
Exhibitor Services Manual Table of Contents
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Show Organizer Information and Forms 3

Important Information Reminders 4
General Show Schedule/Information 5
ASQ Rules and Regulations 7
Exhibitor Key Due Dates 8
Hotel and Transportation Information 9
Exhibitor Badge Registration 13
Official Suppliers 16

GES Information and Order Forms 17

Show Information 18
Show Information 18

General Information 20

Tips for New Exhibitors 21

Required Forms 23
Payment and Credit Card Charge Authorization 23

Domestic Third Party Billing Request 24

International 3rd Party Billing Request 25

Booth Furnishings 26
Carpet Brochure 26

Carpet Order Form 27

Carpet Package Order Form 28

Standard Furniture Brochure 29

Furniture & Accessories Order Form 31

Furniture Package Order Form 34

Specialty Furniture Brochure 35

Specialty Furniture Order Form 45

Convenience Package Order Form 52

Standard Exhibit Systems Brochure 54

Standard Exhibit Systems Order Form 61

Digital File Preparation 63

Graphics & Signage Order Form 65

Standard Graphics Brochure 66

Shipping, Drayage and Material Handling 67
Material Handling/Drayage Information 67

GES Transportation Plus 70

Material Handling/Drayage Order Form 71

Special Handling Brochure 73

Advance Shipping Labels 74

Direct Shipping Labels 75

1



Exhibitor Services Manual Table of Contents
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Pre-Printed Bill of Lading (BOL) / Outbound Labels Request 76

Freight Service Questionnaire 77

Vehicle Placement Order Form 78

Labor and Equipment 79
Installation and Dismantling Order Form 79

Forklift Order Form 81

Cleaning and Porter Service Order Form 83

Exhibitor Appointed Contractors (EACs) and Third Parties 84
Notice of Intent to Use EAC and Policies and Procedures 84

Agreement and Rules and Regulations between GES and EAC 85

Certificate of Liability Insurance Sample 87

Regulations and Guidelines 88
Show Site Work Rules 88

Stop. Think. Safety. 89

Operation of All Mechanical Lifts 90

GES Payment Policy 91

GES Terms and Conditions of Contract 92

Additional Service Order Forms 95

Pre- and Post-Show Attendee List order form 96
Audio Visual Order Form 97
Booth Catering 98
Indoor Sign & Banner Hanging (under Rigging and Forklift Information) 100
Internet-Phone, Electrical, and Plumbing 101
Lead Retrieval 102
Tax Information State of North Carolina 107
Floral 108

Index 110

2



Show Organizer Information and 
Forms

3



The password is W1C7NC05
Name Badge Registration Information Show  

Organizer Information & Forms
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(shipping, drayage, rental, and misc. show services)

*By appointment only; contact Marjorie Maupuy at mmaupuy@asq.org

*Please note that boxes/crates will be delivered between 5:00 p.m.-6:00 p.m. In 
order to avoid overtime labor, we suggest you complete your move out on 
Wednesday, May 3.

NOTE: All freight carriers must be checked in with GES by 7:00 p.m. on 
Tuesday, May 2 or 10:00 a.m. on Wednesday, May 3, 2017.

Key Due Dates
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1.    Exhibitors shall not solicit business in aisles, distribute 
materials, or use other attention-attracting devices other 
than in their own booth(s). Exhibitor representatives 
wearing distinctive costumes or uniforms, or carrying 
banners or signs separately or as part of their apparel, 
shall not appear at the exhibit other than in their own 
booth(s). Additionally, no excessively loud audio or 
mechanical equipment will be permitted.

 The decision of show management is final in determining 
what noise level is excessive.

2.    All decorative materials must be flameproof in accordance 
with fire safety rules and regulations. This includes drapes, 
banners, all decorative fabrics, poster paper, foam core 
board, as well as all hangings, curtains, and drops.

3.    Any firm or organization not assigned space will be 
restricted from soliciting business in any manner within 
the exhibit hall.

4.    Exhibitors may not assign, sublet, or apportion all or any 
part of the space contracted for by them. Products and 
services exhibited must be those normally manufactured, 
distributed, and/or sold by the exhibitor. An exhibitor may 
not display any product or service manufactured and/or 
provided by another company.

5.    Each exhibit must be open for the full duration of official 
show hours designated by ASQ. No exhibitor shall remove 
any or all parts of said display prior to the official move out/
dismantling time. Early dismantling of booths will forfeit 
priority placement at future World Conference shows. This 
penalty has been enacted to preserve the duration and 
quality of the show.

6.    Each exhibitor must keep an attendant in the display 
during the hours that the exhibit hall is open. All members 
of an exhibit staff must be full-time employees of the 
exhibiting company or a division of that company or must 
be employed by the company for the duration of the 
exhibition.

7.     Although guard service will be furnished for the show, 
each exhibitor must make provisions for safeguarding 
its goods, materials, equipment, and displays at all 
times. ASQ, the show manager, nor the facility, will be 
responsible for loss or theft of property belonging to any 
exhibitor, its agents, employees, visitors, or guests. Each 
exhibitor must carry full insurance for the entire duration 
of the show, including move-in and move-out.

8.    Exhibitor agrees to hold show management, ASQ, and the 
CCC* owners and/or operators forever harmless from any 
damages or charges imposed for any violation of any law 
or ordinance by the negligence of the exhibitor or of those 
subordinate to the exhibitor.

9.   Exhibitors desiring to use the services of contractors other 
than the official service contractor designated by ASQ 
must notify the show’s decorator and send a copy to the 
show manager at least 30 days prior to the opening of 
the exhibit hall. The show manager has the right to refuse 
admittance to said contractors on the exhibit floor if prior 
notification has not been made.

10.  Labor for the installation and dismantling of exhibits 
falls under the jurisdiction of the CCC* and this labor 
is supplied by ASQ’s official show decorator. Labor 
jurisdiction includes the overall setup and dismantling of 
exhibits, including signs and carpet laying. This does not, 
however, include the unpacking and placement of the 
exhibitor’s merchandise in the booth. Full-time employees 
of the exhibiting companies may set their own exhibits 
without the assistance from this union. Any labor services 
that may be required beyond what exhibiting companies’ 
full-time employees can provide must be rendered by 
union labor. Labor is required for the operation of all 
material handling equipment, all unloading and reloading, 
and handling of empty containers. However, an exhibitor 
may move material that can be hand-carried by one person 
in one trip, without the use of dollies, hand trucks, or other 
mechanical equipment.

11. All booths must be kept clean and clear of all combustible 
materials at all times, and absolutely no storage is allowed 
in the electrical alleys located between the booths. The 
storage of the exhibitor’s crates, boxes, and so on is 
included in the price of the exhibit booth. These containers 
must be properly marked and will be stored and returned 
to the booth by the show’s decorator after the close of 
the show. The management of ASQ assumes no liability 
for damage to crates and/or boxes. Electrical fixtures 
and fittings must be UL listed and so marked. The City 
reserves the right to withhold electrical power until any 
violation of the codes is corrected and the correction 
is approved by a City Electrician. The use of latex cord 
wire in displays and/or use of duplex or triplex plugs are 
not permitted. The City reserves the right to inspect and 
approve or reject all electrical installations. Electrical 

Installation: All electrical equipment used for lighting, 
sound, exhibit equipment, or other effects must meet the 
applicable National Electrical Code and City requirements.

12.  Carts, dollies, and other wheeled vehicles other than 
conveyances for the physically handicapped are not 
permitted on the exhibit floor during official exhibit 
hours.  The CCC* does not provide carts, dollies, or other 
wheeled vehicles. Additionally, crates, trunks, or any type 
of packing materials may not be brought into or taken 
out of exhibit areas during official exhibit hours.  All event 
personnel, such as show and service contractor staff, 
exhibitor-appointed contractors, temporary help, exhibitors 
and other works affiliated with an event held within the 
CCC* must enter and exit the Convention Center y way of 
the security entrance or by way of the event-designated 
“show entrance”

13. Move-in of materials (including but not limited to 
equipment, exhibit materials, two-wheelers, etc.) into 
the exhibit halls and/or meeting rooms through the 
lobby of the facility is prohibited. Hotel bellman carts 
are not allowed into the exhibit hall. Public elevators and 
escalators are not to be used to transport freight and/or 
equipment.  Personally Owed Vehicles (POV’s) such as 
cars, pickup trucks and minivans that are utilized for the 
uploading/loading of exhibit materials will be monitored 
by the Official Service Contractor freight personnel. 
Display houses or full time employees from the Third Party 
Contractor may not clean exhibit booths.

