
 

June 16, 2023

Dear Exhibitor,

We are pleased to announce the 2024 Gang Intelligence and Supervision Conference hosted by the Correc-
tional Management Institute of Texas (CMIT), January 29 – February 1, 2024. Previous conferences brought 
together over 200 professionals from criminal justice and law enforcement agencies throughout the State of 
Texas and we anticipate an even greater response this year. 

Your exhibit fee of $300 will include two company representatives per booth, with a six-foot table and two 
chairs. Additional exhibit personnel from your company may register for an extra $50.00 per person. Please 
fill out and return a registration form with each representative’s name.

Exhibits and Sponsorships:
Exhibits will be located in the San Marcos River Room at the Embassy Suites Hotel and Conference Center, in 
San Marcos, Texas. Set up for all exhibitors will be Monday, January 29, 2024, from 3:00pm-5:00pm. Exhibits 
will open Tuesday, January 30, 2024, and Wednesday, January 31, 2024, from 7:30am-3:30pm.

Booths will be assigned on a first come, first serve basis. Fax or email your exhibitor contract as soon as it is com-
pleted. Along with exhibiting your products, please consider sponsorship of conference events as another means 
of conveying your message to attendees. Companies that want to receive special recognition for their level of 
participation at the conference should fill out the Sponsorship Form and return it as soon as possible. Sponsors 
of conference events will be recognized with signage at each event and also in the conference workbook.

Shipping Information:
All incoming packages for the conference should be addressed to San Marcos Embassy Suites and Hotel located 
at 1001 E. McCarty Lane, San Marcos, Texas, 78666. Please also include the company name, name of the person 
who will be claiming the packages, as well as the conference name and date (Gang Intelligence and Supervision 
Conference Jan 29 – Feb 1, 2024) on the outside packaging. No packages should arrive before January 25, 2023.

Hotel Information:  
San Marcos Embassy Suites and Hotel located at 1001 E. McCarty Lane, San Marcos, Texas, 78666

We are planning a great conference and hope you will be a part of it. Please feel free to contact me should 
you have questions or require assistance. See you in San Marcos!

Sincerely,

Sharese Hurst
Program Specialist
Phone: (936) 294-1687 Fax: (936) 294-1671
Email: sharese@shsu.edu
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Instructions: Complete all information blanks. Sign, date, and mail, email or fax to Sharese Hurst.

Signed contract and fee must be received by December 1, 2023, in order to reserve exhibit space. Your 
payment must be received within 30 days of contract submission, or your booth space will be released. If 
you need to discuss payment options, booth locations, special sponsorships, or special needs such as large 
equipment, contact Sharese Hurst at 936-294-1687.

Company Name to be listed on signage:           

Address:               

City:          State:      Zip:    

Phone:         Email:       

Contact Person Name:             

Title:                 

Signature:         Date:        

I have enclosed a check in the amount of $    .

The Correctional Management Institute of Texas, referred to hereinafter as “CMIT,” and the undersigned firm, 
referred to hereinafter as “Exhibitor,” and Embassy Suites San Marcos, referred to hereinafter as “Exhibit site,” 
agree to as follows:

1. CMIT will provide exhibit space in accordance with items listed below:

2. Space will be provided on a first-come, first-serve basis for the area of choice. Exhibitor accepts CMIT’s 
offer and requests the following booth(s) according to the enclosed diagram:

1st Preference #                     2nd Preference #                     3rd Preference #                     
 
Exhibitor desires a total of   booth(s), at $300 for each booth, for a total of $    
payable upon return of signed contract mailed to CMIT.

FOR OFFICE USE ONLY

RECEIVED / ACCEPTED /• EXHIBITOR CONTRACT •



3. Area of expertise:            

Do you need electricity from Embassy Suites San Marcos?

Yes No

If so, please complete the enclosed Exhibitor Order form.

4. Names of firm representative(s) attending booth. (Each booth entitles you to 2 company 
representatives.)
Additional attendees will be $50.00 per attendee.
Please print or type name(s) and title(s): 

Name 1:        Title:       

Name 2:        Title:       

5. Exhibitor will accept booth space assignment as determined by CMIT.

6. Exhibitor may, if he/she desires, cancel the agreement and receive a full refund, minus a service charge 
of $100, if written request is received by October 28, 2023.

