
CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

Advance Warehouse: Show Site Facility: 
Closets & Home Organization Conference & Expo™ Closets & Home Organization Conference & Expo™

Viper Tradeshow Services Long Beach Convention Center

c/o Daley Transportation c/o Viper Tradeshow Services

8735 Bellanca Avenue, Suite B 300 E. Ocean Blvd

Los Angeles, CA 90045 Long Beach, CA 90802

Standard Equipment Provided to Exhibitors:   10 x 10 Booth - Navy Blue Aisle Carpet

8' Back Drape - Blue / White One (1) 7" x 44" ID Sign

3’ Side Wall Pipe & Drape - Blue Booth Carpet - Hunter Green

Exhibitor Set Up and Show Site Delivery Hours: 

Tuesday, February 9, 2010 8:00 AM - 12:00 PM (Machinery Only)

Tuesday, February 9, 2010 12:30 PM - 5:00 PM

Wednesday, February 10, 2010 8:00 AM - 5:00 PM

Exhibit Hours:

Thursday, February 11, 2010 9:45 AM - Opening Ribbon Cutting Ceremony

Thursday, February 11, 2010 10:00 AM - 5:00 PM

Friday, February 12, 2010 10:00 AM - 4:00 PM

Exhibitor Tear Down and Move-Out Hours:

Friday, February 12, 2010 4:00 PM - 11:00 PM

Saturday, February 13, 2010 8:00 AM - 10:00 AM

Force: 10:00 AM

Viper Exhibitor Services Contact:

Missy Kordecki Phone:  888-458-9760 

Tradeshow Coordinator Fax:  847-426-3111

Viper Tradeshow Services Email: Missy@vipertradeshow.com

2575 Northwest Parkway

Elgin, IL  60124

Mark your calendar for these important dates!

Deadline for Discount Pricing on Accessories, Floral & 

Cleaning:

Forms must be received by Viper, with full payment, no 

later than Tuesday, January 19, 2010.

Advance Warehouse 1st Day of Receiving:
Freight can start being delivered to the Advance 

Warehouse on or after Tuesday, January 19, 2010.

Advance Warehouse Cut Off: 

Freight must be received at the Advance Warehouse no 

later than February 2, 2010 to avoid late charges.  

Materials will be accepted at the Advance Warehouse 

until February 8, 2010.

Show Site Deliveries:
Show Site deliveries will be accepted ONLY during 

the show move-in hours!

Show-At-A-Glance

Viper Transportation is the Official Carrier for this show.  All other carriers must check in no later than 10:00 AM in order to avoid 

force, as well as exhibitors must start their dismantle by 9:30 AM in order to avoid forced labor.
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Long Beach Convention Center Phone 847.426.3100
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IT PAYS TO READ THE MANUAL! Why?

♦You will save money ♦You will get what you need, when 
you need it.♦Your show experience will be productive.♦You 
will reach your show objectives.

If you don’t take the time to read the manual now .♦You 

may encounter higher costs.♦You may not be able to 
obtain the services and supplies that you will need.♦You 
may encounter frustrating delays and inconvenience. 

Life is complicated enough! 

Share this important information. 

Questions? 

Viper Tradeshow Services

Missy Kordecki

2575 Northwest Parkway, Elgin, IL 60124

Direct Phone:  888-458-9760

Email : Missy@vipertradeshow.com

Money Saving Tips:

It takes less than one hour to read the Exhibitor Manual.  Take an hour today to read it.  Pay particular attention to 

dates and deadlines. For those services and supplies that do not have printed deadlines, the sooner you place your 

order, the better your chances of getting exactly what you want. 

Most small package carriers (FedEx, UPS, DHL, etc.) 

don't make pickups after 5:00 PM.  Save money and 

pre-book your outbound freight with Viper or a 

reliable show carrier.

Exhibitor Tip # 2: Avoid Force!

Exhibitor Tip # 1: Reduce your Material Handling Costs!

Answers & Tips

Because the Exhibitor Manual contains important information regarding your exhibit, everyone who will be involved in 
making your show experience a success should take the time to read the Manual. 

We at Viper Tradeshow Services are committed to your success. Please contact our offices if you have questions 

about any of the information that is contained in this Exhibitor Manual. 

Here is how you may reach your Personal Show Executive who will be taking your orders, answering questions and

working at show site to ensure fulfillment and smoothness for this event for the following services: Shipping, 

Standard Furniture, Accessories & Carpeting, Custom Furniture, Cleaning & Porter Services, Floral and

Material Handling ~

Should there be any additional services not found within 
this manual that we may secure or provide for you please 
don’t hesitate to let us know.  We look forward to being of 
service to you and working with you on this event.

Don’t let your carrier deliver 4 different times, or 

separate shipment into multiple shipments and 

deliveries.  Avoid multiple material handling 

minimums and have all your freight delivered at 

once.
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Exhibitor:

Booth Number:

Contact Name:

Address:

City, State, Zip:

Phone Number:

Fax:

Email:
 *Paid invoices are emailed 3-5 days after show closing

Show Site Contact if Different Than Above:

Cell Phone:

Viper Tradeshow Services Orders

Material Handling Estimate $
Furnishings, Carpet & Accessories $

Viper Custom Furnishings $

Installation & Dismantle Labor $

Cleaning & Porter and/or Floral $

Modular Rental Display $

Shipping (Viper Transportation Services) $ call Missy @ Viper for an estimate!