14. Exhibitors may not host or sponsor any event, hospitality 
suite functions, and so on, off the show floor during 
official show hours. Invitations to such events and 
company literature may be distributed only from exhibit 
booths. ALL hospitality suites must be approved by ASQ.

15. Giveaways, magazines, merchandise, and souvenirs may 
be distributed only within the exhibitor’s booth.

16. Food and beverages are not permitted on premises unless 
purchased through the CCC* Food Service Partners. Food 
or beverages may not be brought in or delivered to the       
CCC* for personal consumption.

17.  BOOTH RESTRICTIONS:

 Standard Booth:

  • Booths cannot exceed 8 feet in height.
       • No booths may obstruct adjacent booths from the line 

of sight of exhibit attendees at any angle. All display 
fixtures more than 4 feet in height must be confined 
to that area of the exhibitor’s space and at least 4 feet 
from the aisle line.

       • Multilevel booths are not permitted.
       • All signs must be free-standing. No sign may be strung 

between posts, etc. No sign may be placed outside the 
booth.

       •  No pennants may be used unless authorized by show 
management.

 Island Booth:

  •  Exhibit fixtures, components, and identification signs 
will be permitted to a maximum height of 20 feet.

       • Since an island booth is automatically separated by the 
width of an aisle from all neighboring exhibits, full use of 
the floor space is permitted.  There are no back drapes 
and/or side rails with these types of booths.

       • A sketch of each exhibit plan should be submitted to 
ASQ for approval.

18.  Where an exhibitor’s display is built beyond the limitations 
and restrictions as set in these rules and regulations 
governing exhibits, ASQ reserves the right to correct such 
display violations by having the exhibitor alter, remove, 
or rearrange any or all of the display so that it will be in 
compliance.

19.  ASQ reserves the right to modify the floor plan if in its 
sole judgment it is in the best overall interest of the 
exposition.

20.  The distribution of promotional gummed or pressured 
adhesive stickers or decals; confetti; glitter; double-
faced tapes; helium filled, lighter-than-air, and/or metallic 
balloons; and chewing gum are prohibited. Additionally, 
nothing may be taped, nailed, stapled, tacked, or 
otherwise affixed to ceilings, painted surfaces, fire 
sprinklers, columns, fabric, decorative walls, or glass.

21.  The recording, either audio or video, of any part of the 
event is not permitted without prior written consent 
of ASQ.

22. Installation must be completed by 3:00 p.m. on 
Sunday, April 30, 2017 or as printed in the Exhibitor 
Services Manual.

23.  All exhibitors, service contracts, decorators, and attendees 
must wear badges at all times.

24.  Exhibitors with badges will be allowed to enter the exhibit 
hall an hour before and may stay a half-hour after official 
show hours.

25.  Admission to the exhibit hall is open to the public. 
Children under 16 years of age are not permitted in the 
exhibit hall at any time (set up, show hours, and/or tears 
down).

26.  Conference exhibit, ASQ, or the CCC* will not be liable 
for the fulfillment of this contract as to delivery of space, 
and further will not be responsible for delays, damage, 
loss, increased costs, or other unfavorable conditions due 
to the following: the building being destroyed by fire, act 
of God, public enemy, national emergency, strikes, the 
authority of the law, or any other causes beyond their 
control. They will, however, in the event of not being 
able to hold an exhibit for any of the aforementioned 
reasons, reimburse the exhibitor pro-rata for any prepaid 
rent, less any and all legitimate expenses incurred by the 
conference exhibit and ASQ for advertising, salaries, fees, 
and so on.

27.   Exhibitors violating any one of these rules may be expelled 
from the conference. The show manager and executive 
director of ASQ will make determination of such violation.

28.  Any matters not specifically covered by the rules and 
regulations of the exhibit shall be subject solely to the 
decision of ASQ.

29.  Exhibitors engaged in the business of making retail sales 
at the CCC* are required to obtain sales tax permits. 
Exhibits are responsible for filing the appropriate form(s) 
with the North Carolina Department of Revenue. 
Information for this form or any additional permits will be 
provided in your Exhibitor Service Manual.

30.  To place on display any motorized vehicle powered by an 
internal combustion engine, a permit must be acquired 
from the Fire Department (information will be available in 
the Exhibitor’s Exhibit Manual). All vehicle batteries must 
be disconnected while on display. Gasoline is allowed in 
the tanks of display automobiles, but it should not exceed 
two gallons (five gallons or less for diesel fuel tanks) and 
the gas cap must be taped or locked.

31.  Cartons, packages, or other containers brought in or 
removed from the CCC* by show personnel, exhibitors, or 
service contractors may be subject to inspection.

32.  The use of alcoholic beverages and illegal drugs is 
strictly prohibited.  Smoking (including electronic and 
vapor cigarettes inside or on the grounds of the CCC* 
is not permitted at any time. This includes exhibit halls, 
restrooms, lobbies, corridors, exhibit areas, and meeting 
rooms.

33.  A “dangerous weapon” is any object or device designed 
or intended to be used to inflict serious injury upon 
persons or property.  The possession of a dangerous 
weapon is prohibited in the CCC*

34. Flooring is required in all exhibit booths without exception.  
This includes carpeting ordered from the show decorator 
or tile pieces provided by the exhibitor.  In the event 
flooring is not in place prior to 3:00 p.m. on Sunday, April 
30, 2017 exhibitors will not be able to participate in the 
exhibition.

Exhibitor/sponsor agrees that an application accepted by ASQ 
with a deposit shall be deemed as valid and binding and the 
exhibit booth will be reserved. 50% deposits are due with the 
signed contract. Full payment is due by February 20, 2017. 

Exhibitors/sponsors who have not paid in full by February 20, 
2017, will not be allowed to participate in the 2017 April Quality 
Progress Exhibitor Guide or the 2017 WCQI On-site Program. 
For any exhibitors/sponsors that sign up after February 20, 
2017, full payment is due with the signed contract.

CANCELLATION POLICY

The exhibitor is required to give notice of cancellation or 
withdrawal from the exposition in writing to their Naylor 
sales contact. Notices received prior to December 9, 2016 
will not incur a cancellation fee. Any cancellation/withdrawal 
by exhibitors or sponsors on December 10, 2016 through 
February 20, 2017, are responsible for 50% of the total cost 
of exhibit space contracted. Any exhibitor who submits a 
cancellation/ withdrawal notice after February 20, 2017, will 
be responsible for 100% of the total cost of exhibit space 
contracted.

*CCC = Charlotte Convention Center

Contract last revised: 8/31/2016.
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The hotels will begin downloading reservations on April 4th. Please do not contact your hotel directly
until after April 6th as they will not show your reservation in their system until then

TRAVEL
Passkey

Charlotte Marriott City Center

Hampton Inn Charlotte-Uptown
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Hilton Charlotte Center City

Hilton Garden Inn Charlotte Uptown

 

Hyatt House Charlotte/Center City
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Hyatt Place Charlotte Downtown

Le Meridien Charlotte Hotel

 

Omni Charlotte Hotel
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Sheraton Charlotte Hotel

 

The Westin Charlotte
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2017 ASQ World Conference on Quality and Improvement – Exhibitor/Sponsor Registration 

Exhibit/Sponsor registration and Lead Retrieval for your organization is handled by ASQ partner, Showcare Event Solutions. Any individuals 
who will be staffing your exhibit booth must register through the link below. The purchase of exhibit space does not automatically register 
you or your staff for your exhibit/sponsor badge.  

*(ASQ division, interest group, forum, or community groups – please note: If you have a discounted, paid or complimentary registration 
through another avenue to attend the conference you DO NOT register for the exhibit hall badge – simply pick up your exhibit ribbon at the 
registration counter. If you need to get in for set-up prior to show start and tear down after, you will also need a “work pass” which you can 
pick up at the same time as your ribbon). 

Exhibit/Sponsor Registration Options: 

1. Full Conference “Complimentary” Package Registration - $0
a. For each 10x10 booth purchased, your organization receives one (1) full complimentary conference registration. This

badge includes one (1) lunch ticket each for both Monday and Tuesday; as well as one (1) Tuesday evening reception
ticket. Your complimentary conference registration also allows you access to all technical sessions of the conference. All
individuals that are using their complimentary registration must register for the exhibit hall, No One is “pre-registered”.