7. CMIT reserves the right to refuse any exhibit or Exhibitor and further reserves the right to shut down any 
exhibit or Exhibitor for breach of this agreement, or for cause.

8. Are you willing to sponsor/co-sponsor an event at the conference? 

Yes No

If so, please fill out the attached form indicating the event you wish to sponsor and your dollar commitment level. 

Please copy form and return original along with payment to: 
Attn: Sharese Hurst, CMIT Gangs Conference
Correctional Management Institute of Texas
Sam Houston State University
Box 2296
Huntsville, TX 77341-2296 

Or you may email this form to sharese@shsu.edu 

Pay online at www.cmitonline.org/GISC.html

Questions? Contact Sharese Hurst at sharese@shsu.edu or 936-294-1687.
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Sponsorship of conference activities is an excellent way to show your support for the Correctional Management Institute 
of Texas. Your sponsorships allow the Institute to provide more educational activities to participants across the state.

Sponsors of events will be recognized with signage at the event as well as in the conference packets. Events will be 
assigned on a first-come, first-serve basis. Indicate choice by placing a number in the corresponding blank with #1 being 
first choice. Please consider sponsoring/co-sponsoring one of the following events for our attendees. If you choose to be 
a co-sponsor, please indicate the amount you will provide.

DAT E E V E N T F U L L S P O N S O R S H I P C O -S P O N S O R S H I P

Tues 1/30 Morning Refreshment Break                 ($2,000)                 ( $                ) min $200

Tues 1/30 Afternoon Refreshment Break                 ($2,000)                 ( $                ) min $200

Weds 1/31 Morning Refreshment Break                 ($2,000)                 ( $                ) min $200

Weds 1/31 Afternoon Refreshment Break                 ($2,000)                 ( $                ) min $200

Company Name:              

Address:               

City:          State:      Zip:    

Phone:         Fax:       

Email:                

Title:          Signature:       

I have enclosed a check in the amount of $    .

FOR OFFICE USE ONLY

RECEIVED / ACCEPTED /• SPONSORSHIP OPPORTUNITIES •
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Welcome to the Embassy Suites by Hilton San Marcos Hotel, Spa & Conference Center. For our many 
exhibitors attending a conference or trade show at the San Marcos Convention Center, our in house 
Audio Visual Department is the exclusive utility service provider. To meet all of your needs, we provide 
a wide range of services from shipping and receiving to all of the essentials needed for your exhibitor 
booth. Enclosed is an information packet containing descriptions of each of our offered services, 
pricing, and order forms as well as our service terms and conditions. Please read through and 
complete the enclosed order forms paying special attention to the deadline dates for pricing and 
restrictions of services offered.

Please note that we offer a Discount, Standard and Floor rate on our Exhibitor Service Orders. To 
receive the Discount Rate your order must be completed and submitted by email or postmarked 
fourteen (14) days before the first contracted date of the event you are attending. The Standard rate

applies to services ordered thirteen (13) days to four (4) days before the first contract date of the 

event. All orders received within three (3) days of the first contract date of the event or during the 
event are subject to the Floor Rate pricing. Note, if services are not paid by end of setup day, installed

services will be removed until bill is settled. 

If you have questions or require services not listed, please call in advance. We will do our best to 

facilitate your needs. Thank you for using our facility.  

Sincerely, 

E: SanMarcosExhibitor@AtriumHospitality.com 
Embassy Suites San Marcos Hotel Spa & Conference Center
1001 E McCarty Ln, San Marcos, TX 78666 

Audio Visual Supervisor

Michael Ermis

M: (512) 392-6450
ext. 2094
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Exhibitor Information and Requirements 

Location 

Exhibitor registration and the tradeshow will be held at Embassy Suites by Hilton San Marcos Hotel, Spa and Convention 

Center 1001 E. McCarty Lane, San Marcos, TX 78666 

The Embassy Suites will serve as General Service Contractor (GSC) for the event and will provide all labor, equipment 

and supervision. Complete information and instructions, a schedule of prices regarding shipping and storage, labor for 

erecting and dismantling electrical work will be provided to each exhibitor after confirming the space. The Embassy 

suites will maintain an exhibitor service desk on the exhibit floor to facilitate services requested from exhibitors.      

