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Fairmont Hotel Dallas 

September 21, 2008 to September 23, 2008 

Green Sustainable Building Controls Conference and Expo 
Interactive Exhibitor Kit

JOB NUMBER:

Begin a chat session with one of our customer service representatives at:   www.ges.com/chat 
NEED ASSISTANCE? ORDER SUMMARY

ORDER SUBMITBOOTH LAYOUT

EXHIBITOR INFORMATION

1. Fill out Exhibitor Information & Booth Layout Forms.  2. Add services to Order Summary.  3. Go to Order Submit and either "Submit Online" or "Print" and fax.

Exhibitor Information

* Cardholder Name:        * Credit Card #: * Type of Card: 

* Expiration Date:                                  Billing Address: 

   City:           State / Province:              * Zip / Postal Code:          Country: 

   Phone:           Fax:

* CorporatePersonal

3rd Party Billing Information (Credit Card Charge Authorization)

Items to be invoiced to the 3rd Party:

SignsBooth CleaningTransportation ChargesRental FurnitureI & D LaborAll Services

Material Handling In & Out Other

UPDATE 3RD PARTY PROFILE

* Cardholder Name:        * Credit Card #: * Type of Card: 

* Expiration Date:                                  Billing Address: 

   City:           State / Province:              * Zip / Postal Code:          Country: 

   Phone:           Fax:

* Contact Name:         E-Mail: 

   Contact Address: 

   City: 

   Postal Code: 

   Phone:

Exhibiting Company Information Contact Information

*   Company Name:          * Booth #: 

*   Booth Length:    *   Width:             * Address: 

* City:  

* Postal Code:  

   Phone: 

Check Number:                   Dated:              Amount (USD):

* State / Province:

Fax:

Same as Company Address

I will be sending the funds via Bank wire transfer.     Bank Wire Transfer Information 

FORM SUBMISSION DATE:

* Mandatory Field

* Country:

Fax:

Country:

State / Province:

Billing Information (Payment and Credit Card Charge Authorization)

Payment Policy 
  PAYMENT FOR SERVICES - GES requires payment in full at the time services are ordered.  Further, GES requires that you 
provide a credit card authorization with your initial order.  For your convenience, we will use this authorization to charge your 
account for services which may include labor, material handling or any applicable fuel or energy surcharge. 
Discount Prices - To qualify for discount pricing, orders must be received with payment on or before the discount deadline 
date (shown in the upper right corner). 
  METHOD OF PAYMENT - GES Exposition Services® accepts MasterCard, Visa, Discover, Diners Club, American Express, 
check and bank wire transfer.  Purchase orders are not considered payment.  All payments must be made in U.S. funds 
drawn on a U.S. bank.  Exhibitors will be charged a $25.00 fee for returned NSF checks. 
  THIRD PARTY BILLING - Each exhibiting firm is ultimately responsible for all charges incurred on its behalf.  GES Exposition 
Services® reserves the right to institute collection action against the exhibitor if the authorized third party does not pay. 
  TAX EXEMPT - If you are tax exempt in the state in which you will be exhibiting, you must provide a Sales Tax Exemption 
Certificate for that state.  Please send the above information to the GES office for this show.  Taxes vary by location and will 
be added to your invoice if you do not submit your tax exempt certificate prior to the deadline date. 
  ADJUSTMENTS AND CANCELLATIONS - No adjustments to invoices will be made after the close of the show.  Please refer to 
the individual forms for labor, etc for cancellation fees.  All orders cancelled by the Exhibitor or due to  the cancellation of an 
event or their non-participation may be subject to cancellation fees equal to 50% - 100% of the total order based upon the 
status of move-in, work performed and / or GES set-up costs or expenses.  A minimum non-refundable deposit of $25.00 will 
be applied toward the invoice unless there is a cancellation of your order.  Additionally, GES retains the right to implement / 
assess a fuel or energy surcharge on all services as necessary based upon market conditions. 
  
***  If you wish to purchase coverage for excess declared value, please see the Material Handling Form.  ***

 
 


Exhibiting Company Billing Information (Credit Card Charge Authorization)

* Personal Corporate

I will be sending the funds via Check.    GES Check Payment Policy 

I would like a   3rd Party to handle my company's billing and invoicing 

Full payment is to be made in U.S. funds drawn on a U.S. bank to GES Exposition Services®, Inc.  Federal ID # 59-1008863  GES is exempt from backup withholding tax.