2. Exhibit Booth Package Registration (Booth Staff) - $0
a. All exhibit booth staff are required to register for access to the exhibit hall. Companies may register as many staff

personnel as needed to cover your booth over the course of the exhibit hall hours. These individuals are NOT considered
attendees of the conference and are unable to attend the technical sessions and do not receive the lunch or reception
tickets. You will have the ability to purchase these tickets as an “add on” product for each individual registering as Exhibit
Booth Staff.

i. Monday or Tuesday lunch tickets: $40 each
ii. Tuesday reception ticket: $65 each

3. Discounted Exhibit/Sponsor Registration (Full Conference Package) - $895
a. Do you have members in your organization that would like to attend the conference? As an exhibitor/sponsor of the 2017

World Conference on Quality and Improvement, ASQ offers a discounted rate of $895/person to all companies for the full
conference package. This badge registration includes one (1) lunch ticket each for Monday and Tuesday; as well as one (1)
Tuesday evening reception ticket.

Note: If you are a recent exhibitor (have signed your contract within the past few days); please allow approximately 7-days for 
Showcare to download and process your information into the system. 

*Badges for each registration option above will be available for pick up at the Exhibit Registration counter during identified Registration
hours. Please do not use the self-check in kiosk, you will not receive your ribbon and work pass for entry at that location.

All Exhibit/Sponsor registrations must be completed by Friday, April 7, 2017 

Have registration questions? Contact Daren Miller (dmiller@asq.org) x2206, or Dan Dougherty (ddougherty@asq.org) x2135 at ASQ 

2017 ASQ World Conference Exhibitor Registration 
 EXHIBIT BADGE REGISTRATION - CLICK HERE 

You will be required to enter a password (W1C7NC05) to complete the exhibit registration process. All exhibiting/sponsoring 
companies are all using the same password to register, this password is not case sensitive.  

Help with registration steps can be found on the following pages. 

Exhibit Set-Up Hours 

Friday, April 28 / 

Saturday, April 29 / Noon – 5:00 p.m. 
Sunday, April 30 / 8:00 a.m. – 4:00 p.m. 

Exhibit Show Hours 

Sunday, April 30 / 6:30 p.m. – 8:30 p.m. 
Monday, May 1 / 9:00 a.m. – 5:00 p.m. 
Tuesday, May 2 / 9:00 a.m. – 4:00 p.m. 

Exhibit Dismantle Hours 

Tuesday, May 2 / 4:00 p.m. – 8:00 p.m. 
Wednesday, May 3 / 8:00 a.m. – Noon 
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2017 ASQ World Conference on Quality and Improvement – Exhibitor/Sponsor Registration 
 

Easy steps to register your team! 
 

1. Log in by following the URL and selecting your company from the drop down list,  

 
insert your password and press the log-in button  
 

2. Your Company Overview page will open up after you Log-In. This page contains the exhibit/sponsor company address (1) – your 
company exhibit contact person and email (2) – Your current registration summary (showing your badge allotments, any 
purchased badges, complimentary badges, and staff badges (3) – Financial Information if you added on any extra meal tickets, 
reception tickets, or a discounted badge order (4). In order to register, press the add/edit registration button to go onto the next 
page. (ASQ Divisions, Interest Groups, Forums, etc. will only be able to select Exhibit Booth Registration – lunch tickets/reception 
ticket are not included but can be purchased if need be).  

 
 

3. When you have reached your company badge registration page, you will notice another view from the previous screen 
(Registration Summary – (3)) and provides you a glimpse of your company allotments, and what is still left. You’ll want to look to 
the “Add” button in that section under the heading “Add/Edit Booth Registrations” to begin the process of adding staff. 
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2017 ASQ World Conference on Quality and Improvement – Exhibitor/Sponsor Registration 
 

Once the add staff page opens, insert the individual’s first/last name, contact email, and select the product from the drop down list. Once 
all your complimentary badges have been reserved, you will have to select from either Exhibit Booth Registration or Full Conference 
Package – paid (at $895). You have the ability to register up to 5 people at a time. When you are done adding your staff in or fill up the 
slots, you can press the Add button.  

  
The page will refresh and you can enter more individuals if necessary. Done entering your staff? Press the Submit button to lock in the 
individuals then press “Save and Return to Company Overview” at the bottom right of the page. You will be returned to the landing page 
you were taken to after logging in. Once you have completed this process, you are now considered registered attendees for the conference. 
You will receive a confirmation letter for each individual registered. At this time, you can close the window out, or shut down your browser 
unless you would like to add on the extra tickets for lunch and the reception. 
 

4. Do you or your staff (exhibit hall staff only attendees) need to purchase any meal tickets for lunch and the Tuesday evening 
reception? If you have just completed entering your staff and now need to add tickets, go back to the Registration Summary 
section; (3) above and click Add/Edit Registration again to be directed back to your company badge registration page. In the 
section at the bottom you’ll see the list of individuals registered. To add tickets to those that will require them, select the Edit 
Information/Additional Options button located to the right of the individual.  

 
 
5. You are then directed to a page to select which options you will require. Monday, Tuesday lunch or Tuesday evening reception. 

Select those items you would like to add then press the Save/Update button (highlighted below). 

 
 
When you are finished with this step, you are directed to the summary page. From here press Save and Return to Overview page. You 
will go to your landing page after you logged in earlier. You will see your staff registered currently and if you selected tickets, there is a 
financial area which requires your attention. Once you press the checkout button you’ll be taken to a secure familiar payment screen. 
Follow those directions and submit your payment to ASQ.  
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Labor and Equipment

Additional Service Order 
Forms

Additional Service Order 
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Labor and Equipment

Additional Service Order 
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Booth Furnishings

Shipping, Drayage and 
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Additional Service Order 
Forms

Additional Service Order 
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Additional Service Order 
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Additional Service Order 
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One Place for Exhibit Planning Ordering and Management

Order Everything You Need for Your Show
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Show Information
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Questions?

Official Service Provider

Show Information

Standard Booth Package:

Discount Deadline Date

Exhibitor Move In

Show Hours

Exhibitor Move Out

Carrier Check-in Post-Show

Facility Clear

18



Shipping Addresses:

Advance Shipments to Warehouse: Shipments should arrive on or between:

Direct Shipments to Show Site: Shipments should arrive on:
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General Information
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

What is an Official Service Provider?

GES Show Services

Work Zone

How Can I Order My Show Services?
Expresso

GES National Servicenter®

GES Servicenter®

Exhibitor Services
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Tips for New Exhibitors
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

First Time Exhibitors 

Details Matter When Shipping

Dot Your I’s and Cross Your T’s

Bank ACH/wire transfer payment information 

21



No Tipping Required

Where Did My Crates Go?

Don't Forget to Take Out the Trash

Keeping Up Appearances

It’s All About the Padding

What Goes Up Must Come Down
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Payment and Credit Card Charge Authorization
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Payment Information

Bank ACH/Wire Transfer Payment Information

Credit Card Charge Authorization (Required for All Forms of Payment)

Please
Sign

X

Total Check 
Payment
Total Credit 
Card Payment

Review and Return
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Domestic Third Party Billing Request
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Step 1. Provide the Exhibiting Company contact information and signature

Please
Sign

X

Step 2. Check services below to invoice to the Third Party
All Services

(Please Specify)

Step 3. Provide the Third Party contact information 

Step 4. Complete Third Party Credit Card Charge Authorization with signature

Please
Sign

X

It is understood and agreed that the Exhibiting Company 
is ultimately responsible for payment of charges for services requested by Exhibiting Company or its Agents, and for all acts and/or omissions of its Agents.

Review and Return:
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International Third Party Billing Request
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Step 1. Provide the Exhibiting Company contact information and signature

Please
Sign

X

Step 2. Check services below to invoice to the Third Party
All Services

(Please Specify)

Step 3. Provide the Third Party contact information 

Step 4. Complete Third Party Credit Card Charge Authorization with signature

Please
Sign

X

It is understood and agreed that the Exhibiting Company is ultimately 
responsible for payment of charges for services requested by Exhibiting Company or its Agents, and for all acts and/or omissions of its Agents.

Review and Return:
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Carpet

Standard

•

•
•
•
•

Plush

•
•
•
•
•
•

Ultra Plush

•
•
•
•
•
•
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Carpet Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Carpet

Discount ($)

193.75

378.50

585.50

Discount ($)

3.47

4.76

5.70
Discount ($)

1.74
Discount ($)

0.70
Electrical or Utilities Under Carpet?

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 100%
100%
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Carpet Package Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Carpet Packages

Discount ($)

400021 5.99

400022 7.15

400023 7.99

Electrical or Utilities Under Carpet?

