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May 2010 
 
Dear Colleagues: 
 
On behalf of the Board of Directors and membership of the Museum Computer Network 
(MCN), I am pleased to present the exhibitor and sponsor prospectus for our 38th 
annual conference, to be held from October 27 through 30, 2010. MCN 2010 will take 
place in Austin, Texas, at the Sheraton Austin at the Capitol. More than 300 cultural 
heritage technology professionals are expected to attend the conference, where they 
will share challenges, explore emerging technologies, and network to ensure that their 
institutions are informed about the latest in technologies and technology services for the 
cultural heritage sector. 
 
Being an exhibitor, sponsor, or both at MCN 2010 will enable you to reach top 
technology decision-makers from museums and cultural sites throughout the United 
States, Canada, and beyond, and it will offer many other benefits. This prospectus 
outlines your opportunities for supporting MCN through sponsorships and for exhibiting 
your products to our members at MCN 2010. In addition to the direct benefits of 
expanding your clientele in the cultural heritage community, exhibiting your products 
and services to MCN attendees can lead to wider public visibility in high-profile museum 
projects. After you’ve had the opportunity to see the value of this conference and its 
potential for connecting you to organizations with both the interest and the capacity to 
purchase your products or services, we’re sure you will want to become part of MCN 
2010. 
 
To learn more about these valuable opportunities, please contact Douglas Hegley, 
Chair of Vendor and Marketing Relations, at 212-650-2931, or via email at 
douglas.hegley@metmuseum.org . For general conference inquiries or logistics, you 
may also contact the MCN Conference Coordinator at 403-541-0911 or via email at 
conference@mcn.edu . 
 
We look forward to seeing you in Austin! 
 
 
Erin Coburn, President, 
and the Board of Directors, Museum Computer Network ( www.mcn.edu ) 

mailto:douglas.hegley@metmuseum.org
mailto:conference@mcn.edu
http://www.mcn.edu/
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Who Should Participate 
 
The Museum Computer Network’s 38th Annual Conference and Exhibit Hall offers great 
exposure for any company whose goods and/or services facilitate the diverse functions 
of a 21st-century museum. From financial and business operations to new media and 
digital asset management, museums are constantly adding new technologies to their 
programs. Sponsors and exhibitors are encouraged to show established products, new 
releases, and products still being developed. MCN’s diverse membership of technology 
professionals provides an audience responsive to products of every price, scale, and 
level of sophistication. 
  
MCN conferences attract museum information professionals who make decisions 
regarding the purchase and use of technology at their respective institutions. MCN’s 
members know that the Exhibit Hall at our annual conference is the place to see the 
latest in software and technology that would be of direct benefit to museums, libraries, 
and cultural heritage institutions. 
 
Why This Conference? 
 
The Museum Computer Network, a nonprofit organization of more than 350 
professionals representing over 250 organizations worldwide, is dedicated to supporting 
the mission of museums through the use of technology. Established in 1967, MCN has 
led museums through the amazing technological advances of the past 43 years, serving 
as a professional organization and venue for exploring emerging technologies. MCN’s 
membership represents museum information professionals from cultural institutions 
throughout the world—ranging from small historical societies to the National Gallery of 
Art and The Metropolitan Museum of Art. 
 
About Our Venue 
Sheraton Austin at the Capitol 
701 East 11th Street 
Austin, Texas 78701 
Tel. 512-478-1111 
Fax: 512-478-3700 
 
Featuring distinctively modern architecture and majestic views of downtown, The 
Sheraton Austin at the Capitol combines the warm, friendly service with a prime 
location. A landmark situated in the cultural heart of Austin, Texas, we are next door to 
the famed Capitol and just steps from the University of Texas, the allure of the Sixth 
Street/Warehouse District, and Austin’s burgeoning business district. 
http://www.starwoodhotels.com/sheraton/property/overview/index.html?propertyID=3079 

 
Special conference guest-room rates will apply; please register as an MCN Conference 
exhibitor. 
 

http://www.starwoodhotels.com/sheraton/property/overview/index.html?propertyID=3079
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Sponsorship Opportunities 
 
In addition to named sponsor benefits below, each sponsor receives the following: 

 Prominent placement of your logo with website link on the main web page for the 
conference. 

