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Welcome to the Los Angeles Times Festival of Books! The Los Angeles Times is pleased that 
you are exhibiting with us this year and we look forward to a successful collaboration. The 
contents of this manual are intended to FULLY brief you as an exhibitor. Please read all of 
the material carefully. 

The Exhibitor Service Center is a central location where exhibitors can submit their booth 
banner signage, and access an electronic copy of the exhibit manual, additional order forms, 
invoices and receipts. Please ensure that you complete and return all applicable forms 
available in the Exhibitor Service Center (ESC). NOTE: Pay careful attention to the submission 
guidelines on each order form, as not every form will be returned to the same source. 

To access the Exhibitor Service Center (ESC) please CLICK HERE

You will log in with the email address of the primary contact of your account as well as the 
password that has been sent to you via email.  If you do not know your password you can 
click on “forgot password” and enter the email address to resend.

C Street is an event management and production agency that is engaged to assist the Los 
Angeles Times with exhibitor management and event logistics. The agency has worked with 
the Los Angeles Times for many years. 

You may contact the Los Angeles Times Festival of Books at C Street with any questions:

Phone: (424)216-6206
Email: Festival.Books@c-streetinc.com

C Street  
Attn: LA Times Festival of Books
PO Box 6159
Ventura, CA 93006
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INTRODUCTION

For LA Times Festival of Books information, updates, 
list of exhibitors, schedules, map and general 
information please download the event app.

https://s4.goeshow.com/cstreet/book_festival/2024/exhibitor_service_center.cfm


IMPORTANT DEADLINES
• Friday, March 8, 5 pm

– Bookmark Order

• Friday, March 15, 5 pm
– Booth Banner submission
– Internet and Additional Service order forms
– Premium Package Ad Submission (only for exhibitors who

purchased a “Premium Package”)

• Friday, March 29, 5 pm
– Early Load in Request
– Internet service order

• Friday, April 5, 5 pm
• Oversized Vehicle Parking
• Costume Character Credential request
• Security order

• Friday, April 12, 5 pm
– Exhibitor Signing listing
– Additional booth equipment rental order

In order to make sure you take full advantage of all that comes in your exhibit package, 
please be sure to meet the deadlines listed above.

Access most forms and submissions through the Exhibit Service Center CLICK HERE

Should you have trouble with uploads or have any questions please contact 
festival.books@c-streetinc.com
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WHAT EXHIBITORS TO BRING 
❑ Books and book-related merchandise
❑ Please be considerate of your neighbors, volunteers and staff
❑ Loading zone placards (provided to you prior to the event).
❑ Furnishings to decorate the interior of your booth (See Section 1. T: BOOTH PACKAGE 

for items included in your booth package).
❑ Table covers for your 8’ table (The Times and Festival Management recommend a fresh set 

for each day of the Festival). 
❑ Dolly, hand-cart or other aides to help transport your books and materials to and from your 

booth.
❑ Clear garbage bags to dispose of your trash. Trash bins are abundant, but not placed in 

each booth. 
❑ Clear shopping bags if possible, if you plan to provide bags for your patrons.
❑ Sufficient funds (cash and coins), register receipts, credit card forms to handle payment.
❑ Tarp or tent wall and zip ties to cover the front and open sides of your booth overnight.
❑ Extension cord and or power strip UL approved for outdoor use.
❑ Trash bag, basket or receptacle for your booth. (Trash cans and recycle bins are 

place through out the venue but not in each booth. 
_____________________________________________________________

WHAT EXHIBITORS ARE ADVISED TO BRING
❑ Boxes and sealing tape for moving, storing and shipping your merchandise.
❑ Pens, markers, and other writing instruments you may need.
❑ Scissors or any tools needed to decorate your booth.
❑ Extra clothes and dress in layers (the morning can be cool and the day typically gets 

warmer).
❑ Food and water: There isn’t always enough break time for exhibitors to get to the food 

areas and back!
❑ Sunscreen, sunglasses and hats. 
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1. General Information
1. A EVENT LOCATION & INFORMATION   
Location: 
• University of Southern California, Los Angeles - USC Campus
• Address: 3551 Trousdale Parkway, Los Angeles, CA 90089
(For booth access, please follow load-in & parking instructions distributed to you shortly before the event.)
Contact:  Please contact the LA Times Festival of Books at C Street for all exhibitor questions
Phone: (424)216-6206 Email: Festival.Books@c-streetinc.com

Dates: Saturday, April 20 10:00am – 6:00pm
  Sunday, April 21 10:00am – 5:00pm*

1. B POINTS OF INTEREST – Zones, Venues, Stages
Outdoor areas of the Festival are color coded to help with navigation. Flags on the tops of the 
tents indicate a specific “Zone” color. Locations and activities subject to change.
First Aid & Public Safety Trousdale & Childs Way Cardinal Zone
Event Box Office/Tickets Founders Park Teal Zone
LA Times Main Stage Alumni Park Black Zone
LA Times Children’s Stage  McCarthy Quad Red Zone
USC Friends & Neighbors Pavilion McCarthy Quad Red Zone
LA Times Cooking Stage NW McCarthy Quad Pink Zone
USC Stage  Hahn Plaza Cardinal Zone
Latinidad Stage TBD TBD
LA Times Poetry Stage N. Trousdale Purple Zone
LA Times YA Stage Argue Plaza Orange Zone
Hero Complex  Child’s Way  Green Zone

Food and Beverage: 
• Approximately 17 food trucks are placed in Cardinal, Red, Purple and Blue Zones
• Brick and mortar restaurants on campus in various locations
• Beverage Only Booths are located in Red, Cardinal and Purple Zones

Restrooms: 
• Portable and indoor restrooms are located throughout campus. Please refer to festival map for 

specific locations. 

