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Mark your calendar for these important dates!
Advance Warehouse 1st Day of Receiving: Freight can start being delivered to the warehouse

Monday, April 9.

Advance Warehouse Cut Off: Freight must be received at the warehouse no later
than Friday, May 4.

Show Site Deliveries: Show Site deliveries must arrive on Tuesday, March
8 between 8:00 AM – 3:30 PM only.



P: (949) 472-9700
F: (949) 472-9720

Page: 4

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!
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.

Share this important information.
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.

Questions?
We at Exhibitree 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.

These forms are included within this kit but need to be faxed directly to the facility

Electricity, Phone & Internet Forms
Audio Visual Forms

Money Saving Tips:
Exhibitor Tip # 1:
Reduce your Material Handling Costs!

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.

Exhibitor Tip # 2:
Avoid Force!

Most small package carriers (Fed Ex, UPS, Airborne,
etc.) don't make pickups after 5:00 PM.  Save money
and pre-book your outbound freight with Exhibitree or
a reliable show carrier.

Exhibitree Tradeshow Services

Chuck Reese
9700 Toledo Way, Irvine, CA 92618
Direct Phone:  (949) 472-9700, x. 12

E-mail: chuckr@exhibitree.com
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Exhibitor Information Check List

Show Name: Fusion 2007
Exhibitor:

Booth Number:

Contact Name:

Address:

City, State, Zip:

Phone Number & Extension (if applicable):

Fax:

E-mail:

Show Site Contact (if different from above):

Cell Phone:

This Exhibitor Information Check List & Payment Authorization Form must be
faxed with all orders.

That way, we may have complete contact information not requested on individual pages and a
checklist to confirm we have received all your service requests. Orders received without either of
these before the deadline will not receive discounts.

Please place the dollar amount for each service in the space provided for each form that you are
faxing with this form so we can confirm receipt of all services you require and confirm estimated
totals for services pre-ordered.

Exhibitree Tradeshow Services Orders
Payment Authorization form (required) $

Material Handling of Misc. Items (required) $

Installation & Dismantle Labor $

Shipping (Exhibitree Transportation Services) $

Total Exhibitree Tradeshow Services Orders $

This is the amount that will be charged to the credit card provided on the Payment Authorization Form, or should be
included on the check mailed to the Exhibitree, Inc. office: 9700 Toledo Way, Irvine, CA 92618

Facility Orders
Electricity $

Audio Visual $

Telecommunications/ Internet $

Floral $

Total Facility Orders $

Actual forms to be faxed to the appropriate facility. Enter figures here to help keep track of total booth expenses and as
a check list for Exhibitree show site personnel to double-check with facility that they have record of your orders.
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Method of Payment – Payment Authorization
To utilize the services of Exhibitree Tradeshow Services at this convention, this form must be completely filled out and
returned to Exhibitree Tradeshow Services with the Exhibitor Information & Check List. Failure to do so could impact

Exhibitree Tradeshow Services to meet your requirements.

Exhibitor As Payee:

Please indicate below the method of payment you will be using for services provided.
Credit Card

Third Party Authorization (check & complete next page)
Company Check made payable to Exhibitree, Inc. Date to be mailed:

Mailing Address:

Exhibitree, Inc.
9700 Toledo Way, Irvine, CA, 92618
Please include a copy of the Check List so we may credit
your account accordingly.

Credit Card Charges:

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

Please provide number next to appropriate card.

MasterCard
American Express

Visa
Expiration Date:

Cardholder’s Signature:

Name Printed:

Complete billing address:

We have read, understand and agree to all terms as described within and have advised our show site
representative accordingly.

Exhibiting Company:

Signature:

Name Printed:

Show: Fusion 2007
Booth Number:

Date:
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Payment Terms
Exhibitree Tradeshow Services has established the following terms and conditions for all services rendered:

In order to receive a discount: Outstanding Payments:

Payment must accompany your advance order and
be received prior to the rearly deadline date and with
completed Payment Authorization Form.

Exhibitree Tradeshow Services requires payment
for all services upon presentation of an invoice
statement at the exhibit site.

It is the responsibility of the Exhibitor to advise the Exhibitree 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.

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 Exhibitree, Inc.

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.

Exhibitree Tradeshow Services will accept
payment by cash, company check, or Method of
Payment for Visa, MasterCard or American
Express. Exhibitree 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 back wire transfer, when
previously arranged by Exhibitree.

Tax Exemption Status: If you are exempt from
payment of sales tax, we require you to forward
an exemption certificate for the stat 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.

