
EXHIBITOR SERVICE MANUAL



We are very pleased to have been selected to serve as your Official General Contractor for the

ORDER IN ADVANCE

ALL PAYMENTS FOR SERVICES AND/OR RENTAL ITEMS, INCLUDING MATERIAL HANDLING

CHARGES PROVIDED BY ARATA EXPOSITIONS, INC., MUST BE GUARANTEED BY CREDIT CARD. 

EACH EXHIBITOR MAY OBTAIN A COPY OF THEIR CURRENT INVOICE FROM THE SERVICE 

DESK. THIS INVOICE IS PAYABLE PRIOR TO THE CLOSING OF THE SHOW BY EITHER 

AMERICAN EXPRESS, VISA, MASTERCARD, CASH,  COMPANY CHECK, OR WIRE TRANSFER. 

PLEASE DO NOT FORGET TO INCLUDE THE % SALES TAX TO THE TOTAL.

If you find you need additional 

informa



DEADLINE DATES



SHOW FACTS

ADVANCE SHIPPING WAREHOUSE ADDRESS DIRECT SHOWSITE SHIPMENTS

Exhibiting Company and booth number
Exhibiting Company and booth number

BOOTH EQUIPMENT:

CARPET:

HEIGHT LIMITS:



arataexpo

SHOW SCHEDULE



HELPFUL HINTS

ofit

PRIOR TO THE SHOW:

•

•

•

•

• Confirm y onfirmation email f

• Confirm deliv
• w the definition of special handling char

•

•

s, and a fir

SHOWSITE:

•

act all of the Official V
•

onfirm y

•

• our final inv

OUTBOUND - MOVE OUT:

•

flight t

• y fill

•



SAFETY

SAFETY IS VERY IMPORTANT FOR EVERYONE WORKING IN THE EXHIBIT HALL

SAFETY GUIDELINES:

•

•

alls. Heels, flip flops and open t

•

•

•

•

•

•

•

•

•

•

•

•

•

• Keep fir eport any fir

•

During move in and move out individuals under the age of 18 are prohibited from being on or around 
the show floor. Show sites during these times are similar to a construction zone and considered to be 
hazardous. OSHA regulations prohibit minors from being present in a hazardous work environment.

 SAFETY



HOW TO PLACE YOUR ORDER

Orders without payment will not be pro-

cessed. All companies must provide a charge authorization form with orders. Orders with payment received after the 

Deadline Date will be charged standard prices.

Fax
Email

FORMS TO ARATA EXPOSITIONS INC.

•

• ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT IN

FULL AND A CHARGE AUTHORIZATION ON FILE.

•

• our fil

•

FORMS TO THE OTHER OFFICIAL SUPPLIERS

or all other official v

ORDERS AFTER THE DEADLINE

SHOW SITE ORDERS

floor 



PAYMENT POLICY AGREEMENT

Arata Expositions, Inc.
ofit

Arata Expositions, Inc.  ALL
act our offic

A $50.00 bank transfer fee for wire transfers must be added to the amount transferred. Exhibiting company 
will be responsible for all bank fees.

•
•

is the Official Gener
•

ernational firms paying by c All companies must provide a charge authorization 
form with orders. Purchase orders are not considered payment.

ertific

PRIOR 
TO THE CLOSE OF THE SHOW. Any credit card refunds must be resolved within 30 days. 

NOT

ertified check cl



American Express Visa MasterCard

CHARGE AUTHORIZATION

ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW CLOSING.

PLEASE PRINT OR TYPE

CREDIT CARD AUTHORIZATION

Account# Exp. Date

Cardholder’s Billing Address:

This form must be signed and accompanied by your order.

SIGN HERE



1

THIRD PARTY PAYMENT

ge the final balanc
BOTH FIRMS MUST COMPLETE THIS FORM

ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW 
CLOSING

THIRD PARTY

THIS FORM MUST BE COMPLETED BY BOTH FIRMS. PLEASE RETURN THIS COMPLETED FORM
TO ARATA EXPOSITIONS, INC. BY THE DEADLINE DATE OF .

xhibiting firm, ar
o our firm.