Panel Discussions: 
Various theaters, lecture halls and classrooms. Please refer to festival schedule and map for 
specific locations.

*Please cease all sales and operations by 5:00pm on Sunday April 21. Vehicle access 
for load out will NOT be allowed until crowds have been cleared per the Fire Marshal.
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1. C RAIN POLICY
The Festival of Books is be held, rain or shine. 

1. D PARKING
Official Festival of Books EXHIBITOR parking lots include McCarthy Way Structure and 
Downey Way Structure. You will be assigned a designated parking lot and supplied load-in 
placards. Exhibitors will receive a parking link that requires license plate and vehicle info 7-
10 days before the festival. For oversize vehicle parking (6’2” and higher), see Section 3. 
E: OVERSIZE VEHICLE PARKING.

Exhibitors receive ONE parking pass per 10x10 exhibitor booth for each day of the Festival. 
(A 10x20 booth receives 2 passes, etc.) Additional parking may be purchased for $22 
pending availability. Metro has 2 convenient stops near USC Campus.

All parking voucher(s) will be distributed to the Primary Contact Person at the email address 
provided on your Exhibitor Application approximately 7-10 days before the festival. 

1. E EXHIBITOR RELATIONS
A Festival of Books “Zone Manager” is assigned to each color-coded zone and can be 
identified by their Zone Manager event shirt. Zone Managers roam the area and interface 
with exhibitors. Zone Managers responsibilities include problem solving, information and 
answering questions. 

The Festival also enjoys the participation of more than 1200 volunteers. If you need 
assistance and cannot locate a staff member, please visit an information booth, which is 
staffed by volunteers.

BOOTH NUMBER ZONE COLOR ZONE LOCATION & POI
000– 099  Series Cardinal South Trousdale, USC Stage
100 – 199 Series Gold Mid Trousdale
180-200 Series Purple N. Trousdale,  LAT Poetry Stage
300 Series Teal Founders Park
400 Series Pink NW McCarthy Quad, LAT Cooking Stage
500 - 600 Series Red McCarthy Quad, LAT Children's Stage
700 Series Orange Argue Plaza, LAT YA (Young Adult) Stage
800 Series Green Childs Way, Hero Complex (Comic, graphic novels)
900 - 1000 Series Black Alumni Park, LAT Main Stage
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1. F PRIMARY CONTACT PERSON
Each exhibitor booth must designate one person as the Primary Contact and list them as the 
contact on your Exhibitor Application. All communication from the LA Times and C Street will be 
directed to the Primary Contact before, during and after the festival. Only the Primary Contact may 
submit your booth banner order, exhibitor listings and other orders. If you are sharing a booth, the 
partners must agree and designate only one person as the Primary Contact. 

1. G BOOTH BANNER, EXHIBITOR LISTING ORDERS REQUIRED
All booth banner orders and exhibitor listing will be submitted online.  

Booth Banner
All exhibitors will receive a Festival booth banner that will be hung on your booth prior to your arrival 
to the Festival.  You will choose exactly how you want your banner to read by entering your 
information into the online system. THERE IS NO COST FOR THE BOOTH BANNER. See Section 7 for 
step-by-step Booth Banner instructions.
DEADLINE: Friday, March 15, 2024, 5pm

Exhibitor Listing
You are provided with one (1) Exhibitor Listing as part of your Standard Booth Package (See 
Section 1. T: BOOTH PACKAGE). This information will be published in the Festival of Books 
“Program Guide” which is distributed via the LA Times prior to the event and be published on the 
event website (www.latimesfestivalofbooks.com). Each exhibiting company is entitled to only one (1) 
exhibitor listing in the Festival of Books Special Section regardless of the number of booths purchased. 
We allow for one supplemental listing in 10x10 booths that have two entities. (No more than 2 listings 
will be allowed per booth) 
DEADLINE: Friday, March 15, 2024, 5pm

EXAMPLE: Daily Books & Beyond #123  www.dailybooks.net
  
Exhibitor Signing Listing
Exhibitors who have authors signing in their booth are entitled to six (6) Exhibitor Signing Listings per 
10’x10’ booth. The Exhibitor Signing Listing provides attendees information regarding signings taking 
place in exhibitor booths at the festival. Signings are listed on the event app and are listed 
alphabetically by last name and include the day, time from, time to, booth #, and company name. 
NOTE: An individual’s signing at two different times, or days, is considered two (2) listings, not one. 
Inclusion in the Exhibitor Signing Listing does NOT grant the author access to the LAT 
Author Greenroom and does NOT make the author an Official Festival Author. See Section 
7 for step-by-step instructions for Exhibitor Signing Listings.
DEADLINE: Friday , March 15, 2024, 5pm

EXAMPLE:
Author Day Time Notable Works Booth # Company 
Smith, John Sun 11am-1pm “Rairarubia Tales” 835 A1  Books

There is NO ADDITIONAL COST associated with placing your banner order, exhibitor listing or 
exhibitor signing listing. You must have Adobe Reader installed on your computer to preview your 
banner layout. For a free download, please go to: http://get.adobe.com/reader/.  
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1. H FESTIVAL OF BOOKS AUTHOR SIGNING
If you plan to hold any signings in your booth that may attract a large crowd or might cause your 
booth to need special attention, PLEASE notify Festival Management prior to the event. This 
information will help Festival Management be prepared in the event your author signings attract 
excessive crowds. Our on-site crowd control and operations staff will work proactively to monitor line 
sizes, ensure the safe flow of traffic, and maintain access to adjacent exhibitor booths. 

