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58th International Congress on Medieval Studies (ICMS) 

Western Michigan University, Kalamazoo, Michigan 

Information, Guidelines, and Rules & Conditions of Participation 
 
 

General Information for Exhibitors and Advertisers 

Reservations for print advertisements and for exhibit space (either virtual or in the Exhibits Hall) must be made 
via our online portal (wmich.edu/medievalcongress/exhibits-advertising). 

Valley III houses the Exhibits Hall, Registration and Information (Fox–Eldridge lobby), and the Gatehouse Café 
(inside the Exhibits Hall). Social hours (held in spaces adjacent to the Exhibits Hall) are from 5 to 6 p.m. on 
Wednesday, Thursday, Friday, and Saturday. 

 

Housing. Congress participants arrange for their own housing. Options include the dorms on campus, as well 
as local B&Bs, motels, and hotels. See the Congress website (wmich.edu/medievalcongress) for information. On- 
campus housing, which is booked through the attendee registration process, is conveniently located near the 
Exhibits Hall, but is spartan. 

Meal tickets for use in the Valley Dining Center are available for purchase during registration and at the door. 

Attendee registration. Exhibiting or advertising at Congress does not register you as an attendee. In-person 
exhibitors will receive discount codes for free registration for up to two representatives per booth and one 
representative per half-booth or table (e.g., an exhibitor with two booths would receive free registration for up to 
four representatives). Online registration will be available in March. Any registrations (including exhibitor 
registrations) received after the April 26 deadline will be charged a $50 late fee. 

Congress programs are mailed annually to 7,000 scholars in the United States, Canada, and nearly fifty other 
countries around the world. The PDF program will be posted on the Congress website in February, and printed 
copies will be mailed out as soon as possible thereafter. If you have not received a copy of the program by April 
1, please notify us at medieval-institute@wmich.edu. 

https://wmich.edu/medievalcongress/exhibits-advertising
https://wmich.edu/medievalcongress
mailto:medieval-institute@wmich.edu
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Advertising Information 

The Medieval Institute accepts paid advertisements to be printed in the program for each year’s International 
Congress on Medieval Studies or to be inserted in the registration packets given to all in-person attendees. Please 
send questions regarding advertising to Elisabeth Carnell ( elisabeth.carnell@wmich.edu). 

Congress program ads. Programs are mailed annually to 7,000 scholars in the United States, Canada, and nearly 
fifty other countries around the world. In addition, around 500 copies of the program are distributed at the 
Congress. 

 

Reservations due with payment: 15 November 
Digital copy due via the web portal: 1 December 

 
Inside cover (4-color): $650 

Full page (4-color): $525 
Half page (4-color): $350 

Full page (black and white): $400 
Half page (black and white): $250 

 
 

Ads must be uploaded as PDF(s). All fonts and images must be embedded. Image resolution should be 300 dpi at 
final output size, and color pages should be sent as CYMK. No bleeds. 
 

Full page size: 5” x 8” 
Half page size: 5” x 3.875” 

 
Registration packet inserts. A flyer or other flat object of the advertiser’s choice (e.g., postcards, pamphlets, 
bookmarks, stickers, or magnets), no larger than 8.5” x 11”. Registration packet inserts are distributed on site to 
all in-person Congress attendees. Advertisers are responsible for printing inserts and shipping them to the Medieval 
Institute (c/o Elisabeth Carnell, 1903 W Michigan Ave, Kalamazoo, MI 49008 -5432). 

 

Reservations due with payment: 1 March 
Materials due by mail: 1 April 

 
Registration packet insert (single item): $300 

 

Virtual Exhibits Information 

The Medieval Institute invites exhibitors to create virtual booths on the Congress meeting site. Please send questions 
regarding virtual exhibits to Marjorie Harrington ( marjorie.harrington@wmich.edu). 