Bank Wire Transfer Information: 
  GES Exposition Services® 
c/o Bank of America 
1655 Grant Street 
Concord, CA 94520 USA 
Account #: 7188-1-01819      ABA Routing #: 0260-0959-3      SWIFT Address: BOFAUS3N      CHIPS Address: 0959 
Telephone: 800.233.8820 x 57755 
  If requested, following is the physical address for routing identifiers: 
  100 West 33rd Street, New York, NY 10001 USA 
  To properly credit your account, send the following information to: 
GES Exposition Services® 
7050 Lindell Road 
Las Vegas, NV 89118-4702 

  Exhibiting company name, show name, show facility and booth number 
  Date and amount of transfer 
  Bank and country where transfer originated 

  If you have any questions regarding our payment policy, please call GES National Servicenter® at 800.475.2098 or visit the 
GES Servicenter® at the show. 
  You may choose to pay by credit card, check or bank wire transfer.  However, we require your credit card charge 
authorization to be on file with GES. 
  You agree to late fees up to 1.5% per month on any balance not paid at the conclusion of the event or balance left without 
appropriate credit card on file. 
  For your convenience, we will use the authorization below to charge your credit card for any additional amounts ordered by 
your representative or services rendered to your company for this event. 
  GES requires the highest standards of integrity from all its employees.  Please call our confidential Always Honest Hotline at 
866.225.8230 to report fraudulent or unethical behavior.

Items to be invoiced to the Exhibiting Firm:

All Services I & D Labor Rental Furniture Transportation Charges Booth Cleaning Signs Material Handling In & Out

Other

UPDATE EXHIBITING FIRM PROFILE



Fairmont Hotel Dallas 

September 21, 2008 to September 23, 2008 

Green Sustainable Building Controls Conference and Expo 
Interactive Exhibitor Kit

JOB NUMBER:

Begin a chat session with one of our customer service representatives at:   www.ges.com/chat 
NEED ASSISTANCE? ORDER SUMMARY

ORDER SUBMITBOOTH LAYOUT

EXHIBITOR INFORMATION

Please be sure to fill in the Exhibitor Information form prior to printing and faxing.  After completion, print and fax to 702.914.5200.  Print/photocopy as needed.

To use this grid:

 Use bold lines to indicate the outline of your booth.

 Indicate the scale of the grid (i.e. 1 square = 1 foot) or indicate the dimensions of your booth.

 Mark the adjacent booth numbers or aisle numbers.

BACK OF BOOTH - Indicate Adjacent Booth or Aisle Number:

FRONT OF BOOTH - Indicate Adjacent Booth or Aisle Number:

Indicate 
Adjacent Booth 

or Aisle 
Number:

Indicate 
Adjacent Booth 

or Aisle 
Number:

Booth Layout Form FORM DEADLINE DATE:

BOOTH #:COMPANY NAME:

PRINT
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EXHIBITOR INFORMATION

GENERAL
INFORMATION



Fairmont Hotel Dallas 

September 21, 2008 to September 23, 2008 

Green Sustainable Building Controls Conference and Expo 
Interactive Exhibitor Kit

JOB NUMBER:

Begin a chat session with one of our customer service representatives at:   www.ges.com/chat 
NEED ASSISTANCE? ORDER SUMMARY

ORDER SUBMITBOOTH LAYOUT

EXHIBITOR INFORMATION

GES Exposition Services ®    
7050 Lindell Road 
Las Vegas, NV 89118-4702 
Phone (Toll Free): 800.475.2098       (International): +1.702.515.5970 
Contact Us Online:    www.ges.com/contact  
Chat With Us Online:    www.ges.com/chat 

Carpet and Drapery Information
Backwall Drape:
Sidewall Drape:

Table Skirt Color:
Aisle Carpet Color:

Facility Carpet Color:

1. Fill out Exhibitor Information & Booth Layout Forms.  2. Add services to Order Summary.  3. Go to Order Submit and either "Submit Online" or "Print" and fax.

Show Information

Booth Size:

Official Services Contractor

Booth Package

Important Dates - Be sure to check all order forms for additional deadlines.

Discount Deadline Date for orders received with payment 
8:30PM - 4:30PM Advance Shipments may begin arriving at Warehouse     
8:30PM - 4:30PM Last day for Advance Shipments to arrive at Warehouse without surcharges 
 Direct Shipments may begin arriving at the Exhibit Site 
 Last day for Direct Shipments to arrive at the Exhibit Site 

Installation

Show Hours

Dismantle

7PM Carriers must be checked in.  
9:30PM All exhibitor materials must be removed. 