EXHIBITING COMPANY

CREDIT CARD CHARGE AUTHORIZATION

American Express           Visa           MasterCard

Please indicate which of the below items are to be charged to the third party:

CREDIT CARD CHARGE AUTHORIZATION

American Express           Visa           MasterCard

Please indicate which of the below items are to be charged to the exhibiting company:

SIGN HERE SIGN HERE

SIGN HERE SIGN HERE

SIGN HERE

SIGN HERE



COST CALCULATION

COST CALCULATION WORKSHEET

*Your order will not be processed without a credit card on file.

1

1  .TOTAL LINES 1-1

1 . BALANCE DUE*



STANDARD BOOTH CARPET

STANDARD BOOTH CARPET



arataexpo

STANDARD CARPET

onfigur

Check
Size

Description Discount
Price

Standard
Price

Extended
Price

STANDARD SPECIAL CUT BOOTH CARPET

BOOTH SIZE

Total sq. ft           Discount Price              Extended PriceStandard Price            

STANDARD CARPET COLORS

SELECT COLOR BELOW

not

CARPET PADDING

Discount Price Standard Price Extended Price

VISQUEEN

Discount Price Standard Price Extended Price

Standard price applies to orders received after the deadline Standard Booth Carpet Total

 Tax

TOTAL

STANDARD LINEAR BOOTH CARPET



CUSTOM PLUSH CARPET

CUSTOM PLUSH CARPET



PLUSH CARPET

STANDARD CARPET COLORS

SELECT COLOR BELOW

not **Purchase only @ $  per sq. ft  discount or $

CARPET PADDING

Discount Price Standard Price Extended Price

BOOTH SIZE

Standard price applies to orders received after the deadline
Plush Booth Carpet Total

 Tax

TOTAL

PLUSH CARPET

Total sq. ft         Standard Price            Extended PriceDiscount Price              



Arm Chair

Counter Stool

FURNITURE

All materials are on a rental basis and remain the property of Arata Expositions, Inc. The exhibitor is responsible for these items and for their 
condition at close of show. As stated in our Payment Policy, all invoices must be paid in advance or at the show - cash, company check, wire 
transfer and/or credit card. All companies must provide a charge authorization form with orders.

Qty. Description   Discount Price           Standard Price Extended Price

Street Address

State

Booth Number

City

Zip Code Country

Contact Name Email Address

Telephone Number Fax Number

Discount Deadline: Discount price applies only to orders that are accompanied by payment and are received by 
discount deadline. Standard price applies to orders received after the deadline. Items canceled after move-in begins will be 
charged at 100% of the published price. Absolutely no credits will be issued after show closing. 

Standing on rental furniture is prohibited.  Arata Expositions, Inc. cannot be responsible for injuries or falls caused by improper 

use.

Company Name

Furniture Total

 Tax

TOTAL

$ $       $

$       $       $

$ $        $

CHAIRS

8’ High (per lin. foot) ($55 min)

3’ High (per lin. foot) ($55 min)

Special Skirting (per lin. foot)

8’ High End Cap / Close Off

Wastebasket

Literature Rack

Bag Holder

Easel (Tripod)

Chrome Sign Holder (22”W x 28”H)

Fishbowl

Posterboard, 4’W x 8’H, Vertical

Posterboard, 8’W x 4’H, Horizontal

Tensa Barriers

Credenza (36”L x 18”D x 42”H)    white      grey      black

Pedestal (18”L x 18”D x 42”H)    white      grey      black

$        $

$        $        $

$ $       $

$        $        $

$        $        $

$        $        $

$        $        $

$        $        $

$        $        $

$375.00       $562.50       $

$325.00       $487.50       $

      $

$  $       $

$  $        $

$       $

$  $        $

SELECT COLOR BELOW

Black          Red          Teal          Silver          Burgundy         Purple         Bl          White

If item colors are not selected in advance, AEI will do so at no risk.

ACCESSORIES

SPECIAL DRAPERY/SKIRTING



DISPLAY TABLES

Qty. Description   Discount Price           Standard Price Extended Price

Standard price applies to orders received after the deadline

Standing on rental furniture is prohibited. arata expositions, inc. cannot be responsible for injuries or falls caused by improper use.