1. I CROWD CONTROL AND AUXILIARY SIGNING AREAS
The Festival has experienced significant growth through the years and crowd control is very 
important. The LA Times and Festival Management must maintain safe and unobstructed walkways 
throughout the venue. Any activity in or around booths that obstruct the public may be constrained 
or curtailed at the sole discretion of the Festival Staff. In addition, the LA Times and Festival 
Management reserve the right to shut down or move an author signing taking place in an exhibitor 
booth at its sole discretion.

Emergency Cancellation of an Author Signing: When Festival Management, in its sole 
discretion, determines that an author singing at an exhibitor booth creates a public safety issue, 
Festival Management may be forced to move or cancel the author signing at the booth. Exhibitors are 
required to cooperate with all actions ordered by the Festival Staff and Public Safety Officers. 

When is an Emergency Cancellation Likely? If a signing or activity creates a hazard, the festival 
may be forced to close the booth. The festival staff has and will work with exhibitors to find solutions 
and alleviate issues. We strongly recommended that exhibitors contact Festival Management in 
advance to avoid cancellations or issues. 

1. J CHILDREN’S / YOUNG ADULT
The Children’s Area (Red Zone) encompasses the large grass lawn of McCarthy Quad and adjacent 
areas and include a children’s stage, activities, and related exhibitor booths. The Young Adult Area 
(Orange Zone) is in the Nazarian Pavilion/Argue Plaza area and includes the YA stage and related 
exhibitor booths. 

Please note ”Childs Way” is not the children’s area, but the name of a street and the 
location of the “Hero” Comic related zone. 

1. K COSTUMED CHARACTERS
The Festival Management must approve appearances of costumed characters. Approved costume 
characters will receive a credential that must be displayed. Characters are asked not to roam the 
grounds and stay in the designated booth. Exhibitors considering inviting or arranging costumed 
characters to appear in their booth must complete the COSTUMED CHARACTER REQUEST FORM. 
There is no cost for credential. 

See Exhibitor Service Center, Form C: COSTUMED CHARACTER REQUEST FORM
DEADLINE: Friday, April 5, 2024
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1.L TICKETS TO FESTIVAL EVENTS
Friends of the Festival, Book Prizes, and Ideas Exchange ticket info is not available at time of 
publishing. Please check the website and app for more information.

1. M USE OF FESTIVAL OF BOOKS NAME, LOGO AND ART
To help you promote your participation at the festival, we have made LA Times Festival of Festival 
of Books logos and elements available for your use. You are free to use this logo leading up to and 
during the Festival for promotional purposes. The LA Times requires that you use the Festival logo 
in an unaltered fashion and may not be used near or adjacent to the logo of a competing 
newspaper or book festival. However, using the logos and materials to mislead or misrepresent an 
exhibitor’s participation in the event with result in forfeiture of exhibitor booth. Please refer to terms 
and conditions. If you have questions please contact us. 

1. N TYPES OF MATERIAL ACCEPTABLE FOR SALE
The LA Times directs exhibitors to primarily sell books / book related merchandise appropriate for 
our family-oriented audience. The LA Times reserves the right to deem certain materials to be 
inappropriate for sale and/or display, using the paper’s standards of acceptance for advertising as 
one of its guidelines. 

1. O FESTIVAL OF BOOKS BOOKMARKS
Each year, the LA Times prints bookmarks to help promote the Festival. These bookmarks will be 
mailed to exhibitors approximately two to four weeks prior to the Festival for you to distribute at 
your discretion.  Bookmark distribution is contingent on availability. 
LIMIT:200 Bookmarks per Exhibitor.

See Exhibitor Service Center, Form A: BOOKMARK ORDER FORM
DEADLINE: Friday, March 15, 2024.
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1. P DINING AND FOOD SERVICES 
Numerous food options are available throughout the Festival. Please refer to Festival map for specific 
locations. In addition, many USC restaurants and concession stands will be open both days (Saturday 
and Sunday) during Festival hours. 

1. Q LOST AND FOUND ITEMS
Items lost during Festival hours should be turned into the closest Information Booth. Items will be 
kept at the Information Booth until the end of the day. Items not picked up at the end of each day will 
be collected and placed at the University of Southern California Police Department (USC P.D.) – USC 
P.D. will transfer any item not picked up at the end of the weekend to their general lost and found 
holding facility. USC P.D. Lost & Found can be reached at (310) 825-1227. 

1. R LOST CHILDREN
A child who has become separated from his / her parent or guardian is of utmost importance for the 
Festival. If a lost child is found at your booth, please ask that child to stay at your booth. Please stay 
with the child and contact a staff member, public safety officer or send someone else to report the 
situation to any of the following:

• Festival of Books Staff Member
• Closest Festival Information Booth
• Department of Public Safety (DPS) Tent is located on Hellman Way & Trousdale 

(Southside of Childs Way near Tommy Trojan)
• Any USC P.D. member
• Blue light Emergency Kiosk
• Call (213) 740-4321 (On-site USC emergency dispatch)
• Please use 911 as a last resort

Please remain calm and be prepared with your booth name and number, your booth location in the 
festival,  the child’s name, description and any identifying info. A notification will be dispatched and a 
search for the parent(s)/guardian will ensue. Please DO NOT allow the child to leave your booth for 
protection, even if the parent(s)/guardian return, until the proper authorities have arrived at your 
booth, verified identities, and cancelled the notification. Similarly, if a parent reports a lost child to 
you, please get the parent’s phone number, location and child’s description, last known whereabouts, 
time last scene and any additional identifying information. 