Advance Shipments to Warehouse: c/o GES Exposition Services® Shipments should arrive on or before:

Shipping Addresses

Dallas,   TX   75211  
USA 

Shipments will be accepted beginning:

Dallas,   TX   75201  
USA 

c/o   GES Exposition Services ®   Direct Shipments to Exhibit Site:

GES Servicenter ® 

GES is here to take care of your on-site needs. All contractors and production personnel will be available, along with any services you might desire such 
as Furniture and Material Handling.



Fairmont Hotel Dallas 

September 21, 2008 to September 23, 2008 

Green Sustainable Building Controls Conference and Expo 
Interactive Exhibitor Kit

JOB NUMBER:

Begin a chat session with one of our customer service representatives at:   www.ges.com/chat 
NEED ASSISTANCE? ORDER SUMMARY

ORDER SUBMITBOOTH LAYOUT

EXHIBITOR INFORMATION

1. Fill out Exhibitor Information & Booth Layout Forms.  2. Add services to Order Summary.  3. Go to Order Submit and either "Submit Online" or "Print" and fax.

General Information

What is an Official Services Contractor?



We have designed this page to help you better understand the role of the Official Services Contractor, the services we offer in the role of Official Services  
Contractor and provide tips to maximize your cost savings.

GES has been selected as the Official Services Contractor by the show organizer to design and produce your show.  Because of the many areas that GES is 
involved in at the show, we are familiar with the key individuals managing your event.  If at any time during the planning process you are unsure where to turn, 
just ask us!  We are at your service. 
  Many exhibitors are not aware of the depth and breadth of products and services offered by GES.  Because we have insight into and control of the entire show 
process, we can generally save you time and money by assisting in your pre-show planning.

GES Show Services
Booth Furniture & Accessories
rented from GES will automatically be delivered to your booth and picked up at the close of the show with no material handling charges incurred by you.
Booth Carpet
padding and booth cleaning.  All carpet packages are available with no hidden costs or handling charges.

866.481.9722 or visit our design gallery at www.ges.com.
Custom Exhibits

- Let GES design and build an extraordinary custom exhibit that will deliver your marketing message.  For information please callRental Exhibits

- The booth furniture and accessories section showcases a wide variety of both standard and specialty furniture.  All items

- GES offers a wide variety of carpet selections.  The booth carpet brochure covers carpet choices from standard to custom color, size, grade,

- Let GES design and build an extraordinary custom exhibit that will deliver your marketing message.  For information please call

866.481.9722 or visit our design gallery at www.ges.com.







booth.  As the Official Services Contractor on this show, GES provides you with the best labor and on-site personnel from move-in to move-out.
- If you already own an exhibit or plan to purchase one, you will need to arrange for installation and dismantling of yourInstallation & Dismantle Services

- Give visitors to your exhibit a great first impression by displaying captivation graphics and signs.Graphics

- GES can manage your transportation without a hassle.  We offer simplified rates, online tracking and single invoicing.
Call 888.454.4437 to have your "Shipping Made Easy".
Shipping

How Can I Order My Show Services?
- makes ordering GES products and services fast, simple and secure.  Follow these simple instructions to order:GES Online1.

If you have previously registered on GES Online, enter your User ID and Password.  If this is your first time on GES Online, you will need to create an   online 
account.  We now have two ways for you to create an online ordering account: 
1.   Create an account by searching for your company name and zip code.  This method does not require you to know your activation code. 
2.   Create an account by entering your Activation Code (CSN).  Please note that the Activation Code is CASE SENTITIVE. 
Once logged in, sign up or select your show. 
Browse products and create orders for your show. 
Once you are satisfied with your choices, simply check out to process the order.



 
 

Additionally, GES Online allows you to review show-specific product literature, download third-party vendor forms, access show and order information 24 / 7 
and review order history.  For online ordering help, call 888.437.3976.

- provides consistency and continuity of customer service for all GES exhibitors at all GES shows offering the followingGES National Servicenter®2.
services: 

Single point of contact for all GES shows. 
Coast to coast time zone coverage. 
Personalized exhibitor service for all pre- and post-show orders.

 
 

7050 Lindell Road 
Las Vegas, NV 89118 
Phone: Toll Free: 800.475.2098 International: +1.702.515.5970

- Once you are at the show, the GES Servicenter® is on site to place any last minute orders and provide show information.GES Servicenter®3.

Exhibitor Services
Our Exhibitor Services organization is the service team responsible for answering exhibitor questions, processing your orders and handling any 
special requests.  They are the conduits between production, operations and your exhibiting needs.  Regardless of your request, you can contact 
them for advice and information about the show.  If they don't know the answer, they will find it!



