:

Title:

Date:


PAYMENT METHOD: 

 FORMCHECKBOX 
Check # 
________ FORMCHECKBOX 
Exhibit tables @ $225 each _____ FORMCHECKBOX 
Attendees @ $120 each_____ 
 FORMCHECKBOX 
Special Event @ $45 each – Monday, 10/18/2004, 6:00 p.m. (Sunset Cruise on Gulf of Mexico followed by Dinner/Dance)    
The Southern Association for Institutional Research Confirmation:

Accepted by:

Signature:


Space Assigned:

Date:

SAIR VENDOR EXHIBIT RULES AND REGULATIONS 

1. The Southern Association for Institutional Research (SAIR) reserves the right to exercise its sole discretion in the acceptance or refusal of applications for exhibit space.

2. The Exhibitor agrees that SAIR shall have the final determination and enforcement of all rules regulations and conditions.

3. SPACE ASSIGNMENT: SAIR will assign space based on the level of past and current participation in SAIR activities, order in which contracts are received and assignment of the most suitable and available space. In order to guarantee recognition in the conference program, contracts and deposits must be received no later than August 15, 2004. Every effort will be made to assign space as close as possible to the applicant’s preference. However preferences are used for guidance and are not guaranteed. Space assignments and a floor plan will be issued on September 1, 2004.

USE OF SPACE SUBLETTING SPACE: No exhibitor may assign sublet or apportion space to or with another business entity or individual without the expressed permission in writing from SAIR. No exhibitor may show or demonstrate products or services other than those manufactured or handled in the normal course of business. Should any item from a non-exhibiting firm be required for operation of a display, identification of such item shall be limited to the regular nameplate or trademark under which same is sold in the general course of business

4. Installation of exhibits may begin at 7:30 AM Saturday, October 16, 2004. No materials can be accepted at the exhibit site prior to this time. All installations must be completed by noon Sunday October 17, 2004. Any space not claimed or occupied by that time may be resold or reassigned by the SAIR Coordinator without notification or any obligation on the part of SAIR for any refund or compensation whatsoever.

Unattended freight in any display space that is unsightly or blocks access will be removed and stored at the exhibitor’s sole risk and expense. Exhibit materials left unattended at 5 PM, Tuesday, October 19, 2004, and for which no shipping arrangements have been made, will be considered abandoned. Neither SAIR nor the Bayview Resort will be responsible for exhibitor materials.

5. Space rental shall include an 8 x 10-foot space, 6-foot table, two chairs and a wastebasket.

6. Exhibitors will supply and be responsible for any other display materials or equipment.
7. All booth decorations must meet flameproofing codes. All exits, hallways aisles and fire control apparatus must remain clear and unobstructed at all times. Electrical equipment must be Underwriter Laboratory approved. Use of propane and helium balloons is prohibited. 
8. Except for event sponsors, no signs or posters will be allowed anywhere except within each Exhibitor’s space.

9. Exhibitors must confine activities to the space contracted and may not use strolling equipment or distribute samples or souvenirs except within their space. Any actions which may obstruct the efforts of another Exhibitor will not be permitted.

SAIR reserves the right to insist on a properly constructed and operated display in the interest of all participating exhibitors. Displays not conforming to SAIR specifications and limitations may be dismantled or modified at cost to the exhibition at the sole judgment and discretion of SAIR.

10. Exhibitors are prohibited from using amplified audio equipment of any nature.

MUSIC LICENSING: Any tenant using copyrighted music during SAIR’s Annual Conference whether within the exhibit area, in hospitality space, or in any other way related to SAIR’s Annual Conference shall obtain permission for such use from SAIR. This requirement applies to all live and recorded music including that accompanying video or other presentations. Any exhibitor using copyrighted music as set forth above assumes the entire responsibility for its use and for obtaining the appropriate permission and payment of any fees associated with its use.

Exhibitor further agrees to protect, indemnify, defend and save the Southern Association for Institutional Research the management of the meeting facility and the service contractors and their respective employees and agents harmless against all claims losses or damages governmental charges or fines and attorney fees arising out of or caused by exhibitor’s use of said copyrighted music. 

11. No signs or other articles may be fastened to walls, ceilings or electrical fixtures. The use of thumbtacks, tape, nails, screws or any tool or material which could mark the floor or walls is prohibited.