1. S FIRST AID
Medical Emergencies: USC and the LA Times have a full complement of on-site emergency medical 
personnel. If an emergency medical situation should arise at or near your booth, you can contact :

• Any USC P.S. Officer, Festival Staff Member or staff with a radio
• Closest Festival Information Booth
• Department of Public Safety (DPS) Tent located on Hellman Way & Trousdale 
• Call (213) 740-4321 (On-site USC emergency dispatch)
• As a last resort, call 911 

Minor Injuries: Please send all minor injury situations to the Department of Public Safety (DPS) 
Tent located on Hellman Way & Trousdale ,  Southside of Childs Way near Tommy Trojan 
and USC Stage (See Section 5: MAPS & DIRECTIONS). All emergency medical personnel are 
dispatched from DPS - if you cannot locate a medical technician, you may visit the DPS Station for 
help. 
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1. T BOOTH PACKAGE 
Each standard booth package includes the following (based on one 10’x10’ booth):
• One (1) canopy/booth: 10’x10’ – 8’ high, with 3 vinyl sidewalls. 
• One (1) 8’ table (linen or drape can be ordered through A1 Party Rentals – 
 See ESC, Form H: ADDITIONAL BOOTH EQUIP. ORDER FORM).
• Two (2) folding white plastic chairs.
• One (1) ID booth banner. 
• Measuring 1’ down from the top of the booth and 10’ across. 
• One (1) 110V power outlet.
• One (1) Exhibitor Listing.
• Six (6) Exhibitor Signing Listing per 10’x10’ booth. 
• One (1) listing on the Festival of Books website (www.latimesfestivalofbooks.com). 
• One (1) parking voucher for USC campus parking per 10’x10’ booth for each day of the Festival.
• One (1) loading zone placard per company, for access to assigned zone on the USC campus.

Exhibitors may furnish their booths with their own tables, bookshelves, etc. as long as all items conform 
to the guidelines herein. Tables and other furniture can be placed anywhere in the exhibitor’s booth as 
long as all furniture stays within the dimensions of the booth and set-up does not pose a safety hazard.  
Festival Management suggests that the exhibitor brings a large enough tarp and zip ties to cover the 
front of the booth.  Please be advised booths will be located on cement and/or grass; 
therefore, all surfaces are not guaranteed to be level.   

General Festival exhibitor booths have white-wall interiors with white canopy tops. Exhibitors cannot 
bring their own booths/tents/canopies. 

BANNER

8’  

10’  
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2. Additional Services

2. A ADDITIONAL SERVICES EXPLAINED   
Exhibitors may purchase a wide range of services for the Festival of Books (including, but not limited 
to internet, security, linens, etc.) These services can make the exhibitor’s experience at the Festival of 
Books more convenient. Please review the services offered below. NOTE: each service requires its own 
order form which included in this manual, each form has a specific deadline. All order forms can be 
found in the Exhibit Service Center: ORDER FORMS. 

The Festival cannot guarantee that any orders placed after the indicated deadline will be fulfilled. 
Please email Festival.Books@c-streetinc.com if you have any questions about our contracted vendors. 

2. B ON-SITE ORDERS
If you have any questions about additional orders on-site at the Festival, please contact a Festival of 
Books Staff Member (See Section 1. E.: EXHIBITOR RELATIONS). On-site orders for basic rental 
items can be fulfilled at the A1 Tents Service Centers located behind the USC Stage on Childs Way at 
the intersection of Trousdale - Booth 099.
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3. Load-in/Set-up/Load-out
3. A EXHIBITOR LOAD-IN
“Exhibitor load-in” allows vehicle access for booth set-up. A special protocol is implemented to ensure 
the safe and smooth flow of vehicles and materials. Load-in is scheduled during the festival’s non-
operating hours. However, the campus operates 24 hours a day. Thus, students and staff may be on 
campus. So, please use extreme caution when driving and moving materials onto the 
Festival grounds and follow Festival Staff’s instructions. For safety reasons, children under 16 
years old are NOT ALLOWED in the Exhibit areas during Load-in or Load-out hours. 

LOAD-IN HOURS:
Friday, April 19, 2024 Early Load-in: By appointment based on booth location and availability.  

Saturday, April 20, 2023 6:30 am to 8:30 am 
No vehicles will be allowed in after 8:30am  - All vehicles must be out by 8:50 am.

Early load in request will open in early March and be accepted via web sign up only. Early 
Load in will close when full or March 29. 

Approximately two weeks before the Festival, exhibitors will receive a Loading Zone Placard that 
will indicate their assigned zone for load-in and provide additional instructions. Do not attempt to 
duplicate the pass.

o You may bring only one vehicle through the Exhibitor Vehicle Entrance for load-in. 
Please select a vehicle with sufficient capacity to complete your load-in in one trip. 

o Your placard must be clearly displayed on your dashboard at all times when your 
vehicle is on the Festival grounds. Please follow the map and instructions provided with your 
placard to locate your Exhibitor Vehicle Entrance for load-in.  

o When you arrive at your Exhibitor Vehicle Entrance, a Festival Traffic Coordinator will greet you.  
Please have the placard on your dash prior to arrival.  You have twenty (20) minutes to unload 
your vehicle and the time will be strictly enforced. If you have a lot t set up; unload, park your car, 
and come back to complete set up.  Please bring enough people with you to leave someone to 
with the items while you park the car.  Festival Staff are not responsible to secure your belongings 
while you are away.