All payments must be made in US funds.
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Explanation of Terms & Services

Bill of Lading Van Shipments

All shipments must have a bill of lading or delivery slip
showing the number of pieces, weight and type of
merchandise. A copy should be faxed to Exhibitree
Tradeshow Services at (949) 472-9720. Also send a
copy with the person in charge of installing your display for
assistance in tracing shipments. Drivers will be required to
check in at the Exhibitor Service Desk and then they will
be assigned a priority and proper freight door for
unloading. NOTE: Shipments received without receipts or
freight bills such as small package carriers of van lines
(UPS, FedEx) will be delivered to the exhibitor’s booth
without guarantee of piece count or condition.

Drivers will be required to submit a certified weight
receipt when recording their shipment at the Exhibitor
Service Desk. Exhibitree Tradeshow Services reserves
the right to refuse to unload such shipments until a
certified weight receipt is presented. Unpacked or
Loose shipments are subject to Special Handling
Charges outlined in Material Handling Terms and
Conditions.

Insurance Small Package Shipments

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.

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.

Material Handling Form (MHA) aka Bill of Lading (BOL) Official Carrier – Exhibitree Transportation Services

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, Exhibitree Transportation, at
the expense of the exhibitor! Your bill of lading must be
turned in no later than the force times listed on the Show-
At-A-Glance Page.

If freight is consigned to a service  other than the
official carrier. Exhibitree Transportation, that service
must check in with the loading dock by the designated
time on the Show-At-A-Glance page. Show
Management, Exhibitree Tradeshow Services and
Exhibitree Transportation cannot be responsible for
checking with the designated services.if you have
chosen a coarrier other than the official carrier, then we
suggest that someone from your company calls your
carrier during move-out to check on the status of the
shipment  and stays with the shipment until it is picked
up if necessary. Many times, a reminder phone call
from you will get the carrier there quickly. * All
shipments will be described as exhibitor materials
and shipped at class 125 rates. Rates may be
based on the dimensional weight of the shipment.

Reconsigned Freight “Hand Carry”

A “reconsignment” occurs when a carrier does not check-
in or show up at the dock for their consigned freight. We
want to make sure each exhibitor gets his first choice, and
therefore no freight is reconsigned to the official carrier
until we must move it to complete the contracted move-out
agreement between Show Management, the facility and
Exhibitree Tradeshow Services.

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.
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Labels – Advance Warehouse

Shipper Information Shipper Information

Company:
Address:

Phone:
Contact:

Company:
Address:

Phone:
Contact:

Delivery Information Delivery Information

Fusion 2007 Fusion 2007

Exhibitree Tradeshow Services
c/o Chuck Reese – Fusion 2007
9700 Toledo Way
Irvine, CA 92618

Exhibitree Tradeshow Services
c/o Chuck Reese – Fusion 2007
9700 Toledo Way
Irvine, CA 92618

Exhibiting Company: Exhibiting Company:
Booth Number: Booth Number:

To be delivered no later than: To be delivered no later than:

Shipper Information Shipper Information

Company:
Address:

Phone:
Contact:

Company:
Address:

Phone:
Contact:

Delivery Information Delivery Information

Fusion 2007 Fusion 2007

Exhibitree Tradeshow Services
c/o Chuck Reese – Fusion 2007
9700 Toledo Way
Irvine, CA 92618

Exhibitree Tradeshow Services
c/o Chuck Reese – Fusion 2007
9700 Toledo Way
Irvine, CA 92618

Exhibiting Company: Exhibiting Company:
Booth Number: Booth Number:

To be delivered no later than: To be delivered no later than:
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Labels – Show Site

Shipper Information Shipper Information

Company:
Address:

Phone:
Contact:

Company:
Address:

Phone:
Contact:

Delivery Information Delivery Information

Fusion 2007 Fusion 2007

Manchester Grand Hyatt San Diego
Douglas Pavilion – Section D
One Market Place
San Diego, CA 92101

Manchester Grand Hyatt San Diego
Douglas Pavilion – Section D
One Market Place
San Diego, CA 92101

Exhibiting Company: Exhibiting Company:
Booth Number: Booth Number:

To be delivered no later than: To be delivered no later than:

Shipper Information Shipper Information

Company:
Address:

Phone:
Contact:

Company:
Address:

Phone:
Contact:

Delivery Information Delivery Information

Fusion 2007 Fusion 2007

Manchester Grand Hyatt San Diego
Douglas Pavilion – Section D
One Market Place
San Diego, CA 92101

Manchester Grand Hyatt San Diego
Douglas Pavilion – Section D
One Market Place
San Diego, CA 92101

Exhibiting Company: Exhibiting Company:
Booth Number: Booth Number:

To be delivered on: To be delivered on:
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Material Handling Terms & Conditions

Standard Shipments to Advance Warehouse $60.00/cwt

Advance shipments will be accepted at the
Exhibitree Tradeshow Services warehouse and
allowed 21 days free storage if delivered by the
advance deadline receiving date listed on the Show-
At-A-Glance page. Shipments should be consigned
and bill of lading made out as follows:

Rates are per hundred-weight (cwt) rounded to
the next 100.