Furniture Total

 Tax

TOTAL

DRAPED DISPLAY TABLES 30” HIGH

If item colors are not selected in advance, AEI will select the color.

DRAPED DISPLAY TABLES 42” HIGH

(CHECK COLOR BELOW)

DRAPED TABLE RISERS 12” HIGH

UNDRAPED DISPLAY TABLES 30” HIGH              

UNDRAPED DISPLAY TABLES 42” HIGH              






. 





 








 






















































 





































































































     


       





















     


       























































 
















































































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
 




 




 

























 
 


 



 









































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


 

 

 



 




 


 



 


 


 


 




 


 


 









 


























































 



























 









  

  




































































   


 
 
 
 
 






















































Create the ultimate seating configuration.

















 


















 








 









 
 
 
 
 
 
 
 
 
 
 
 
 















































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








 

 




























   

  

 






























































   

  

























 





 













































































































  

 

   






 






 







































































































































 



















 


















 











































































 














Office 


 



 









 





















































 











         














































































 

















CUSTOM FURNITURE



CUSTOM FURNITURE



CUSTOM FURNITURE



CUSTOM FURNITURE



CUSTOM FURNITURE



RENTAL BOOTHS

A
Package A 

ORDER EARLY  

Package B 

Actual Panel Sizes

ATTENTION: DO NOT om all finished edges f BLEED

B

$2,820.00

Actual Panel Sizes Header

Header

$4,230.00

$3,555.00 $5,332. 0



RENTAL BOOTHS

Package C 

ORDER EARLY  

Actual Panel Sizes

Package D 

Actual Panel Sizes

Header

IMPORTANT: DO NOT om all finished edges f BLEED

Header

C

D
$6,670.00 $10,005.00

$7,680.00 $11,520.00



RENTAL BOOTHS

Package E 

ORDER EARLY  

Actual Panel Sizes

Package F 

Actual Panel Sizes

Header

IMPORTANT: DO NOT om all finished edges f BLEED

Header

E

F
$11,600.00 $17,400.00

$12,640.00 $18,960.00



RENTAL BOOTHS

CUSTOM RENTAL PACKAGES

Please Select Rental Package:

Select Standard Carpet Color:

BLACK BOLD LETTERS

Select Panel Color:

Please contact us for additional information and pricing on:

RENTAL PACKAGE ACCESSORIES

Rental Package Total

Accessories Total

50% after 

 Tax

Total

Discount Deadline:
Add 50% to orders received after the deadline

Electrical requirements: Package rental price does not include electrical hook-up or labor to install clip-on-
lights. Please order your electrical outlet for the rental exhibit and any other electrical requirements 
(including labor) directly from the electrical contractor. The electrical order form is included in this service 
manual.

Credenza Pedestal Shelves Clip-On Lights



•  

arata expositions, inc.  •  15928 tournament drive  •  gaithersburg, md 20877  • phone: 301.921.0800  • fax: 301.990.1717  •  www.arataexpo.com

BOOTH CLEANING

All materials are on a rental basis and remain the property of Arata Expositions, Inc. The exhibitor is responsible for these items and for their 
condition at close of show. As stated in our Payment Policy, all invoices must be paid in advance or at the show - cash, company check, wire 
transfer and/or credit card. All companies must provide a charge authorization form with orders. NOTE: All rental carpets are delivered clean to 
your booth space. However, during set up, the carpet can become soiled. We suggest you order cleaning services at least once before the show 
opens.

BOOTH CLEANING

X               =            sq. ft.     X     $.  per sq. ft            

X               =            sq. ft.     X     $ per sq. ft          

Discount Price Standard Price

 $.  per sq. ft      =    $

$  per sq. ft     =   $

Extended Price
Pre Show
Cleaning

Daily Booth
Cleaning

Discount Deadline:  Discount price applies only to orders that are accompanied by payment and are received 
by discount deadline. Standard price applies to orders received after the deadline. Absolutely no credits will be issued after 
show closing.  All rates are subject to change if necessitated by increased labor and material costs.

Company Name

Street Address

State

Booth Number

City

Zip Code Country

Contact Name Email Address

Telephone Number Fax Number

Cleaning Total

% Tax

TOTAL

ALL DAILY CLEANING SERVICES MUST BE ORDERED EXCLUSIVELY THROUGH ARATA EXPOSITIONS, INC.