Fairmont Hotel Dallas 

September 21, 2008 to September 23, 2008 

Green Sustainable Building Controls Conference and Expo 
Interactive Exhibitor Kit

JOB NUMBER:

Begin a chat session with one of our customer service representatives at:   www.ges.com/chat 
NEED ASSISTANCE? ORDER SUMMARY

ORDER SUBMITBOOTH LAYOUT

EXHIBITOR INFORMATION

1. Fill out Exhibitor Information & Booth Layout Forms.  2. Add services to Order Summary.  3. Go to Order Submit and either "Submit Online" or "Print" and fax.

Tradeshow Tips

Ordering Tradeshow Services

Please include your complete customer information on each order form including address with zip code, phone and fax numbers, e-mail 
addresses, contact name and, most important, booth number.  If you have multiple locations, please complete separate order forms for each 
location (booth, meeting room, etc.) 
  Please ensure that the credit card information is complete and correct including the expiration date.  When ordering carpet, draped tables 
or counters, remember to select the colors you desire. 
  Please make sure that the size of the carpet you order is appropriate for your booth space. 
  Keep the total square footage of your booth space in mind when you order your decorating items.  Do not order more than will comfortably 
fit in your booth and still allow you to do business.

Inbound - Move In

Confirm your furnishings orders with the GES National Servicenter®.  You should receive a confirmation of your order placement within 1-2 
days and a confirmation that your order has been processed within 3-5 days. 
  Confirm target dates with GES and communicate them to your carrier.  Refer to the Special Handling brochure enclosed to ensure that you 
do not incur special handling charges.  You may want to share this brochure with your carrier. 
  Keep the phone number of your carrier with you including weekend contact numbers. 
  Have your hotel information available including phone number, address, etc. 
  After emptying crates, place empty labels on all sides of your crates and cases.  Remember to remove old empty labels.  Additionally, the 
empty labels are sometimes color coded, so make sure you get the correct color and be sure your number is on each label.

 
 
 
  
 
  
 

As your tradeshow partner, our goal is to provide you with hassle-free service so you can get on with your show.  Even if you use an Exhibitor 
Appointed Contractor (EAC), you should have a basic working knowledge of the Exhibitor Service Kit contents and information. 
  
By following the information below, you will enjoy a smooth trade show experience.

Small Tool Kit 
Staples, Scissors and Tape 
Pens and Markers for labels 
First Aid Kit 
Bottled Water

Showsite

Put together a trade show survival kit to include in your freight or carry with you including:

Keep in mind that the return of empty containers can take from 2 to 12 hours (depending on the size of the show), so coordinate your 
outbound flight to accommodate this.

Outbound - Move Out

 
 
  
 
  
 
  

 
 
 
 

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JOB NUMBER:

Begin a chat session with one of our customer service representatives at:   www.ges.com/chat 
NEED ASSISTANCE? ORDER SUMMARY

ORDER SUBMITBOOTH LAYOUT

EXHIBITOR INFORMATION

1. Fill out Exhibitor Information & Booth Layout Forms.  2. Add services to Order Summary.  3. Go to Order Submit and either "Submit Online" or "Print" and fax.

Safety Information

Safety is Very Important for Everyone Working in the Exhibit Hall - Especially You!
GES Exposition Services ® is committed to safety throughout our company and in the work that we do.    We request that you make safety a part 
of your activities during the show.   If you see something unsafe or that presents a hazard, please bring it to the attention of a GES Exposition 
Services ® supervisor.   By reporting unsafe or hazardous conditions, you will help make the show safer and more enjoyable for yourself and 
your fellow exhibitors.  
   
Below you will find a list of   Loss Prevention Guidelines that we request you follow while at showsite.   These guidelines will enhance the 
overall safety of the show and help to prevent injuries to you, our employees and other exhibitors.   Enjoy the show and do it safely.   Thank you 
for your cooperation! 

Exhibitor Loss Prevention Guidelines at Showsite
Exhibitors should treat the show areas during move-in and move-out as they would a construction site when work is ongoing.  Wearing of 
appropriate attire includes footwear with hard soles that protect against potential injuries from site debris as well as limiting the potential 
for slips and falls.  Heels, flip flops and open toed shoes are inappropriate and violate safety standards. 
  
Smoking is prohibited except in designated areas.  Please be sure all cigarettes are fully extinguished. 
  