Exhibit Schedule 

A schedule for move in, show hours and move out will be determined based on the client information provided to the 

GSC and agreed on per contract. 

Loading area 

Load in and out can be accessed via the loading dock of the conference center on the north side of the conference 

center. The loading dock has a raised loading area or access to a 16’X16’ roll up door for trucks that need a lift gate 

access, is available located on the north side of the building for larger equipment and pallet delivery.  

Booth equipment

Standard booth equipment consists of black drape assembled on piping structures for 8-foot-high back walls and 36-

inch-high side rails, a draped table and two chairs, a small waste basket, and a name identification sign. The exhibit hall 

is carpeted.  

Care of Exhibit Space 

The exhibit hall shall be returned to the facility in the condition which it was received with the exception of reasonable 

wear and tear.  All trash cans will be picked up by Embassy Housemen. Boxes must be completely broken down or they 

will not be picked up. Do not dump liquids into trash can. No one is allowed in back service hall. 

I have read & understand Embassy Suites 
Exhibitor Policies. 
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Exhibitor General Information 

• In general, all entities are responsible for complying with the Uniform Fire code and the below are guidelines,

not an attempt to cover the criteria and standards contained in such.

• No display or exhibit shall be installed or operated as to interfere with access to or with the visibility of any

required exit or exit sign, nor shall any display block access to fire equipment.

• Aisle space must be kept clear during exhibit show hours. All display material and items must be contained in

the exhibitors assigned space.

• The exhibitors are encouraged to insure themselves against property loss or damage and against liability for

personal injury at their own expense and obtain a certificate of insurance from any outside contractor hired by

the exhibitor.

• Exhibitors may be asked to show Identification upon entering exhibit hall.

• Nothing shall be tacked, taped, nailed, screwed or otherwise attached to air walls, walls, floors or other parts of

the building or furniture.

• Visqueen or alternate surface protectors are required with all heavy equipment.

Security

  Hotel does not provide security services but can help arrange such service. Hotel in not responsible for items left in 

exhibit hall. 

Drayage 

All inbound shipment will incur a Drayage fee see Page 6: Exhibitor Receiving & Storage Services 

Shipping Form must be completed, signed and payment received before shipment is scheduled. All shipments 

require signature upon delivery to destination. All Packages are allowed Free storage 48 Hrs. upon arrival and 

departure. Ensure an Exhibitor Package Label is attached to packages sent to the Hotel. Full payment is due 10 

business days prior to group event. Exhibitor is responsible for scheduling shipping directly with outside vendor or 

may use Hotel shipping services, contact Shipping-Receiving Department for outbound shipping quote. Packages left 

on site after 48hrs. will incur applicable storage fees, before shipping, Hotel will collect payment for any accrued 

fees.

I have read & understand 
Embassy Suites Exhibitor Policies. 
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Exhibitor General Information (cont.) 

Vehicles 

• Hotel will prepare and coordinate load in of all vehicles, additional Fees will apply. (See Page 10)

• Vehicle batteries must be disconnected

• Overweight or oversized vehicles or equipment are subject to additional fees.

• Wrapping vehicle tires with Visqueen is required when driving into the facility.

• Protecting the carpet under a vehicle is required either with Visqueen or other protective cover.

Signs 

• Hanging signs from the ceiling are prohibited

• Use of balloons are prohibited inside the exhibit hall

• Adhering any item to walls of the facility is prohibited

Electrical Services 

208/220 Volts - (This notice DOES NOT apply to standard 120 Volt electrical services.) 

• Connecting HOTEL wires directly to exhibitor equipment is prohibited. Examples include, but are not limited 
to, hot tubs, stoves/ovens and RVs.

