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DATE

CONTACT NAME

COMPANY NAME

ADDRESS

CITY, STATE ZIP

REFERENCE:
SHOW NAME Center/Decorator Requirements

Dear CONTACT NAME:

This letter and enclosures will outline the building requirements for the SHOW NAME, held DATE at Location. To make your job a little easier, I have combined our information into this one document. 

Aisle Signs: Please create the following aisle signs for the SHOW NAME: AISLE NUMBER, AISLE NUMBER, AISLE NUMBER, AISLE NUMBER, AISLE NUMBER, AISLE NUMBER, AISLE NUMBER, and AISLE NUMBER. The sizes will be SIZE and will be per our contract.  
Attendance:  Our estimated attendance: 

· Exhibiting companies:

· Number of Booths:

· Total attendee registration of:

· Total show attendance (exhibitors and distributors) is anticipated to be about:

Audiovisual: Our audiovisual company NAME OF COMPANY is going to utilize ROOM NUMBER for their storage area during the week.

Banners:  Please provide a rendering of the following banners before production. The banners needs to be hung by Sunday, September 14, 2003 @ Noon.
	Banner Copy
	Banner Size
	Banner Location
	Material
	Quantity

	COPY
	SIZE
	LOCATION
	Banner
	#


Booth Cleaning: Please vacuum all of the aisles and clean the following association areas on the show floor:

· Registration:

· Booth #:

Booth ID Signs:  Please provide Booth ID signs with the following information and per our contract they should be 7” x 44”. See drawing below for layout. An excel file with the appropriate information (Company Name, City, State, and Booth Number) will be provided twenty days before our event opens. 
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	COMPANY NAME
	

	
	       CITY, STATE
	BOOTH#


Booth Packages:  

We are utilizing the following colors for the main section of the hall:
· Back Drape:  COLOR, COLOR, COLOR, COLOR, COLOR

· 36” Side Drape:  COLOR

· 9’ x 10’ Booth Carpet:  COLOR

· 9’ Aisle Carpet:  COLOR

All Linear booth spaces to include:

· 10’ of 8’ back drape

· 36” side drape

· 7” x 44” two-line identification sign

· 9’ x 10’ carpeting

All Island/Peninsula booths to include:

· 8’ back drape per our show rules and regulations (peninsula booths only)

· 7” x 44” two-line identification sign

· 9’ x 10’ carpeting

As outlined in the contract drape to be flame-retardant and meets fire codes of NAME OF CITY Fire Marshal’s office.

Business Center:  The Business Center should be open and available during the following times for our event:

	Date
	Time

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME


We would like to establish a “master account” at the Business Center for our team should they need copies, computer time, etc. The following people are only able to sign on the Business Center master account.

Their names are:

	NAME
	NAME
	NAME
	NAME

	NAME
	NAME
	NAME
	NAME


Will there be a sign at the entrance to the Business Center clearly outlining their hours? If not, we would appreciate a sign being created and placed at the entrance on DATE and left until DATE.
Carpet Logo: Per our contract, COMPANY NAME would like one Carpet Logo (See below) placed in the middle of the area outside of the PLACEMENT LOCATION.
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Coat/Luggage Check:  We will have our own coat/luggage check area located in the PLACEMENT LOCATION of the BUILDING NAME. The coat check area needs to be set by DATE at TIME and will require 3’ drape to block off the front and 8’ on the remaining sides. It will also need one chair, four 6’ tables, and a hanging rack. Please see the floor plan attached exact location and placement of furniture.

	Date
	Time

	Date
	Time

	Date
	Time

	Date
	Time

	Date
	Time


Climate Control:  Per our contract with SHOW LOCATION, climate control will only be operational during show days as outlined below: (Please make sure to start the cooling process early enough that the hall is cool by 8:00 a.m.)

	Function
	Day
	Time

	Exhibits Open
	DATE
	TIME

	Exhibits Open
	DATE
	TIME


Communication: We will be utilizing radios for our show. We supply radios for most of our team on-site as well as the vendors. The radio distribution list is as follows:

	Person Radio Assigned
	Affiliation

	STAFF NAME
	COMPANY/DEPARTMENT

	STAFF NAME
	COMPANY/DEPARTMENT

	VENDOR NAME
	COMPANY/DEPARTMENT

	VENDOR NAME
	COMPANY/DEPARTMENT


Radios will be ordered through COMPANY NAME and stored for use in the OFFICE NAME, Room NUMBER. Please return your radios to this office each evening for re-charging. 