12. The Exhibitor shall have an authorized representative present during the installation and dismantling of its exhibits. 

13. While reasonable security will be provided on a 24-hour basis, ultimate responsibility for security lies with the Exhibitor. The Exhibitor agrees to indemnify and hold harmless SAIR and the Bayview Resort, each of their representatives employees and agents from any and all claims from property damage or personal injury no matter how sustained from fire, theft accident or other causes. All claims for such loss damage or injury are expressly waived by the Exhibitor. Exhibitors desiring special security precautions should arrange for private guard service at their own expense. 

14. In the event that the Annual Conference is canceled, postponed or relocated due to fire, strikes, government regulations, causalities, Acts of God or other causes beyond the control of SAIR, the Exhibitor waives any and all damages and claims for damages. 

15. INSURANCE: The Exhibitor agrees to obtain the following insurance coverage and be prepared to furnish a certificate of insurance to SAIR if requested: Comprehensive general liability insurance coverage including protective and contractual liability coverage of $500,000 single limits, bodily injury and property damage. 

16. ATTORNEY’S FEES: Should SAIR find it necessary to employ an attorney(s) to enforce any of the provisions of this agreement or to protect in any manner its interest or interests under this agreement, SAIR, if it is the prevailing party, shall be entitled to recover from the other party all reasonable costs charges and expenses including attorney’s fees. 

17. NON-WAIVER: SAIR shall not be deemed to waive any of its rights hereunder unless such waiver is explicitly stated as a waiver in writing and signed by SAIR. No delay or omission by SAIR in exercising any of its rights shall operate as a waiver of such rights and a waiver of rights in writing on one occasion shall not be construed as consent to or a waiver of any right or remedy on any future occasion. 

18. USE OF CERTAIN PROPERTY: Exhibitor will assume all costs arising from the use of patented, trademarked, franchised or copyrighted music materials, devices, processes or dramatic rights used on or incorporated in the Exhibitor’s space. Exhibitor shall indemnify, defend and hold harmless SAIR, the Bayview Resort and their officers, directors, members, agents and employees from and against all claim’s, demands, suits, liability, damages, losses, costs, attorney 's fees and expenses of whatever kind or nature which might result from or arise out of use of any such material(s) described above. 

19. GENERAL REGULATIONS AND PUBLIC POLICY: Each Exhibitor is charged with knowledge of all State, County and City Laws ordinances and regulations pertaining to health, fire prevention, and public safety while participating in the exposition. Any use of cooking equipment and/or open flame must be approved by the local Fire Marshall.

HOTEL INFORMATION

Bayview Resort and Spa of the Grand Casino Biloxi
VENDOR CONTACT:
Kris Norton

Convention Services Manager
Grand Casino Biloxi

265 Beach Blvd.

Biloxi, Mississippi 39530

Ph: 228-386-1913

Fax: 228-386-1904

E-Mail: nortonk@grandcasinos.com
SHIPPING INFORMATION:

For Vendors who pre-ship equipment and materials to the hotel:

Address:
Bayview Resort and Spa of the Grand Casino Biloxi



265 Beach Blvd.



Biloxi, Mississippi 39530
CORPORATE DEMONSTRATION SESSION application
and/or 
PRODUCT BRIEFING INFORMATION SESSION application
SAIR 2004 Annual Conference

Interaction, Inspiration, Research and Planning
October 16-19, 2004  (  Biloxi, Mississippi 

The Southern Association for Institutional Research provides, to confirmed vendor exhibitors, a 40-minute session to present products or services of interest to attendees. These sessions must be approved by the Program Committee and must present higher education applications or case studies. Approved sessions will be listed in the conference program. Vendor Application’s must be received with this application in order for SAIR to schedule your session time. See the Vendor Prospectus for further details.

Please send this completed application via email attachment, to Lorne Kuffel, lorne@wm.edu and Michelle Hall, SAIR Treasurer, mhall@selu.edu, no later than July 15, 2004. The session description provided will be printed in the conference program. You may attach a typed description.

SESSION TITLE:

Description (in 100 words or less)

PRESENTER INFORMATION

Name:

Name: 


Title:

Title:


Organization:

Organization:


Address:

Address:


Telephone:

Telephone:


Fax:

Fax:


E-Mail:

E-Mail:


Audio-visual equipment rental is the responsibility of the session presenter.