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 100% 50%
100%
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Furniture and Accessories

Chairs

Tables

Skirted Tables

Table Skirt Colors
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Furniture and Accessories

Accessories
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Furniture and Accessories Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Furniture and Accessories

Discount ($)

113.75

102.50

70.00

123.50

Discount ($)

235.25

235.25

Discount ($)

133.50

160.25

187.00

41.75

Discount ($)

104.00

123.50

146.25

Discount ($)

169.25

204.75

231.50

51.50
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Furniture and Accessories Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Discount ($)

133.25

160.75

181.50

Discount ($)

60.50

41.75

77.50

60.50

Discount ($)

17.65

21.30

Discount ($)

5.10

53.50

70.25

96.50

94.25

94.25

135.75

164.75

380.25

525.25

349.50

86.25

88.25

169.25

147.50

21.00

94.25

Electrical Outlets Not Included
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Furniture and Accessories Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 50% 100%
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Furniture Package Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Furniture Package

Discount ($)

289.13

Discount ($)

640.13

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 50% 100%
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Specialty Furniture

Seating - Sofas and Loveseats
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Specialty Furniture

Seating - Club Chairs

Seating - Chairs
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Specialty Furniture

Seating - Ottomans

Seating - Office and Utility Seating
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Specialty Furniture

Seating - Barstools

Table Surface Colors
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Specialty Furniture

Tables - Cafe

Tables - Bar
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Specialty Furniture

Tables - Cocktail
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Specialty Furniture

Tables - End Tables

Conference Tables
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Specialty Furniture
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Specialty Furniture

Tables - Martini Bar

Product Display
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Specialty Furniture

Office and Utility Furniture

Lamps

Accessories
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Specialty Furniture Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Specialty Furniture

Discount ($)

701.50

755.00

418.00

1,270.50

1,438.50

1,438.50

1,186.50

1,517.75

708.75

486.25

525.00

980.75

689.00

448.25

Discount ($)

554.75

839.75

918.50

265.75

343.25

600.50

308.75

406.25

330.75

607.00

929.25

929.25

Discount ($)

319.00
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Specialty Furniture Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

129.00

129.00

159.25

110.25

73.50

164.75

164.75

164.75

232.50

334.25

210.75

362.25

351.75

374.75

212.00

153.25

230.00

110.25

294.00

224.75

224.75

285.50

Discount ($)

512.50

512.50

274.00

274.00

115.75

112.25

264.25

91.25

91.25

132.25

122.25

122.25

122.25

122.25

122.25

122.25

122.25
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Specialty Furniture Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Discount ($)

157.25

385.25

368.00

240.50

434.75

395.25

350.75

681.50

507.25

227.00

Discount ($)

367.50

367.50

367.50

367.50

170.25

170.25

219.50

232.50

281.75

106.00

106.00

106.00

106.00

313.50

313.50

134.50

435.75

398.50

367.50

384.25

Discount ($)

445.25

334.00

1,375.50

519.75

239.25

319.00

47



Specialty Furniture Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

319.00

239.25

279.50

319.00

379.00

239.25

279.50

319.00

379.00

238.50

139.75

176.50

127.00

173.25

Description Discount ($)

445.25

1,806.00

524.00

250.25

325.50

325.50

250.25

308.00

325.50

383.25

250.25

308.00

325.50

383.25

250.25

153.25

189.00

143.75

181.75

Discount ($)

482.00

989.00

367.50

567.00
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Specialty Furniture Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

567.00

255.50

261.00

342.75

246.75

299.25

357.00

357.00

Discount ($)

442.00

318.25

450.50

103.00

97.75

229.50

237.00

323.25

213.00

281.75

261.00

261.00

192.25

119.75

Discount ($)

989.00

667.75

815.75

607.00

119.75

289.25

465.25

306.75

465.25

383.25

518.75

635.50

707.75

402.00

473.75
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Specialty Furniture Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

579.75

349.50

314.00

255.25

655.25

Discount ($)

3,352.50

1,244.75

Discount ($)

371.25

336.25

336.25

507.25

499.00

411.50

490.25

411.50

490.25

Discount ($)

610.25

566.75

296.00

473.75

839.00

763.25

Discount ($)

297.25

215.25

Discount ($)

33.00

33.00

Electrical Outlets Not Included
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Specialty Furniture Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 100%
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Convenience Package Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Discount ($)

483.75

711.25

503.25

Discount ($)

408.75

472.75

Discount ($)

1,871.75

2,002.75
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Convenience Package Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

803.00

839.50

666.00

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 50% 100%
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Standard Exhibit Systems

20x20 Exhibits 10x20 Exhibits

10x10 Exhibits 6ft Table Display
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Standard Exhibit Systems

Accessories

Trim and Panel Choices
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Standard Exhibits Graphics

Exhibit #1, 6' Tabletop (600001)
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Standard Exhibits Graphics

Exhibit #2, 10 x 10 (600002)
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Standard Exhibits Graphics

Exhibit #3, 10 x 10 (600003)
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Standard Exhibits Graphics

Exhibit #4, 10 x 20  (600004)
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Standard Exhibits Graphics

Exhibit #5, 20 x 20 (600005)

03
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Exhibit Systems Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Standard Exhibits

Discount ($)

1,856.50

3,494.50

Discount ($)

7,687.50

Discount ($)

11,422.50

Discount ($)

603.75

89.50

834.25

421.50

577.75

768.75

605.00

373.50

527.25

516.50

70.00
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Exhibit Systems Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Electrical or Utilities Under Carpet?

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 50% 100%
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Digital File Preparation
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Graphic File Solutions

Program Preferred Format Media Preferred Format

Avoiding Additional Costs

TIFF and PSD 
.

JPEG

PDF

upload artwork files
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Digital File Preparation
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

The resulting megabyte size is the approximate amount of digital 
information we need for best quality output.

 figure a. 

figure a.
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Graphics and Signage Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

upload artwork files

Graphics and Signage
Discount ($)

274.00

211.75

225.00

407.50

250.25

530.75

374.50

24.45

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed
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Standard Graphics

38" Ad Board

Includes cardboard base, graphic and delivery. 
Printed base available at additional cost.

24" Ad Board

Includes cardboard base, graphic and delivery. 
Printed base available at additional cost.

22" x 28"  with Sign Holder

Includes sign holder rental, graphic and delivery.

6' x 3' Banner

Banner is available horizontal or vertical. 
Includes silver grommets.
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Material Handling/Drayage Information
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Benefits of Advance Shipping to the GES Warehouse

How to Ship in Advance to the GES Warehouse

How to Ship to Exhibit Site

Freight Carriers

Tracking Shipments

Get an instant quote today at https://e.ges.com/051600387/logistics_Quote
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Estimating Material Handling Charges

Late Surcharges - May be charged an additional overtime surcharge

Machinery Labor and Equipment

Storing Empty Containers

Outgoing Shipments
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Measure of Damage

Insurance

Work Zone
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GES Transportation Plus

Save 10% on Material Handling with GES Transportation Plus.

GES is your one stop shop for event and trade show transportation. 
As the Official Services Provider, we can offer you competitive 
pricing and a seamless shipping experience along with these 
Transportation Plus benefits:

10% off material handling

GES on-site support professionals

24/7 online shipment tracking: http://www.ges.com/us/logistics/tools

Consolidated show invoice

Fully integrated storage and shipping solutions

Order your round-trip shipping today to qualify for 10% off material handling fees.

Get an instant quote today at: https://e.ges.com/051600387/logistics_quote
Discount does not apply to shipments that are considered small packages, local or shipments over 5,000 lbs.

ges.com  | 800.475.2098
©2015 Global Experience Specialists, Inc. (GES)

Visit ges.com and discover how we use art and science 
to create engaging experiences.
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Material Handling/Drayage Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Step 1. Review Freight Material Handling Rates and Information 

Advance Shipment to Warehouse (200 lbs. minimum per shipment)
Crated Special Handling Advance Shipments to Warehouse Dates:

Sun, Mar 26, 2017: 

Tue, Apr 25, 2017: 

Direct Shipment to Show Site (200 lbs. minimum per shipment)
Crated Special Handling Uncrated Direct Shipments to Show site Dates:

Fri, Apr 28, 2017: 

Sun, Apr 30, 2017: 

Small Package

Step 2. Estimate Order

Small Packages
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Material Handling/Drayage Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Material Handling/Drayage 

Shipment Will Be Sent To:

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Late/Early to Warehouse Shipment Surcharges

Special Handling/Mixed Shipments: 

Uncrated Shipments: 

Measure of Damage:

Certified Weight Tickets Are Required For All Shipments: 
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What is “Special” Handling?

