




































































Looking for the ideal logo printed “give away” to complete your first
impression with attendees at your booth?

How about FREE shipping to show site and FREE material handling
of those perfect promo pieces?

In a continued effort to be your full service exhibit partner Viper Tradeshow
Services has partnered with Gavina Graphics as our official apparel and
promotional products distributor. We realize the impact you have on attendees
is more important than ever and these eye catching, memory building tools are a
key asset to your marketing strategies. With a quick click on
www.promoplace.com/26537/stores/gavinagraphics access a wide variety of
custom print products that will get out (and stand out!) your company name!

Free Shipping and Material Handling are simply a smart bonus to
your bottom line!

Your Viper contact will be happy to brainstorm ideas or answer questions or feel
free to call Gavina Graphics directly at 800-720-1458 making sure to tell them
Viper is the decorator so you may receive all the discounts your entitled!
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Exhibitor Appointed Contractors (EAC) Guidelines

Viper Tradeshow Services, 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 Services Contracted 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 the exhibitors, and for the exposition itself, see that 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: the exhibitor
may provide supervision, exhibitor may appoint an exhibit installation contractor or display builder.

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:

1. Exhibitor must notify in writing to Viper Tradeshow Services the intention to utilize an independent contractor (EAC)
no later than 14 days prior to the first move-in day, furnishing the name, address and telephone number of the firm.

2. Exhibitor shall provide evidence that the EAC has a proper certificate of insurance with a minimum of $1,000,000
liability coverage, including property damage and Workers' Compensation naming Viper Tradeshow Services as
additionally insured, to show management and Viper Tradeshow Services at least 10 days before the show opening.

3. Exhibitor agrees that he is ultimately responsible for all services in connection with his exhibit, including freight,
drayage, rentals and labor.

4. The EAC must have all business licenses, permit and Workers' Compensation insurance required by the state and
city governments and the convention facility management prior to commencing work, and shall provide Show
Management with evidence of compliance.

5. The EAC will provide Viper Tradeshow Services the number of on-site employees at the time of check-in and see
that they have, and wear at all times necessary, identification badges as determined by Show Management.

6. The EAC shall be prepared to show evidence that it has valid authorization from the exhibitor for services. The EAC
may not solicit business on the exhibit floor.

7. The EAC must confine its operations to the exhibit area of its clients. No service desk, storage areas or other work
facilities will be located anywhere in the building. The show aisles and public spaces are not a part of the exhibitor's
booth space.

8. The EAC shall provide, if requested, evidence to Viper Tradeshow Services that it possesses applicable and
current labor contracts and must comply with all labor agreements and practices. The EAC 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.

9. The exposition floor, aisles, loading docks, service and storage areas will be under the control of the official service

Viper Tradeshow Services.

10. For services such as electrical, plumbing, telephone, cleaning and drayage, no contractor other than the official
service contractor will be approved. This regulation is necessary because 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.
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Use of an EAC Notification

Please be sure to read the Official Service & Exhibitor Appointed (EAC) Contractors Guidelines. Exhibitors

who plan to have an EAC unpack, install, assemble, dismantle and pack displays, equipment or materials

must provide this form to Viper Tradeshow Services no later than 14 days before the start of move-in and
see that their EAC adheres to the guidelines outlined on the previous page.

Notification of EAC:

Name of Service Firm:

Address:

Telephone:

Fax:

Contact:

Email:

Show Site Contact (if different than above):

Cell Phone:

EAC Instructions

To be received no later than 14 days in advance.

1) Refer to the Official Service & Exhibitor Appointed
Contractors Guidelines and the Method of Payment
Third Party Authorization for forms in this kit for
additional requirements.

Before submitting service order forms (including this
one). Preferably before the early registration
deadline.

2) Provide Viper Tradeshow Services of the names
of all exhibiting companies for whom they have orders
on.

To be received no later than 10 days before move-in.

3) Check in at the Viper Tradeshow Services
Service Desk to proceed with work on the floor.

Upon Arrival at Show Site.

Viper Tradeshow Services reserves the right to refuse any Non-Official Service Contractor (EAC)
access to the show floor if any of the above conditions are not met. If there is a problem providing
the necessary information within the deadlines, Viper Tradeshow Services must be contacted in
advance of the deadline.