o Due to public health safety regulations and campus restrictions, the exhibitor’s ability to drive 
directly up to his/her booth is limited.  Exhibitors are responsible for moving merchandise from 
their vehicle to their booth(s).  Exhibitors unloading at a zone other than the one they have been 
assigned risk having their vehicle ticketed and/or towed. 

o Following load in, proceed to your designated Parking Lot/Garage. 

o No parking passes are supplied for Early Load In, you may park in any available lots and 
follow parking payment instructions. 
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3. B EXHIBITOR LOAD-OUT

At the conclusion of the Festival, vehicles will be granted access for “Load Out” -  once the Fire 
Marshall indicates it is safe. If exhibitors continue to sell and operate, crowds will not disperse, and it 
will delay load out. So, please discontinue all sales and activities in your booth by 5 pm. 
Typically, vehicles are allowed access about 90-minutes after all sales conclude - 6:30 - 7:00 pm. If 
you do not need vehicle access, load out begins promptly at 5 pm. Exhibitors are encouraged to carry 
remaining items or merchandise to their vehicle if possible (you may consider bringing your own 
hand truck). If exhibitor sales and activities continue after 5 pm, vehicle access will be delayed. Thus, 
PLEASE comply with final sales at 5 pm. 

LOAD OUT VEHICLE INSTRUCTIONS
Please use the same placard and follow the same directions for Load Out that you received for Load 
In. (If you load in on Friday, you will be provided additional info for Load Out.)

MUST CLOSE AT 5:00 PM ON SUNDAY  
All exhibitors must stop selling and close their booth at 5:00 pm on the Sunday.  Failure to 
comply, may result in citation and/or forfeiture of future participation in Los Angeles Times Festival of 
Books. The Fire Marshal will not allow vehicles on-site as long as there are sales 
transactions are happening.    

PLEASE DO NOT BREAKDOWN EARLY 
Please keep booths intact and staffed until the official closing of the Festival on Sunday at 5:00 pm. 

ONLY ONE VEHICLE  
You may bring only one vehicle through the Exhibitor Vehicle Entrance for Load Out.  
Please select a vehicle with sufficient capacity to complete your move-out in one trip. 

 Key things to remember when moving out on Sunday:  
o Please remove EVERYTHING from your booth that you brought to the Festival.   
o Festival Management will remove all tables, chairs, and equipment from the booths after exhibitors 

depart.  
o Place all bagged trash at the front of your booth for pickup on Sunday evening.
o Please break down any boxes and leave in your booth.  
o The exhibitor is solely responsible for additional equipment ordered from the Festival vendors. 

Exhibitors will be charged for equipment provided by the Festival that is missing from their 
booth(s) at the end of the Festival.     

o You may remove and take home your booth banner.  
o Please keep the fire lane open and unblocked at all times. Failure to keep the fire lane 

open/unblocked may result in a citation.  
o Clean-up Fee: Exhibitors who fail to remove all merchandise and materials from their booth(s) 

may be charged a $100 clean-up fee per 10x10 space.   
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3. C EXHIBITOR LOADING ZONE & PARKING INFORMATION
Load-in information, parking lot assignments, maps, parking vouchers & load-in placards will be 
distributed to exhibitors 7-14 days prior to the event.  Each exhibitor will be assigned a specific load-in 
location and parking assignment based on the location of your booth.  Please be sure to review your 
assigned location prior to arriving on-site.  Detailed instructions regarding load-in and parking 
procedures will be included. 

Parking lots can accommodate passenger vehicles and some vans. Vehicles 6’2” and taller including 
box trucks, sprinter vans  as well as towing trailers must be parked off-site. See ESC. E: OVERSIZED 
VEHICLE PARKING (6’2” or taller). 

3. D MOVING EXHIBITOR MERCHANDISE  
Due to public safety regulations, the exhibitor’s ability to drive up to the booth is limited. The exhibitor 
load-in protocol described on the previous page enables exhibitors to get to designated loading zones 
near their booth while sharing the pedestrian walkways. Please follow Festival Staff’s on-site 
instructions. 

Exhibitors are responsible for moving merchandise from their vehicle at the assigned loading zone to 
their booth(s).  Exhibitors unloading at a zone other than the one they have been assigned, risk having 
their vehicle(s) ticketed and/or towed. The Times & Festival Management strongly encourage 
exhibitors to provide their own dollies or hand carts.

3. E OVERSIZED VEHICLE PARKING  
Exhibitors with vehicles larger than 6’ 2” high, 8’ wide or 16’ long will need to park in the “Oversized” 
lot. Vehicles that exceed any of the dimensions above will need to request oversized parking. 
Oversize exhibitor vehicle parking will be available on Friday, April 19 (after 2 pm) - 
Sunday, April 22.

If you would like to park an oversized vehicle on campus, please indicate on  ESC, Form B:  Oversize 
Vehicle Parking Request Form and you will be sent a parking voucher for oversized vehicles. This 
parking voucher replaces the standard parking voucher.

3. F  EXHIBITOR CHECK-IN  
There is no official on-site exhibitor check-in. See your welcome letter (email) for your booth 
number, zone location and description.  There will be roaming Festival Staff dedicated to each 
zone, that will provide assistance as needed. 

REMEMBER - No vehicles are allowed to enter the Festival grounds after 8:30 am and all 
vehicles MUST be out by 8:50 am.  NO EXCEPTIONS!
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3. G INVENTORY MANAGEMENT  
Exhibitors are advised to have enough merchandise for the entire day at their booth.  The loading 
zones used for load-in during the early morning are not accessible by vehicles once the Festival 
begins.  