Special Handling Includes: Special Handling Examples:

Ground Loading

Side Door Loading

Constricted Space Loading

Designated Piece Loading

Stacked, Cubed-out, or Loose Shipments

Multiple Shipments

Mixed Shipments

Improper Delivery Receipts

Uncrated Shipments 

              Side Door Loading             Constricted Space Loading

             Stacked Shipments                    Uncrated Shipment

Multiple Shipments
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A RUSH!
EXHIBITION FREIGHT

FROM:

ADVANCE SHIPMENT
TO:

American Society for Quality World Conference on Quality and 
Improvement

C/O GES
UPS Freight
5204 N Graham St
Charlotte, NC  28269 USA
Shipment Should Arrive on or Between:
Sunday, March 26, 2017  - Tuesday, April 25, 2017

Certified Weight Tickets are required for all Shipments. 

A RUSH!
EXHIBITION FREIGHT

FROM:

ADVANCE SHIPMENT
TO:

American Society for Quality World Conference on Quality and 
Improvement

C/O GES
UPS Freight
5204 N Graham St
Charlotte, NC  28269 USA
Shipment Should Arrive on or Between:
Sunday, March 26, 2017  - Tuesday, April 25, 2017

Certified Weight  are required for all Shipments. 
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D RUSH!
EXHIBITION FREIGHT

FROM:

DIRECT SHIPMENT
TO:

American Society for Quality World Conference on Quality and 
Improvement

C/O GES
Charlotte Convention Center
501 S. College Street
Charlotte, NC  28202 USA
Shipment Should Arrive on or Between:

Friday, April 28, 2017 after 12:00 PM  - Sunday, April 30, 2017 by 4:00 PM
Certified Weight Tickets are Required for all shipments. 

D RUSH!
EXHIBITION FREIGHT

FROM:

DIRECT SHIPMENT
TO:

American Society for Quality World Conference on Quality and 
Improvement

C/O GES
Charlotte Convention Center
501 S. College Street
Charlotte, NC  28202 USA
Shipment Should Arrive on or Between:

Friday, April 28, 2017 after 12:00 PM  - Sunday, April 30, 2017 by 4:00 PM
Certified Weight Tickets are Required for all shipments. 
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Request for Pre-Printed Outbound Material Handling Release/Labels
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Form Tips:

Step 1. Tell us the location of materials for pickup (show site address)

Step 2. Tell us the location where freight should be sent

Review and Return: 
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Freight Service Questionnaire
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Required Information For Exhibitors with Freight Shipments:

Direct Shipments Only

Review and Return: 
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Vehicle Placement Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Important Rules and Regulations

Step 1. Provide Vehicle Information

Exhibitor will be at show site on ___________, 20______, between _______ and _______ AM/PM to assist in the movement of the vehicle.

Step 2. Vehicle Placement Services (Round Trip)

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed
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Installation and Dismantling Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Step 1. Order Labor
Discount ($)

80.00

80.00

120.25

120.25

160.25

160.25

Step 2. Please Indicate Service
What is GES Supervision?

Option 1 (A 25% ( $ 50.00  minimum) surcharge will be added)
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Installation and Dismantling Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

What is Exhibitor Supervision?

Option 2

Important Information

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed
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Forklift Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Step 1. Order Labor

Discount ($)

236.00

236.00

329.75

329.75

425.75

425.75

Step 2. Labor Information
What is Exhibitor Supervision?
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Forklift Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Step 3. Schedule In Booth Forklift Labor

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed
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Cleaning and Porter Service Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Easy Ordering Tips:

Step 1. Calculate Booth Square Footage

Step 2. Order Cleaning Services

Discount ($)

0.66

0.48

0.74

Discount ($)

0.79

Discount ($)

1.05

Discount ($)

139.75

173.50

208.75

244.75

Step 3. List dates and times Vacuuming Per Day/Periodic Porter service is needed:

Total and Sign: 
Please
Sign

X

Total Payment 
Enclosed

Cancellation Policy: 50%
100%
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Notice of Intent to Use EAC and Policies and Procedures
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Attention:

Please
Sign

X

Review and Return
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Agreement and Rules and Regulations between GES and EAC
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Attention:

Rules and Regulations
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Agreement and Rules and Regulations between GES and EAC
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Rules and Regulations (continued)

Authorized Signature of EAC:
Please
Sign

X

Review and Return

X
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SAMPLE COPY

ACORD CERTIFICATE OF LIABILITY INSURANCE DATE (MM/DD/YY)
01/01/17

ABC Insurance Agency   Fax: (212) 555-6100 
1234 Broker Lane
New York, NY 10895
Attn: Joe Agent  (212) 555-6102 ext. 1234

Big Boom Company, Inc.
1234 Corporate Lane
New York, NY 10895
Attn: Joe Smith
Phone: (212) 555-5349  Fax: (212) 555-9819

Hartford Insurance Company of Illinois

Aetna Casualty & Surety Company

Travelers Insurance Company

Royal Insurance Company

A

000P98298-AI1 01/01/17 01/01/18 $1,000,000
$     50,000
$       5,000
$1,000,000
$2,000,000
$2,000,000

B

SKLS-029499S 01/01/17 01/01/18 $1,000,000

$

$

$
$

$

A
XL1234567 01/01/17 01/01/18 $1,000,000

$1,000,000
$
$
$

C
A4145-SS-PJ37 01/01/17 01/01/18 WC STATU- 

 ORY LIMITS
$1,000,000
$1,000,000
$1,000,000

D Each Occurrence &
Aggregate

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/EXCLUSIONS ADDED BY ENDORSEMENT/SPECIAL PROVISIONS

CERTIFICATE HOLDER X ADDITIONAL INSURED; INSURER LETTER: X                   CANCELLATION

Producer:
Name of Insured:
Types of Insurance:

Form of Coverage:
Name of Additional Insureds:

Certificate Holder:

Policy Effective Date:

Policy Expiration Date:

Limits of Insurance:

Authorized Representative:

10.

1.

2.

3.

4.

5.

6.

7. 8.
9.
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Show Site Work Rules
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Union Information

Important Information Regarding the Official Service Contractor 

Loading and Unloading Display Material and Equipment

Installation and Dismantle

Gratuities

Work Zone

Always Honest Hotline
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Stop. Think. Safety.
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Safety is very important for everyone working in the Exhibit Hall.

Safety Guidelines:
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Operation of All Mechanical Lifts
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Attention all exhibitors:

Work Zone
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GES Payment Policy
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Payment for Services 

Discount Prices 

Method of Payment 

Third Party Billing 

Tax Exempt 

Adjustments and Cancellations 
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GES Terms and Conditions of Contract
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

I. Definitions 

II. Scope 

III. Customer Obligations 

IV. Mutual Obligation Indemnification 

V. Disclaimer and Limitation of Liability 
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VI. No Liability for Loss or Damage to Goods 

VII. Measure of Damage 

VIII. Miscellaneous 
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IX. Jurisdiction, Choice of Forum

X. Advanced Warehousing/Temporary Storage/Long Term Storage 

XI. Personal Data 
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Additional Service
Order Forms

95
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Official AV Supplier
Phone: 888/854-9631

FAX: 888/653-5520

AUDIOVISUAL ORDER FORM

Specify Stand

Payment Information

Orders or Questions can be sent to  Orders@AVN-Inc.com

FLAT SCREEN MONITORS VIDEO

AUDIO

$100 minimum

Grand Total

Subtotal

Card #

Stand cannot be rented without monitor

Booth #
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Charlotte Convention Center, Charlotte, NC  
Booth Service Order Form 

  

HOT BEVERAGES

COFFEE

DECAF & HOT TEA

STARBUCKS COFFEE (reg or decaf)

* 3 gallon minimum per type; Coffee must 
be discarded every 1 ½ hours 

KEURIG COFFEE KIT

COLD BEVERAGES

ICED TEA

PASTRIES & BAKED GOODS

COLD DISPLAYS
(50 person minimum)

Service Personnel are available at a rate of $25 per hour with a 4 
hour minimum.

BOXED MEAL OPTIONS
(Minimum 5 per selection)

ASSORTED SNACKS

Reception Options per 100 pieces

Please contact your Catering Manager for Specialty 
Carts, Party Platters & Reception options.  

NO OUTSIDE FOOD OR BEVERAGE. Includes bottled 
water, beverages or other F&B items intended for 
distribution or consumption in/from booth. 

All services are designed and packaged to be placed 
on your counters or booth tables. We are unable to 
provide tables on the exhibit floor. Contact the show 
decorator for additional tables. 
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*

Please email or fax completed form to Elizabeth Wehrheim, Catering Manager. Phone: 704-339-6042.
Email: elizabeth.wehrheim@crva.com or Fax: 704-339-6051

PAYMENT POLICY
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On Line Rigging Services Request
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Questions? Contact us at (888) 446•6911 or csr@smartcity.com. 