• Connection rates include bringing service to the booth from the floor pocket.

• Connection rates do not include adaptors or special wiring.

• If special electrical adaptors or plugs are required, exhibitor must provide the wiring schematics with 
required connectors (male & female).

• Customers are responsible for labor charges required to connect and disconnect wires and/or adaptors.

• HOTEL requires electrical services to be installed, operated and maintained in a manner which does not 
create a hazard to life or property.

• Please contact Hotel’s Audio Visual Supervisor at 512-805-5350 

Payment Terms Conditions 

• Full payment, including sales tax, is due on the date of setup. Purchase orders are not accepted, please 
have valid credit card.

• Labor Charges may apply for services rendered on site.

• A deposit prior to event date may be required for any specialty items requested. Deposits are non refundable. 

• Exhibitor agrees to be billed for any damages or loss equipment while in exhibitor’s care or control. Any 
additions or variances will be billed within 24 hours after close of the event. 

I have read & understand 
Embassy Suites Exhibitor Policies. 
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Package Storage Fees   

Type Cost QTY Days Total 

1-10 pounds $5 per package 

11-20 pounds $8 per package 

21-50 pounds $12 per package 

51-100 pounds $15 per package 

100+ pounds $20 per package 

Pallets 

  Inbound Storage $55 per pallet *First Day 

  Outbound Storage $45 per pallet *First Day 

  Extended Storage $75 per pallet *Second day onward 

Drayage Fees 

Under 10 lbs. $5 per package N/A 

Between 10-60 lbs. $15 per package N/A 

Over 60 lbs. $35 per package N/A 

Subtotal 

25% Service Charge 

8.25% Sales Tax 

Subtotal + 25% + 8.25% = Grand Total 

GRAND TOTAL 

Exhibitor Receiving & Storage Services 

COMPANY INFORMATION 

Exhibitor Company Name: 

On-Site Exhibitor Name: 

Billing Address: 

City, State, Zip: 

Telephone Number: 

Email Address: 

EXHIBIT ROOM INFORMATION 

Program: ____________________________________________________ 

Function Room: ________________________ Booth #: _______________ 

Set Up Date: ___________________ Set Up Time: ___________________ 

End Date: _____________________ End Time: _____________________ 

Need to Know 
• Vendors are not allowed to pick up packages on their own.

• All Packages are allowed free storage 48 Hrs. upon arrival and departure.

• Use the Exhibitor Package Label on all packages being sent to the Hotel.

• Full payment is due 10 business days prior to group event. Purchase orders
are not accepted.

• Must Schedule pick up or will be subject to Hotel fees.

• Exhibitor Responsible for scheduling Shipping directly with outside vendor
or may use Hotel Shipping Services.

• Any Packages left on site after 48hrs. will incur applicable storage fees,
before shipping, Hotel will collect payment for any accrued fees.

Note: The 25% Service Charge is not a gratuity but a 
service fee assessed on all exhibitor fees and is non 
negotiable.
By submitting this form you automatically agree to 
pay the 25% service fee and all sales taxes 
associated. 

For questions regarding pricing & services please contact Hotel’s Audio Visual Department: 
            Phone: 512-805-5350
            Email: SanMarcosExhibitor@atriumhospitality.com

I have indicated above all Receiving & Storage Services I will need:

I will not need Receiving & Storage Services:
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Shipping Quote.  Description of outbound package Total 

Pallets 

Description of outbound package 

Scheduling Fee $14.00

Subtotal 

25% Service Charge 

8.25% Sales Tax 
Subtotal + 25% + 8.25% = Grand 

Total 

GRAND TOTAL 

Company Information 
Exhibitor Company Name: 

On-Sight Exhibitor Name: 

Billing Address: 

E-Mail Address:

Telephone Number: 

Exhibitor Outbound Shipping Form 

Exhibitor Room Information 

Program: 

Ship To: 

Need to Know 
• Contact Shipping-Receiving Department for shipping quote

• This Form must be completed, signed and payment received before

shipment is scheduled.

• All shipments require signature upon delivery to destination.