Standing on chairs, tables and other furniture is PROHIBITED.  The furniture is not designed to support your standing weight.  Please use a 
ladder or ask GES personnel for assistance. 
  
Forklifts and carts are to be used by authorized GES personnel only.  Please do not operate this equipment.  Ask for help. 
  
Be aware of the forklifts moving thoughout the aisles and docks.  Please stay clear of them - especially when they are carrying a crate or 
load. 
  
Never run in the exhibit hall.  PLEASE WALK.  Watch your step in the aisles and stay away from the loading docks. 
  
Electrical wires and cords can be hazardous if frayed or stretched over a walkway.  Please check all cords for damage.  Notify a GES 
supervisor if you need assistance repairing or removing a damaged cord.  Do not overload outlets or plugs. 
  
Please keep fire exits clear.  Report any fires immediately or pull the nearest fire alarm. 
  
If you spill something or notice a spill, clean it up or report it immediately.  Please do not walk away from the spill. 
Use good housekeeping.  Dispose of waste properly and keep materials stacked securely. 
  
Keep aisles free and clear of any and all debris. 
  
Protect your valuables while on the show floor.  Please keep all expensive or valuable items secured.  Unattended items in booths are easy 
theft targets. 
  
Notify a GES representative of any safety issues or concerns.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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1. Fill out Exhibitor Information & Booth Layout Forms.  2. Add services to Order Summary.  3. Go to Order Submit and either "Submit Online" or "Print" and fax.

Show Site Work Rules

Union Information 

To assist you in planning your participation in your   Dallas area show, we are certain you will appreciate knowing in advance that union labor 
will be required for certain aspects of your exhibit handling. To help you understand the jurisdiction that the various unions have in the State 
of Texas, we ask that you read the following information: Decorators Union 756 and Teamsters Local 745.  

Teamster Labor 

GES Exposition Services ® will provide members from the Teamsters union as needed, who have jurisdiction for all material handling within 
the boundaries of the convention facility. They unload all trucks or vehicles, deliver the material to your booth and remove and reload 
materials at the close of the show.  

Exhibitors may hand carry what one person can carry in one trip, provided they do not use any material handling equipment, such as 
forklifts, flatbeds, dollies , etc. GES Representatives will have sole responsibility in determining the loading and unloading procedures on 
the dock of the respective facilities. 

Installation and Dismantle Labor 

GES Exposition Services ® will provide Display union personnel to provide labor for the installation and dismantling of your exhibit. Full-time, 
bona fide, employees of the exhibiting companies are allowed to set their own exhibits without assistance from this union. Any labor services 
that may be required beyond what your regular full-time employees can provide must be rendered by union labor. Labor can be ordered in 
advance by returning the enclosed labor form, or on showsite at the GES SERVICENTER ®.  

Electrical Labor 

Electrical labor includes wiring, hookups, interconnections, electrical signs, video taping, camera operations, (including audio and lighting), 
and television and VCR connections. Responsibility for assembly, installation and dismantle of anything using electricity as a source of power 
is provided by union personnel. The specific contractor is chosen either by the respective facility, or an established contractor chosen by 
Show Management. Please check this kit for information regarding the installation and dismantling of any electrical needs you may have. 

Plumbing 

This area is also covered by the respective facility, or an established contractor chosen by Show Management. Responsibilities for all 
plumbing supplies, to include air, water, waste and venting are covered by union personnel. The specific contractor is chosen either by the 
respective facility, or an established contractor chosen by the Show Management. Please check this kit for information regarding the 
installation and dismantling of any plumbing needs you may have. 

If you encounter any difficulty with any laborer, or if you are not satisfied with the work performed, please bring this issue to the attention 
of the Show Manager or the GES SERVICENTER ® staff. Please refrain from voicing complaints directly to the craft personnel.  

The personnel in charge of your exhibit should carefully inspect and sign all Work Order forms. If there are any questions about an item 
on your invoice, please bring the invoice to the appropriate GES SERVICENTER ® personnel, and discuss it with the personnel in charge.  

Tipping 

Our work Rules prohibit the SOLICITATION AND / OR ACCEPTANCE of tips by any of our employees. Our employees are paid excellent 
hourly wages denoting a professional status and tipping of any form is not allowed.   GES requests that exhibitors do not tip (such 
practices as giving money, merchandise, or other special consideration for service rendered) to our employees. Do not give coffee breaks 
other than mid-morning and mid-afternoon, when employees have a fifteen minute paid break. Any attempts to solicit a gratuity by an 
employee for any service should be reported immediately to a GES supervisor. Employees of GES are paid at an excellent wage scale and 
thus, tipping is strongly discouraged as not being an accepted policy of GES. This applies to all GES employees.  