 
Hardwired Internet 

Service 
 

Shared or Dedicated 
Bandwidth Services 

 
Wireless Internet Service 

 
Custom Hot Spot 
On-Site / On-Demand 
Services 

 
Electrical Services 

 
Duplex Outlets 
Flood Lights 
120/208/480 Services 

 
Telephone Service 

 
Single-Line 
Multi-Line 
Conference 
Telephone Services 

 
Plumbing Service 

 
Compressed Air 
Water fill and drain 
Natural Gas Services 

 

 

 
To review and order our services visit 
https://orders.smartcitynetworks.com 

Smart City is the exclusive telecommunications, electrical and plumbing service provider 
for the Charlotte Convention Center. 

World Conference on Quality and Improvement 2017 
May 1st – 3rd, 2017                                                                        

Order 21 days prior to the 1st day of the event for Electrical/Plumbing incentive rate. 
Electrical/Plumbing incentive deadline for the above event is April 9th, 2017 

Order 14 days prior to the 1st day of the event move-in for Internet/Telephone incentive rate. 
Internet/Telephone incentive deadline for the above event is April 14th, 2017                     

vement 2017
                                        

cal/Plumbing incentive 
event is April 9th 201

World Confer

Order 21 days prior to the 1
Electrical/Plumbing inc
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UsUsee yoyourur oownwn WWinindodowsws PPCC, aaututomomataticicalallyly aassssigignn rerepsps ttoo yoyourur lleaeadsds. 11 lilicecensnsee peperr cocompmpututerer aapppplilicacatitionon iiss rereququirireded.

(requires the use of Symbol scanner)
- Showlead Desktop Software Application includes regional sales rep reporting and tracking functionality.

- The application operates on the exhibiting company’s computer and utilizes a Symbol DS6608
or DS6708 handheld tethered barcode scanner included with order.

- Showlead.com access is available when internet service is available to sync leads to the web portal.

Minimum System Requirements:

- Lastest Microsoft operating systems (supported by Microsoft) with the latest servicepack,

secutity update and net 3.5 frame works.

- Local Administrative rights to install Desktop Application required with a t least 1 available USB port.

- Minimum 1 GB of available hard disk space. Minimum of 2 GB of RAM + 1 available USB port..

- Compact portable barcode scanner allows simple badgeCompact, portable barcode scanner allows simple badge
scanning to capture contact details and demographic profile
with the ability to add notes.

- Colour graphic touch LCD display to verify scanned data.

- Ability to add notes to your lead data.

- Connects wirelessly to available Bluetooth portable printer.

- All scans are date and time stamped.

- Scanner includes 10 standard sales qualifiers
with the option to add custom sales qualifiers.

- Lead data will be available for download
pop st show at www.showlead.com

Note:  This device does not require power.

AApp ffor iOiOSS + AAnddr ioidd smartphhones // tablblet ddeviices

- Simply scan the QR Code using a smartphone or tablet with rear facing camera.

- Complete with 10 standard sales qualifiers, ability to add notes, email, follow-up 
and store contacts within seconds.

- Application can be used anywhere – both on and off the show floor.

- Real time lead access; by email or at www.showlead.com.

- Devices with no internet or data service will capture; Badge ID, First and last name.
Leads will sync once internet service is restored.

- Requires internet connectivity to sync data.

Note: Limited mini iPads available for rent Onsite or use your own Smartphone/Tablet Device.

1200 G St. NW, Suite 800

Washington, DC  20005 

LEAD 
MANAGEMENT 

SOLUTIONS

SHOWCARE EVENT SOLUTIONS  |  1200 G St. NW, Suite 800, Washington, DC  20005  |  1-866-267-2107  |  leads@showcare.com

OPTION Showlead Mobile™

OPTION Showlead Desktop Application

OPTION Showlead Touch™  OPTION Showlead™ - Badge Reader

Compact portable barcode scanner allows simple badgeCompact, portable barcode scanner allows simple badge 
scanning to capture contact details and demographic profile.

- Graphic LCD display to verify scanned data.

- Connects wirelessly to available Bluetooth
portable printer.

- All scans are date and time stamped.

- Scanner includes 10 standard sales
qualifiers with the option to add
custom sales qualifiers.

- Lead data will be available for download
post show at www.showlead.com

Note: This device does not require power.

102



USB Flash DriveUSB Flash Drive
(available for Showlead, Showlead Touch Badge Readers)
- Leads downloaded on USB flash drive at the end of the event

- Leads will also be available post-show online at www.showlead.com.

Custom Sales Qualifiers (for use with Showlead & 
Showlead Touch Badge Reader)
- Add up to 30 custom sales action codes to better qualify

prospects (max. 21 characters per line including spaces).

Real Time Direct Access

Direct access transfers the Lead data wirelessly to your secured
password protected web portal allowing you to track manage and
follow-up you’re Leads anytime (available for Showlead and

Showlead Touch).

Showlead Print™
(for use with the Showlead & Showlead Touch Badge Reader)
- Wireless printer.

- Compact, portable thermal printer provides paper receipts.

- Extremely quiet and fast printing.

- Connects directly to the Showlead unit via Bluetooth technology.

SMS - Instant Messaging
(for use with Showlead Desktop Application)
- Notify your reps when an attendee enters the booth, simply 

scan the buyer and an instant SMS message notification will be
sent to the Rep(s) assigned to that territory including; Company,
Name, Date and Time of scanned attendee. This service is not 
available for International cellular services.

- Reps will no longer miss the opportunity to meet with prospective 
customers. SMS notification is delivered within seconds after an .
attendee is scanned into the Showlead Desktop Application.

- SMS Messaging is an outbound only service only to Sales rep(s) tt
through the Showlead Desktop Application.

- Internet connectivity required.

Mini Ipad Rental pad e tal  (for use with the purchase of a (for use with the purchase of a Showlead Showlead
Mobile License for the length of the event)
- Do you want to experience the “Showlead Mobile App”

but don’t want to use your personal device?

- Rent an Ipad Mini and experience the easy use of the
Showlead Mobile App.  

- Take it to breakfast and sessions, add notes about future clients.

- Complete lead data will be sent to our secure web portal real time
with wi-fi connectivity or at the end of the show.

Handheld Barcode Scanner
(for use with Showlead Desktop Application)
- This easy to use Symbol DS6608 or DS6708 tethered barcode scanner

is plug n play with the Showlead Desktop Application.

E-blast Email Service

Don’t struggle trying to send out an email to your valuable leads. 
Simply select one of our standard html Designs and provide us
with the verbiage and links you would like to send with an email 
campaign to your Lead contacts.

FEATURES

Requires Laptop/Computer, 

Auto Assign Reps, SMS Service

Requires Tethered Scanner

Real time lead data

Add Notes

Includes Standard Sales Qualifiers

Add Custom Sales Qualifiers

Handheld/Wireless

Optional Bluetooth Printer

Add Lead data to Contacts

SHOWLEAD
MOBILE

SHOWLEAD SHOWLEAD
TOUCH

SHOWLEAD
DESKTOP

OPTIONAL SERVICES + ACCESSORIES
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Showlead Touch 
Showlead 

Wireless colour touch badge reader

Wireless badge reader

$500 

$325

$550 

$520

Complete Package  
Best Value Options

Specifications EARLY  
thru 04/07/17

STANDARD
from 04/08/17

Showlead Essential 
(no electricity req’d)  

- Showlead hand-held badge reader     
- Wireless printer     
- Custom sales qualifiers

 $400 $600

Showlead Optimum 
(no electricity req’d) 

- Showlead Touch badge reader  
- Custom sales qualifiers
- USB Flash drive & e-blast email service

 $585 $665

  

Showlead Desktop

 

- 1 Software License activation 
per terminal
- Symbol scanner included

 

$375

 

$450

QUANTITY TOTAL

                     

ORDER 
FORM 

ORDER ONLINE: www.showlead.com/orders

EMAIL: leads@showcare.comEVENT CODE: WCQI1705S

FAX: (905) 479-9743 PHONE: 1 (866) 267-2107

1200 G St. NW, Suite 800

Washington, DC  20005 

Showlead Print 
Custom Sales
Qualifiers
USB Flash Drive
Delivery & Pick-Up 
Service
Real Time Direct 
Access to Lead Data
E-blast email service
200 Text Messages