Total Viper Tradeshow Service Orders $

Method of Payment / Credit Card Charges:

Please circle appropriate credit card Please provide credit card number ~

   MasterCard      Visa        American Express Number: 

Expiration Date:

Cardholder's Signature:

Name Printed:

Address (if different than above)

PLEASE IMPRINT YOUR CARD USING A PENCIL TO 

TRACE OVER THE NUMBERS

Company Check - Please note show name on check! _______ Date check being mailed: _____________

Make payable to:  Viper Tradeshow Services Mail to : 2575 Northwest Parkway, Elgin, IL 60124

Exhibitor Information / Method of Payment

For your convenience, we will use this authorization to charge your credit card account for your advance orders and 
any additional amounts incurred as a result of weight adjustments or show site orders placed by your representative, 

including labor, material handling and shipping.  

For Use of an Exhibitor Appointed Contractor / Third Party
We understand and agree that we, the exhibiting firm, are ultimately responsible for payment of charges and agree to be bound by 

all terms and conditions as described in the Terms & Conditions section of this Service Kit.  In the event that the named third party 

does not discharge payment of the invoice prior to the last day of the show, charges will revert back to the exhibiting company.  All 

invoices are due and payable upon receipt, by either party.  

Authorized Signature for Exhibiting Company ___________________________________________________
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In order to receive a discount: Outstanding Payments:
Payment must accompany your advance order and be 

received prior to the early deadline date and with 
completed Payment Authorization Form.  All payments to 

be in US currency.

Viper Tradeshow Services requires payment for all 
services upon presentation of an invoice statement at the 

exhibit site.  

Government Agencies please note: If your firm or agency
requires a purchase order be issued for any services
rendered such purchase order must accompany the order
forms.

All materials and equipment are on a rental basis, except
where specifically identified as a sale, and remain the
property of Viper Tradeshow Services.

Exhibitors with a history of delinquent payments and/or
open balances will be required to settle their past due
accounts and forward an advance deposit to cover the
estimated costs of service and, if such deposit is not
sufficient, will be required to settle their accounts prior to
the close of the exhibition.

Viper Tradeshow Services will accept payment by cash,

company check, or Method of Payment for Visa, MasterCard or

American Express. Viper Tradeshow Services reserves the

right to check the credit available on any card presented. If the

exhibitor fails to pay their invoice prior to the close of the show,

the charges will automatically be applied to the credit card on

file.

International Exhibitors will be required to settle their
accounts in full prior to the close of the exhibition.
Payments must be made in US Funds or by credit card,
cash, check, or bank wire transfer, when previously
arranged by Viper Tradeshow Services.

Tax Exemption Status- If you are exempt from payment
of sales tax, we require you to forward an exemption
certificate for the state in which the services are to be
used. Resale certificates are not valid unless you are
rebilling these charges to your customers.

Payment for all labor, equipment and services, whether
ordered by the exhibitor, display builder, non-official
contractor or other parties, shall be the responsibility of the
exhibitor at the event.

Insurance: Be sure your materials are insured from the

time they leave your firm until they are returned after the
show. It is suggested that exhibitors arrange all-risk
coverage. This can usually be done by “riders” to existing
policies.

Material Handling Form (MHA) aka Bill of Lading 

(BOL):

Your bill of lading must be turned in no later than the force 
times listed on the Show-At-A-Glance Page

Payment Terms & Definitions

Each exhibitor is responsible for turning in a Bill of Lading 
to the Exhibitor Service desk after dismantling and 
completion of packing and labeling all boxes, crates, etc. 
The Bill of Lading is the official “permission” of the exhibitor 
allowing removal of freight from the booth to the carrier of 
choice (personal vehicle, truck, van line, airfreight, etc.)  

Any unconsigned shipment left in the exhibit hall after 

dismantling hours will be shipped via the Official Show 

Carrier Viper Transportation at the expense of the 

exhibitor!

Small Package Shipments: Includes cartons 

received without documentation and delivered to the 
booth without guarantee of piece count and 
documentation, including but not limited to FedEx, UPS, 
Airborne, and DHL.  

Viper Tradeshow Services has established the following terms and conditions for all services rendered:

"Hand Carry": The ability for an exhibitor to "hand 

carry" their materials onto the exhibit hall without the use 
of wheels, including but not limited to, luggage carts, four 
wheel or two wheel dollies, baggage carts.   

It is the responsibility of the Exhibitor to advise the Viper Tradeshow Services Service 

Center representative of any problems with any orders before the start of the show.  