Always Honest 

GES requires the highest standards of integrity from all employees. Please call our confidential Always Honest hotline at 866.225.8230 to 
report fraudulent or unethical behavior.
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Fire Regulations

BOOTH #:COMPANY NAME:

This checklist provides some of the basic regulations governing the operation of Exhibit 
Hall Occupancies. It is not possible to cover all regulations. If you have a particular 
question or concern, please telephone or FAX the Fire Department. The initial 
inspection is conducted at no charge. There is no charge for one reinspection. The 
second reinspection is subject to a $30.00 fee, with all reinspections after the second, 
subject to a $60.00 fee. 
1.    Plans  

A.    Detailed floor plans must be submitted to Fire Prevention Education and 
Inspection at least 15 days prior to the scheduled opening of the show. It is not 
necessary to show the details of individual booths.  

B.    If a structure is to be erected as a display inside an exhibit building, plans 
showing the details of the structure must be submitted to Fire Prevention 
Education and Inspection at least 5 days prior to the scheduled opening of the 
show.  

2.    Exit door shall be maintained in proper working order and unlocked at all times the 
building is occupied. Exit ways shall be clear of obstructions. Dead-end corridors 
longer than 20 feet are prohibited.  

3.    Directional exit marking and exit signs shall be in accordance with the Building 
Code.  

4.    Curtains, drapes, or decorations shall not visually or physically obstruct exit doors, 
exit signs, fire alarms, hose, cabinets, standpipes, fire extinguishers, or any other 
life safety equipment at any time.  

5.    Exit doors shall not be blocked or obstructed from outside the building by vehicles, 
barricades, or otherwise.  

6.    Vehicles shall not be parked in designated fire lanes at any time.  
7.    Compressed gas cylinders shall be secured to prevent cylinders from falling or 

being knocked over.  
8.    ?NO SMOKING? signs shall be posted throughout those areas designated by the Fire 

Marshal where smoking is prohibited.  
9.    In areas where smoking is permitted, on each table and at other convenient 

locations, approved noncombustible ashtrays or match receptacles shall be 
provided.  

10. Drapes, curtains, table skirts, and other decorative materials shall be flame 
retardant. 

11. Unless they are flame retardant, combustible materials, merchandise, or signs shall 
not be attached to, hung from, or draped over flame retardant side and rear divider 
draperies of booths, or attached to table skirting facing the aisles. 

12. Hay and straw used for decoration shall be flame retardant or covered with a flame 
retardant tarpaulin, otherwise, it must be stored and maintained in a manner 
approved by the Fire Marshal. 

13. Sawdust and shavings shall be maintained flameproof at all times. 
14. Approved fire extinguishing equipment shall be provided in all areas designated by 

the Fire Marshal. 
15. Combustible shipping containers shall be stored in an area, and in a manner, 

approved by the Fire Marshal. 
16. Open flames, and burning or smoke-emitting materials, shall be used as part of an 

act, display or show only under permit from, and prior approval of, the Fire Marshal. 
17. Combustible waste shall be collected as it accumulates, and stored in non-

combustible, covered containers, which are emptied as necessary, but as a 
minimum at the close of each day. 

18. Each exhibitor shall provide an approved non-combustible, covered container, with 
an approved cover, for daily accumulation of waste material. 

19. Heating devices shall be installed in accordance with the Building and Mechanical 
Codes. 

20. Electrical wiring of a temporary nature shall be installed in accordance with the 
Electrical Code. 

21. Commercial cooking appliances shall be installed in accordance with the Mechanical 
and Plumbing Codes, and be equipped with ventilation hoods and approved 
automatic extinguishing systems. All other cooking equipment shall have separation 
from combustible materials, or non-combustible shielding, as approved by the Fire 
Marshal. 

22. Liquefied petroleum gas (LPG) shall not be used inside buildings, tents, or in areas, 
except for demonstration by special permit issued by the Fire Marshal. 

  

23. All appliances and equipment fired by natural gas shall be approved by the Plumbing 
Inspector and/or Fire Marshal before being used. 

24. Welding and cutting equipment shall not be used for demonstration, except by 
special permit issued by the Fire Marshal. 