Virtual booths. A dedicated virtual booth page on the conference website will be created for you and linked to the 
online Exhibits Hall directory. Text, hyperlinks, images, PDFs, and videos can be posted on your virtual booth. 
The virtual Exhibits Hall will be accessible to the general public, not just Congress attendees. 

 

Reservations due with payment: 1 March 
Booth materials due via the web portal: 1 April 

 
Standalone virtual booth: $300 

Add-on rate for in-person exhibitors: $200 

 
Meeting site banner ad. A rectangular graphic display that stretches across the top of the Congress meeting site. 
Up to five banner ads will appear in rotation on the meeting site. 

 

Reservations due with payment: 1 March 
Digital copy due via the web portal: 1 April 

 
Banner ad: $1200 

mailto:elisabeth.carnell@wmich.edu
mailto:marjorie.harrington@wmich.edu
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In-Person Exhibits Information 

In-person exhibitors are bound by the terms and conditions in this document. It is important that your 
representatives read and understand these materials before they arrive in Kalamazoo. Please send questions 
regarding in-person exhibits to Marjorie Harrington (marjorie.harrington@wmich.edu). 

Space Options 

Booth. 10' wide x 8' deep, defined by pipe-and-drape separators (8' tall backs, 3' tall sides). Each booth is 
provided with three bare 2' x 6' tables, two chairs, a booth number (not a sign), and carpeting. Additional tables, 
signs, etc., may be rented directly from Art Craft Display, Inc. 

RATE: $1050 through November 15; $1150 November 16 through March 1 
 

Half-booth. A very limited number of 5' wide x 8' deep half-booths are available. After these spaces are booked, 
anyone wishing to share a booth must make their own arrangements with other exhibitors. Each half-booth is 
provided with two bare 2' x 6' tables, two chairs, a booth number (not a sign), and carpeti ng. Additional tables, 
signs, etc., may be rented directly from Art Craft Display, Inc. 

RATE: $525 through November 15; $600 November 16 through March 1 
 

Table. 6' wide x 2' deep individual bare tables. Each table is provided with one or two chairs (as requested), a 
booth number (not a sign), and carpeting. 

RATE: $375 through November 15; $425 November 16 through March 1 
Exhibits Hall Hours 

8 a.m. to 6:30 p.m. Thursday, May 11 (Exhibitors may enter the hall at 7:30 a.m. each day) 
8 a.m. to 6:30 p.m. Friday, May 12 
8 a.m. to 6:30 p.m. Saturday, May 13 

Sales should not occur outside these hours. To preserve the integrity of the Congress’s academic sessions, we 
cannot allow any sales to take place at sessions. Vendors who wish to demonstrate their research and/or 
teaching tools in academic sessions may do so, but they may sell these tools only in the Exhibits Hall. 

Setup. The Exhibits Hall is open for setup beginning at 8 a.m. on Wednesday, May 10; exhibits staff will be on 
site until 8 p.m. Please notify Marjorie Harrington by April 15 if you expect to arrive outside of those times; 
special arrangements may be made. NB: The Congress registration desk opens at noon on Wednesday, May 10. 
You may pick up your registration packets, parking permits, etc., at that time. Exhibitor-specific badges will be 
distributed in the Exhibits Hall. 

Teardown. Art Craft Display, Inc. will be on site for teardown and shipping 6:30 p.m.–9 p.m. on Saturday, 
May 13 and 8 a.m.–12 p.m. on Sunday, May 14. 

Staffing. Exhibitors must arrange for their own staffing. Please do not plan to leave your exhibit space 
unstaffed. If you absolutely must leave your display unattended at times, please advise your neighbors and 
the exhibits staff as to your expected time of return; neither your neighbors nor our staff can be responsible for 
your display or for answering questions about your materials. 

Wi-Fi and electricity are available for free in the Exhibits Hall. When you reserve your space in the Exhibits 
Hall, please indicate whether access to electricity is needed. Exhibitors are responsible for providing their own 
heavy-duty extension cords of sufficient length, as well as their own power strips. 