No credits will be issued after the exhibition closing.
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Shipper Information Shipper Information

Company: Company:

Address: Address:

Phone: Phone:

Contact: Contact:

Delivery Information Delivery Information

Viper Tradeshow Services Viper Tradeshow Services

c/o Daley Transportation c/o Daley Transportation

8735 Bellanca Ave, Suite B 8735 Bellanca Ave, Suite B

Los Angeles, CA 90045 Los Angeles, CA 90045

Exhibiting Company:_______________________ Exhibiting Company:_______________________

Booth Number:___________________________ Booth Number:___________________________

Must be delivered NLT January 19th to avoid late charges Must be delivered NLT January 19th to avoid late charges

Shipper Information Shipper Information

Company: Company:

Address: Address:

Phone: Phone:

Contact: Contact:

Delivery Information Delivery Information

Long Beach Convention Center Long Beach Convention Center

c/o Viper Tradeshow Services c/o Viper Tradeshow Services

300 E. Ocean Blvd 300 E. Ocean Blvd

Long Beach, CA 90802 Long Beach, CA 90802

Exhibiting Company:_______________________ Exhibiting Company:_______________________

Booth Number:___________________________ Booth Number:___________________________

To be delivered ON MOVE-IN SCHEDULE - ONLY! To be delivered ON MOVE-IN SCHEDULE - ONLY!

For your convenience labels are provided below for advance warehouse and show site delivery.  We encourage you 
to make copies and fill in your specific information and tape one on each piece of your freight.

CLOSETS & HOME ORGANIZATION 

CONFERENCE & EXPO™

CLOSETS & HOME ORGANIZATION 

CONFERENCE & EXPO™

Advance Warehouse Labels

CLOSETS & HOME ORGANIZATION 

CONFERENCE & EXPO™

CLOSETS & HOME ORGANIZATION 

CONFERENCE & EXPO™

Show Site Labels







CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

Crated & Skidded to Advance Warehouse: $77.00 / cwt.           (2,000 - 5,000lbs - $71.29 / cwt.)

*200 Pound Minimum (5,000lbs or more - $52.03 / cwt.)

Crated & Skidded to Show Site or Late to Warehouse: $105.80 / cwt.         (2,000 - 5,000lbs - $96.68 / cwt.)

*200 Pound Minimum (5,000lbs or more - $67.64 / cwt.)

ADVANCE WAREHOUSE ADDRESS: DIRECT ADDRESS:

Exhibiting Company & Booth # Exhibiting Company & Booth #

Viper Tradeshow Services Long Beach Convention Center

c/o Daley Transportation c/o Viper Tradeshow Services

8735 Bellanca Ave, Suite B 300 E. Ocean Blvd

Los Angeles, CA 90045 Long Beach, CA 90802

Shipments Delivered to the Advance Warehouse:

Freight must be received at the warehouse no later than 

February 2, 2010 to avoid late charges.  Materials will be 

accepted at the Warehouse until February 8th.

Shipments Delivered to Show Site:
Show Site deliveries must arrive during the 

scheduled Move-In times.

Special Handling 30 % Surcharge

Moving Van Shipments
Shipments delivered by a moving van or shipments by 
any truck which because of the height of the truck bed, 
cannot be unloaded at the docks.

Loose Freight

Shipment packed in such a manner as to require special 
handling (i.e.: loose display parts; uncrated equipment, 
etc.) regardless of the kind of carrier or vehicle used, 
including small package shipments.

Undetermined Description

Description of the shipment is such that the type of 
materials or equipment cannot be determined (i.e. 1 lot 
20 assorted pieces, etc.)

Must be delivered by Hand

Materials must be moved "by hand" to the booth due to 

facility situations beyond Viper Tradeshow Services 

control (i.e.: elevators, rooms forklifts cannot be used, 
etc.)

Small Package Carriers (SPC) FedEx, UPS, DHL, etc…

Overtime or Off Target 30% Surcharge

200 pound minimum applies for every shipment received to the Advance Warehouse & Show Site.

Additionally, when warehouse freight must be moved into the exhibit site on overtime, due to scheduling conflict 
beyond the control of Viper Tradeshow Services, or show move in or move out times are after 4:30 PM weekdays, on 

Saturday, Sunday, or Holidays overtime charges will apply.

Shipments that qualify for overtime rates are any shipments unloaded at the warehouse after 4:30 PM on weekdays, 
anytime Saturday, Sunday or Holidays or after February 2, 2010 will be subject to overtime charges.

Small Package Fee
$45 per Small Package Shipment (via UPS, FedEx, etc.) - 100lbs Maximum Weight 

Advance shipments will be accepted at the Viper Tradeshow Services warehouse and allowed up to 21 days free 

storage if delivered by the advance deadline receiving date listed below and includes delivering freight direct to the 
exhibitor's booth storage of empties during the show, delivery of empties at the end of the show to exhibitor's booth, 
removal from exhibitor's booth upon completion of packing, and turning in Bill of Lading to service desk and loading 

of materials onto outbound transportation carrier.  Show Site shipments receive the same services except for 
warehouse storage.