 Recognition in all conference communications including written and printed 
communication distributed to conference delegates and exhibitors. 

 A complete list of registered conference attendees for follow-up and important 
sales leads. 

 Space to display your signage (4' x 8' or smaller). 
 
 
SPONSORSHIP LEVELS: 
 
PRESENTING SPONSOR (Exclusive)      $10,000 
 

• Prominent placement of your logo with link for one year on the MCN website’s 
home page 

• Full-page ad in Online Conference Program 
• Complimentary Exhibit Space 
• Two complimentary Conference Registrations 

 
SUPPORTING SPONSOR (Exclusive)     $7,500 
 

• Two complimentary Conference Registrations 
• Complimentary Exhibit Space 
• Full-page ad in Online Conference Program 

 
RECEPTION SPONSOR (2)       $5,000 
 

• Opportunity to provide opening remarks for reception 
• Prominent signage at Reception 
• Complimentary Exhibit Space 
• Half-page ad in Online Conference Program 
• Two complimentary Conference Registrations 

 
JAMES BLACKABY KEYNOTE SPONSOR (Exclusive)   $2,500 
 

• Recognition during introductory remarks 
• Half-page ad in Online Conference Program 
• One complimentary conference registration 
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E-MAIL CENTER SPONSOR (Exclusive)    $2,500 
 

• Company website featured on the homepage of E-Mail Center computers 
• One complimentary Conference Registration 

 
NEWCOMERS’ BREAKFAST SPONSOR (Exclusive)   $2,500 
 

• Opportunity to provide opening remarks at Breakfast 
• Prominent signage at the event 
• One complimentary Conference Registration 

 
SCHOLARSHIP SPONSOR       $1,000 
 

• Named Scholarship for MCN 2010 
 
GENERAL SPONSOR        $1,250 
 

• One complimentary Conference Registration 
 
COFFEE BREAK SPONSOR       $750 
 

• Prominent signage during the sponsored break 
 
CONFERENCE SESSIONS AND WORKSHOPS    $500 
 

• Prominent signage during the session or workshop 
 
 
Advertising in Conference Program 
 
Advertising in the Conference Program is an effective and economical way to reach 
attendees both during and after the conference. The Program will be available on 
MCN’s website and distributed to all conference attendees. 
 
Advertising rates are as follow: Non-Exhibitors 

 
Exhibitors 
 

Quarter-page Ad 
 

$200 
 

$250 
 

Half-page Ad 
 

$300 
 

$500 
 

Full-page Ad 
 

$500 $700 
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Questions about Sponsor or Advertiser Benefits? 
 
We are committed to helping you reach your audience and would be pleased to explore 
other marketing and recognition opportunities with you. Questions regarding our 
sponsorship program can be directed to: 
 
Douglas Hegley, Chair of Vendor & Marketing Relations or Conference Coordinator 
douglas.hegley@metmuseum.org 
212-650-2931 

 conference@mcn.edu  
403-541-0911 
  

 
Exhibitor Information 
 
The Main Exhibit Hall is located adjacent to the conference meeting rooms. Final Exhibit 
Hall hours with break times and a map of the exhibit hall will be included in your 
Exhibitor Service Kit. 
 
Set Up Wednesday, October 27 10:00 a.m. – 4:00 p.m. 
Opening Reception Wednesday, October 27 5:00 p.m. – 7:30 p.m. 
Exhibit Hall Open Thursday, October 28 10:00 a.m. – 6:00 p.m. 
Exhibit Hall Open Friday, October 29 10:00 a.m. – 6:00 p.m. 

 
 

 Member Non-Member 
Space for 8'w x 8'd x 10'h self-contained display $875  $1,000  
Table Top Display (6' x 3' skirted table) $700  $875  

 
Note: MCN Corporate Membership is $400 annually. 
 