Exhibitor:
Booth Number:
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Limits of Liability & Responsibility

Viper Tradeshow Services and its subcontractors shall not be responsible for loss, delay or damage due to
strikes, lockouts, or work stoppages of any kind.

Viper Tradeshow Services and its subcontractors shall not be responsible for loss, injury, or damage
caused by tradesmen or equipment furnished by Viper Tradeshow Services, or its subcontractors, except
when such tradesmen are working or operating equipment under the direct supervision of a supervisor
designed by Viper Tradeshow Services, or its subcontractors.

Viper Tradeshow Services and its subcontractors shall not be liable to any extent whatsoever for any
actual, potential, or assumed loss of profits or revenues, or for any collateral costs, which may result from
any loss, injury or damage to an exhibitor's materials or exhibitor personnel, which may make it impossible or
impractical to exhibit the exhibitor's materials.

Upon discovery, all apparent loss, injury, or damage to you or your property must be left in its undisturbed
condition and immediately reported to a Viper Tradeshow Services representative for documentation.
Claims for discovered and reported loss; injury or damage must be submitted to Viper Tradeshow Services
by the close of the show. No suite or action shall be brought against Viper Tradeshow Services, or its
subcontractors, more than one year after the incident giving rise to the cause of action.

The placing of an order for the services of tradesmen and the use of equipment by an exhibitor or any agent
of the exhibitor shall be construed as an acceptance by such exhibitor or agent of the terms and conditions
set form in Sections 1 through 4 above.

Viper Tradeshow Services and its subcontractors are not insurers of you or your property and will not
assume responsibility for loss, injury or damage where the direct cause of the loss, injury, or damage is
unknown or undeterminable.

** Be sure your Liability Insurance is in effect at the exhibit site. Contact your insurance representative.**
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Dismantle Instructions

Exhibitors will receive additional instructions before the start of the last day of show hours and we highly
recommend reading these instructions carefully in order to help you plan in advance and know what to expect
and how to proceed for a smooth and quick tear down.

Please share this information with your show site staff in advance of the show as well.

All accounts must be settled before the end of the show.

The exhibits officially close at 8:00 a.m. on Friday, October 28th, 2011.

Exhibitors with unpaid accounts at the end of the show will not be provided with a Bill of Lading/Material Handling form
until they have gone to the Service Desk and paid their balance in full.

Delivery of empty crates for the dismantling of exhibits will occur after the removal of the aisle carpet (if applicable) at
the end of the show. Please keep the aisles clear of debris to help expedite this process.

All outbound shipments, loading onto Privately Owned Vehicles, or local courier/agent require a Viper Tradeshow
Services Bill of Lading(BOL) /Material Handling Form (MHA)

Shipping is NOT an automatic process. If you plan on using an alternate carrier other than Viper Transportation you
are responsible for making arrangements with that carrier for your pick up, and confirm they make the pick up before the
force. Force is at noon on Friday, October 25, 2011.

ONLY return your BOL/MHA to the Service Center when your materials are packed, labeled, ready to be shipped and
you are ready to leave the floor. Do not leave your BOL/MHA in the booth, it needs to be signed off and you will be given
a receipt. This is how we know you are ready to be loaded on the truck.

In the event that your designated carrier fails to pick up or refuses to accept shipments, Viper Tradeshow Services
reserves the right to reconsign such shipments where no disposition is provided. No liability will be assumed by Viper
Tradeshow Services as a result of such rerouting or handling.

To assist you in setting up your outgoing shipments Viper Tradeshow Service representatives will be on site for your
shipping convenience. If you have not pre-booked your outbound shipping before the show with Viper Transportation,
you welcome to do so with our representative on site at the Service Center. Shipping via Viper Transportation is done at

class 125 (exhibition tariff) common carrier rates, which is standard for shipping trade show material.

Carriers that do not check in by noon on Friday, October 28th, freight for those exhibitors consigned to that carrier will be
forced to the house carrier, Viper Transportation. For liability reasons, and ensuring exhibitors freight is loaded properly,
freight is ONLY tendered to carriers able to request your shipment by your booth number (if applicable) and
exhibiting name. Please be sure to instruct your carrier to do so.

