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Walt Disney World Swan and Dolphin Resort 
Orlanda, Florida
October 31 – November 3, 2011
In-Conjunction-With (ICW) Meeting Room Application
If you would like to hold a meeting in-conjunction-with the 2011 Fuel Cell Seminar & Exposition at the Walt Disney World Swan and Dolphin Resort, please complete this application and submit it via email to fuelcellseminar@schydrogen.org or fax to 803-737-0101 to the attention of Nancy Martinich.  All space assignments will be based on availability and preference is given to Fuel Cell Seminar & Exposition Organizing Committee Members.  To ensure that your meeting qualifies for a meeting space, please pay close attention to the Meeting Guidelines.
Should you have further questions regarding meeting room space at the Fuel Cell Seminar & Exposition, please contact Nancy Martinich at fuelcellseminar@schydrogen.org or 803-737-4080.
*Please note that you must submit one (1) application for each meeting or event.
Meeting Room Guidelines
You must meet the following guidelines to qualify for an In-Conjunction-With Meeting at the Fuel Cell Seminar & Exposition.
1. Meetings with more than 15 attendees may not occur at the same time as Technical Sessions.
2. All meeting rooms will be set up Theatre style with one head table for four (4) and one (1) podium. Alternative meeting room set ups must be approved by conference management and require an additional $25.00 USD room set up fee.
3. Unless otherwise authorized, you may not re-arrange the meeting room while onsite.
4. As the organization contact, you will be responsible for arranging all food and beverage and audiovisual needs. Contact information will be included in your Meeting Room Confirmation.
5. Room rental payment must be received prior to room assignment.
Requestor Information
[bookmark: Text1]Organization:      	
[bookmark: Text2]Contact Name / Title:      	
[bookmark: Text3]Address      	
[bookmark: Text4][bookmark: Text5][bookmark: Text6][bookmark: Text11]City:      	State:      	Country:      	Zip:      	
[bookmark: Text7][bookmark: Text8]Phone:      	Fax:      	
[bookmark: Text9][bookmark: Text10]E-mail:      	Web:      	
Function Information
[bookmark: Text12]Day / Date of Function:      	
[bookmark: Text13]Start Time / End Time:      	
[bookmark: Text14]Meeting Title:      	
(Title will be used for all meeting room signs)
[bookmark: Text15]Function Type*:      	
[bookmark: Text16]Expected Attendance:      	
*Function Type: M=Meeting, P=Press Conference, B=Breakfast, L=Lunch, D=Dinner, R=Reception, O=Other (specify)
Payment Information
Room Rental Fees:
	½ Day fee (4 hours or less):
	$250.00

	Full Day fee (more than 4 hours):
	$400.00

	Banquets or Receptions*:
	$300.00


*Note: the fee to hold a banquet or reception is in place of the ½ day and full day room rental fee.
Room rental fees are due upon receipt of your ICW Meeting application.  Once your form is received by our office and payment has been processed, you will receive a confirmation by email with your room assignment and further details.  Rooms will not be assigned until payment has been received.
Please note that you will be financially responsible for all additional food and beverage and audiovisual equipment requirements for your meeting.  You are required to provide payment directly to the venue for all food and beverage and audiovisual charges.
Payment with Credit Card
[bookmark: Text18]Credit Card:	|_| Visa	|_| M/C	|_| AMEX	Amount: $     	
[bookmark: Text19][bookmark: Text20]Card No:      	Exp. Date:      	
[bookmark: Text21]Print Name (as it appears on card)      	
[bookmark: Text17]Security Code (3 digits Visa/MC, 4 digits Amex):      		
[bookmark: Text22]Cardholder Signature:	Date:      	
[bookmark: Text23]Billing Address:      	
Payment with Check
If paying with a check, please include the credit card information listed above. This card will be kept on file for any additional charges incurred while onsite. Your card will not be charged without first being notified.
Please make check payable (in US Dollars) to Fuel Cell Seminar and Exposition or FCS&E.
Fuel Cell Seminar & Exposition Headquarters
c/o South Carolina Hydrogen and Fuel Cell Alliance
PO Box 12302, Columbia, SC 29211
Phone: (803) 737-8031    Fax: (803) 737-0101    Email: fuelcellseminar@schydrogen.org
Web: www.fuecellseminar.com
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