NO INDEPENDENT CONTRACTORS WILL BE PERMITTED TO PERFORM CLEANING SERVICES.

Vacuuming of booth and emptying of wastebaskets.

The square footage is based on the overall size of the space occupied.

PORTER SERVICE

Emptying of wastebaskets once every two hours, show hours only. Rates are based on booth size.

The square footage is based on the overall size of the space occupied.

Up to 500 sq. ft   $110.00      x =

501 to 1000 sq. ft   $120.00      x =

1001 to 2500 sq. ft   $130.00      x =

Greater than 2500 sq. ft  $140.00      x =

Booth Size  Cost per Day Number of Show Days Extended Price
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SPECIAL SIGNS

QTY SIZE           DISCOUNT PRICE STANDARD PRICE

DIGITAL SHOWCARD SIGNS

Special Signs Total

 Tax

TOTAL

CUSTOM SIGNS/SERVICES

Discount Deadline: 
An additional 100% of the published prices will be applied to all orders received 

after the deadline

QTY          LENGTH    WIDTH           SQUARE FEET              MATERIAL

LARGE FORMAT GRAPHICS

Material       Discount Price                Standard Price 

MATERIAL 



FILE PREPARATION

FILES WE ACCEPT

FILE TYPES

al fil os, finished lay

ed. If fil

ed fil

PDF  TIFF  Illustrator  CorelDraw EPS

oint (ppt.), GIF (.gif), or any fil

FONTS

ont fil

PROOFING

FTP INSTRUCTIONS

Step 1
Step 2. afil

Step 3 Welcome22@

All submitted files must be under 500MB.
We do not receive alerts as to when files have been uploaded to our FTP site.

Please notify us upon submission of files.



will/ will not

6

STANDARD SIGN REQUEST

STANDARD BOOTH EQUIPMENT

STANDARD BOOTH EQUIPMENT/SIGN DOES NOT APPLY TO ISLANDS

NOTE: This form must be completed and returned before 

Any forms received after this date will result in a $5.00 charge for each I.D. sign ordered.



LABOR REGULATIONS

LABOR/UNION REGULATIONS

ou with specific guidelines f

GENERAL INFORMATION

INSTALLATION AND DISMANTLE LABOR

e specified rights. F

e identific

FREIGHT HANDLING

affic schedul

SAFETY

GRATUITIES

fi



MECHANICAL LIFTS

OPERATION OF ALL MECHANICAL LIFTS

ALL MECHANICAL EQUIPMENT ON THE TRADE SHOW FLOOR AND DOCK AREAS MUST BE UNDER THE 

CARE, CUSTODY, AND CONTROL OF ARATA EXPOSITIONS, INC. THIS INCLUDES FORKLIFTS, PALLET 

JACKS, AS WELL AS ANY OTHER MECHANICAL EQUIPMENT. GENIE LIFTS ARE PROHIBITED.

ALL LIFTS, SCOOTERS, PALLET JACKS, DOLLIES, AND MANPOWER MUST BE SUPPLIED

BY ARATA EXPOSTIONS, INC.

active work zones

own risk



 • 
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DISPLAY LABOR

As stated in our Payment Policy, all invoices must be paid in advance or at the show - cash, company check, wire transfer and/or credit card. All exhibitors must provide 
a charge authorization form with orders. Absolutely no credits will be issued after show closing. 
ADVANCE RATES APPLIES TO ORDERS RECEIVED PRIOR TO 

Company Name

Street Address

State

Booth Number

City

Zip Code Country

Contact Name Email Address

Telephone Number Fax Number

RATES: (ONE HOUR MINIMUM PER MAN)       ADVANCE RATE STANDARD RATE

INSTALLATION OF DISPLAY

DATE      TIME         NO. OF PEOPLE APPROX. HOURS     TOTAL HOURS     HOURLY RATE     TOTAL ESTIMATED COST

X =        @  $        =  $

Starting time can be guaranteed only at the start of the working day. You will be charged a one hour minimum labor fee
(per person) if labor is not cancelled 24 hours prior to the requested start time.