Crate Storage/Loading Docks: DECORATOR NAME will store crates in LOCATION and at their marshalling yard off-site. They will utilize one or two loading docks with trailers for accessible storage. 

Deliveries:  For any type of delivery (floral, arrest warrants, strip-0-grams) for anyone in our show (exhibitors and attendees), Show Management must be alerted, as the delivery people are not allowed on the show floor.

Directionals: USE THIS AREA TO OUTLINE WHERE ALL OF YOUR DIRECTIONAL GRAPHICS WILL BE LOCATED AND AT WHAT TIME THEY NEED TO BE SET AND READY TO GO.
Electrical: Please send the enclosed chart and room/booth diagrams to ELECTRICAL PROVIDER. We need to know of any questions or issues as soon as possible.

Escalators: Please provide a floor plan of the escalators that indicates which directions they run. We will need the escalators operational the following days and hours:

	Date
	Time

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME


Exhibitor Appointed Contractors: A list of the Exhibitor Appointed Contractors and those exhibitors utilizing their services will be forwarded to you 30 days prior to our show and the final list provided at the Pre-Con on DATE.

Exhibitor Data: Exhibitor transfers are done on a weekly basis and will start on DATE. A final exhibitors list to be hand-delivered at the Pre-Con on DATE.

Exhibitor Lounge: The Exhibitor Lounges will be located at LOCATION.  The lounge should include the following and should be set by DATE:

· 8’ drape (drape should compliment show colors) all around the perimeter of the lounge

· 8’ MIS wall with door around the computer area 

· 1-Secretarial Desk

· 1-Rolling Chair

· 4-Couches And Or Love Seats

· 2-Coffee Tables

The exhibitor lounges are open the following hours:

	Date
	Time

	DATE
	TIME

	DATE
	TIME


Only exhibitors (COLOR BADGE) are able to access this lounge to utilize the services.

Exhibitor Service Center: The Exhibitor Services area is located in the LOCATION of the BUILDING NAME and will need to be set and operational by TIME on DATE. The service contractors operating in this area are:  COMPANY NAME (lead retrieval units), COMPANY NAME (audio visual/computer rental), COMPANY NAME (hanging signs, material handling, custom exhibit rental, exhibit labor, general contractor, cleaning, and shipping), COMPANY NAME (photography), COMPANY NAME (floral), COMPANY NAME (models), and COMPANY NAME (utilities). 

COMPANY NAME (lead retrieval units) needs the following requirements for the Exhibitor Service Center.  Please let me know as soon as possible if this is a problem due to space.

· 3 Registration Counters (2 will be fine if space is tight.)

· 3 Steno Gas Lift Rolling Chairs

· 3 Trash Cans

· 2-20 Amp drops with 2 power strips

· 10 x 10 (min.) area for storage with 4-6 ft tables

· 1 Phone line with instrument – Requested from Focus One.

The following chart outlines the hours of operation for the Exhibitor Service Center:

	Date
	Time

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME


First Aid: The following is the First Aid schedule for the SHOW NAME. The First Aid Service Request Form is completed and attached for your records. Please provide the room number for the permanent First Aid Location

	Description
	Date
	Start Time
	End Time

	Freeman Move-In Date Coverage
	DATE
	TIME
	TIME

	Freeman Move-In Date Coverage
	DATE
	TIME
	TIME

	Exhibitor Move-In Date Coverage
	DATE
	TIME
	TIME

	Show Date Coverage
	DATE
	TIME
	TIME

	Show Date Coverage
	DATE
	TIME
	TIME

	Move-Out Date Coverage
	DATE
	TIME
	TIME


Freight-Exhibitor: 

· Warehouse - Exhibitor freight should arrive in the exhibitor’s booth on DATE between TIME and TIME unless the exhibitor specified DATE delivery.