Space rental fees include  

 one (1) 6' skirted table and two chairs,  

 two complimentary registrations (not including special events with fees),  

 company identification signage,  

 listing in the Conference Program,  

 and inclusion in the on-site Exhibitor Guide. 

mailto:douglas.hegley@metmuseum.org
mailto:conference@mcn.edu
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Not included but available from the hotel: 
 

 electrical service  

 telephone/data/wireless services 

 audiovisual  

 other special needs  

 Pipe and drape 
 

These services are the financial and logistical responsibility of the Exhibitor. These 
services may be requested through the Conference Hotel. The necessary forms are 
included with this packet, and are also available from the Conference  Hotel. For 
information about these services (pricing, confirmation, etc.), please contact our 
Convention Services Manager directly at: 
 
Elizabeth Kitzman 
Convention Services Manager 
Sheraton Austin at The Capitol 
701 East 11th Street 
Austin, TX 78701 
Phone: 512-404-6933 
Fax: 612-479-6458 
Email: ekitzman@sheratonaustinhotel.com   
 
 

mailto:ekitzman@sheratonaustinhotel.com
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Exhibitor Registration 
 
 

Company name: 
 

 

Contact name: 
 

 

Title: 
 

 

Address: 
 

 

City/State/Zip: 
 

 

Telephone: 
 

 

Fax: 
 

 

Email: 
 

 

Website: 
 

 

 
 
Type of space required: Self Contained    □ Display Table Top   □ 
 
Total number of spaces required:               (Booth Space)                  (Table Top) 
 
Names of representatives: 
 
1)                                                            

  
2)                                                           

 
Additional personnel ($300 per person): 
 
3)  

  
4)  

 
Company signage should read (one line only): 
 
 

 
 
Please attach a description (100 words or fewer) of your product or company for 
inclusion in the on-site directory. 
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Payment 
 
A $50 discount will apply to all payments received prior to August 15, 2010. 
 
1. Exhibit Space Members Non-Members 
     
Space for 8' (w) x 8' (d) x 10' (h) self-contained 
display 

 
@$875   @$1,000  

Table-top display (6' x 3' skirted table)  @$700   @$875  

Each additional table  @$350   @$500  

Additional personnel  @$300   @$300 

Other literature display  @$100   N/A 

     
Subtotal for Exhibit Space  $  $  

 
2. Sponsorship & Program 
Advertising 
 

 
 

Description 

  
 

Amount 
 

Sponsorship Level   $ 

    

Program Advertising Size   $ 

    

Subtotal for Program Advertising and 
Sponsorship  

   
$ 

 
 
3. TOTAL (Exhibit Space, Sponsorship, Program Advertising): $ 

 
All fees are in US dollars. 
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Terms of Contract 
 

a) Location Assignments 
Booth assignments will be made in the order in which complete Exhibitor Registrations are received by MCN. To be 
complete, an Exhibitor Reservation Form, together with required payment, must be received. Every effort will be 
made to place exhibitors in their preferred positions. Exhibitors will be advised of their booth location and will be 
forwarded an Exhibitor Service Kit promptly on receipt of reservations. 
 
b) Space Rental 
Exhibit Space is 8' (w) x 8 ' (d) x 10' (h). 
 
When the exhibitor plans to install a completely constructed display, no part of the display shall project so as to 
obstruct the view of adjacent displays. Booth side dividers of a height in excess of 36" must not extend further than 

three feet from the back wall and may not exceed 10' in height. Exhibitors also have the option to rent table-top 
display space consisting of one 6' x 3' skirted table, two chairs, and a waste receptacle. Exhibitors choosing the table-
top display must confine their display to the table top. 
 
Audiovisual equipment must not be played at a level that would interfere with adjacent exhibitors. Information on 
arrangements for telephone connections and special requirements will be included with the Exhibitor’s Service Kit and 
payment for same will be the sole responsibility of the exhibitor.  
 