APPLICATION DEADLINE – JULY 15, 2004

Contact Person:

Title: 


Company/Organization Name:


Address:


Telephone:

Fax:

E-Mail:


SPONSORSHIP APPLICATION

SAIR 2004 Annual Conference

Interaction, Inspiration, Research and Planning
October 16-19, 2004  (  Biloxi, Mississippi
The Southern Association for Institutional Research has a number of events available for sponsorship. See the Vendor Prospectus for further details.

Please send this completed application via email attachment to: The Southern Association for Institutional Research, Lorne Kuffel, Chair, Sponsors and Exhibits, lorne@wm.edu, and Michelle Hall, SAIR Treasurer, mhall@selu.edu, by AUGUST 15, 2004.  Send payment to Michelle Hall, Southeastern Louisiana University, SLU 11851, Hammond, Louisiana  70402.
AVAILABLE SPONSORSHIP EVENTS:

	Function
	Estimated Number of Attendees
	Cost
	Number Available
	Sponsor (specify number)

	SUNDAY EVENING RECEPTION
	250-350
	$500
	4
	

	MONDAY CONTINENTAL 

BREAKFAST
	200-300
	$250
	4
	

	MONDAY LUNCHEON
	250-350
	$500
	4
	

	MONDAY AFTERNOON BREAK
	200-300
	$250
	4
	

	MONDAY EVENING SPECIAL EVENT 
	200-250
	$500
	4
	

	TUESDAY MORNING AWARDS BREAKFAST
	250-350
	$350
	4
	


APPLICATION DEADLINE – AUGUST 15, 2004

Contact Person:

Title: 


Company/Organization Name:


Address:


Telephone:

Fax:

E-Mail:


 The Southern Association for
Institutional Research Officers
2003-2004 

President
Jim Purcell

Oklahoma State Regents for Higher Education
P. O. Box 108850
Oklahoma City, OK 73101-8850
Ph: (405) 225-9176 Fax: (405) 225 9230
        jim.purcell@osrhe.edu

Vice President
Ross A. Griffith

Wake Forest University

P.O. Box 7373

Reynolda Station

Winston-Salem, NC 27109

Ph: (336) 758-5020 Fax: (336) 758-5162

griffith@wfu.edu
Secretary

Teresa P. Hall

University of Alabama at Birmingham

1530 Third Avenue South

Birmingham, Alabama 35294-0104

Ph: (205) 934-3254 Fax (205) 934-3179

hallter@uab.edu 

Treasurer

Michelle Hall

Southeastern Louisiana University

SLU 11851

Hammond, Louisiana  70402

Ph: (985) 549-2077 Fax (985) 549-3640

mhall@selu.edu 

Past President

J. Joseph Hoey

Georgia Institute of Technology

Office of Assessment

111 French Building 

237 Uncle Heinie Way

Atlanta, Georgia 30332-0325

Ph: (404) 894-0510 Fax: (404) 385-1421

joseph.hoey@oars.gatech.edu 

Members At Large

Marcus S. Babaoye

Worcester State College

Room A205,  486 Chandler Street

Worcester, MA  01602-2597

Ph: (508) 929-8941 Fax: (508) 929-2597

mbabaoye@worcester.edu 

Denise Gardner

Georgia Institute of Technology

225 North Avenue NW 
Atlanta, Georgia 30332-0530 
Phone: (404) 385-0265 Fax: (404) 894-0032 
denise.gardner@irp.gatech.edu
Lorne Kuffel

The College of William and Mary

P.O. Box 8795

Williamsburg, Virginia 23187-8795

Ph: (757) 221-2144 Fax: (757) 221-2080

lorne@wm.edu
Christine Mee

Coastal Carolina University

P.O. Box 261954

Conway, SC 29528

Ph: (843) 349-2091 Fax (843) 349-2876

christin@coastal.edu
SAIR/Institute of Higher Education Liaison
Larry G. Jones

University of Georgia

Institute of Higher Education

216 Meigs Hall

Athens, Georgia 30602-6772

Ph: (706) 542-0573 Fax: (706) 542-7588

sair@uga.edu 
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