Material Handling

Special Handling rates shall be applied to the total standard charges, but not limited to the following type of 

shipments and multiple scenarios may incur multiple special handling charges:

Rates are per hundred-weight (cwt) rounded to the next 100.
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The Exhibitor agrees, in connection with the receipt, handling, temporary storage and reloading of its materials, that Viper Tradeshow Services 

and its subcontractors will provide these services as Exhibitor's agent and not as bailee or shipper. If any employee of Viper Tradeshow 

Services or its subcontractors shall sign a delivery receipt, bill of lading or other document, we agree that Viper Tradeshow Services or its 

subcontractor will do so as the Exhibitor's agent, and the Exhibitor accepts the responsibility thereof. 

The Exhibitor agrees, in the event of a dispute with Viper Tradeshow Services or its subcontractors relative to any loss or damage to any of our 

materials or equipment, that the Exhibitor will not withhold payment in any amount due to Viper Tradeshow Services for material handling 

services or any other services provided by Viper Tradeshow Services or its subcontractors as an offset against the amount of the alleged loss 

or damage. Instead, the Exhibitor agrees to pay Viper Tradeshow Services prior to the close of the show for all such charges and further agrees 

that any claim the Exhibitor may have against Viper Tradeshow Services or its subcontractors shall be pursued independently by the Exhibitor 

as a completely separate transaction to be resolved on its own merits. 

Relative to inbound shipments, there may be a lapse of time between the delivery of shipment(s) to the booth by Viper Tradeshow Services or 

its subcontractors and the arrival of the Exhibitor's representative at the booth. Similarly, relative to outgoing shipment(s), it is possible that there 

will be a lapse of time between the completion of packing and the actual pick-up of materials from the booth for loading onto a carrier. With the 

knowledge that during such times the shipment(s) will be left in the booth unattended, it is recommended that a representative from the exhibiting 

company stay with the shipment until it is picked up. 

Therefore, it is agreed that Viper Tradeshow Services and its subcontractors are not responsible for the loss or disappearance of Exhibitor's 

materials after the same have been delivered to Exhibitor's booth, nor are Viper Tradeshow Services and its contractors responsible for 

Exhibitor's materials before they are picked up from the Exhibitor's booth for loading after the show. Consequently, all bills of lading covering 

outgoing shipment(s) submitted to Viper Tradeshow Services or its subcontractors by Exhibitor will be checked at the time of pick-up from the 

booth and corrected where discrepancies exist. 

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 that may result from any loss or damage to Exhibitor's materials, which may make it impossible or 

impractical to exhibit same. 

Viper Tradeshow Services and its subcontractors shall not be responsible for ordinary wear and tear in handling of equipment, nor for loss or 

damage due to fire, theft, windstorm, water, vandalism, acts of God, mysterious disappearance or other causes beyond their control. 

It is agreed that if Viper Tradeshow Services or its subcontractors should be found liable for loss or damage to Exhibitor's equipment, the 

liability shall be limited to the specific article that was physically lost or damaged. Such liability shall be limited to a sum equal to $.30 per pound 

per article, with a maximum liability of $50.00 per item or $1,000.00 per shipment, whichever is less, as agreed upon damages and exclusive 

remedy. Provisions of this paragraph shall apply if loss or damage, regardless of cause or origin, results directly or indirectly to property through 

performance or non-performance of obligations imposed by the offering of services to Exhibitors or from negligence, active or otherwise, by Viper 

Tradeshow Services, its subcontractors or their employees. 

Labor is scheduled and based on the Material Handling Order Form included in this kit to accommodate the movement of freight expeditiously to 

your booth and out and is non-refundable if freight is not received for any reason.

Claims for loss or damage must be submitted to Viper Tradeshow Services by the close of the show. No suit or action shall be brought against 

Viper Tradeshow Services or its subcontractors more than one year after the cause of action.

The consignment or delivery of a shipment to Viper Tradeshow Services or its subcontractors by an Exhibitor or by any shipper on behalf of the 

Exhibitor shall be construed as an acceptance by such Exhibitor (and/or other shipper) of the terms and conditions set forth in Sections 1 through 

13 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 indeterminable.  Be sure your materials are insured!

Viper Tradeshow Services and its subcontractors shall not be liable for shipments received without receipts; freight bills or specified unit counts 

on receipts or freight bills, such as UPS or van lines. Such shipments will be delivered to booth without guarantee of piece count or condition. 

In order to expedite removal of materials from the show site, Viper Tradeshow Services shall have the authority to change designated carriers,

if such carriers do not pick up on time. Where the Exhibitor makes no disposition, materials will be taken to a warehouse to await Exhibitor's

shipping instructions, and the Exhibitor agrees to be responsible for payment of charges relating to such handling at the warehouse. Viper

Tradeshow Services assumes no liability as a result of such re-routing or handling. 

It is understood that Viper Tradeshow Services and its subcontractors are not insurers. Insurance, if any, shall be obtained by the Exhibitor. 

Amounts payable by Viper Tradeshow Services hereunder are based on the scope of the liability as herein set for and are unrelated to the 

value of the Exhibitors property.  It is further understood and agreed that Viper Tradeshow Services and its subcontractors do not provide for full 

liability should loss or damage occur. 

Material Handling Limits of Liability

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 held liable for any damage incurred during the handling of equipment requiring 

special devices to properly load, place or reload unless advance notice has been given to Viper Tradeshow Services in time to obtain the 

proper equipment. 

