[image: ]
NCSAB Spring Conference Exhibitor 
FAQ SHEET


What are the Conference Dates?
April 1 - 3, 2026

Where is the conference taking place?
Grand Hyatt Washington, 1000 H Street NW, Washington, D.C.

Where is the exhibitor hall located?
The exhibit hall is located on Constitution Level 3B. Exhibitor rooms are  Cabin John & Arlington (Bridges Room)

What time can exhibitors begin setting up?
Regular exhibitor setup begins at 11 am on April 1, 2026
Gold seal exhibitor setup begins 6 pm on March 31, 2026

When must the setup be completed?
All exhibitor displays should be ready no later than 12:30 pm on April 1, 2026, to allow for attendee arrival.

When must tear down be completed?
All exhibitor displays should be removed no later than 11:30 am on April 3, 2026.

What is included with my exhibitor booth?
· One 6-foot table
· Two chairs
· Table covering
· Name Signage
· Wi-Fi Access and Electricity are available if requested and paid for in advance from the hotel
How do I request internet or electrical access for my table?
A link will be provided by Encore to request internet and electricity services.
exhibitor link 
All AV services are coordinated by Andy Downey with Encore andy.downey@encoreglobal.com. He will support any special AV needs and can assist with additional tech requests.

Are there size restrictions for booth displays?
Yes. Exhibits must fit within 6 feet (w) x 5 feet (d) or 30 square feet footprint and may not block aisles or other exhibitors.

Can I ship materials to the hotel?
Yes. Shipping instructions, including address labels, storage guidelines, and shipping fees, are included in the following attachment:
Shipping Instructions 

Will my shipped materials be placed at my exhibit table?
Materials will be held by the hotel’s FedEx Business Office and may only be picked up by the person whose name is on the shipping label. Please schedule your shipment(s) to arrive four days prior to the event start date to avoid additional storage fees. Exhibitors should plan on retrieving conference materials upon arrival.

Can exhibitors attend conference sessions?
The two participants registered for the exhibit table may attend sessions and the working lunch on Thursday. Additional exhibitor participants must register as a non-member.

Are exhibitors given time to present at the conference?
Gold Seal Exhibitors are provided time during the Reception to give a brief presentation about their services.

Are exhibitor participants included in conference meals?
Information about meal inclusions will be shared with exhibitors once menu arrangements are finalized.

How many representatives are permitted at each exhibitor table?
Two representatives are included with each exhibitor registration.

Will a map with table numbers be provided?
Yes, an Exhibitor room layout will be distributed so exhibitors can prepare displays at assigned tables.

Will there be exhibitor bingo?
Yes. Each attendee will receive a bingo card featuring squares that correspond to each exhibitor. Exhibitors will stamp or initial their square when an attendee visits their table. Completed bingo cards are turned into the registration table for a chance to win a prize.

Do exhibitors need to provide prizes?
NCSAB will supply prizes. If exhibitors would like to contribute a prize, please let Robin Freeman rfreeman@uacurrents.org or Natasha Jerde natasha.jerde@state.mn.us know and it will be included in the drawings.

Will an attendee list be provided to exhibitors?
Yes, exhibitors will receive an attendee registration list after registration closes.
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