Exhibitors must provide their own electrical and computer equipment, if required; information on electrical and 
computer equipment rental will also be contained in the Exhibitor’s Service Kit. 
 
c) Payment and Cancellation 
Full payment is required for reservations. Deadline for reservations is September 30, 2010. Cancellations must be 
made in writing and prior to this date to qualify for a refund, less a $75 processing fee. No requests for refunds will 
be processed on cancellations received after September 30, 2010. 
 
d) Use of Space 
No exhibitor shall permit any other corporation or its firms or representatives to use the space allotted to the signer 
of the contract, nor shall he/she display articles not manufactured or normally sold by him/her. Requests for co-
participation by any other corporation or its firms or representatives in space assigned to the original applicant must 
first be made in writing to MCN. If permission is granted by MCN, there will be an additional charge of $300 for each 
additional participant from the same company. Exhibitors may not sublet booths or assign this lease in whole or part 
without the prior consent of MCN. 
 
e) Security and Insurance 
The organizers will take responsible care to ensure security in the Exhibit Hall. The organizers will not be liable for 
damage or loss to exhibitor’s property, nor shall they be liable for any injury that may occur in the exhibit areas. The 
Exhibitor assumes entire responsibility and liability for losses, damages and claims arriving out of injury or damage to 

exhibitors’ displays, equipment, and other property brought upon the premises of the hotel and shall indemnify and 
hold harmless the hotel agents and employees from any and all such losses, damages, and claims. Exhibitors are 
responsible for obtaining the insurance required to participate. 
 
f) Limitation of Liability 
The Exhibitor shall indemnify the organizers against all claims, demands, actions, expenses, damages, penalties, or 
proceedings arising out of or in any way connected with the Exhibitor’s occupancy and use of the exhibitor premises 
or any part thereof. Exhibitors will be required to pay the cost of making good any damage to floors, wall structures, 
and accessories. 
 
g) Protection of Exhibit Hall Facility 
Nothing shall be posted or tacked, nailed, screwed, or otherwise attached to the columns, walls, floors, or other parts 
of the Conference Hotel without permission from the proper building authority and MCN. 
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h) Installation and Dismantling 
Packing, unpacking, and assembly by exhibitors will be done only in the designated areas and in conformity with the 
directions issued by the Exhibit Coordinator, the hotel, or their assignees. A specific requirement as to the time for 
installation and dismantling of exhibits is supplied elsewhere in this document and shall be binding. All displays must 
be in place and set up by the time of the official opening of the Exhibit Hall. Space not occupied or set up by one 
hour prior to that time may be reassigned for other purposes. 
 
i) Shipping 
All confirmed Exhibitors will receive an Exhibitor Service Kit containing shipping information and literature on rates for 
additional services and supplies. The Exhibit Coordinator will be on-site throughout the Conference to assist 
Exhibitors and to facilitate service requests. Questions should be referred to MCN Conference Coordinator, at 
conference@mcn.edu  
 
j) Listing of Exhibitors in the Conference Program 
Exhibitors will be listed in the final Online Conference Program. Exhibitors should supply a brief (100 words or fewer) 
description of their products and/or services to be featured in the on-site Exhibitor Guide. This description must 
accompany payment. Descriptions will not be accepted after September 30, 2010. Exhibitors who do not provide a 
description will be listed in the Final Program and on-site Exhibitor Guide by name only. 
 
k) Distribution of Printed Materials 
Neither Exhibitors nor non-Exhibitors shall distribute to the Conference attendees printed matter, samples, souvenirs 
and the like, except from within the rented spaces. Any other type of distribution of such matter elsewhere must be 
approved by MCN prior to the Conference. 
 
l) Restrictions on Location of Exhibitors and Solicitation 
Commercial interests are not permitted to conduct or solicit business in the Exhibit Hall unless they have purchased 
exhibit space. Exhibitors are not permitted to exhibit products and services to the full conference except in the 

Exhibit Hall. Exhibitors may privately demonstrate products to individuals in locations other than in the Exhibit Hall 
area. 
 
m) Default Occupancy 
An Exhibitor failing to equip contracted space is not relieved of the obligation of paying for such space at the full 
rental price. MCN shall have the right to use, as it sees fit, any such booth unoccupied by one hour prior to the 
Exhibit Hall Opening. 
 
