
Thank you for your participation in the 2016 Fall Refining and Equipment Standards Meeting, November 14-17, 2016, at the Hyatt 
Regency New Orleans, Louisiana.  Your interest and support of our sponsor and exhibitor program is greatly appreciated. 
 
Please read the following information carefully and note the important deadlines below: 
 
As a Sponsor, your company is entitled to: 
 

 Printed acknowledgement of the sponsorship in the on-site program featuring a one-page, color marketing flyer. (See ad specs.) 

 Customized sign with the company name at the sponsored function. 

 Use of a display table during the Monday night Welcome Reception, if desired. 

 Your company listed as a sponsor on the API website with a link to your website.   

 Distribution only, through the meeting website, of invitations to off-site, meeting related, educational activities that are planned and 
sponsored by your company where RSVP’s are needed before the meeting.  Use of a "Sponsors Only Table" (shared table) in 
registration area for distribution of company literature and hospitality invitations.   

 One (1) complimentary registration with a $1,500 or larger sponsorship.  Complete a separate registration form for this person and 
reference this sponsorship benefit. 

 Wi-Fi access 

 A “Sponsor” badge for easy identification. 
 
As an Exhibitor, your company is entitled to: 

 

 A six-foot, tabletop exhibit space near the registration area to display company products and/or services Monday and Tuesday.  
(Setup 1:00 pm – 5:00 pm) 

 Wi-Fi access 

 All coffee/refreshment breaks will be set up in the same area as exhibitors. 

 Special networking break, 2:30 pm – 3:00 pm Monday and Tuesday 

 Printed acknowledgement of the exhibit display in the on-site program (featuring a one-page, color marketing flyer with information 
about the company and listing a marketing representative and contact information)  (See ad specs.) 

 Your company listed as an exhibitor on the API website with a link to your website.  

 An “Exhibitor” badge for easy identification. 

 Welcome breakfast (general session), reception, and coffee/refreshment breaks for one company representative.  The fee for 
Additional Representatives is $75 for food and beverage functions.   

 
Important Requirements and Deadlines for Sponsors and Exhibitors: 
 

Sponsor and exhibitor applications and agreements Fax 202-682-8222 by October 21, 2016.  Please be sure your 
company information is provided appropriately as it will be listed as 
indicated on your application. 
 

Lanyards, registration bags, mobile device power banks, 
or on-site program 

Artwork in JPG and EPS files due to API by October 7, 2016.  Please 
email files to Arnetta Smith at smitha@api.org.  Fax your completed 
sponsor application and agreement to 202-682-8222 in order for work 
on the lanyards or bags to begin. 
 

One-page, color marketing flyer Provide an one-page, color marketing flyer about the company in a high 
quality PDF file.  Please see attached ad specs.  Flyer is due by 
October 21, 2016.  Email to Arnetta Smith at smitha@api.org. 
 

Company logo Provide an 8 ½ x 11, one-page, color marketing flyer about the company 
in a high quality JPEG file by October 21, 2016. 
   

Company URL Email by October 21, 2016 to Arnetta Smith at smitha@api.org.  
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PDF of invitation to a sponsored Meeting-Related, 
Educational Activity 

SPONSORS ONLY 

Distribution only, through the meeting website, of invitations to off-
site, meeting-related, educational activities that are planned and 
sponsored by your company where RSVP’s are needed before the 
meeting.  Email PDF file to Arnetta Smith at smitha@api.org by 
October 21, 2016, or sooner based on when you require responses.  
API assumes no responsibility for the performance of your event 
based on receipt of these invitations. 
 

 
Exhibitor Set-Up and Exhibitor Hours: 
 
Sponsor and exhibitor table setup will begin at 1:00 pm on Sunday, November 13th at the Hyatt.   

API will post the name of your company on your tables for identification.  Please look for your table when you arrive.  You will have 6-ft. 
table, draped, and two chairs.  Please do not move your location.  Should you have questions or concerns about where your table 
is located, please see Arnetta Smith or Madeleine Sellouk with API.   
 

Sunday, November 13 Set-Up (unless otherwise specified) 1:00 pm – 5:00 pm 

Monday, November 14 Exhibit Hours 7:00 am – 5:00 pm 

Tuesday, November 15 Exhibit Hours 7:00 am – 5:00 pm 

Tuesday, November 15 Tear down your exhibit table display At 5:00 pm 

Note:  You may take down your exhibit table prior to 5:00 pm if you wish.  However, the displays must be removed no later 6:00 pm on 
Tuesday. 
 
Sponsor/Exhibitor Shipping and Receiving Information 
 
Below are some general guidelines for shipping packages to and from the Hyatt Regency New Orleans. 
 
Labeling on packages should include: 
 
HOLD FOR:  (Guest Name) and (Guest Cell Number) 
C/O FedEx Office at Hyatt Regency New Orleans 
Hyatt Regency New Orleans 
601 Loyola Avenue 
New Orleans, Louisiana 
(API Fall Refining Meeting) 
Box ____ of ____ 
 
The telephone number to the Hyatt Regency New Orleans is 504-561-1234. 
 
We recommend that you have a packing slip both inside and outside of each package.  In addition, please send all packages prepaid, 
and make sure to record and bring with you the air bill or tracking numbers for all packages shipped to the hotel.   

For specific details regarding shipping and receiving, please see the attached Hyatt Regency New Orleans Package Shipping 
Instructions. 
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Afternoon Networking Breaks and Drawings: 
 
There will be an afternoon networking break on Monday and Tuesday afternoons, 2:30 pm – 3:00 pm.  The purpose is to encourage 
attendees to take some time to visit with you and learn about your company, products, and services.  You are encouraged to bring four 
items (two for each day) to donate for the drawings.  The value of each item should be no more than $25.00.  At approximately 2:45 pm, 
the drawing will be conducted.   
 
Sponsor/Exhibitor Hours: 
 
Sunday, November 13, 2016               1:00 pm – 5:00 pm (Setup) 
Monday, November 14, 2016  7:00 am – 5:00 pm 
Tuesday, November 15, 2016             7:00 am – 5:00 pm 
(Your display must be broken down by 5:30 pm and removed by 6:00 pm; however, you may do so before 5:30 pm if you wish.) 
 
Exhibit Security 
 
You will have access to very limited storage in the API Office where you may secure small items such as monitors during the night, if you 
wish, or you may take them to your hotel room.  However, the Hyatt Regency New Orleans and API cannot be responsible for your items 
in case of theft, loss or damage in any way.  You are responsible for the security of your materials and products at all times.  If you need 
to leave shipping crates in the loading dock area, be sure that they can be secured safely until you will need them for return shipment. 
 
NOTE:  Your signed Exhibitor Agreement is required by API before you can set up your display. 
 
Please contact Arnetta Smith at 202-682-8149 or smitha@api.org if there are any questions regarding the above information. 
 
Thank you for your participation.  We look forward to seeing you soon! 
 
 
 
Arnetta C. Smith, CMP 
Senior Events Manager, Events and Tradeshows 
API Global  |  1220 L Street, NW  |  Washington, DC  20005-4070  |  202-682-8149  
Phone: 202.682.8149  |  Fax: 202.682.8222  |  smitha@api.org  
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