Viper Tradeshow Services and its subcontractors shall not be responsible for damage to uncrated materials, materials improperly packed, glass 

breakage or concealed damage. 
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Example:  452 lb. shipment is rounded up to 500 lbs.  500 lbs. is 5 cwt.  5 x rate = total material handling rate.

Shipments to Advance Warehouse: $77.00 / cwt.           (  2,000 - 5,000lbs - $71.29 / cwt.)

                     (5,000lbs or more - $52.03 / cwt.)

Shipments to Show Site: $105.80 / cwt.           (2,000 - 5,000lbs - $96.68 / cwt.)

                     (5,000lbs or more - $67.64 / cwt.)

#1. Calculate your CWT (hundred weight)

Estimated Weight of Shipment: ___________________ Pounds

Pounds Divided by 100 = ___________________ cwt. (No less than 2)

#2. Calculate Your Estimated Sub-Total

Your CWT x Material Handling Rate (Adv. Warehouse) $__________________ Sub Total 

Your CWT x Material Handling Rate (Show Site) $__________________ Sub Total 

#3. Add on Required or Applicale Special Charges

Add 30% of Above Sub Total for Overtime Move-Out: $__________________ Required for this Show

Add another 30% for Small Package Carrier IF you are

using FedEx, UPS, DHL, Airborne, etc. $__________________ONLY if you will be utilizing

                                  these carriers. 

#4. Add Your Sub Total Charges with your Special 

Charges for your Estimated Total Material Handling: 

Shipments Delivered to the Advance Warehouse:

Freight must be received at the warehouse no later than 

February 2, 2010 to avoid late charges.  Materials will be 

accepted at the Warehouse until February 8th.

Shipments Delivered to Show Site:
Show Site deliveries must arrive during the 

scheduled Move-In times.

Exhibitor:

Booth Number:

Material Handling Order Form
Rates: For complete information and descriptions for this show please refer to the sheet in this service manual titled 

“Material Handling”. If you have any questions or would like assistance calculating your material handling estimate 

please contact us at 847.426.3100  

Rates for this show are on actual or dimensional weight, whichever is greater, for every hundred pounds (cwt or hundred-

weight) rounded up. A 200 pound minimum applies to every shipment, whether received at the Advance Warehouse or 

Show Site. 

$__________________ ESTIMATED TOTAL
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Item - Quantity  (Discount Deadline = January 19, 2010)

Side Chair - _______ ___________ $81.90 Discount / $107.10 Standard

Arm Chair - _______ ___________ $94.50 Discount / $119.70 Standard

Counter Stool - _______ ___________ $107.10 Discount / $132.30 Standard

Tables & Counters (please circle drape color)

Tables are 30" High  Blue   Red  White  Green   Black   

4' Table - _______ ___________ $119.70 Discount / $151.20 Standard

6' Table - _______ ___________ $151.20 Discount / $170.10 Standard

8' Table - _______ ___________ $163.80 Discount / $182.70 Standard

Optional 4th Side Draped - _______ ___________ $30.00 Discount / $42.00 Standard

Undraped Table - (4ft., 6ft., 8ft. - circle size )  - _______ ___________ $30.00 less than listed price above
Counters are 42" High  Blue   Red  White  Green   Black   

4' Counter - _______ ___________ $144.90 Discount / $176.40 Standard

6' Counter - _______ ___________ $176.40 Discount / $207.90 Standard

8' Counter - _______ ___________ $201.60 Discount / $233.10 Standard 

Optional 4th Side Draped - _______ ___________ $36.00 Discount / $48.00 Standard

Undraped Counter - (4ft., 6ft., 8ft. - circle size )  - _______ ___________ $30.00 less than listed price above

4' Single Tier Draped Table Riser - _______ ___________ $80.14 Discount / $105.84 Standard

6' Single Tier Table Riser - _______ ___________ $101.30 Discount / $132.30 Standard

8' Single Tier Table Riser - _______ ___________ $120.96 Discount / $149.69 Standard

Garment Rack - _______ ___________ $145.15 Discount / $189.00 Standard

Wastebasket - _______ ___________ $26.46 Discount / $36.54 Standard

Tripod Easel - _______ ___________ $48.38 Discount / $61.99 Standard

Sign Frame/Holder - _______ ___________ $148.18 Discount / $189.00 Standard

Rope & Stanchion Sets - _______ ___________ $113.40 Discount / $148.18 Standard

4' x 8' Poster Board - _______ ___________ $231.34 Discount / $264.60 Standard

Bag Rack - _______ ___________ $81.90 Discount / $113.40 Standard 

3' Upright and Base - _______ ___________ $30.24 Discount / $45.36 Standard 

8' Upright and Base - _______ ___________ $37.80 Discount / $52.92 Standard

Crossbar - _______ ___________ $22.68 Discount / $37.80 Standard

3' Masking (per foot) - _______ ___________ $18.14 Discount / $27.22 Standard

8' Masking (per foot) - _______ ___________ $24.19 Discount / $33.26 Standard

10' x 10' Carpet _____ ___________ $182.40 Discount / $234.00 Standard

10' x 20' Carpet _____ ___________ $364.80 Discount / $468.00 Standard

1/2" padding, per square foot - # of ft :_______ ___________ $2.21 Discount / $2.64 Standard