· Show Site - Exhibitor freight can start to arrive at TIME on DATE, but will not be guaranteed to arrive in their booth until after all of the Warehouse freight has been delivered.

· Early Move-In: At this time we do not have an Early Move-In chart, however, I will be providing you a copy of all requests received. Some exhibitors might choose to move-in on DATE. We have let them know that they are going to pay overtime charges for this service. We published TIME as the starting time for DATE move-in. 

Freight-Show Management: Freight should be picked up on DATE at LOCATION. All freight will be labeled for delivery to the appropriate location.  A chart will be provided by at the time of pickup.

Functions: All the function orders are enclosed. Please let me know if you have any questions regarding them.

General Contractor:  Our main COMPANY NAME contacts are NAME from the CITY office and NAME from the CITY office. COMPANY NAME is our show’s general contractor and will handle the following items: 

· Aisle Signs:  

· Banners:  

· Booth Packages:  

· Entrance Units & Directional Décor: 

· Early Exhibitor Move-In: 

· Freight: 

· Registration: 

· Directional/Signage: 

General Sessions: We have NUMBER general sessions. The first is DATE from TIME featuring NAME. The second is DATE from TIME and features NAME. The third is DATE from TIME featuring NAME. All general sessions will be conducted in the LOCATION. We expect between NUMBER people for each session. We will forward a diagram after the production company completes the design.

Labor Requirements: Below are the labor requirements as of June 11, 2003 for the BF&M 2003. An updated chart will be provided in August of 2003.

	Date Needed
	Start Time
	Location

	DATE
	TIME
	EXAMPLE: (REGISTRATION – LEVEL 1 LOBBY)

	DATE
	TIME
	EXAMPLE: (REGISTRATION – LEVEL 1 LOBBY)


Late Set-up: COMPANY NAME will be handling show security and will be working with COMPANY NAME to ensure that no unauthorized personal is on the floor after hours. However, we will allow late setup on DATE. A list will be provided in DATE.

Lighting:  Lighting will be on 100% on DATE and DATE from TIME TO TIME each day. And all other times from DATE TO DATE will be at 25%.

Massage Station: Area needs to be set by Tuesday, September 16, 2003 @ 8:00 a.m. A Massage station will be located on the exhibit floor near the entrance.  Please make sure that this area has a 10’ x 20’ piece of black carpet. They will be open exhibit hours:  

	Day
	Time

	DATE
	TIME

	DATE
	TIME


Official Vendors: The official vendors for our show are:

	Company Name
	Service Provided

	COMPANY NAME
	SERVICE PROVIDED

	COMPANY NAME
	SERVICE PROVIDED

	COMPANY NAME
	SERVICE PROVIDED


On-Site Orders: All on-site orders placed by our team or on our behalf must be pre-approved by NAME.

Other Shows/Meetings in the Building: Please provide a list of the other shows in the center or activity center with their anticipated attendance, number of exhibitors, type of shows and their exact dates and times. We require only those groups that coincide or overlap our contracted dates.

Package Mail: Area to be set and operational by 10:00 a.m. on Tuesday, September 16, 2003. Package Mail will be located at LOCATION.  Area should include the following:

· Pipe and drape that matches the rest of the show theme

· Tables for attendees to stack boxes around with ease

· Adequate Staff to assist with boxes and questions

· 18” x 12” x 12” boxes for attends to purchase 

· Rate of $10.00 per box (price does not include shipping)

· Shipping services: 

· The following providers should be available: 

· Federal Express

· UPS

· Freeman Transportation

· Attendees should be able to use their own FedEx or UPS numbers for shipping without penalty.

· Shipments should go out each day unless attendees are notified in advance.

· Package Mail must be open the same hours as the show.

· Area needs to be clearly marked with adequate signage. 

Parking: Please let us know how many complementary parking passes we will receive for our event.

Possession: Per our contract PPAI takes possession of Hall NAME at TIME On DATE.

Pre-Con: LIST THE DATE, TIME, AND LOCATION OF THIS MEETING.