Shipping and Display Materials 

Art Craft Display, Inc. (hereafter ACD) of Lansing, Michigan (Wayne Rood, Exhibit Services Director), is our 
exhibits specialist. You are welcome to bring your own table dressing and signs, or contract directly with ACD 
for skirting, table coverings, risers, signs, etc. We do ask that your tables be skirted in some fashion. ACD’s 
exhibitor kit will be provided in February. For incoming and outbound exhibits materials for the Congress, 
exhibitors make shipping arrangements in advance with ACD, who handle the physical aspects of our show, 
trucking in exhibitors’ stock and additional booth furnishings and handling relevant record keeping, delivery, 
and return shipments. Western Michigan University, the Medieval Institute, and exhibits staff cannot assume 
responsibility for your materials. 

mailto:marjorie.harrington@wmich.edu
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Medieval Institute staff are on site (not in the office) after Monday of Congress week. Please do not arrange 
delivery of last-minute items to our office or to Valley III. All shipments should be sent through ACD. The 
Medieval Institute will accept no shipments, nor can we be responsible for any materials left on campus or in 
housing at the end of the Congress. All storage and freight arrangements must be made separately and are solely 
the responsibility of exhibitors and their agents. 

The Exhibits Hall should be completely vacated by noon on the Sunday after the end of Congress. A limited 
number of staff members stay on site until ACD has finished teardown. Should you leave before teardown is 
complete, leaving your materials, we cannot take responsibility for their safety or release them to anyone but 
ACD. 

Materials left on the premises after the close of the Congress are deemed to be the property of Western Michigan 
University; the exhibitor agrees that the Medieval Institute, acting for the University, retains the right to dispose 
of these materials in whatever manner it sees fit. 

Reservation   Instructions 

Submitting an Exhibits Hall reservation via our online portal (wmich.edu/medievalcongress/exhibits- 
advertising) constitutes your acceptance of all terms and conditions contained in this packet. Reservations are 
taken on a first-come, first-served basis and may be made until the Exhibits Hall is full. The time of receipt 
of this reservation determines your place in line. 

After making your reservation, a confirmation email will be sent within one business day. If you do not receive 
confirmation, please contact Marjorie Harrington (marjorie.harrington@wmich.edu). 

In-person exhibitors will receive their Art Craft packets in February, along with the Exhibits Hall map. The map 
will advise you of your space assignment and booth or table number. While efforts will be made to ensure 
continuity and equity in exhibit space, the Director of the Medieval Institute reserves the right to assign exhibit 
space at his sole discretion. 

Cancellation Policy 

Partial refunds are available in limited circumstances. If an exhibitor cancels before February 1 and a substitute 
exhibitor takes the space, the canceling exhibitor will receive a 90% refund of exhibits fees paid. If an exhibitor 
cancels between February 1 and March 1 and a substitute exhibitor takes the space, the canceling exhibitor will 
receive a 75% refund of exhibits fees paid. No refunds will be given for cancellation occurring after March 1. No 
refunds will be given, regardless of cancellation date, if a substitute does not occupy the exhibit space. 

Liability 

The Exhibitor agrees to be solely responsible for any and all injury, loss, theft, or damage that occurs to 
Exhibitor, its agents, employees, and their property, from any cause. The Exhibitor, upon submitting an 
Exhibits Hall reservation, releases the Medieval Institute, Western Michigan University, and their boards, 
officers, employees, and agents from any and all liability, and responsibility for injury, damage, and costs 
incurred by Exhibitor, its agents, employees, and their property which arise out of Exhibitor’s participation in  
the International Congress on Medieval Studies (ICMS). 

If, for any reason, exhibition or display space or housing is not provided to the Exhibitor, Exhibitor agrees 
that its sole remedy against the Medieval Institute and Western Michigan University shall be to have 
application fees and on-campus housing costs refunded. 

https://wmich.edu/medievalcongress/exhibits-advertising
https://wmich.edu/medievalcongress/exhibits-advertising
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