Visqueen, per square foot - # of ft :_______ ___________ $0.50 Discount / $0.62 Standard

1) Total All Items Ordered: $ _____________

2) Add applicable sales tax 9.75% $ _____________

Amount of Total Accessories/Carpet Charges (1 + 2) $ _____________

Exhibitor:

Booth Number:

Select a Carpet Color Choice 

Carpet 

Blue_____  Black ____  Red _____ Charcoal Gray  _____ 

Furniture & Accessories

30% surcharge is applicable on all show site orders.  Items cancelled within 14 days of move-in are charged at full value.  Please call 888-

458-9760 for special requests or items you do not find on this form.

Accessories

Chairs

* *Booth comes with Hunter Green Booth Carpeting
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1-888-458-9760
www.olisfurniture.com



 

Qty. Discount Standard Total Qty. Discount Standard Total

A-1  Durapella Sage Sofa 548.10 712.53$       E-1  Pewter/Blue Chair 182.70 237.51$          

A-2  Durapella Sage Loveseat 485.10 630.63$       E-2  Pewter/Red Chair 182.70 237.51$          

A-3  Durapella Sage Chair 359.10 466.83$       E-3  Pewter/Yellow Chair 182.70 237.51$          

A-4  Cherry Cocktail Table 233.10 303.03$       E-4  Pewter/Green Chair 182.70 237.51$          

A-5  Cherry End Table 207.90 270.27$       E-5  Black/Glass 36" Round Table 245.70 319.41$          

A-6  Cherry Sofa Table (Not shown) 233.10 303.03$       E-6  Chrome/Glass Bar Table 283.50 368.55$          

A-7  Birch/Metal 54" Round Table 296.10 384.93$       E-7  Chrome/Black Euro Stool 182.70 237.51$          

A-8  Birch/Steel Side Chair 195.30 253.89$       E-8  Black/Glass 42" Round Table 283.50 368.55$          

A-9  Birch/Steel Server 359.10 466.83$       E-9  Black Side Chair 157.50 204.75$          

A-10  Finished Gold 36" x 60" Table 258.30 335.79$        

A-11  Finished Gold Side Chair 157.50 204.75$       F-1  Brushed Steel 42" Round Table 283.50 368.55$          

 F-2  Brushed Steel/Black Chair 182.70 237.51$          

B-1  Black Leather Sofa 522.90 679.77$       F-3  Brushed Steel Bar Table 270.90 352.17$          

B-2  Black Leather Loveseat 485.10 630.63$       F-4  Brushed Steel/Black Barstool 207.90 270.27$          

B-3  Black Leather Chair 409.50 532.35$       F-5  Brushed Steel 42" Round Table 283.50 368.55$          

B-4  Maple/Black Cocktail Table 233.10 303.03$       F-6  Brushed Steel/Blue Chair 182.70 237.51$          

B-5  Maple/Black End Table 207.90 270.27$       F-7  Brushed Steel/Blue Barstool 207.90 270.27$          

B-6  Maple/Black 6Ft. Conf. Table 548.10 712.53$       

B-7  Maple/Black 8 Ft. Conf. Table 611.10 794.43$       

B-8  Maple/Balck 42" Rnd Conf Tabel (Not shown)447.30 581.49$       G-1  Black 24" x 24" x 42" Pedestal 346.50 450.45$          

B-9  Black Leather Conference Chair 270.90 352.17$       G-2  Black 12" x 12" x 42" Pedestal 220.50 286.65$          

B-10  Lamp 107.10 139.23$       G-3  Black 12" x 12" x 30" Pedestal 220.50 286.65$          

B-11  Black Leather Lounge Chair 371.70 483.21$       G-4  Black Drafting Stool 220.50 286.65$          

G-5  Black Steno Chair 157.50 204.75$          

C-1  Grey Sofa 422.10 548.73$       G-6  48" x 24" x 30" Parson's Desk 296.10 384.93$          

C-2  Grey Loveseat 384.30 499.59$        

C-3  Grey Chair 346.50 450.45$       H-1  Oak Desk 422.10 548.73$          

C-4  Black/Glass Cocktail Table 189.00 245.70$       H-2  Oak Credenza 447.30 581.49$          

C-5  Black/Glass End Table 176.40 229.32$       H-3  Oak Lateral File 308.70 401.31$          

C-6  Chrome/Glass Cocktail Table 201.60 262.08$       H-4  Black Leather Executive Chair 270.90 352.17$          

C-7  Chrome/Glass End Table 189.00 245.70$       H-5  Black Lounge Chair (Not Shown) 333.90 434.07$          

C-8  Lamp 107.10 139.23$       H-6  Black 36" Round Table 207.90 270.27$          

H-7  Black Euro Chair 157.50 204.75$          

D-1  Chrome/Glass 36" Round Table 245.70 319.41$       H-8  Black 30" Round Bar Table 195.30 253.89$          