n) Agreement to Conditions 
Each Exhibitor agrees for himself/herself and his/her employees to abide by the conditions set forth in the Terms of 
Contract. It is understood and agreed that the sole control of the Exhibit Hall rests with MCN. 
 
o) Amendments 
MCN shall have sole authority to interpret and enforce all rules and regulations contained herein and to make any 
amendments thereto, and to make such further rules and regulations as shall be necessary for the orderly conduct of 
the Exhibit Hall. 

mailto:conference@mcn.edu
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Terms and Agreement 
 
Exhibiting company assumes completed responsibility and liability for all loss, damage or 

destruction of the property of the exhibit, its guests, and property of the Sheraton Austin at 
the Capitol used by the Exhibitor or brought upon the hotel premises on its behalf. Exhibitor 

also assumes full responsibility and liability for injury to any or all persons or property in any 
way connected with the exhibitor’s display caused by the exhibitor’s negligence. Exhibitor 

indemnifies and agrees to hold harmless MCN and the Sheraton Austin at the Capitol and the 

legal entities which own, lease, and/or operate the hotel, and their members, officers, directors, 
and employees against any and all liability whatsoever arising from any/all damage to property 
or personal injury caused by exhibitor or his/her agents, representatives, employees, and other 

persons so identified. In addition, Exhibitor acknowledges that MCN and the Sheraton Austin 
at the Capitol do not maintain insurance covering Exhibitor’s property and that it is the sole 

responsibility of Exhibitor to obtain business interruption and property damage insurance 
covering such losses by Exhibitor. Exhibitor also acknowledges having read and understood the 
terms and conditions previously outlined in this document. 
 
 

Authorized Signature: 
  

Date: 
 

 
Title: 

 

Method of Payment: □Check (payable to MCN) 

 □Visa 

 □MasterCard 

 
Credit Card #: 

 

 
Exp. Date: 

 

 
Name (as it appears on card): 

 

 
Signature (required): 

 

  

 
Mail or FAX completed & signed application (pages 7-11) with payment to: 
 
Museum Computer Network 
6 Crowfoot Circle NW, Suite 200 
Calgary, AB    T3G 2T3 
Tel:  (403) 541-0911        Fax: (403) 541-0915      conference@mcn.edu   
 
Payment should be provided in US dollars. Fees are listed in US dollars. 
 
Additional forms and payment may be required for Hotel services, please see below. 

mailto:conference@mcn.edu


 
 

VENDOR INFORMATION 
 

Welcome and thank you for choosing to exhibit at the Museum Computer Network 2010 Annual Conference 

from  October 27  to  October 29, 2010. 

 

DIRECTIONS TO THE HOTEL 

 
From North 

Take Interstate 35 South towards downtown Austin. Take Exit 234C (6th - 12th Streets - State Capitol) and the hotel is 
located at the corner of 11th Street and the I-35 access road. 

 
From West 

Take Highway 183 South to Interstate 35 South and take Exit 234 C (6th - 12 Streets - State Capitol). The hotel is located at 
the corner of 11th Street and the I-35 access road. 

 
From Austin Bergstrom International Airport 

Take Presidential Boulevard to SH 71W and take Exit 183 North towards downtown. Exit 7th Street and proceed to Interstate 
35 access road and turn left. Make another left turn on 11th Street. The hotel is ahead at the intersection. 

 
From South 

Take Interstate 35 North towards downtown and take Exit 234 C (6th - 12 Streets - South Capitol). The hotel is located at the 
corner of 11th Street and the I-35 access road. 

 

All unloading and loading needs to be done via the loading dock located on the 10
th

 Street side of the building.  

Please do not load/unload at the front entrance of the hotel without written permission of your  

Convention Services Manager 

 

BOOTH NEEDS / ORDER FORM 

 

 Attached is an order form for items you might need above and beyond what  insert event name here is providing.  For 

electrical, internet access or audio/visual support, please reference the Swank Audio Visuals Exhibitor Form. 

