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2023 Women in Leadership Conference
National Cowboy & Western Heritage Museum, Oklahoma City, OK

To: Exhibitors for the 2023 Women in Leadership Conference
From: Melissa Cory, Director Executive & Professional Education, Meinders School of Business, OCU
Re: 12" Annual Women in Leadership Conference

***please read this memo very carefully. It contains important information regarding set up/tear down and
other information about your exhibit space for the 12" Annual Women in Leadership Conference.

Booth Set Up/Tear Down:
Set up will be from 2:00 p.m. to 6:00 p.m. on Monday, April 24, 2023. Booth tear down is April 25, 2023
between 4:00 p.m. to 6:00 p.m. All booths must be taken down by 6:00 p.m.

Loading:
There is a loading dock available to transport your exhibitor items. Please review the map of the dock below.

Booth Space:

Booth space will be inside the Sam Noble Special Events Center at the National Cowboy & Western Heritage
Museum. Your space will be identified by a placard on the table. Exhibit includes set up, one 6'x 2.5’ table
and 2 chairs.

Please follow these guidelines: (1) Exhibitors may not adhere anything to the wall, (2) the height of your
backdrop, if any, determines how far it must be in distance from the wall to avoid damaging the triptychs
(paintings inside the venue). For example, if you have a backdrop that is 6 ft. tall, the backdrop must be 6 ft.
away from the wall so as to avoid inadvertent damage to the triptychs; and (3) Please keep your area tidy and
remove any and all items brought with you at the close of the conference.

Please contact Viola Hunt at vihunt@okcu.edu if you have questions before the event. The following is venue
contact information.

The National Cowboy & The National Cowboy & Western
Western Heritage Museum Heritage Museum
Contacts:

1700 NE 63 St.
Oklahoma City, OK 73111
Website: nationalcowboymuseum.org

Stacy Edwards
(P) 405.839.7768

sedwards@nationalcowboymuseum.com
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DELIVERY
DRIVE
|

" MAIN ENTRANCE
(NO DELIVERIES)

- NE 63RP STREET -

Thank you for your support of the
2023 Women in Leadership Conference!
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NATIONAL
COWBOY

& WESTERN HERITAGE

MUSEUM

1700 NE 63rd Street
Oklahoma City, OK
(405) 478-2250 x 257

DELIVERY DOCK INFO:

® Dock is located at NE
corner of Museum (front).

® Everyone mustsign in
at Security Control.

® All items must be
removed following event.

® Vehicles may not remain
parked at Delivery Dock.

® Manual ramp available for
tractor trailer rigs;
universal height only.

® Only three bays available;
staggering vendor load in
is helpful.

® No deliveries accepted
at main entrance.




