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	DEADLINE
	ITEM
	FORM TO COMPLETE
	SECTION
	DONE

	Now
	Read over the Rules & Regulations
	
	Rules & Regulations
	

	Date Needed
	Deadline to complete company listing for the Exhibitor Directory
	Exhibitor Directory Listing Form
	Promotional Opportunities
	

	Date Needed
	Deadline to turn in the Target Change Request Form (If applicable)
	Target Change Request Form
	Shipping/Material Handling
	

	Date Needed
	Start sending shipments directly to the Freeman warehouse
	Material Handling Order Form
	Shipping/Material Handling
	

	Date Needed
	Deadline to reserve your hotel room at the PPAI rate.
	Hotel Reservation Online
	Hotels/Travel
	

	Date Needed
	Deadline to complete and mail in the EAC Form and Insurance to PPAI
	EAC Agreement
	Exhibitor Appointed Contractor
	

	Date Needed
	Deadline to sign up for the Supplier Catalogue Showcase
	Supplier Catalogue Showcase
	Promotional Opportunities
	

	Date Needed
	Deadline to submit your Vehicle Display Information Form to PPAI
	Vehicle Display Information Form
	Rules & Regulations
	

	Date Needed
	Deadline to arrange for overhead signs and banners with Freeman
	Hanging Sign Order Form
	Labor
	

	Date Needed
	Deadline to complete the Shipping/Material Handling Form
	Material Handling Order Form
	Shipping/Material Handling
	

	Date Needed
	Deadline to order additional security from Taylor & Associates
	Security Order Form
	Additional Services
	

	Date Needed
	Deadline to order any furnishings from Freeman
	Furnishings Order Form
	Decorator Information
	

	Date Needed
	Deadline to order display labor from Freeman
	Labor Order Form
	Labor
	

	Date Needed
	Deadline to order Fill-In Carpet (9x10 booth carpet is provided)
	Fill-In Carpet Order Form
	Decorator Information
	

	Date Needed
	Deadline to order floral from ShowTime Florist
	Floral Order Form
	Additional Services
	

	Date Needed
	Deadline to order MIS Custom Rental Exhibits from Freeman
	Rental Exhibits Order Form
	Decorator Information
	

	Date Needed
	Deadline to order signs from Freeman
	Signs & Graphics Order Form
	Decorator Information
	

	Date Needed
	Deadline to order your Lead Retrieval Unit from ARI, Inc.
	Lead Retrieval Order Form
	Additional Services
	

	Date Needed
	Deadline to arrange for booth staffing from Judy Venn & Associates
	Models/Talent Order Form
	Additional Services
	

	Date Needed
	Deadline to order audio visual from CCR
	Audio Visual Order Form
	Additional Services
	

	Date Needed
	Deadline to order computers from CCR
	Computer Order Form
	Additional Services
	

	Date Needed
	Deadline to order booth cleaning from the MBCC

(Please Note: Order cleaning at least for the first night)
	Booth Cleaning Order Form
	Additional Services
	

	Date Needed
	Deadline to order electrical from the MBCC
	Electrical Order Form
	Utilities
	

	Date Needed
	Deadline to order in-booth catering from the MBCC
	Catering Order Form
	Additional Services
	

	Date Needed
	Deadline to order internet connections from the MBCC
	Internet/Phone/Cable Order Form
	Utilities
	

	Date Needed
	Deadline to order telephones from the MBCC
	Internet/Phone/Cable Order Form
	Utilities
	

	Date Needed
	Deadline to order water/plumbing from the MBCC
	Air/Gas/Water Order Form
	Utilities
	

	Date Needed
	Last day to send shipments directly to the Freeman warehouse
	Material Handling Order Form
	Shipping/Material Handling
	

	Date Needed
	Deadline to advance register for badges.
	Online Badge Registration
	Badges/Registration
	

	Date Needed
	Deadline to order photography service from Hart Photography
	Photography Order Form
	Additional Services
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