Security
Overnight security will patrol the venue. Additionally, USC’s Department of Public Safety also patrols 
the campus. We recommend that exhibitors remove special items, cash, computers, etc. from their 
booths at night and cover the front of their booth with tarps and zip ties. If you would like to secure a 
guard that will be designated to your booth. Please see Security form. 

3. H  SATURDAY NIGHT  
Before you leave your booth on Saturday night:  
o Remove any cash, computers and other valuables
o Seal any trash in a trash bag and place the bag directly in front of your booth. 
o Break down any boxes you may want to throw away and leave directly in front of your booth. 
o Cover the front of your booth with a tarp and zip ties.  Festival Management will not have tarps 

available. 

Because of morning dew, the ground may be moist.  Please take the appropriate precautions to move 
merchandise from the floor of your booth.  In the past, some booths have had condensation on the 
inside of the canopy, so please be aware that water may drip down from the top of the interior of the 
booth. Festival Management suggests that the exhibitor puts up some sort of tarp over the front of the 
booth and over merchandise in order to protect the exhibit from the elements and as a security  
precaution. You may opt to order security for your booth; see additional service order form, in the 
Exhibit Service Center

3. I NO FESTIVAL OVERNIGHT STORAGE  
Please be advised that there will be no overnight storage service provided by Festival 
Management.   

3. J LOADING ZONE ACCESS  
Vehicles will not have access to a loading zone until Safety Officers authorize motor vehicle traffic.  
Exhibitors must have all materials boxed and moved to their loading zone before driving their vehicles 
to the loading area.  

3. K RETURN SHIPPING  
Shipping services are available via A1 Tents
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4. Rules & Regulations
4. A EXHIBITOR CONTRACT  
This Exhibitor Services Manual provided to each exhibitor is considered part of the binding contract 
between the exhibitor and the Los Angeles Times. 

4. B LICENSES, TAXES AND PERMITS  
Exhibitors are responsible for obtaining and paying for any necessary vending or service 
licenses/permits for the purpose of selling merchandise or services at the Los Angeles Times Festival of 
Books. Festival Management requires a valid Seller's Permit Number in order to sell at the event. The 
permit number should have already been provided on your application.  

Exhibitors who sell merchandise or services to attendees must provide the purchaser with a sales slip 
describing the articles sold. The individual exhibiting company is accountable for collecting and 
remitting all applicable local and/or state taxes to proper municipalities or state agencies. 

A temporary resale permit may be obtained from:  
California Board of Equalization  
http://www.boe.ca.gov  
(800) 400-7115   

4. C  LIABILITY AND INSURANCE REQUIREMENTS  
Exhibitors shall provide active workers’ compensation, employee liability (if applicable), and 
comprehensive general liability insurance.  All liability and insurance requirements must contain a 
waiver of subrogation in favor of The Los Angeles Times in such amounts acceptable to The Los 
Angeles Times.  Evidence of such insurance shall be provided to The Los Angeles Times promptly upon 
request.  See Section 4. N: EXHIBITOR BOOTH TERMS & CONDITIONS   

4. D  BOOTH PLACEMENT  
The Festival of Books booth assignment process is complex and requires adherence to many public 
safety rules and policies. The Los Angeles Times assigns booths at its sole discretion and cannot 
guarantee that any exhibitor will return to the same booth location they had in previous year(s).  

Festival Management strives to make the booth assignment process fair and we try to accommodate 
everyone’s requests. Exhibitors are placed on a first come, first serve basis with some consideration for 
seniority. Completed applications are processed in the order in which they are received. (Payment 
and a signed contract must accompany the application for it to be considered complete.) 
Festival staff may contact exhibitors by telephone during the booth assignment period to ask for a 
clarification of their request.  

*Please be advised booths may be located on cement and/or grass; therefore, all surfaces 
are not guaranteed to be even.   

See Section 5: MAPS & DIRECTIONS for booth positioning.  
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4. E  LIMIT ON NUMBER OF BOOTHS  
To maintain diversity at the Festival of Books, no single exhibitor may purchase more than four (4) 
booths. Booksellers and publishers may exhibit in partnership with other organizations, but each 
partner is limited to four (4) booths, and the entire partnership is limited to six (6) booths, which will 
be configured at the sole discretion of The Times.  All partners in a booth share must comply with all 
Festival policies and eligibility criteria.  Please note, sponsors are exempt from these guidelines.   

4. F  BOOTH SHARING   
No more than two (2) exhibitors may share a 10’x10’ booth.  Exhibitors who wish to share a 
booth must make the partnership arrangements themselves. The Times will not pair exhibitors for 
booth sharing. The primary booth applicant will be responsible for sharing the pre-event materials 
such as: the Exhibitor’s Manual, parking pass/loading zone placard, etc.

Exhibitors may not “sub-contract” (i.e. resell) booth space in their booth(s) to other organizations or 
individuals.  Please be advised that exhibitors who try to “sub-contract” out booth space or share their 
booth(s) with more than one exhibitor in a 10’x10’ space will be dismissed from the Festival.  In these 
instances, booth fees will not be refunded.  

4. G BOOTH SIGNAGE  
The Times will provide and install one (1) booth banner for each booth, which measures 1’ down from 
the top of the booth and 10’ across (20’ across for 10’x20’ and 20’x20’ booths). Please note that there 
is a character limit on booth signage. There is a 40-character limit per 10’x10’ booth including 
spaces and punctuation. Your booth banner will be duplicated for your Exhibitor Listing (See 
Section 7, for instructions). 