D-2  Brushed Silver Ladderback Chair 132.30 171.99$       H-9  Euro Barstool 195.30 253.89$          

D-3  Chrome/Glass 42" Round Table 283.50 368.55$       H-10  Black 6 Ft. Conference Table 359.10 466.83$          

D-4  White/Chrome Chair 182.70 237.51$       H-11  Black Leather Executive Chair 270.90 352.17$          

D-5  Pewter/Glass 60" Oval Table 321.30 417.69$       H-12  Conference Table/Brandy 10 Ft.(Not Shown) 623.70 810.81$          

D-6  Pewter/White Chair 170.10 221.13$       H-13  Conference Table/Brandy 6 Ft.(Not Shown) 497.70 647.01$          

D-7  Pewter/Glass 42" Rnd Table (Not shown) 296.10 384.93$       

Elite Necessities

Z-1  Black Sherpa Side Chair  68.75 89.38$         Z-7 Cocktail Table  94.50 122.85$          

Z-2  Black 30"x30" Table  182.70 237.51$       Z-8 End Table  81.90 106.47$          

Z-3  Black Sherpa Arm Chair  81.90 106.47$       Z-9 Coat rack  56.70 73.71$            

Z-4  Black Ladderback Barstool  119.70 155.61$       Z-10 Refrigerator  321.30 417.69$          

Z-5  Black 30"x42" Bar Table  195.30 253.89$       Z-11 Literature Stand  157.50 204.75$          

Z-6  Black Euro Barstool  170.10 221.13$        

Credit Card #___________________________________________________Show Name:      Subtotal:   ____________

Exp. ____________ Show Location:      Sales Tax 5%:_________        

Cardholder Name_______________________________________________Show Date:      Delivery:    ___$90.00___

Cardholder Signature____________________________________________Company Name ___________________________________________     Total:         ____________

Address _________________________________________________Booth #_____________

               _______________________________________________________Company Representative @ Show site  _________________________________________________ *

Telephone ________________________________________  *include cellular telephone number if possible

Fax ______________________________________________ Email Address __________________________________________________________

Orders Received within 14 days of the show will be charged standard rates.  Rates are for the duration Mail: Viper Tradeshow Services

of the event.  100% cancellation fee 10 days from the show.  Please apply event site sales tax. 2575 Northwest Parkway

Elgin, IL 60124

888.458.9760 - toll free

847.426.3100 - phone

847.426.3111 - fax

 Please fax your furnishing order to:                            

847.462.3111



CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

Small Floral Arrangement - _______ ___________ $90.00 Discount / $120.60 Standard

Medium Floral Arrangement - _______ ___________ $126.00 Discount / $156.60 Standard

Large Floral Arrangement - _______ ___________ $162.00 Discount / $198.00 Standard

2 foot green plant - _______ ___________ $55.20 Discount / $69.60 Standard

3 foot green plant - _______ ___________ $69.60 Discount / $82.80 Standard

4 foot green plant - _______ ___________ $82.80 Discount / $98.40 Standard

5 foot green plant - _______ ___________ $98.40 Discount / $112.80 Standard

6 foot green plant - _______ ___________ $112.80 Discount / $127.20 Standard

1) Total All Items Ordered: $ _____________

2) Add applicable sales tax 9.75% $ _____________

Amount of Total Floral Charges (1 + 2) $ _____________

Number of Booth Units - _______X _________ $70.00 Discount / $85.00 Standard (8x10 or 10x10)

________SubTotal

SubTotal X Number of Days - _______ ________Total

Monday - Friday 8:00 am - 4:30 pm $57.60 per day

Monday - Friday after 4:30 pm $69.60 per day

Any time Saturday, Sunday & Holidays $78.00 per day

Number of Booth Units - _______X _________ (use appropriate rates from above)

________SubTotal

SubTotal X Number of Days - _______ ________Total

Total of All Cleaning & Porter Services: $___________

Exhibitor:

Booth Number:

Emptying refuse from containers as necessary throughout the show hours.

Porter Service

For plants or floral not listed please contact 888-458-9760

Floral   
 (Discount Deadline = January 19, 2010)

Vacuuming

Fresh Floral Arrangements

Artificial Plants

30% surcharge is applicable on all show site orders.  Items cancelled within 14 days of move-in are charged at full value.  Please call 888-

458-9760 for special requests or items you do not find on this form.

30% surcharge is applicable on all show site orders.  Services cancelled within 14 days of move-in are charged at full value.  Please call 

888-458-9760 for special requests or items you do not find on this form.