Note: The 25% Service Charge is not a gratuity but a 
service fee assessed on all exhibitor fees and is non 
negotiable.
By submitting this form you automatically agree to 
pay the 25% service fee and all sales taxes 
associated. 

For questions regarding pricing & services please contact Hotel’s Audio Visual Department: 
            Phone: 512-805-5350
            Email: SanMarcosExhibitor@atriumhospitality.com

I have indicated all outbound shipping services I will need: 

I will not need outbound shipping services:
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EXHIBITOR PACKAGE 

To:     Embassy Suites – San Marcos 
  1001 E. McCarty Lane 

     San Marcos, TX 78666 
Group: ____________________________ 

On-Site Exhibitor Name: ______________ 

Company:  _________________________ 

Booth #:   __________________________ 

Date of Arrival: ______________________ 

Box ______ of ______ PCS 
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EXHIBITOR PACKAGE 

To:     Embassy Suites – San Marcos 
  1001 E. McCarty Lane 

     San Marcos, TX 78666 
Group: ____________________________ 

On-Site Exhibitor Name: ______________ 

Company:  _________________________ 

Booth #:   __________________________ 

Date of Arrival: ______________________ 

Box ______ of ______ PCS 
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Exhibitor Services Order Form 
Company Information: 

Exhibitor Company Name 

On-site Contact Name 

Billing Address 

City, State, Zip 

Telephone Number 

Fax Number 

Email Address 

Exhibitor Information (Please Complete the requested)
Event 

Booth #      Set Up Date     

Payment Terms & Conditions

• Payment Total is due on exhibitor setup day. Any unpaid balances at the close of day will be
removed until payment is settled in full.

• Purchase orders and checks are not accepted. Please have a valid credit card available for
payment.

• Specialty items may require an advance deposit prior to arrival. Deposits are non-
refundable.

• Exhibitor agrees pay for damages or equipment lost while in exhibitor’s care or control.

• A 25% Service Charge will be applied to all AV services rendered for each day’s use.

• Discount Price available 14 days prior to event, Standard Price available 13 to 4 days prior
to event, Floor Price available 3 days prior to event and on-site.

ELECTRICITY Discount Price Standard Price Floor Price Quantity x # Days x = Amount 
Basic Power* $20 $30 $45 
20 AMP Power** $55 $75 $95 
HIGH SPEED INTERNET 
Wi-Fi Connections (2 Users) $10 $15 $20 
Audio Visual 
43” Monitor $100 $125 $200 
Laptop Computer $225 $275 $350 
HDMI Cable $15 $25 $35 
25’ VGA Cable $15 $25 $35 
6’ MIL Protective Plastic  
8x10/10x10 Exhibit booth $45 $65 $75 
Flip Chart $25 $45 $65 
Up lights $30 $60 $80 
Self-Powered Speaker $60 $80 $100 
4 Channel Mixer $50 $50 $70 
Wired Microphone $75 $95 $125 
Wireless Microphone $65 $85 $115 
Computer Sound Package $180 $225 $275 
Computer Speakers $15 $25 $55 

Accessories 
Labor- Half Hour Min. $45 $55 $60 
Cocktail Table or AV Cart $25 $35 $55 
6’ or 8’ Table $70 $75 $85 
Ice per 10 lbs. $10 $15 $20 
Hot Water per gallon $10 $15 $20 
Vehicle Load in $150-$250 $250-$300 $350 

Subtotal *Includes electricity, power cord & labor
Service Charge 25% **Includes dedicated 20 AMP circuit, power cord & labor

Sales Tax 8.25% 
Grand Total = Subtotal + 25% + 8.25% Grand Total 

Note: The 25% Service Charge is not a gratuity but a 
service fee assessed on all exhibitor fees and is non 
negotiable.
By submitting this form you automatically agree to pay 
the 25% service fee and all sales taxes associated. 

For questions regarding pricing & services please contact Hotel’s Audio Visual 
Department: 
            Phone: 512-805-5350
            Email: SanMarcosExhibitor@atriumhospitality.com

I have indicated all Exhibitor Services I will need : 

I will not need any Exhibitor Services:
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