X =        @  $        =  $

AEI Supervision (30%/$45.00)

Total Estimated Labor Costs
Request AEI to proceed, at earliest hour, to install our display without our 
supervision. The charge for this service is 30% of the total bill ($45.00 
minimum). IN ORDER TO COMPLETE THE WORK WITHOUT AN EXHIBITOR 
REPRESENTATIVE PRESENT, THE AEI SUPERVISED LABOR FORM MUST
BE COMPLETED.

Request AEI to wait for an exhibitor representative before installing display. Time will commence upon assignment of men in accordance with 
exhibitor’s instructions. Representative should check with labor dispatcher’s desk to obtain and return men ordered. If exhibitor fails to pick up 
worker(s) at time ordered, a one hour per worker no-show charge will be applied.

Supervisor’s Name: Telephone Number:

DISMANTLING OF DISPLAY

DATE      TIME         NO. OF PEOPLE APPROX. HOURS     TOTAL HOURS     HOURLY RATE     TOTAL ESTIMATED COST

X =        @  $        =  $

Starting time can be guaranteed only at the start of the working day. You will be charged a one hour minimum labor fee
(per person) if labor is not cancelled 24 hours prior to the requested start time.

X =        @  $        =  $

AEI Supervision (30%/$45.00)

Total Estimated Labor Costs
Request AEI to proceed, at earliest hour, to dismantle our display without 
our supervision. The charge for this service is 30% of the total bill ($45.00 
minimum). IN ORDER TO COMPLETE THE WORK WITHOUT AN EXHIBITOR 
REPRESENTATIVE PRESENT, THE AEI SUPERVISED LABOR FORM MUST
BE COMPLETED.

Request you to wait for our representative before dismantling our display. Time will commence upon assignment of men in accordance with 
exhibitor’s instructions. Representative should check with labor dispatcher’s desk to obtain and return men ordered. If exhibitor fails to pick 
up worker(s) at time ordered, a one hour per worker no-show charge will be applied.

DISMANTLE LABOR WILL NOT BE AVAILABLE UNTIL ONE HOUR AFTER SHOW CLOSE

Supervisor’s Name: Telephone Number:

STRAIGHT TIME: 

OVERTIME: 

DOUBLE TIME: 



AEI SUPERVISED LABOR

This form must be completed by all exhibitors wishing to use AEI supervised labor.

INBOUND SHIPPING INFORMATION

Display will be shipped to:

Shipped from:

SET UP INFORMATION

Display Carpet:

Electrical Placement:

Set up instructions:

Graphics:

OUTBOUND SHIPPING INFORMATION

be shipped by one of the official sho



 • 

EXHIBITOR APPOINTED CONTRACTOR

o utilize a firm other than the Ar

e. If notifi-

In addition, a Certificate of Insurance, valid in the state of 

The exposition floor

ARATA EXPOSITIONS, INC. WILL ONLY ACCEPT THIS FORM IF IT IS SIGNED BY AN AUTHORIZED EMPLOYEE OF THE EXHIBITING COMPANY. 

NOTIFICATION FROM THE DISPLAY HOUSE WILL NOT BE ACCEPTED. PLEASE MAIL OR FAX THIS FORM ALONG WITH YOUR CERTIFICATE OF 

INSURANCE TO ARATA EXPOSITIONS, INC. DO NOT SEND CERTIFICATES OF INSURANCE OR THIS FORM TO SHOW MANAGEMENT.

RETURN TO:

DEADLINE:



CERTIFICATE OF INSURANCE



TIPS FOR MATERIAL HANDLING

 200 Lbs. Total Material Handling Charges                $

HELPFUL HINTS

er on the final sho

w floor

arrier other than the official sho

AEI is not responsible for contacting outside carriers

for pick-ups

BE SURE YOUR MATERIALS ARE INSURED our firm until the

float BE SURE YOUR LIABILITY AND

PROPERTY INSURANCE IS IN EFFECT DURING TRANSIT, STORAGE AND WHILE AT CONVENTION SITE.

THE EXPENSIVE WAY!

 200 Lbs. Total Material Handling Charges                

THE COST-EFFECTIVE WAY!