25. Use or demonstration of equipment using liquid fuel inside of buildings is prohibited. 
26. Flammable liquids and/or gases shall be displayed, stored, or used inside buildings 

only as approved by the Fire Marshal. 
27. Artificial lighting such as lanterns and candles shall be used only as approved by the 

Fire Marshal. 
28. Display of automobiles, trucks, tractors, and other vehicles using flammable fuels 

inside a building. 
A.    Vehicles must be inspected by the fire marshal prior to entering the building.  
B.    Fuel tanks shall contain no more than 5 gallons of fuel.  
C.    All fuel tanks shall be locked or effectively sealed.  
D.    Battery cables shall be disconnected from the ignition system.  
E.    Ignition keys for display vehicles shall be kept by a responsible person, at the 

display location, for use in removal of the vehicles in the event of an emergency.  
29. Display of boats using flammable fuels inside a building. 

A.    Fuel tanks shall be completely empty.  
B.    All fuel tanks shall be locked or effectively sealed.  
C.    Battery cables shall be disconnected from the ignition system.  

30. Display of helicopters inside a building. 
A.    The maximum amount of fuel that is permitted in aircraft that is flown to the 

display site is the minimum reserve that is required by Federal Aviation 
Regulations (FAR), subject to the following conditions.  
(1)   At least 15 days prior to the opening of the show, the Fire Marshal shall be 

provided with a list of all affected aircraft, specifying the make and model of 
the aircraft, type of fuel, the maximum capacity of the fuel tank, the FAR 
minimum reserve, and a description of the units in which the fuel is 
measured, i.e., pounds or gallons.  

(2)   A member of the show management shall be present during move-in to 
assist the Fire Department representative.  

(3)   Automotive traffic shall be prohibited from the aircraft landing area during 
the scheduled aircraft arrival/ departure time(s).  

(4)   The aircraft landing area shall be cordoned off.  
B.    The power source on each aircraft shall be disconnected.  
C.    The fuel filler caps on each aircraft shall be locked or covered with duct tape.  
D.    Fuel tanks on aircraft that is not flown to the display site shall be empty.  
E.    Approved fire extinguishing equipment shall be provided in area designated by 

the Fire Marshal.  
F.    Aircraft defueling/fueling area shall be subject, but not necessarily limited to, 

the following provisions.  
(1)   Defueling/fueling operations shall be conducted a minimum of 50 feet from 

any building.  
(2)   The defueling/fueling area shall be cordoned off.  
(3)   Defueling/fueling shall be done only when the aircraft and dispensing unit 

are bonded and grounded as follows:  
a.   A grounding cable shall connect the dispensing unit (fueling truck) to a 

ground.  
b.   A grounding cable shall connect the aircraft to a ground.  
c.   A bonding cable shall connect the dispensing unit to the aircraft  

(4)   The defueling/fueling area shall be approved by the Fire Marshal prior to 
beginning defueling/fueling operations.  

(5)   Aircraft heaters shall not be operated during defueling/fueling operations.  
(6)   No source of ignition shall be within 50 feet of the defueling/fueling area.  
(7)   Approved fire extinguishing equipment shall be provided in the defueling/

fueling area. 
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Begin a chat session with one of our customer service representatives at:   www.ges.com/chat 
NEED ASSISTANCE? ORDER SUMMARY

ORDER SUBMITBOOTH LAYOUT

EXHIBITOR INFORMATION

Mechanical Lift Information

The operation or use of all motorized lifting equipment for installation of 
booth structures or signs is not permitted by exhibitors or their appointed 
contractors.   

The operation or use of motorized or mechanical material handling 
equipment is not permitted by exhibitors or their appointed contractors. This 
also includes all mechanical scooters and carts. 

All lifts, LADDERS, SCOOTERS, PALLET JACKS, DOLLIES and 
manpower must be provided by The Official Service Provider 

GES Equipment is for use by GES employes only.  Please do not take it for 
your use. 

Customer acknowledges that the show site and surrounding areas are 
active work zones.  Customer, its agents, employees and representatives 
are present at their own risk. 

Thank you for your complete cooperation.

Important Information

1. Fill out Exhibitor Information & Booth Layout Forms.  2. Add services to Order Summary.  3. Go to Order Submit and either "Submit Online" or "Print" and fax.
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Petroleum Surcharge Information

In order to offset the effects of increasing fuel costs being felt by every citizen and industry in North America, GES Exposition Services® has 

enacted a Petroleum Surcharge Program. 

  

The Petroleum Surcharge will result in a    % increase on all services published in the exhibitor service manual with the exception of GES 

Logistics which already has a fuel surcharge built into the rates.  These charges will be shown as a separate line item on your GES invoice. 

