Appendix 4, Exhibitor Support Requirement to Annex J, Support Requirement to Financial Readiness Challenge Roadshow Planning Guideline

DRAFT

	 
	PF&T BOOTH/TURBO TAP
	MOS Booth

	Location
	Dining Room
	Dining Room

	Event Time
	ALL DAY
	ALL DAY

	Set By
	0800 hrs
	0800 hrs

	Load In Info
	Test on N-1/0700 Load Loc
	0700 Load 

	Space Required
	Retractable Booth Size
(2) 4 x 6 and 6 feet tall + (4) highboys + (2) cocktails + (1) 8 foot table
	8 x 8

	Set-up
	(2) Retractable displays
(4) Belly Bar Tables - TBD?
(2) Café Tables
(4) Chairs
(4) Belly Bar Table Linens - BK
(2) Café Table Linens - BLACK
	(1) 8 foot table for give aways
(1) 8 foot table linen - BLACK
(7) Laptops
(7) Printers
MHN give aways/ Collateral
	MOS Designed Booth



	Collateral Materials
Required
	MHN/ OSD to ship
	MHN/ OSD to ship

	Base Rentals
	(4) Belly Bar Tables - TBD?
(2) Café Tables
(4) Chairs
(4) Belly Bar Table Linens - BK
(2) Café Table Linens - BLACK
(1) 8 foot table for give aways
(1) 8 foot table linen - BLACK
	N/A

	Client to Provide
	Collateral Materials
(2) Retractable Displays
(7) Laptop Computers
(7) Laptop Printers
Ink Cartridges
(7) Mice Extension Cords
Surge Protectors
	Verizon Wireless Cards
Radios
Tape Dispenser
Business Cards
Boxes of Pens
"Issues" Forms
Equipment check list
Rolls of Packing Tape
	Booth

	DCI to Provide
	(1) Shredder for Paper
(1) Waste Basket
(5) Mesh Baskets for give aways
(5) Reams of Paper for Printers
Ensure Shipped Boxes arrive and are unpacked
	None Required

	Power
	Power for (6) Laptop Computers
Power for (6) Laptop Printers
	None Required

	Internet
	● Internet for (8) Laptop Computers
Need to test internet access, verify bandwidth, determine IP address allocation and to identify network distribution (wall jacks).  
● Can installation provide active wall jacks for the event?
	None Required

	On Site Partner Contact 
	MHN - 
	TBD

	DCI Staff
	
	 


	 
	DoD Partner Display
	DoD Partner Display
	DoD Partner Display

	Location
	Dining Room
	Dining Room
	Dining Room

	Event Time
	ALL DAY
	ALL DAY
	ALL DAY

	Set By
	0800 
	0800 
	0800 

	Load In Info
	0700 
	0700 
	0700 

	Space Required
	8 Foot Table
	 
	 

	Set-up
	(1) 8 foot Table
(2) Chairs
(1) Linen from DCI Stock 
	TBD 
	TBD 

	Collateral Materials Required
	Bringing on site with them the day of event
	 
	 

	Base Rentals
	(1) 8 foot Table
(2) Chairs
(1) Black Linen 
	 
	 

	Client to Provide
	Bringing Own Materials on site
	 
	 

	DCI to Provide
	N/A
	 
	 

	On Site Partner Contact 
	
	
	

	Staff POC
	
	
	


	 
	DoD Partner Display-MATERIALS ONLY
	DoD Partner Display-MATERIALS ONLY

	Location
	Exhibitor Table for Brochures
	Exhibitor Table for Brochures

	Event Time
	 All Day
	All Day

	Set By
	0800
	0800

	Load In Info
	0700
	0700

	Space Required
	On table with Center for Responsible Lending 
	On table with Center for Responsible Lending 

	Set-up
	On table with Center for Responsible Lending 
(1) Handout English
(1) Handout Spanish
	On table with Center for Responsible Lending Items
TBD -- materials have not been sent

	Collateral Materials
Required
	DCI to Print Materials
	DCI to Print Materials

	Base Rentals
	N/A on table with Center for Responsible Lending
	N/A on table with Center for Responsible Lending

	Client to Provide
	DCI has materials 
DCI to print
	DCI needs materials 

DCI to print

	DCI to Provide
	Materials
Clear Frame with Logo inside
	Materials
Clear Frame with Logo inside

	Power
	N/A
	N/A

	Internet
	N/A
	N/A

	On Site Partner Contact 
	N/A
	On site contact:
Planning Contact: 

	Staff POC
	
	


	 
	DoD Approved Non-Profit Organization
	DoD Approved Non-Profit Organization
	DoD Approved Non-Profit Organization
	DoD Approved Non-Profit Organization Y

	Location
	Exhibitor Table for Brochures
	Exhibitor Table for Brochures
	Exhibitor Table for Brochures
	Exhibitor Table for Brochures

	Event Time
	All Day
	 
	 
	 

	Set By
	0800
	0800
	0800
	0800

	Load In Info
	0700
	0700
	0700
	0700

	Space Required
	(1) 8" Table
(1) 8" Table Bk Linen
	On table with Center for Responsible Lending 
	On table with Center for Responsible Lending 
	On table with Center for Responsible Lending 

	Set-up
	(1) 8" Table
(1) 8" Table Bk Linen
(3) Brochures
Center For Responsible Lending
Predatory Mortgage Lending
Predatory Payday Lending
	On table with Center for Responsible Lending Items
(500) Bookmarks

	On table with Center for Responsible Lending Items
Military Money magazine and packs of tear-slips with contact information
	On table with Center for Responsible Lending Items


	Collateral Materials Required
	CRL - to ship materials
	MHN to Ship - Youa
	InCharge - to ship materials
	TBD for Shipping

	Base Rentals
	(1) 8" Table
(1) 8" Table Bk Linen
	N/A on table with Center for Responsible Lending
	N/A on table with Center for Responsible Lending
	N/A on table with Center for Responsible Lending

	Client to Provide
	(3) Brochures
Center For Responsible Lending
Predatory Mortgage Lending
Predatory Payday Lending
	Bookmarks
	Military Money magazine and packs of tear-slips with contact information
	N/A

	DCI to Provide
	Materials
Black Frame with Logo inside
Put out Material CRL shipped
	Materials
Black Frame with Logo inside
Put out Bookmarks we get from MHN
	Materials
Black Frame with Logo inside
Put out Materials CRL shipped
	Materials
Black Frame with Logo inside
TBD - put out materials TBD - printing req

	On Site Partner Contact 
	On site contact:

	 
	On site contact:
Planning Contact:
	On site contact:
Planning Contact:

	Staff POC
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