
EXPO Guidelines for Vendors

• We will be providing a diagram of the floor plan and tables which will be 
numbered so each client will know in advance where their table will be located. We 
will also have a list of phone numbers that the vendors can use to contact station 
management or mall security in case there are any issues that come up.

• Doors at Lakeside open at 8am. Most primary entrances and exits will be open 
except for the Macy’s, Dillard’s and JC Penney entrances.

• Tables are expected to be set up by 9am. We will be providing a table with linens 
and two chairs. If the tables are set up earlier than 9am, the vendors are more than 
welcome to begin their setup. Although the Expo is scheduled to open at 10am, the 
vendors are welcome to begin distributing information earlier once they have 
completed their setup and cleaned up their area. 

• Vendors are also responsible for removing any and all self generated trash or 
packing materials associated with their booth setup before the Expo starts. All clients 
are asked to store all boxes, storage units or shipping crates in their vehicles during 
the Expo to reduce the clutter in and around their vending area.

• Clients should bring all audio/video equipment or other support materials 
needed for the Expo. All clients will have access to electrical outlets but must bring 
their own three pronged extension cords. They must also tape down any extension 
cords to prevent someone from tripping on the exposed extension cords. 

• There is no available wireless access in Lakeside. Vendors who need wireless 
access should make arrangements to have an air card or alternate sources for access 
to the internet.

• The Expo concludes at 4pm. Vendors can begin breaking down their booths at 
that time.
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