MATERIAL HANDLING

LIMITS OF LIABILITY

ACCEPTANCE OF TERMS: 

•

•

or which AEI is the Official Gener

•

AEI’S RESPONSIBLITIES: 
e by its offic

ees, offic signs, affiliat

ements, fir

AEI LIABILITY: 

o the specific articl

ofits or r

EXHIBITORS ARE URGED TO CARRY ALL-RISK INSURANCE COVERING YOUR MATERIALS AGAINST DAMAGE, LOSS, AND 

ALL OTHER HAZARDS FROM THE TIME SHIPMENTS ARE MADE PRIOR TO THE SHOW UNTIL SHIPMENTS ARE RECEIVED 

BACK AFTER THE SHOW. THIS CAN GENERALLY BE DONE BY ADDING “EXPOSITION FLOATERS” TO EXISTING INSURANCE 

POLICIES. IT IS UNDERSTOOD THAT AEI IS NOT AN INSURER. THAT INSURANCE, IF ANY, SHALL BE OBTAINED BY THE 

EXHIBITOR AND THE AMOUNTS PAYABLE BY AEI HEREUNDER ARE BASED ON THE VALUE OF THE MATERIAL HANDLING 

SERVICES AND THE SCOPE OF AEI LIABILITY AS SET FORTH ABOVE.

PACKAGING: 

INSURANCE CLAIMS: 

4.



MATERIAL HANDLING

LIMITS OF LIABILITY

INBOUND SHIPMENTS: 

EQUIPMENT REQUIRING SPECIAL EQUIPMENT: 

EMPTY CONTAINER LABELS: or affixing EMPTY labels (av

CLASSIFYING SHIPMENTS: 

OUTBOUND SHIPMENTS: o a final c
es AEI finds the shipment when AEI r

PLEASE NOTE

PAYMENT OF SERVICES: 

JURISDICTION: 

MISCELLANEOUS: 
ees, agents, offic



SHIPPING INFORMATION

SHIPPING INFORMATION:

ADVANCE WAREHOUSE

Exhibiting Company and booth number
Exhibiting Company and booth number

companied by certified weight tickets. Rates are based on straight time move in and move out. All weights are rounded off to 

MUST BE DELIVERED

Under no circumstances should any shipment be consigned to the venue prior to move-in dates. The venue will 
refuse and return all such shipments direct to consignee without notification.

TRUCK DOCKS ARE UNDER THE CONTROL OF THE OFFICIAL MATERIAL HANDLING CONTRACTOR. THIS IS NECESSARY FOR 
THE TOTAL EFFICIENT MOVEMENT OF FREIGHT IN AND OUT. This control will be strictly enforced. Any freight handled by 
AEI will be recorded on a freight receiving report and charged the rates reflected in this service manual.

official 

If your designated carrier fails to pick up or refuses to accept your shipment by , 

your will be shipped by one of the official show carriers or material may be returned to our warehouse pending

advice from the exhibitor. The exhibitor will be charged accordingly for this service. No liability will be assumed by Arata 

Expositions, Inc. as a result of such rerouting and handling.

PREPAID PREPAID

SHOWSITE



GLOSSARY OF SHIPPING TERMS

GLOSSARY OF SHIPPING TERMS

Air Waybill:

Bill of Lading:

Classification:

sific

CWT:

Dock:

Drayage or Material Handling Contractor:

Rerouted Freight:

Freight Forwarder:

Marshalling Yard:

Material Handling:

Material Handling Form:

Official Contractor:

Pro-Number:

Shipper:

Shipping Outbound Material Handling Form:

Tariff:
ges on fil

Waybill:



MATERIAL HANDLING RATE SCHEDULE

WAREHOUSE SHIPMENTS:

es and/or flatbed shipments will not be r

ertified w

RATES ARE BASED PER CWT (with a 200 pound minimum)

SITE SHIPMENTS:

ertified

OVERTIME SURCHARGE:

onflicts be

onflicts be

LATE SHIPMENT SURCHARGE FOR SHIPMENTS  RECEIVED IN WAREHOUSE AFTER 

SMALL PACKAGE SHIPMENTS (FEDEX & UPS only): 

age shipments are defined as envelopes or small cartons with a combined weight not to exceed 40 pounds that are received at the same 
time, 

WEIGHT TICKET FEE: ertified w

SPECIAL SERVICES:



SPECIAL HANDLING

Special handling

SPECIAL HANDLING DEFINITIONS

Ground Unloading/Loading:
ans, flat bed tr

Stacked Shipments:

Constricted Space Unloading/Loading:

Designated Piece Unloading/Loading:

o fit or the tr ems fit.