Only official Festival booth signage can be displayed on the exterior of exhibitor booths. Exhibitors 
may only use their own signage in the interior of the booth. The Festival-issued booth signage cannot 
be covered by other signage of any kind. Any signage that violates these regulations will be removed.  
Exhibitors may keep their official Festival booth banner at the conclusion of the event. Signs can be 
removed from the front of booths after 5:30 p.m. on Sunday, April 22rd
NOTE: The number of characters will affect the letter size of exhibitor banners (see 
examples below).  

From 16 - 25 Characters and Spaces - Font Size B   

From 25 - 40 Characters and Spaces - Font Size C   

From 1 - 15 Characters and Spaces - Font Size A   

THE HILARIOUS HIPPOPOTAMUS 
BOOKS & GAMES

303   

HIPPOPOTAMUS BOOKS & GAMES   303   

HIPPO BOOKS   303   
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4. H BOOTH and DÉCOR COLORS  
Each exhibitor booth measures 8’ feet high with vinyl side and back walls. Exhibitors must not take 
down or change the location of any booth sidewalls. Doing so is a violation of Festival policy and could 
result in expulsion. In such instances, booth fees will not be refunded. 

General Festival exhibitor booths have white-wall interiors with white canopy tops. Exhibitors cannot 
bring their own booths or their own tent/canopies.  
o Display items must be subjected to the interior dimensions of the booth and must not be affixed to 

the walls, signage or roof of the booth.  
o If exhibitors wish to hang something from the inside of the booth, the item must be hung from the 

rear horizontal metal frame (8’ from the ground).  Weight of all items  to be hung in a booth cannot 
exceed a total weight of 10 pounds. No  signs may be hung on exterior side or exterior back walls. 

o No items can extend beyond the dimensions of the booth. Any items that do so will be 
removed. All electrical devices must be UL approved.

o Exhibitors are not allowed to bring their own generators.

4. I CARE OF BOOTH SPACE  
Festival Management will ensure cleanliness of aisles and common areas, but each exhibitor is 
responsible for keeping their booth space clean and in good order. Exhibitors are solely responsible for 
safe operation of exhibits and equipment. All tables, chairs and display items must stay within your 
exhibit booth. No item of your booth can extend beyond the point at which your tent ends.  

The LA Fire Department requires that all materials used in your booth for exhibit  and decorative 
purposes are flame-retardant.  No open flames, heaters, candles, incense burners or similar 
paraphernalia will be permitted in, or around, exhibitor  booths.  USC is a Smoke Free Campus. 

4. J  SOUND LEVEL  
No amplified sound in or around your booth is permitted unless authorized. Festival 
Management reserves the right to determine at what point sound constitutes interference with other 
exhibitors.   

4. K  DISTRIBUTION OF LITERATURE  
Distribution of literature, samples, or any type of giveaway items must be done from within your booth 
space only. You may not roam the Festival grounds to distribute your literature and other 
collateral.

4. L EVENTUALITIES 
In case the facilities are destroyed by fire, or the elements, or by any cause, or in case any other 
circumstances make it impossible for Festival Management to permit the contracted space to be 
occupied by the exhibitor, this agreement will  terminate. The exhibitor agrees to waive any claim for 
damages or compensation except the prorated return of the amount paid for the exhibit space.  

4. M  STAFFING REQUIREMENTS  
Exhibitors must have their booths staffed continuously during the following hours:  
Saturday, April 20  10:00 a.m. - 6:00 p.m.  
Sunday, April 21  10:00 a.m. - 5:00 p.m.  

All booth staff must be 16 years of age and older
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4. N EXHIBITOR BOOTH TERMS & CONDITIONS  
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4. O CANCELLATION POLICY  
There is a 50% cancellation penalty. No refunds given after February 1, 2023. All cancellations must be in writing and sent by 
certified mail by February 1, 2024. NO REFUNDS GIVEN AFTER FEBRUARY 1, 2024



5. MAPS & DIRECTIONS
*Disclaimer: Maps are subject to change without notice
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5. Maps & Directions
5. A GPS Directions to USC: 3551 Trousdale Parkway, Los Angeles, CA 90089

DIRECTIONS: Coming to USC from North via 110 Fwy or East or West via 10 Fwy:  

From the North (Downtown) off 110 Fwy:
1.Take the 110 South and exit Exposition Blvd.
2.Stay in the right lane, go through the first stoplight and at the second stoplight turn right at Figueroa 
Street.  
3.Follow Figueroa to the east side of the USC campus and follow the directional signage to available 
parking.

From the East via 10 Fwy:
1.Take the 10 Fwy. East and exit Vermont Avenue South
2.Follow Vermont Avenue to the west side of the USC campus and follow the directional signage to 
available parking.

From the West via 10 Fwy:
1.Take the 10 Fwy. West and exit Vermont Avenue South
2.Follow Vermont Avenue to the west side of the USC campus and follow the directional signage to 
available parking.

From the South via 110 Fwy:
1.Take 110 Fwy North and exit Exposition Blvd.
2.Stay in the right lane, go through the first stoplight and at the second stoplight turn right at Figueroa 
Street.  
3.Follow Figueroa to the east side of the USC campus and follow the directional signage to available 
parking.  