Mini Ipad Rental

For Showlead, Showlead Touch  

For Showlead, Showlead Touch  

For Showlead, Showlead Touch  

For Showlead, Showlead Touch 

 
For Showlead, Showlead Touch 

For Showlead, Showlead Touch

For Showlead Desktop 

For Showlead Mobile App (for use with purchase of 

Showlead Mobile license) 

$100 

$75 

$50 

$105

$150 

$150

$50 

 

$75 

 

$160 

$100 

$80 

$130 

$175 

$175

$55 

 

$100 

$10

A la carte Lead Management Solutions

Optional Sevices & Accessories

   
World Conference on Quality and Improvement

Charlotte Convention Center
Charlotte,  NC May 1 - 3,  2017

Showlead Mobile 
Essential              
                                                                                                                             

 - 1 License for Single Device 
 - 3 Licenses for Multiple Devices 
 - 5 Licenses for Multiple Devices
 - 10 Licenses for Multiple Devices          

  $265
  $600 
  $750
  $990         

  $290
  $675
  $875
  $1090

ShShowlle dad TTou hch 
Showlead 

WiWirelless c lolour touchh bbaddge re dader

Wireless badge reader

$5$50000 

$325

$5$55050 

$520

OFF
ICI

AL 

 P R O V I D E R

LE
AD

 R
ETRIEVAL

Showlead Mobile 
Essential              
                                                                                                                             

 - 11 LLicicenensese fforor SSininglglee DDevevicicee 
 - 3 Licenses for Multiple Devices
 - 5 Licenses for Multiple Devices
 - 10 Licenses for Multiple Devices         

  $2$26565
  $600 
  $750
  $990         

  $2$29090
  $675
  $875
  $1090

ShShowowleleadad DDesesktktopop - 11 SSoftftware LLiicense a tctiiv tatiion
per terminal
- Symbol scanner included

$3$37575 $4$45050

Processing Fee

ORDER TOTAL (Payable in US Funds)

                     Company Name:

Showlead Print 
Custom Sales
Qualifiers
USB Flash Drive
Delivery & Pick-Up 
Service
Real Time Direct 
Access to Lead Data
E-blast email service
200 Text Messages

Mini Ipad Rental

For Showlead, Showlead TouchTT

For Showlead, Showlead , TouchTT

For Showlead, Showlead , TouchTT

For Showlead, Showlead , TouchTT

For Showlead, Showlead , TouchTT

For Showlead, Showlead , TouchTT

For Showlead Desktop

For Showlead Mobile App (for use with purchase of

Showlead Mobile license)

$100 

$75 

$50

$105

$150 

$150

$50

$75 

$160 

$100 

$80

$130 

$175 

$175

$55 

$100 

The Global Voice of QualityTM

104



  Terms & Conditions 
All orders and usage of Showlead equipment provided by  
Showcare are/is subject to the following terms and conditions: 
 
A) Orders and Order Deadlines 

1. All orders must be paid for in full prior to unit pick-up. 2. Orders received after the 

payment is received shall determine the applicable rate.  3. All items ordered after the order 

deadlines are subject to availability. 

 

B) Payment Terms and Cancellations 

1. Service will be rendered after receipt of full payment by credit card or check. 2. Show-

care will correct any miscalculations in the “Order Total” column if different than total 

amount on the order form. 3. All cancellations made more than 30 days prior to the event 

will be subject to a $50 processing fee per unit.  No refunds will be considered for cancella-

tions made beginning 3 days prior to the event start date. 4. Unclaimed units or unused 

orders are not refundable once paid for. 

 

C) On-Site Services and Terms 

1. All orders which include rental hardware must be picked up from the Showcare counter 

on-site. It is highly recommended that your company representative(s) pick up your or-

dered units to avoid delays. 2. A minimum of one hour for processing time will be required 

to fulfill on-site orders, subject to availability. 3. On-site modification(s) or addition of 

 

 

D) User Terms 

1. At all times Showcare remains sole owner of each Showlead unit including all the 

software and hardware. 2. If the rented unit(s) are not returned to the Lead Retrieval 

as any additional fees incurred by Showcare to retrieve said unit (i.e shipping charges). 

Replacement Costs: Showlead $1750.00 USD,  Showlead Touch $2350 USD, Showlead 

Print $550.00 USD, Mini Ipad $400.00 USD and Tethered Symbol Barcode Scanner is 

$280. 3. If any Showlead unit is misplaced, stolen or damaged while in the user’s care, 

the user shall be responsible for said repair costs or replacement fees as indicated in item 

2. 

 

Increased visibility 

1.  Showcare does not guarantee and shall not be held liable should the user not 

number of leads, booth traffic, return on investment (ROI), profits and attendance 

by using Showcare’s equipment, software or know how. 2. The user and Showcare 

each agree to indemnify, defend and hold harmless the other party and its respec-

tive successors and permitted assigns, and its officers, directors, members, agents, 

employees and/or representatives from and against any claim, action, cause of action, 

fees and other fees of professionals) which may be asserted by third parties arising 

out of the performance of either party’s obligations pursuant to the services rendered 

other party. 3. “Force Majeure” shall refer to any cause or event(s) that is beyond the 

reasonable control of Showcare or the organizer of the meeting, that could not have 

been reasonably foreseen and prevented by means reasonably available to it, and 

that causes the Event(s) to be either canceled or postponed  “sine die” and this term 

shall include but shall not be restricted to acts of God, civil unrest or of the public 

enemy, acts of the Government, fires, flood, epidemics, strikes, lockouts, curtailment of 

transportation facilities or service. In any such event of Force Majeure, the obligations 

of Showcare for services not yet rendered shall become automatically terminated and 

Showcare shall be entitled to retain all the payments already received. 

 

Your order and usage implies that you have read, understood and agreed to be 

subject to the terms and conditions stipulated herein.

SHOWCARE EVENT SOLUTIONS  |  1200 G St. NW, Suite 800, Washington, DC  20005  |  1-866-267-2107  |  leads@showcare.com

ORDER 
FORM 

1200 G St. NW, Suite 800

Washington, DC  20005 

   Contact Information
Contact Name    

 
 
Phone            Address 
 

Email     

City                                                                        State & Country      
 

 Zip                                                                                      Booth #  
 

Online orders will receive instant confirmation via email.  All other orders submitted will receive confirmation immediately after successful processing. NO REFUNDS ON ORDER 30 DAYS PRIOR 

TO SHOW OPENING. CANCELLATION REQUESTED 30 DAYS PRIOR TO SHOW ARE SUBJECT TO $50 CANCELLATION FEE.

   Payment Information 
 
    MC                VISA              AMEX 
 
    Check 
 
Card No. 
 
Name on Card 
 
 

 
   
Signature  
 
Authorization (your signature denotes acceptance of all 

the Terms & Conditions). 
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Custom Sales Qualifiers
Currently not available for Showlead Mobile

Smartphone devices.

Please fax this form to:

905-479-9743

Standard Sales Qualifier Codes:

Showlead Badge Readers and Showlead Desktop

Application comes with the following standard codes:

1. Send information

2. Needs technical data

3. Add to mailing list

4. Decision maker

5. Just investigating

LEAD 
MANAGEMENT 

SOLUTIONS

6. Send quote 

7. Have rep call 

8. Ready to purchase 

9.  

10. Requires special action

Important: Please complete the following

Company Name

Show Name #      Booth #

Showlead customers please indicated desired 

custom action code option. 

 

 

Sales Qualifiers were ordered. 

 

       A) – 30 Custom Sales Qualifier codes 

 as per below  

 

       B) – 20 Custom Sales Qualifier codes 

 as per below + 10 Standard Sales Qualifiers 

 
*If no selection is requested above the Standard 
codes only will be applied. 

 
Please fill in the custom sales qualifier codes that you 

 

21 characters including spaces per code)

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15.

16. 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30.