 

SHIPPING / RECEIVING 

 

The Sheraton Austin Hotel will receive and store boxes for you prior to the event.  There is a $5 per box handling fee for 

every box shipped to the hotel.  Pallets incur a $200 handling fee.  Boxes can be stored for up to 48 hours prior to the event 

in our guest storage area.  Please notify your Convention Services team prior to shipment and label as follows: 

 
Attention:  Insert name of on-site contact here 

Your company name 

Vendor – Museum Computer Network 

Sheraton Austin Hotel  

701 East 11th Street 

Austin, Texas 78701 

(512) 404-6907 

Box __ of ____ (number of total boxes) 

 

To ship OUT of the hotel, there is an additional handling fee of $5 per box or $200 per pallet.  You will need to bring  

pre-paid labels from your choice of courier and have all boxes 100% ready for shipping upon departure.   

Please notify the Banquet department when you are ready for them to be taken to the Receiving Dock. 

 
In order to make your stay enjoyable and productive, our Convention Services team is standing by to assist you with  

your exhibiting needs.  Please feel free to contact us directly at (512) 404-6933 or ekitzman@sheratonaustinhotel.com 

 



 

VENDOR REQUIREMENTS REQUEST FORM           
 

Thank you for exhibiting at the Museum Computer Network 2010 Annual Conference! 

Please return this form to Elizabeth Kitzman at ekitzman@sheratonaustinhotel.com or by fax to 512-479-6458. 

 

Vendor Number:  ______________ 

(For Hotel use only) 

 

Group Name:  Museum Computer Network 2010 Annual Conference 
 

 

Date Needed:________________________________________________________ 

(please include start time and end time) 

 

Vendor Name (Business Name) :_________________________________________________ 

 

Contact Name:_______________________________Email: ___________________________ 

 

Address:___________________________________________________________ 

 

Phone:____________________________ 

 

Fax:______________________________ 
 

CREDIT CARD INFORMATION 
Card Type (please mark): 

 

 

American Express_____    Master Card_____       Visa_____      Discover_____       Other:______________________________ 

 

Credit Card Number:  __________________________________________________________   Expiration Date:  ___________ 

 

Name as it appears on credit card:  ___________________________________________________________________________ 

 

I authorize any and all charges, including sales tax, on the items ordered on this form to be charged to this credit card. 
 

Signature  _____________________________________________________________________ 
 

 

 

or  BILL TO GUEST ROOM  NAME ________________________________     CONFIRMATION NUMBER ________________ 
 

 

Items Required (note: all charges are per day consumed): 
 

__________Boxes delivered and/or picked up @ $5/each 

__________ Pallet(s) delivered and/or picked up @ $200/each 

__________Additional Chairs @ $5 /each 

__________Additional Draped 6’ x 30” Tables @ $35 each  

__________Additional Wastebaskets (1 complimentary) @ $5 each 

__________Additional Table Drapes / Linens @ $ 10 each 

__________Cocktail Round or 8’ x 18” Tables @ $35/each (please specify _____________) 

__________Banner Hanging @ $35 each 

 

All Audio Visual needs to be routed through Swank Audio-Visuals  (512) 404-6947 

Including electricity hook-up, power cords, flip charts, easels, conference phones etc… 

 
** THIS FORM IS ONLY FOR BASIC REQUIRMENTS: ADDITONAL REQUIREMENTS CAN BE REQUESTED, 

CHARGES TO BE ESTABLISHED AT THAT TIME.  NO SERVICE WILL BE PROVIDED UNTIL METHOD OF 

PAYMENT HAS BEEN CONFIRMED.** 

 



$200.00 x x =
$320.00 x x =
$500.00 x x =
$525.00 x x =

$75.00 x x =

$80.00 x x =
$50.00 x x =
$75.00 x x =

$150.00 x x =
$65.00 x x =

$10.00 x x =
$55.00 x x =
$65.00 x x =
$25.00 x x =

$30.00 x x =

$50.00 x x x

$35.00 x x =

                                      787sa@swankav.com