  

Increased petroleum costs have impacted every facet of our business from cost of carpeting (which is essentially processed petroleum) to 

plastics, visqueens (plastic carpet covering), propane fuel and diesel fuel. 

  

GES thanks you for your continued support and patience during this critical time. 
 

Important Information
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Official Contractors Information

Official Service Contractors
Show Management, acting on behalf of all Exhibitors and in the best interest of the exposition, has appointed Official Service Contractors to perform and provide 
necessary services and equipment.  Official Service Contractors are appointed to:
 Insure the orderly and efficient installation and removal of the overall exposition.
 Assure the distribution of labor to all Exhibitors according to need.
 Provide sufficient labor to satisfy the requirements of Exhibitors and for the exposition itself.
 See that the proper type and limits of insurance are in force, and
 Avoid any conflict with local union and / or exhibit hall regulations and requirements.
The Official Service Contractors will provide all usual trade show services including labor.  Exceptions are:
 Supervision may be provided by the Exhibitor.
 The Exhibitor may appoint an exhibit installation contractor or display builder.
In both instances, GES shall have no liability to any party for damage or injuries caused by exhibitor or its third party agents.

Exhibitor Appointed Contractors
Exhibitors may employ the service of independent contractors to install and dismantle their display, providing the Exhibitor and the installation and 
dismantling contractor comply with the following requirements:
 The Exhibitor must notify Show Management in writing and GES Exposition Services ® of the intention to use an independent contractor no later than 30 days 

prior to the first move-in day furnishing the name, address and telephone number of the firm. 
 The Exhibitor shall provide evidence that the Exhibitor Appointed Contractor has proper certificates of insurance with at least the minimum as described 

below unless show management requires more:
1. Comprehensive General Liability not less than $1,000,000.00 with respect to injuries to any one person in an occurrence.
2. $2,000,000.00 with respect to injuries to more than one person in any occurrence.
3. Automobile Liability not less than $1,000,000 with respect to property damage to any one owned, non-owned or hired vehicles in an occurrence.
4. Workers' Compensation Insurance including employee liability coverage in a minimum amount not less than $1,000,000.00 of individual and / or aggregate 

coverage and / or statutory limitation.
5. GES Exposition Services® and Show Management must be named as additional insured's.

 Any exhibitor who has identified an Exhibitor Appointed Contractor (EAC) must insure that the EAC has a current Certificate of Insurance on file with GES or 
Show Management evidencing the correct coverage at least 10 days prior to the first move-in date for the show or the EAC will not be able to have access to 
the facility to perform any work.

 The exposition floor, aisles, loading docks and service and storage areas will be under the control of the Official Service Contractor, GES Exposition Services®.
 For services such as electrical, plumbing, telephone, cleaning and drayage, no contractor other than the Official Service Contractors will be approved.  This 

regulation is necessary of licensing, insurance and work done on equipment and facilities owned by parties other than the Exhibitor.  Exhibitors shall provide 
only the material and equipment they own and is to be used in their exhibit space.

 Exhibitor Appointed Contractor compliances:
1. Must agree to abide by all rules and regulations of the show as outlined in this exhibitor kit including all union rules and regulations.
2.

3. Will share with GES Exposition Services® all reasonable costs related to its operation including, but not limited to, overtime pay for stewards and 
restoration of exhibit space to its initial condition.

4. Must furnish Show Management and GES Exposition Services® with the names of all on-site employees who will be working on the exposition floor and see 
that they have and wear at all times necessary identification badges as determined by Show Management.

5. Shall be prepared to show evidence that it has a valid authorization from the Exhibitor for services.  The Exhibitor Appointed Contractor may not solicit 
business on the exhibit floor.

6. Must confine its operations to the exhibit area of its clients.  No service desks, storage areas or other work facilities will be located anywhere in the 
building.  The show aisles and public space are not a part of the Exhibitor's booth space and must be kept clear.

7. Shall provide, if requested, evidence to GES Exposition Services® that it possesses applicable and current labor contracts and must comply with all labor 
agreements and practices.  The Exhibitor Appointed Contractor must not commit or allow to be committed by persons in its employment any acts that 
could lead to work stoppages, strikes or labor problems.

8. Must coordinate all of its activities with GES Exposition Services ®. 
9. Must comply with all reasonable rules and regulations of the venue, Show Management and/or Official Services Contractor in order to create a safe work 

environment.  A failure to do so can result in a delay or termination of your right to continue if the condition cannot be corrected.
 All information must be received in the GES Exposition Services® office no later than 10 days prior to the show.