SHOWCARE EVENT SOLUTIONS  |  1200 G St. NW, Suite 800, Washington, DC  20005  |  1-866-267-2107  |  leads@showcare.com

or email to: 

leads@showcare.com

1200 G St. NW, Suite 800

Washington, DC  20005 

Please use the same Custom Sales Qualifiers for all units.
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Business Registration Application for Income 
Tax Withholding, Sales and Use Tax, and Machinery and Equipment Tax
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Exhibitor Name:  ___________________________________ Booth Representative: ______________________________ 
 

Firm, Billing Name: _________________________________ Purchase Order or Reference Number: ________________ 
 

Booth Number: ____________________________________ Credit Card #: ____________________________________ 
 

Billing Address: ____________________________________ Expiration Date: __________________ (CVV #)__________ 
 

City :__________________State: ________ Zip: _________ Name of Credit Card Holder as shown on card 
 

Show Decorator:  GES      ________________________________________________                    
 

Phone: ______________________ Fax: ________________ Authorized Signature: __________________________________     
 

Cell: _____________________________________________  Email Address: _______________________________________                       
Please return completed form with payment to:  P.O. Box 538, Rex, GA 30273    (770) 507-6777   (770) 474-4676 FAX 

                              Please return overnight shipment with payments to:  121 Pine Dr. , Stockbridge, GA  30281 
 

 * PRICES IN BOLD PRINT ARE DISCOUNT PRICES FOR ORDERS RECEIVED 2 WEEKS PRIOR TO EXHIBITOR MOVE-IN 

TLC Designers can 
provide the following: 

Water Features 
Fountains 
Ponds 
Water falls 
Swamps 
Garden Areas 

Tropical : 
(beach scenes;    

rain forests) 
Seasonal:  

(Spring, Fall, Holiday) 
Formal : 

(serenity garden, 
English garden) 

 
Border Areas: 

   Hedges  
(control flow)  
Lawn or Golf 
(promotional) 

Trees  
(privacy) 

Special services are 
Available for hospitality 
Suites, award banquets,  
And VIP room deliveries. 

SSee next 
page for 

green plants. 

(770) 507-6777 
FAX (770) 474-4676
plant@tlc-florist.com 
www.tlc-florist.com 

N•A•T•I•O•N•A•L 
convention • plant • services   

FROM SIMPLE AND ELEGANT TO WILD AND COLORFUL! 
LET A TLC DESIGNER CREATE THE PERFECT LOOK JUST FOR YOU! 

If you would like to specify color, size, type flowers, please 
do so below—prices start at $70.00. 
Qty ____ tropical flowers—Price $ __________  each 
 

Qty ____ Spring flowers—Price $ ___________ each 
 

Color ____________________________________________ 
 

Width _________________  Height ___________________ 
 

Additional Request: ________________________________ 
 

 
Don’t know what you want?  Just want a splash of color? 
Let TLC designers  choose your fresh seasonal  flowers! 

 

Qty ____ TLC pick my colors, size, type flowers $60.00 ea 
 

Visit www.tlc-florist.com for additional sample pictures. 
For free design assistance, please call 770-507-6777 or  

email  plant@tlc-florist.com with any questions. 
 
 

COLORFUL POTS OF VIBRANT FLOWERS! 

Mums—12”-18”H 
 

$27.00/$30.00 
each 

 
Qty ____  
 
 

White ____ 
 

Yellow ____ 
 

Lavender ____ 

Azaleas—12”H 
 

$40.00/$45.00 each 
 
Qty ____  
 
 

White ____ 
 

Pink ____ 
 

Red ____ 
 

 

Bromeliads—12”-18”H 
 

$40.00/$45.00 each 
 
Qty ____  
 
 

Purple ____  Red ____ 
 

Yellow ____  Orange ____ 
 

 
 

Show Name:  ______________________________________  
 

Show Dates:  ______________________________________ 
 

Show LocaƟon: ______________________________________ 
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For Top-dressing with fern & azalea 
 
__ white, __ pink, __ red 
 
 

For Top-dressing with  fern & mum 
 
 __white, __yellow,  __lavender 
 
 
             4’ @ $135/$155 each, Qty ___ 
 
 

             5’ @ $145/$170 each, Qty ___ 
 
 

             6 ’@ $155/$185 each, Qty ___ 
 

  
 
 

 
 

 

3’ Green Plants 

 Ferns Ivy Pothos 

 Ferns 
 

$40.00/$45.00 each 
 
Qty ____  
 

Ivy—10”H x 10”W 
 

$40.00/$45.00 each 
 
Qty ____  
 

Pothos—12”H x 12”W 
 

$40.00/$45.00 each 
 
Qty ____  
 

  7’ H & Taller plants & Planters 
are available 

Call 770-507-6777 for price/
availability 

Top-dressed with azalea (pictured) 
Also available with mum 

Choose flower color for flower choice. 

Planters are 2 1/2’ long. 

Seasonal Flowering Plants 
Call for Price & Availability 

Gerbera 

Hyacinth 

Order Cost Summary 
Subtotal _________ 

 

 
% Sales Tax _________ 

  
Total _________ 

      

      Rental price includes: Decorative container, top 
dressing, professional maintenance, installation and 
pick up.  There is a one-time $10.00 charge for daily 
floral delivery.  ALL ORDERS MUST BE PAID – IN – 
FULL PRIOR TO SHOW CLOSING.  We accept cash, 
company check, VISA, MASTERCARD, AMERICAN  
EXPRESS.  Adjustments cannot be made after the 
close of the show.  All rental items remain property of 
TLC Atlanta Convention Plant Services, Inc.  
There is a restocking fee for orders cancelled less 
than 2 weeks prior to show opening.  
Orders placed after  the open of an event may be 
subject to a delivery fee. 
Prices subject to change 2 weeks 
prior to move in. 

Select Container (Included in rental cost) 
 

___Black ___White ___Wicker 
 
 

 
Chrome, Brass,  Terra  Cotta, & Other   
Containers are available.   
Please call 770-507-6777 for pricing. 
 

Kalanchoe 

Caladium 

770) 507-6777 
plant@tlc-florist.com 
www.tlc-florist.com 

 
 

     $46.50/$48.00  each       Qty ____  
 

 

 
4’ @ $56.50/$64 each Qty ___ 
 
 

5’ @ $65.50/$80 each Qty ___ 
 
 

6’ @ $76.50/$96 each Qty ___ 
 
 

 

Standard 4’ to 6’ 
Green Plants 

      

          

      

Tulip 
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Index
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

A
Additional Service Order Forms, Page 95

Advance Shipping Labels, Page 74

Agreement and Rules and Regulations 
between GES and EAC, Page 85

ASQ Rules and Regulations, Page 7

Audio Visual Order Form, Page 97

B
Booth Catering, Page 98

C
Carpet Brochure, Page 26

Carpet Order Form, Page 27

Carpet Package Order Form, Page 28

Certificate of Liability Insurance Sample, 
Page 87

Cleaning and Porter Service Order Form, 
Page 83

Convenience Package Order Form, Page 52

D
Digital File Preparation, Page 63

Direct Shipping Labels, Page 75

Domestic Third Party Billing Request, Page 
24

E
Exhibitor Appointed Contractors (EACs) 
and Third Parties, Page 84

Exhibitor Badge Registration, Page 13

Exhibitor Key Due Dates, Page 8

F
Floral, Page 108

Forklift Order Form, Page 81

Freight Service Questionnaire, Page 77

Furniture & Accessories Order Form, Page 
31

Furniture Package Order Form, Page 34

G
General Information, Page 20

General Show Schedule/Information, Page 5

GES Information and Order Forms, Page 17

GES Payment Policy, Page 91

GES Terms, Page 92

GES Terms and Conditions of Contract, 
Page 92

GES Transportation Plus, Page 70

Graphics & Signage Order Form, Page 65

H
Hotel and Transportation Information, Page 
9

I
Important Information Reminders, Page 4

Indoor Sign & Banner Hanging (under 
Rigging and Forklift Information), Page 100

International 3rd Party Billing Request, 
Page 25

Internet-Phone, Electrical, and Plumbing, 
Page 101

L
Lead Retrieval, Page 102
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Index
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

M
Material Handling/Drayage Information, 
Page 67

Material Handling/Drayage Order Form, 
Page 71

N
Notice of Intent to Use EAC and Policies 
and Procedures, Page 84

O
Official Suppliers, Page 16

Operation of All Mechanical Lifts, Page 90

P
Payment and Credit Card Charge 
Authorization, Page 23

Pre- and Post-Show Attendee List order 
form, Page 96

Pre-Printed Bill of Lading (BOL) / Outbound 
Labels Request, Page 76

S
Shipping Labels: Advance, Page 74

Shipping Labels: Direct, Page 75

Show Information, Page 18

Show Organizer Information and Forms, 
Page 3

Show Site Work Rules, Page 88

Special Handling Brochure, Page 73

Specialty Furniture Brochure, Page 35

Specialty Furniture Order Form, Page 45

Standard Exhibit Systems Brochure, Page 
54

Standard Exhibit Systems Order Form, Page 
61

Standard Furniture Brochure, Page 29

Standard Graphics Brochure, Page 66

Stop. Think. Safety., Page 89

T
Tax Information State of North Carolina, 
Page 107

Tips for New Exhibitors, Page 21

V
Vehicle Placement Order Form, Page 78
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