Should you have any questions or concerns regarding the above information, please call Krista D'Amico.
Advance planning is always the easiest for everyone at show site and we're happy to help.

Thank you for reading and following the guidelines in this service manual. We look forward to
working with you on this event!




AUDIO VISUAL EQUIPMENT RENTAL
EXHIBITOR ORDER FORM

SWANK

EMAIL or FAX TO:
tward@swankav.com (847)303-4323

In order to take advantage of our advance rate, please allow your order

to reach us 10 days in advance. A 15% fee on regular rate will apply

AUDIO VISUALS 1o 72 hours or less notice, 72 hours or less cancellations are subiect to Full Charge.
# SHOW
QTY VIDEO/ DATA/ DISPLAY EQUIPMENT omveR | ADV. RATE [REG.RATE  EXT.TOTAL
20" DATA/Computer Monitor w/cart $175.00 | $210.00
42" PLASMA Monitor (data/video) $450.00 | $540.00
50" Plasma Monitor (data/video) $525.00 | $630.00
DVD Player $95.00 | $114.00
VHS or Mini DV Cam $205.00 | $246.00
6'x6’ to 8'x8' Screen $165.00 | $198.00
3300 Lumen LCD Projector $600.00 | $720.00
# SHOW
QTY OFFICE/ COMPUTER EQUIPMENT _DAYSPER | ADV. RATE [REG. RATE EXT. TOTAL
Desktop Computer $400.00 | $480.00
Laptop Computer $350.00 | $420.00
Wireless Mouse $65.00 | $78.00
Laser Jet Printer B&W $175.00 | $210.00
Laser Jet Printer Color $285.00 | $342.00
Fax Machine $125.00 | $150.00
# SHOW
QTY AUDIO EQU IPMENT DAYS/PER | ADV. RATE |REG.RATE EXT. TOTAL
DAY CHARGE
Wired Microphone (with stand) $65.00| $78.00
Wireless Lavalier or Handheld Microphone $200.00| $240.00
4 channel mixer $60.00] $72.00
12 channel mixer $175.00| $210.00
EV 250 Powered Speaker (Pair) $270.00 | $324.00
Speaker Stand (Pair) $20.00 | $24.00
Shure SM58 Microphone, Cardioid $55.00 | $66.00
CD Player $75.00 | $90.00
# SHOW
DAYS/PER | ADV. RATE |REG.RATE EXT. TOTAL
QTY PRODUCTION UTILITIES DAY CHARGE
High speed internet - Wired Connection - 1st Connection $225 | $270.00
Each add'l high speed connection $75 [ $90.00
High speed internet ( WiFi ONLY ) $75 [ $90.00
House Phone (no outside calls) $25 | $30.00
Phone line for CC Machine (toll free calls only) $100 | $120.00
Outside phone line with phone $200 | $240.00
Feel free to contact us regarding our complete inventory not listed above. EQUIPMENT TOTAL
Phone: 847.303.4125 24% SERVICE CHARGE
Email: tward@swankav.com SUB-TOTAL
Prepayment required on all equipment rental and services. 13.50% TAX ON INTERNET AND PHONE ONLY
$20 ONSITE DELIVERY CHARGE(SAME DAY ONLY)
Credit Card Information:  Type CCN# TOTAL

Cardholder's Name Exp. Date

Cardholder's Signature

Email
COMPANY INFORMATION DELIVERY INFORMATION
COMPANY NAME SHOW NAME
ADDRESS BOOTH #
DELIVERY DATE TIME
PICK-UP DATE TIME
PHONE FAX ON-SITE CONTACT
CONTACT ON-SITE CONTACT'S CELL or PAGER #




RENAISSANCE SCHAUMBURG HOTEL

AND CONVENTION CENTER

EXHIBITOR APPROVAL APPLICATION

1551Thoreau Drive, Schaumburg, IL 60173

VILLAGE OF SCHAUMBURG Phone 847.303.4120 Fax 847.303.4323

Name of Exhibit:

Exhibit Booth Number

Name & Date of Event/Show:

Contact Person:

Contact Info:

Telephone E-mail Address

Type of Goods or Services on Display:

Explain:

IBT # Tax Exempt Yes No If yes, proof of exempt status required.