Registration: All Registration set-up needs to be complete and ready to go by Saturday, September 13, 2003 @ Noon. Registration will be open the following dates and times:

	Date
	Times

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME


The Registration Counters will be as follows:

	Header Copy
	Misc. Items For Each Counter
	Utilities

	1) HEADER COPY
	ITEMS NEEDED
	UTILITIES IF ANY

	2) HEADER COPY
	ITEMS NEEDED
	UTILITIES IF ANY

	3) HEADER COPY
	ITEMS NEEDED
	UTILITIES IF ANY

	4) HEADER COPY
	ITEMS NEEDED
	UTILITIES IF ANY

	5) HEADER COPY
	ITEMS NEEDED
	UTILITIES IF ANY


Other Registration areas will require the following:

	Location
	Misc. Items For Each Area
	Utilities

	LOCATION
	ITEMS NEEDED
	UTILITIES IF ANY

	LOCATION
	ITEMS NEEDED
	UTILITIES IF ANY

	LOCATION
	ITEMS NEEDED
	UTILITIES IF ANY


Registration Sign In Counter: Please provide a sign in counter as located on the attached floor plan for attendees to fill out on-site registration forms. 
Restaurants:  Monday morning, Catering to provide tables and chairs to fill the restaurant area comfortably. Please use white linens for all of the tables. Catering to supervise the area busing tables and replacing table linens as necessary. 

Restaurant: McCormick Place will take care of the tables for the Restaurant at the back of hall C1. Per our previous conversation, please let me know if you think we can use an existing Restaurant banner that would match our show for 2003.

Room Usage: Enclosed is a schedule of all events listing the date, time, and location of each function.
Security: COMPANY NAME will be handling all of the security needs for the SHOW NAME.

Seminars: Seminars will take place on DATE from TIME to TIME in the Grand Ballroom.

Show Hours: Our exhibits are open: 

	Date
	Time

	DATE
	TIME

	DATE
	TIME


The enclosed BROCHURE NAME will outline our entire show schedule for you and your team. 

Show Management Office: Area needs to be set by DATE @ TIME. Our Show Management office will be located in ROOM NUMBER. The following items will need to be supplied for the office. 

· 4-Desks (No returns)

· 8-Chairs

· 4-Rolling Chairs

· 1-Large Foam Core Floor Plan of the BF&M for the wall of the sales office.

The following is a chart of the times our office will be open:

	Date
	Time

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME


Usually we are in the office much earlier and much later than indicated by this chart, but this gives you an idea of when we are open. Our office assistant will take messages for our team and will be able to locate us at all times by radios or cell phones. We secure this room and no cleaning can be done in this room unless we are present. Also, catering personnel cannot deliver breaks unless show management staff is present to accept the order.

Show Management Sponsored Areas: The following is a complete list of show management sponsored areas for the SHOW NAME:

	Area
	Location

	AREA
	LOCATION

	AREA
	LOCATION

	AREA
	LOCATION

	AREA
	LOCATION

	AREA
	LOCATION


Shuttle Schedule/Direct Shuttle: Our vendor for shuttle service is COMPANY NAME and they will provide shuttle service to our attendees staying at the LIST HOTELS on the following schedule:

	Date
	Time

	DATE
	TIME

	DATE
	TIME

	DATE
	TIME


Signage: USE THIS AREA TO OUTLINE WHERE ALL OF YOUR SIGNAGE WILL BE LOCATED AND AT WHAT TIME THEY NEED TO BE SET AND READY TO GO.

Smoking: No smoking is permitted during move-in, show days and move-out. Signs will be posted in obvious locations.

Team Office: The room diagram is enclosed, as are the electrical and phone needs.
Telecommunications: Please send the enclosed chart and room/booth diagrams to UTILITY PROVIDER. We need to know of any questions or issues as soon as possible.

Tours:  Please do not allow any tours to be conducted by CONVENTION CENTER sales or the CVB without first seeking the permission from Show Management.

Utilities: As mentioned under the Electrical and Telecommunications paragraphs, the chart for each of these areas are enclosed. In addition, please provide a listing of all exhibitors requesting air and/or water to me 30 days prior to move-in and the final list provided at the Pre-Con on DATE.

I know this is a lot of information so please let me know if you have any questions. As you know their will inevitably be other items, but I think this will do it for now.

Sincerely,

Your Name Here







Your Title Here
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