Hub City Fest

Exhibitor Manual: Instructions & Policies

Hosted by the Office of Student Engagement | Texas Tech University
studentengagement@ttu.edu | 806-742-5928 | www.studentengagement.ttu.edu

Important Dates/Deadlines

Date Time Due
Friday, August 15,2025 by 5:00 PM Door Prize Donations Due
Friday, August 22,2025 by 5:00 PM Temporary Food Permit Approvals Due
Friday, August 29, 2025 5:30 PM Food Truck Move-In Begins
6:00 PM General Exhibitors Move-In Begins
7:45 PM Booth Setup Deadline / Failure to

Occupy Goes into Effect
7:45-10:15 PM No Vehicle Movement Allowed
8:00 -10:00 PM Event Hours
10:15 PM Move-Out Begins

About the Event

Purpose:
Hub City Fest is an educational and community-centered event designed to connect new

and returning Texas Tech students with local businesses, nonprofits, and campus
departments.

Audience:
More than 3,000 students attend annually. Approximately 90% of incoming students are

from over 70 miles away—making this an excellent opportunity to introduce your
organization to a fresh audience.

Note: Student attendee lists are not shared with exhibitors.
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Registration Requirements
To participate in Hub City Fest, exhibitors must:

1. Complete the Exhibitor Registration Form
2. Sign the Exhibitor Agreement Contract (via Adobe Acrobat Sign)
3. Submit Payment (via TouchNet or by check)

Links to steps 2 and 3 are in the registration form and on the website.

Exhibit Space Setup & Arrival Instructions

Move-In Times:
¢ Food Trucks: 5:30 PM

¢ General Exhibitors: 6:00 PM
e Booth Setup Deadline: 7:45 PM (Strictly Enforced)

Booth Occupancy Requirement:
e All booths must be occupied by 7:45 PM

¢ Failure to occupy your booth by 7:45 PM will result in forfeiture of your space
without refund

Move-Out:
e Begins at 10:15 PM

e Early teardown is not permitted and may affect eligibility for future events.
e Clean your booth area and dispose of trash in designated bins.
e Be mindful of pedestrians when re-entering the lot.

Vehicle Guidelines
¢ Food Trucks

o Must enter from University Ave & Broadway St at 5:30 PM
o Must be the first to enter the R11 lot due to limited maneuvering space.
e All Other Exhibitors
o Must enter campus from 19th Street & Boston Ave
o Use the Akron Ave entrance to access RI1
o The lot has one entrance and exit; traffic moves counterclockwise
¢ Unloading Protocol:
o Only one vehicle at a time per exhibitor in the R11 lot
o Once unloaded and exited, another vehicle from the same business may enter

o All vehicles must be removed by 7:45 PM
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Parking:

o Additional vehicles may park in RO3 lot (up to three vehicles per exhibitor)

Vehicle as Booth Setup:

o Ifusing a vehicle as part of your booth, it must remain fully within your

assighed space

o It must not be moved between 7:45 PM -10:15 PM

Parking & Exhibit Move-In/Out Map
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Booth Guidelines

Booths must be staffed at all times

No early departure

Booth items must stay within your designated space

No sharing or transferring of booth space

No amplified sound without approval

Electricity and furniture are not provided

Animals are not permitted (ADA service animals allowed)

No materials may be attached to campus property (buildings, trees, railings, etc.)
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e There is no sharing or transferring of booth space.

¢ Promotional materials, tents, signage, or giveaways that reference alcohol
(including beer logos), nicotine/tobacco, explicit content, or illegal substances are
strictly prohibited. All booth elements must be appropriate for a student-centered
campus event.

Food & Beverage Distribution Guidelines
Food: If you plan to distribute food, you may need a Temporary Food Service Permit from

TTU Environmental Health & Safety (EHS). (806) 742-3876 | safety@ttu.edu

¢ Permit Required: Items requiring temperature control (e.g., pizza, BBQ, meats)
¢ No Permit Required: Pre-packaged snacks, cookies, bottled water, coffee

¢ Permit Deadline: Friday, August 22, 2025

Beverages: Due to Texas Tech University's exclusive beverage agreement with Coca-Cola, all
drink products distributed or sampled at Hub City Fest must be Coca-Cola products or fall
within a permitted exception outlined in the university's contract.

Approved Coca-Cola brands include:
Coca-Cola®, Diet Coke®, Sprite®, Dasani®, Minute Maid®, SmartWater®, Monster®, Gold
Peak® Tea, Powerade®, and others.

Permitted exceptions include:
e Freshly brewed, unbranded coffee or tea (brewed on-site, not bottled)

e Proprietary non-carbonated drinks from national food service chains (e.g., Chick-fil-A
lemonade)

e Fresh smoothies made on-site from fresh/frozen ingredients
e Tap water, filtered water, or bulk water in 3+ gallon containers

If you are unsure whether your beverage complies, please contact the Office of Student
Engagement before the event.

¢ Glass containers are not permitted

Sales Policy
e Sales of products or services are not permitted at Hub City Fest

e Exception: Approved food trucks may sell food

Promotional Materials & Conduct
e No alcohol, drug references, explicit content, or incendiary imagery

¢ All promotional materials must remain within your assigned space

e No distribution or solicitation outside your booth

¢ Only registered exhibitors may distribute materials

e All exhibitor behavior must align with TTU and Hub City Fest policies

Hub City Fest Exhibitor Manual Page 4 of 5
Rev. 05.30.2025



Prizes & Giveaways
Want to donate a prize for the event?

e Donors will be recognized on the event website, signage, and announcements
e No other benefits are included

e Donations must be received by Friday, August 15, 2025 at 5:00 PM

e Contact: studentengagement@ttu.edu | (806) 742-5928

Responsibility for Compliance
It is the exhibitor’s responsibility to ensure that all representatives understand and comply

with event policies. Failure to comply may result in removal without refund and
disqualification from future events.
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