 (Discount Deadline = January 19, 2010)



CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

7" x 11" - _______ ___________ $52.00 Discount / $78.00 Standard

7" x 44" - _______ ___________ $68.00 Discount / $102.00 Standard

11" x 14" - _______ ___________ $72.00 Discount / $108.00 Standard

14" x 22" - _______ ___________ $75.00 Discount / $112.50 Standard

14" x 44" - _______ ___________ $84.00 Discount / $126.00 Standard

22" x 28" - _______ ___________ $96.00 Discount / $144.00 Standard

28" x 44" - _______ ___________ $135.00 Discount / $202.50 Standard

40" x 60" - _______ ___________price provided upon request

_____ Vertical

_____ Horizontal

Letter Color: ____________

Over 10 words per sign: _______ ___________ $2.00 / word 

Easel Back: _______ ___________ $9.00 / sign

Colored Showcard: _______ ___________$12.00 / sign

Logo Sign: _______ ___________quote provided upon request

Banner: _______ ___________quote provided upon request

Exhibitor:

Booth Number:

Signage/Graphics Order Form
 (Discount Deadline = January 19, 2010)

Choose Your Size

Sign prices are based on one color copy, white showcard and 10 words or less per sign.

Optional Services

Indicate Your Sign Copy

Style and Color

Additional Services

Indicate here if you would like us to provide more information and pricing on Banners, cut out letters, logos, silk 
screening, special graphics or any other item.





CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

Monday - Friday 8:00 am - 4:30 pm - _______ ____________ $74.00 per person, per hour

Monday - Friday after 4:30 pm - _______ ____________ $116.00 per person, per hour

Any time Saturday, Sunday & Holidays - _______ ____________ $185.80.per person, per hour

1) Day/Time of Set Up:________________________ ___________ Enter hourly rate as outlined above.

2) Number of Labor/People: ___________ X number of people

3) Total Number of Hours: ___________ X number of hours

4) Sub-Total: $__________ 

5) Check here if Exhibitor Supervised: _____________ MUST be marked or move to next step

6) Viper Tradeshow Service Supervised Surcharge: ___________ 35% of sub-total above

7) Total Installation Charges $__________ Sub-total plus surcharge (4+6)

1) Day of Tear Down:________________________ ___________ Enter hourly rate as outlined above.

2) Number of Labor/People: ___________ X number of people

3) Total Number of Hours: ___________ X number of hours

4) Sub-Total: $__________

5) Check here if Exhibitor Supervised: _____________ MUST be marked or move to next step

6) Viper Tradeshow Service Supervised Surcharge: ___________ 35% of sub-total above

7) Total Installation Charges $__________ Sub-total plus surcharge (4+6)

Total of All Items Ordered: $__________

Exhibitor:

Booth Number:

Exhibitor Supervised Labor: Supervisor must check in at the Viper Tradeshow Service Center to pick up labor.

Upon completion of work, supervisor must return to Viper Tradeshow Service Center to release labor. Start time
guaranteed only where labor is requested for the start of the working day (8:00 am) unless the official set time begins
later in the day.  Please provide supervisor's name and cell number: 

Dismantle Calculation & Order

Display Labor (I&D)

Forklift & Rigging

Display Labor Hourly Rates

Please contact Missy Kordecki at 847.462.3100 or Missy@vipertradeshow.com to request Forklift & 
Rigging Forms.

Installation Calculation & Order

Labor Definitions

Add 10% to above rates for labor ordered at show site.

All labor is supervised by Viper Tradeshow Services and charged accordingly unless checked below.

Viper Tradeshow Services Supervised Labor: Exhibits are set up prior to exhibitor's arrival under the direction of

Viper Tradeshow Services I & D Supervisors. The charge for this service is an additional 35% of the total installation
labor bill.  Please provide complete booth plans, schematics, instructions and photos (if possible) for this service.

10% surcharge is applicable on all show site orders.  Services cancelled within 14 days of move-in are charged at full value.  Please call 

888-458-9760 for special requests or items you do not find on this form.



CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

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.

Exhibitor Appointed Contractors (EAC) Guidelines

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.

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:

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.

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.

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.

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 contractor, Viper Tradeshow Services. The exhibitor appointed contractor must coordinate all of its

activities with Viper Tradeshow Services.



CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

Notification of EAC: To be received no later than 14 days in advance.

Name of Service Firm: 

Address:

Telephone:

Fax: 

Contact:

Email:

Show Site Contact (if different than above):

Cell Phone:

Exhibitor:

Booth Number:

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.

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.

3) Check in at the Viper Tradeshow Services

Service Desk to proceed with work on the floor.
Upon Arrival at Show Site.

EAC Instructions

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.

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.



CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

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.

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.

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

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.

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.

Limits of Liability & Responsibility



CLOSETS & HOME ORGANIZATION Viper Tradeshow Services

CONFERENCE & EXPO™ 2575 Northwest Parkway
February 10-12, 2010 Elgin, IL 60124
Long Beach Convention Center Phone 847.426.3100
Long Beach, CA Fax 847.426.3111

Exhibitors will receive additional instructions before the start of the last day of show hours, however, 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.

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)

The exhibits officially close on Friday, February 12th at 4:00 PM.

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.

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.

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

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

Should you have any questions or concerns regarding the above information, please call Missy Kordecki at 

Thank you for reading and following the guidelines in this service manual.  We look forward to 

working with you on this event!

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 10:00 AM on Saturday, February 13, 2010.

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.

888-458-9760.  Advance planning is always the easiest for everyone at show site and we're happy to help.

Carriers that do not check in by 10:00 AM, 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.

Dismantle Instructions
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