200 lb. minimum applies for all shipments
received.

Name of Exhibiting Company/Booth #
Fusion 2007

Exhibitree Tradeshow Services
c/o Chuck Reese – Fusion 2007

9700 Toledo Way
Irvine, CA 92618

Rate includes: Storage, load & unloading at
exhibit site 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,
loading of materials onto outbound transportation
carrier and overtime move out.

Standard Advance Warehouse Receiving Date (start): Monday, April 9

Standard Advance Warehouse Deadline Date (end): Friday, May 4

Standard Shipments Delivered to Show Site $60.00/cwt

Shipments delivered to show site are to only be
delivered during the exhibitor move date(s) and
time(s) found on the Show-At-A-Glance Page &
below:

Rates are per hundred-weight (cwt) rounded to
the next 100.

200 lb. minimum applies for all shipments
received.

Name of Exhibiting Company/Booth #
Fusion 2007

Exhibitree Tradeshow Services
C/o Chuck Reese – Fusion 2007

9700 Toledo Way
Irvine, CA 92618

Rate includes: Storage, load & unloading at
exhibit site 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,
loading of materials onto outbound transportation
carrier and overtime move out.

Standard Shipments Delivered to Show Site: Tuesday, May 8  8:00 AM – 3:30 PM

The exhibits officially close at 10:00 PM Thursday, May 10, 2007.

Shipping is NOT an automatic process. If you plan on using an alternate carrier other than Exhibitree
Transportation you are responsible for making arrangements with that carrier for pick up, and confirm they
make the pick up before the force. Force is at 8:00 AM Friday, May 11, 2007.
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Material Handling (M/H) Estimate of Charges

Rates: We understand that your calculation is only an estimate. Invoicing will be done from the accrual
weight as listed on the inbound Bills of Lading. Adjustments will be made accordingly. If you have any
questions or would like assistance calculating your material handling, please call us at (949) 472-9700.

QLOGIC will provide the first 200 lbs of material handling.

All subsequent material handling will be charged the following rates.

Calculation of Order

Rates for this show are on actual or dimensional weight; whichever is greater, for every hundred pounds (ctw
or 200 pound minimum applies for every shipment received) rounded up.

Example: 452 lb shipment is rounded up to 500 lbs. 500 lbs is 5 ctw. 5 x (rate) = total material handling rate.

Shipments to Advance Warehouse or Show Site: $60.00/cwt

Total Weight of Shipment Pounds

Divided by 100 cwt  (No less than 2)

X $60.00 Material Rate $ Subtotal (No less than $120.00)

Total Estimated Material Handling $

Exhibitor:

Booth Number:
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Manchester Grand Hyatt San Diego

Telecommunications Request Form
Tel: (619) 232-1234    Fax: (619) 233-6464

Today’s Date:      Catering Manager:      

Group Name:      Master Acct #/CC#/Rm #:      

Group Contact:      Phone Number:      

SERVICE INFORMATION
Please indicate the number of lines required next to the type of service.  All phone line charges are per day, and do not include usage.

Same day notice of installation will result in an additional $50 charge.  Payment for rental is required prior to installation.  Usage

will be charged after removal, where applicable.

 QTY     Direct Inward Dial.  $60/day.  Hotel will provide you with a private, 7-digit telephone number for receiving calls.

 QTY     Standard House Extension.  $50/day.  Hotel will provide you with a 4-digit house extension, hotel operator will greet

and direct callers to your extension.  Restricted to in-house dialing.

 QTY     Flashing “Phone” Strobe Light.  $15/day. Phone line rental not included.

QTY     Super Speakerphone.  $50/day.  Phone line rental not included.  Full duplex Polycom.  Excellent for

conference calling.

 QTY     Voice Mail Box.  $60 one time set up fee.  Phone line rental not included.  Has ability for password, personal greeting

 on mailbox.  3-day notice required.