Please visit the USC Web site for more directions and maps at:  www.USC.edu/map    24

http://www.usc.edu/map
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5. B Festival Map



6. Hotel Information

The Millennium Biltmore Hotel Los Angeles
506 South Grand Ave.
Los Angeles, CA 90071

213.624.1011

To take advantage of the LA Times Festival of Books Rate please call hotel and reference 
LA Times Festival of Books

Other Hotels
Below are hotels located around the USC area.  Festival of Books has not established a special room rate with 

these hotels - they are provided for your convenience.
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Checkers Hilton Hotel
535 South Grand Ave 
Los Angeles, CA 90071      
(213) 624-0000

The USC Hotel
3540 South Figueroa 
Los Angeles, CA 90007   ·   
(213) 748-4141

Marriott Los Angeles Downtown
333 South Figueroa 
Los Angeles, CA 90071   ·  
 (800) 228-9290

Figueroa Hotel
120 South Los Angeles Street
Los Angeles, CA
(213) 280-6931  

Standard Hotel Downtown LA
550 South Flower Street
Los Angeles, CA 90071
(213) 892-8080

Wilshire Grand Hotel
930 Wilshire Boulevard
Los Angeles, CA 90017
(213) 688-7777

Milner Hotel
813 South Flower Street
Los Angeles, CA 90017
(213) 627-6981



Order Form Deadlines
FORM FORM NAME DEADLINE

Online/ESC Bookmark Order Form March 15

Emailed to 
Prem Exhibitors

Premium Package Only: Ad for Special Section
See instructions in supplement attachment March 15, 5pm

Online/ESC
Company Descriptions, Booth Banner Order, LA 
Times Special Section - Author Signing Listing

See Instructions in Section 7 
March 15, 5pm

Online/ESC Oversize Vehicle Parking Request April 5

Online/ESC Costumed Character Request Form April 5

See Section 3.A Early Load-In Request for Friday April 19th March 29
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FORM FORM NAME DEADLINE

Online/ESC AV & Computer Rental Order Form TBD

Online/ESC Internet Service Order Form TBD

Online/ESC Security Services Order Form TBD

Online/ESC Additional Booth Equipment Order Form
(Use the A1 Party Rentals Credit Card Authorization Form) TBD

Online/ESC Shipping – TBD TBD

Booth Services (all form can be found on the Exhibitor Service Center (ESC)

7. Order Forms



EXHIBITOR LISTING AND EXHIBITOR SIGNING 
AND ONLINE BOOTH BANNER

*Deadline – Friday March 15, 5pm
*There is NO ADDITIONAL COST associated with placing your booth banner order.

With this online system, you will be able to enter exactly how you would like your company/exhibitor name to 
appear on your banner and in the Special Section of the Los Angeles Times and review the proofs before 
submitting your order.  You will also be able to submit your author signing listing to be printed in the Special 
Section (if applicable).  Please follow the directions carefully. 

Step 1: Go to the Exhibitor Service Center.  
Follow this link (for easy access, this link can also be found in the email sent to you with your booth #):

Step 2: Enter your Email and Password that was also listed in the email and click “Login”.  The Email 
address is the one listed for the primary contact for the booth.  The Password is case sensitive so 
please type it exactly as it appears or cut and paste it into the field.  If you have forgotten your 
password or can’t locate the email, click “forgot password?” and a new email will be sent to you.

* For login help or questions, please contact festival.books@c-streetinc.com

ONLINE – Banner, Exhibitor 
Listing

 & Author Listing Submission 
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https://s4.goeshow.com/cstreet/book_festival/2022/exhibitor_service_center.cfm
https://s4.goeshow.com/cstreet/book_festival/2020/exhibitor_service_center.cfm
mailto:festival.books@c-streetinc.com


Once you are logged in you will be brought to the Exhibitor Directory Information page.  Please 
check to make sure all of your information is accurate.  Red labels indicate that the field is required.  

Once you have updated your information please click “save changes” at the bottom of the page.
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Update Address : Please check over your contact information to make sure that it is correct.  
Once you have approved it please click “Continue” to move on.  

Please make sure this information is accurate as this is where your parking passes will 
be sent. 

Update Directory Listing: Here you can 
also update your company profile up to 50 
words to be included on the Festival of 
Books Exhibitors listing on the website

EXHIBITOR COMPANY PROFILE UPDATE
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EXHIBITOR SIGNING Listings: Click on the banner in the ESC that says AUTHOR LISTINGS, 
you will be directed to this page to enter your author autograph signings times and names. You 
are permitted 6 listings per 10 x 10 booth. These listings will be included under the “Exhibitor 
Signings Tab on the App. They will not be printed in the LA Times Festival of Books Program 
Guide. 

If you have a booth larger than 10 x 10 please email festival.books@c-streetinc.com to request 
and excel document to input your information. 

EXHIBITOR SIGNING LISTINGS

mailto:festival.books@c-streetinc.com
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ONLINE BOOTH BANNER ORDERS

Step 2:  Click on the link below and enter your email 
address and booth number
http://events.aaaflag.com/FestivalOfBooks

Step 3:  Confirm your company name and booth 
size. Enter Banner Text in the area provided. You 
can choose one line or two lines. If you select one 
just leave the second line slot blank

Step 4:  Press PREVIEW  BANNER and you will be 
able to preview what your banner will look like.  You 
may go back and edit or hit the APPROVE AND 
SUBMIT button. 

Step 1: Click on the link below to gain access to 
the AAA Flag and Banner Website. You can also 
access the directions in the ESC as well

http://events.aaaflag.com/FestivalOfBooks


Exhibitor Service Center Link CLICK HERE or cut and paste this link into your 
browser:

Festival Staff:
Festival.Books@c-streetinc.com
(424)216-6206
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For LA Times Festival of Books information, updates, 
list of exhibitors, schedules, map and general 
information please download the event app.

https://s4.goeshow.com/cstreet/book_festival/2024/exhibitor_service_center.cfm
mailto:Festival.Books@c-streetinc.com