Check all that apply (refer to Event Planning Guide for explanation and details):

Fire Prevention

Machinery and Equipment

Smoke, Fog and Haze Machines

Laser Displays

Vehicle Displays.

Display or Storage of LPG/Flammable and/or Compressed Gases
Flammable or Combustible Liquids

Open Flames and Candles

Any Cooking or Heat Producing Appliances

Enclosed and/or Multi-Story Exhibit Booths

Hazardous Materials (MSDS required)

Any other equipment/process that increases the risk to fire and life safety
Tents/Canopies/Bleachers

I

Building

[] Permit required for temporary alterations made to the electric system
[ ] Electrical Service in excess of 60 AMPS/ 480 Volts. Temporary Power Permit is required. Inspections
will be required.

Health

[] Food

[ ] Alcohol (requires a Class D One Day Liquor License & it must be displayed at the booth)
[ ] Animal Exhibits

[ ] Service preformed on person (massage, facial, etc.)

Finance/Revenue

Sale of any Merchandise to the public

Raffles / Prizes / Give away

Sale of Food

Sale of Alcohol (requires a Class D One Day Liquor License & it must be displayed at the booth)
Amusements / Admission Charge

Fundraiser / Charitable Event

I
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Event Name:

Utility Service Order Form

Company Name:

Ordered By:

On-site Contact:

Date Utility Installed:

Order Number:

Event Dates:

Booth/Space#:

Address:

Phone Number:

*ORDER AND FULL PAYMENT MUST BE RECEIVED BY DEADLINE DATE FOR ADVANCED RATE (THREE WEEKS PRIOR TO THE FIRST DAY OF SHOW). *

. . Advance Rate Standard
Description Qty. Per Unit Rate Per Unit Total
NUMBER OF CONNECTIONS
WATER 1” IPS | Si1ZE OF CONNECTIONS $410.00 $615.00
1% % FLOOR NUMBER OF CONNECTIONS
2
: OF S 410.00 615.00
DRAIN S1ZE OF CONNECTIONS $ $
TYPE OF CONNECTION
NUMBER OF CONNECTIONS
COMPRESSED | 17 oF CONNECTIONS
AIR PSI NEEDED $460.00 $685.00
(125 MAX PSI)
RATE OF AIR INCFM’S
TYPE OF CONNECTION
NUMBER OF CONNECTIONS
NATURAL GAS | SI1ZE OF CONNECTIONS $410.00 $615.00
1”=1LB. TYPE OF CONNECTION ' '
SIZE OF SUPPLY LINE
VENTING TO | S1ZE Or FLUE PIPES CALL CALL
ATMOSPERE | DRAFT INDUCER REQUIRED? Y N
1 TO 50 GALLONS $60.00 $90.00
51 TO 149 GALLONS $160.00 $250.00
WATER
FILLING 150 TO 299 GALLONS $390.00 $480.00
AND 300 TO 999 GALLONS $600.00 $700.00
DRAINING 1000 TO 4999 GALILONS $750.00 $1000.00
OVER 14,000 GALLONS CALL CALL

1) ALL WATER HOOK UP’S REQUIRE A DRAIN UNLESS PERMISSION IS GRANTED OTHERWISE BY THE EVENT MANAGER
2)  All water heaters require an electrical connection. Contact your event manager to identify the correct required electrical service.

3)  Utility’s will be run to your booth from the closest source, charge to run the utilities to the booth are in addition to the prices listed for

the utility service.
4)  All utilities are turned off 1 hour after the posted show hours; 24 hour utilities are available at twice the listed rates.
5) Compressed air is NOT conditioned or dried; please contact your event manager for dried or conditioned air,

Please call the Renaissance Schaumburg Hotel & Convention Center for information regarding all other available services at (847) 303-4120.

IMPORTANT:
Refer to the Floor Plan template. Submit one floor plan with location of utility to be installed.

A 24% service charge and applicable sales taxes will be applied to all service orders.
See Attached credit card authorization form for payment information.
All utility requests must meet fire department and Village of Schaumburg Approval.

PLEASE FAX ALL ORDERS BACK TO 847-303-4323





