
State of Vermont Trade Show Material Use Form

The Office of the Chief Marketing Officer has trade show materials available for use by state entities at events. 
Currently the CMO's Office has available: 

 • Four (4) themed 33" x 79" pull up banners (recreation, children and families, business, and agriculture),  
 • Four (4) white branded (with Vermont "Moon Over Mountains" logo) 8' table throws, and 
 • One (1) white branded (with Agency of Commerce and Community Development) 2' x 6' vinyl banner. 

Please follow the steps below to request use of these materials. 
  
Step 1: Submit request form 
Complete and electronically submit this form to the CMO's Office at marketing@state.vt.us, or call Heather Pelham at 
828-3208. Include any special instructions or rush notations along with form. We will contact you if materials are 
unavailable on the requested date(s). 
  
Step 2: Pick up trade show materials 
The banners and table throws will be stored at the Office of the Chief Marketing Officer, One National Life, Deane C. 
Davis Building, 6th Floor, Montpelier and will be available for pick up Monday through Friday, 8:00 am - 4:00 pm. 
  
Step 3: Inspect and clean materials 
Once you have finished using them, please inspect all materials before returning to the CMO's Office. Materials must 
be returned in the condition they were received. If a table cover is soiled during use, it must be cleaned and returned  
ready for the next use. If an asset is damaged during a show or in transit, please inform the CMO's Office. 
  
Step 4: Return materials 
The banners and table throws must be returned within five (5) business days after the event date.  Materials may be 
returned anytime Monday through Friday, 8:00 am - 4:00 pm to the Office of the Chief Marketing Officer, One 
National Life, Deane C. Davis Building, 6th Floor, Montpelier.

Contact Information

Name

Agency/Dept.

Address

City Zip Code

E-mail Phone

Event date Pick Up date Return date

Trade Show Materials Requested

 Recreation Banner  Children & Families Banner  Business Banner Agriculture Banner

One Two Three Four

ACCD Vinyl Banner

By submitting this form, you understand that the Office of the CMO owns these assets and they must be returned in 
the same condition they were picked up.  If they are returned damaged or dirty, the Office of the CMO will send you 
an invoice for cleaning or repair services.

Table Throws (Vermont "Moon Over Mountains")
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