Mixed Loads:

Crated vs. Uncrated:

es, fiber c

Multiple Shipments:

Alternate Delivery Location:

Carpet /Padding Only Shipments:

Improper Paperwork / No Documentation:

Improper Weight:



MATERIAL HANDLING RATE CACULATION

Total Warehouse Shipments     $   

Total Show Site Shipments     $

Material Handling Total     $

RATE CLASSIFICATION

WAREHOUSE SHIPMENT MATERIAL HANDLING RATE CALCULATOR

WEIGHT
CWT

Example: Warehouse Crated  250 lbs (300) Divided by 100 =             3          X          $             =     $

X PRICE PER CWT =
TOTAL COST
ESTIMATE

NOTE:

RATE CLASSIFICATION

SHOWSITE SHIPMENT MATERIAL HANDLING RATE CALCULATOR

WEIGHT
CWT

Example: Showsite Crated  250 lbs (300) Divided by 100 =             3          X          $             =  

X PRICE PER CWT =
TOTAL COST
ESTIMATE

NOTE:

SHOWSITE SHIPMENT MATERIAL HANDLING RATE CALCULATOR

CRATED:

SPECIAL HANDLING: o the Special Handling Definitions outlined in the manual.

CARPET/PADDING ONLY: 

UNCRATED/PAD-WRAPPED: 



FREIGHT ROUTING

INFORMATION ON INCOMING SHIPMENTS FOR THE SHOW

SIGN HERE

INSTRUCTIONS FOR OUTGOING SHIPMENTS AT CLOSE OF SHOW

COLLECT SHIPMENTS WILL NOT BE ACCEPTED.

warehouse      site

PREPAID       Collect

FOR SPLIT SHIPMENTS, USE SPACE BELOW

PREPAID       Collect

THIS FORM DOES NOT REPLACE A BILL OF LADING. THE BILL 
OF LADING MUST BE COMPLETED ON SHOW SITE AND RETURNED TO THE CUSTOMER SERICE DESK PRIOR TO LEAVING THE SHOW.



INBOUND FREIGHT PROCEDURES

CERTIFIED WEIGHT TICKET

ALL DRIVERS MUST PROVIDE THE FOLLOWING 

INFORMATION ON THEIR BILLS OF LADING:

PIECE SUMMARIES MUST BE BROKEN INTO THE 

FOLLOWING CATEGORIES:



OUTBOUND FREIGHT PROCEDURES

ALL DRIVERS MUST PROVIDE THE FOLLOWING INFORMATION TO

PICK UP FREIGHT FROM A SHOW:



OFFICIAL CARRIER FOR:

SERVICES OFFERED

For rates and scheduling, please contact us at:

E-mail: operations@t3logistics.com

or call 1.866.920.4228

T3  LOGISTICS, LLC



Check One:

T3 Logistics, LLC

OFFICIAL SHOW CARRIER

FAX

E-MAIL

PHONE

T3  LOGISTICS, LLC

FROM

Quote / Shipping Request

Shipper Contact

PHONE

FAX

E-MAIL

TO

Pieces
Description of Articles,

Special Marks and Exceptions
Weight

(Subject to change)
Length x Width x Height

All Risk
Insurance

PLEASE READ NOW! s the benefits of

Service Requested

Comments:



FOR ADVANCE SHIPMENTS ONLY

HOLD FOR STORAGE

EXHIBIT MATERIAL, DO NOT DELAY

FOR ADVANCE SHIPMENTS ONLY

HOLD FOR STORAGE

EXHIBIT MATERIAL, DO NOT DELAY

FOR ADVANCE SHIPMENTS ONLY

HOLD FOR STORAGE

EXHIBIT MATERIAL, DO NOT DELAY

FOR ADVANCE SHIPMENTS ONLY

HOLD FOR STORAGE

EXHIBIT MATERIAL, DO NOT DELAY



FOR SHOW SITE SHIPMENTS ONLY

SHOW SITE DELIVERY

EXHIBIT MATERIAL, DO NOT DELAY

FOR SHOW SITE SHIPMENTS ONLY

SHOW SITE DELIVERY

EXHIBIT MATERIAL, DO NOT DELAY

FOR SHOW SITE SHIPMENTS ONLY

SHOW SITE DELIVERY

EXHIBIT MATERIAL, DO NOT DELAY

FOR SHOW SITE SHIPMENTS ONLY

SHOW SITE DELIVERY

EXHIBIT MATERIAL, DO NOT DELAY



SETUP DATE & TIME: REMOVAL DATE & TIME: BOOTH/ SUITE/ ROOM:

BILLING ADDRESS: CITY: STATE & POSTAL CODE:

CONTACT NAME: PHONE: FAX:

EMAIL ADDRESS: ON-SITE 
CONTACT:

DAILY RATE: QTY: DAYS OF USE: TOTAL:
$700 0 $0
$200
$375
$500

$270
$980
$810
$50

$150

$40
$200

$100
$145

SUBTOTAL: $0.00

NAME ON CARD:

CREDIT CARD NUMBER:

EXPIRATION DATE: SECURITY CODE:

AUTHORIZED SIGNATURE: DATE:

Orders and payments must be received (2) week before delivery/setup  to qualify for the listed pricing above. LAST MINUTE REQUESTS ARE SUBJECT TO AVAILABILTIY and receive an additional fee. Basic Power is required for any 
Exhibitor in need of  electricity. Proper voltage & amperage requirements remain the exhibitors responsibility. All orders are subject to 8.8% sales tax. Please scan this form to the above listed or email. 

LAPTOP COMPUTER:
65" MONITOR WITH STAND
55" MONITOR WITH STAND
WIRELESS PRESENTER/ LASER POINTER:

* I understand that I will be held fully liable for any damage to or loss of the above listed equipment.

Card Type

*The rental rates listed are subject to labor charge, 25% hotel service charge, and sales tax. You will receive a confirmation email with an order listing the itemized equipment
reserved for your event. Building utility outlets are not part of the booth space and are not to be used by Exhibitor unless otherwise specified. All equipment must be properly tagged 
and wired with the complete information as to the type of current, voltage, phase, cycle, horse power, etc., and must comply with all Federal, State and City regulations.  Claims will 

not be considered unless filed by Exhibitor prior to the close of exposition. Only Camelback Inn  house electricians shall make special or direct wiring connections.  Exhibitor's cords must 
be of the 3-wire grounded type (open clips, sockets, latex and lamp cord wire are not permitted).  The Camelback Inn  will not be responsible for voltage fluctuation or power failure 

due to temporary conditions. Credit will not be given for outlets installed and not used.

Exhibit Booth Power:
5 Amp Circuit
20 Amp Circuit 

AUDIOVISUAL EXHIBIT ORDER FORM                           
JW	Marriott	Camelback	Inn	Resort	&	Spa	5402 East 
Lincoln Drive                                                   Paradise Valley, AZ 

85253
PLEASE   PRINT   LEGIBLY

PROJECTION PACKAGE: TRIPOD SCREEN, CART,CABLING, AND PROJECTOR
PROJECTION SUPPORT PACKAGE: TRIPOD SCREEN, CART, AND CABLING

Please return completed order forms via SCAN to: Camelbackaudiovisuals@psav.com 
CONVENTION 

NAME:
COMPANY NAME

19" FLAT PANEL COMPUTER MONITOR: INCLUDES CABLES

WIRED INTERNET ACCESS:

AUDIO VISUAL EQUIPMENT:

AUDIO VISUAL PACKAGES:

42" LCD & MOBILE STAND PACKAGE:
32" LCD & MOBILE STAND PACKAGE:

INTERNET ACCESS:
WIRELESS INTERNET ACCESS:



 

For all rigging 
information,  
please go to: 

 
http://www.psav.com/RiggingForm/ 

  
Please submit your rigging information 21 

days prior to the event move in. 
 
 



EXHIBITOR SERVICE MANUAL

arataexpo.com




