GUIDELINES FOR THE CORPORATE HOST PROGRAM

DISPLAYS AND MEET-AND-GREET AREAS IN THE

BARBARA JORDAN TERMINAL
The City of Austin Aviation Department is pleased to offer a Corporate Host Program for local companies and event organizers to welcome convention delegates flying into Austin. Please understand that the airport is under very strict federal safety requirements. We have a special commitment to protect and to serve airport passengers and visitors. The Aviation Department will make an effort to accommodate reasonable requests to ensure a smooth ‘meet-and-greet’ for convention delegates. It is recommended set up occur one day prior to first arrivals. We appreciate your support of our safety mission by adhering to the following guidelines:

· An application (attached) must be submitted for review at least 2 weeks in advance of the event. Each section of the Permit Application must be filled out for consideration. Applications submitted more than three months prior to the event will not be reviewed. Applications submitted in less than 2 weeks will be considered on a case-by-case basis.

· Because of the limited space requirements, the Aviation Department will accommodate requests for up to two Corporate Host requests simultaneously, based on first-come, first-served application filing and acceptance.

· Changes and signed approval by the Aviation Department and Corporate Host will occur within a week before the event set up.

· The Aviation Department’s Marketing/Public Information Division will serve as primary contact for logistics before the event. All Corporate Host Program questions, in advance of the event, should be directed to Jackie Mayo, 512/530-6618.

· The Corporate Host must provide signs, easels, literature, and table draping.

· Display material (posters, signs and charts) will be no larger than 6’ X 4’ in size, professionally prepared, and displayed on easels provided by Corporate Host.  

· Signs may only be displayed on a short-term basis and must be removed by the Corporate Host at the completion of the event.

· The City will not be responsible for any unattended display materials.

· In accordance with Federal Aviation Administration security directives and Local City ordinance, no person shall leave any article, package, or baggage unattended on Airport property.  All unattended articles, packages, baggage, and suspicious activity must be reported to the nearest Airport Police Officer, security officer, or airline personnel.

· Materials left more than 48 hours after the event will be discarded by the Aviation Department.

· One welcoming sign may be placed opposite the end of each down escalator, in front of the stairway, near the elevator. Signs should not block arrival and departure monitors or other airport signs or impede foot traffic.

· One directional sign may be placed at the top of each escalator on the Concourse level near the glass wall overlooking the Baggage Claim area.

· Welcoming banners may be placed if space is available for nominal fees.  Banners must be produced by the requesting or sponsoring organization Corporate Host banner locations include:

· Banners may be placed in the center stairwell from three days before an event through three days after the event for $50.  Banner size is 9’9” x 6’9”

· A two sided banner may be hung from the ceiling for $150 and stay up from three days before an event through three days after the event.  Specifications for this banner is 30 feet long x 10 feet deep with sleeves 2 inches in diameter sewn into the top and bottom for hanging.  This sleeve accommodates a dowel in the top for hanging and a dowel in the bottom to weight the banner. 
· If a table is needed for the distribution of materials, the Aviation Department will provide one table and two chairs placed opposite the No. 1 or No. 5 carousels, near the North pylons. Meet-and-greet staff will be allowed in this area.

· Event organizers will remain outside of the Visitor Center Booth and far enough away from the counter so not to interfere with airport passenger information requests.

· Loading and unloading of all materials may be done at the baggage claim level curb, provided the vehicle is NOT left unattended. Two or more people should assist with loading/unloading. If only one person is responsible for loading/unloading, they should either park in the garage or use the loading dock for loading/unloading only.

· The material to be unloaded or loaded at the curb is limited to display material, i.e., posters, handouts, easels, etc.  Items not meeting these criteria must be unloaded and loaded at the loading dock. 

· Corporate hosts are not permitted to bring food or drink into the terminal. No coolers or food or drink are allowed at the meet/greet designated areas.

· Please note our skycaps work for tips, and aviation staff are assigned to specific duties and will not be able to assist with set up of non-Aviation Department materials.

