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• If none of your 5 Preferred Booth Locations are available at the time of your 

assignment, or if you have not provided specified booth locations, an OTC 
representative will telephone you or your designated contact to discuss available 
locations.  

 
• If OTC is unable to make contact with you or your designated contact, OTC will 

make its best judgement in assigning your space based upon the information 
provided and space availability at the time of placement. A Confirmation Notice will 
be faxed to you at the time of placement.  

 
• Exhibitors who were unable to be contacted during the initial space assignment 

process and whose space was assigned by OTC retain the right to request a 
relocation of their assigned space within seven (7) days of receipt of their 
Confirmation Notice.  Exhibitors may request to receive a Booth Relocation Request 
Form from OTC by contacting Meetings & Exhibits Department, at 972.952.9494.   

 
• Submitting a Booth Relocation Request Form does not guarantee that you will be 

reassigned space.  All requests will be based upon space availability at the time 
of receipt of request. 

 
• If a Booth Relocation Request Form is not received, OTC will assume your 

assigned space is acceptable to your organization and you will be invoiced 
accordingly. 

 
• Upon receipt of a Booth Relocation Request within the seven (7) days parameter, 

an OTC Representative will contact you to discuss alternate locations based 
upon space availability at that particular time. 

 
• If a Booth Relocation Request Form is received after seven (7) days of receipt of 

Confirmation Notice, your request will be placed on the waiting list and tracked 
based upon the date and time of receipt.  As space becomes available, an OTC 
Representative will contact you to discuss alternate locations. 
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Complete and Return your Designated Contact Form Today! 

 
 

We thank you for your continued support of OTC!  
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