 QTY     Multi Line Set (Digital).  $350 one time set up fee per phone.  Does not include phone lines.  Includes multi-line,

transfer, and hold capabilities.  1-week notice required.

 QTY     Convention Channel Video Broadcast.  $875/day.  Must have prior authorization from group to show video on

 groups channel, as well as sign hotel’s contract.  Communications Manager must be contacted directly to reserve

 channel and date.

 QTY     Conference Bridge.  $250/day. Used for conference calls up to 12 participants. Hotel operator will greet and direct

 participants to the conference call. Conference bridge use based on availability.

High-Speed Internet T-3 Access. Please contact Core Communications directly, call (619) 358-6686 or email sd@core.net. All

high-speed internet orders must be processed through Core Communications. Exhibitors will need to acquire an exhibitor form from

Core directly-email is best. 15 days advance notice recommended.  Same day notice of installation will result in an additional $180

charge

INSTALL INFORMATION
Set up by:          Day       Date:      Time:      

Meeting Room:      

Meeting Starts:  Day          Date:      Time:      

Removal             Day       Date:      Time:      

Special Instructions                                                                                                                                                                                                

Authorizing Signature Required ________________________________________  Date __________________
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Installing Operator _________ Jacks _____________________________________  Ncos___________

Notes: ___________________ Patch _____________________________________  Harvey_________

PBX and Accounting Use Only

 Rental           # of Days
Extension Amount x Rented = Total Rental +       Usage =      Subtotal

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________ x _________ = __________ +    ________ =      __________

________       _________       x          _________      =          __________    +    ________ =       __________

Post Total Phone Line Rental Amount (Code 714) __________

Post Total DSL Rental Amount (Code 713) __________

Post Total Usage (Code 712)       _________

Grand Total = _________
Date Submitted to Accounting __________________

PBX Billing Agent Signature __________________

PBX Manager Approval __________________



 

Exhibitor High-Speed Internet Service Order Form 

Manchester Grand Hyatt San Diego 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

NO STAMPS-FILL IN ALL FIELDS OR YOUR ORDER WILL NOT BE PROCESSED 

PLEASE PRINT LEGIBLY  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

HIGH-SPEED INTERNET CONNECTIONS   

 

•••• Ethernet Access to DS3/T-3 (18Mbps 

Burstable Up To 45Mbps) 
     10/100 Mbps, RJ-45 Ethernet Connection with 1 
DHCP Routable IP Address 

Circle 

one→ 

Discount 
Price (1) 

 
$1295.00 

   Standard 
Price  

 

$1495.00 

  TOTAL  
 
 
_________ 

 

•••• Additional Computers-Additional IP 

Addresses 
2,3 SEE  NUMBERS  BELOW

 

First one is included- write in the additional 
computers you would like connected below 

     Routable IP Address – Dynamically Assigned 
(DHCP)—MOST LIKELY   x $ 150.00 $ 200.00  

     Routable IP Address – Static Assigned by Core 
Communications  x $ 200.00 $ 250.00  
 

 

                    

                           →PLEASE WRITE IN TOTAL---- TOTAL COST:________________________ 
 

1.  ORDERS RECEIVED WITH PAYMENT IN EXCESS OF 10 BUSINESS DAYS PRIOR TO FIRST 
SHOW DATE TO QUALIFY FOR DISCOUNT PRICE  ----ONE DAY EVENTS SUBJECT TO 

PRICE VARIANCE CALL FOR DETAILS 

 

2.  CLIENT MUST PAY FOR EACH DEVICE CONNECTED TO THE NETWORK (WIRED OR 

WIRELESS) REGARDLESS OF CLIENT ADDRESSING SCHEME∝∝∝∝TO MAINTAIN NETWORK 

INTEGRITY CORE WILL NEED YOUR ACCESS POINT SSID, CHANNEL # , & WEP #. 

 

3.  CABLES & 10/100MB AUTOSENSING SWITCH INCLDED W/ MLTPL DEVICE ORDERS 
(RETURN AFTER USE OR YOU WILL BE BILLED $150.00)  

 

 

 

                                                                                  CUSTOMER INFORMATION  
 

 

                         SHOW INFORMATION 

Company 
Name: 

 
 

 
 

Production 
Company: 
(circle one) 

GES  
FREEMAN 
OTHER  

Conference 
Name 

 
 

 

Ordering 
Contact:  Phone: ____________________ Show Dates 

 
 

 

Email: 

 
 
 

     Fax: ____________________ 
Booth 
Number  

On-Site 
Contact:     Cell: ____________________ Room Name 

 
 

 

Company 
Address:  

Set Up 
Date/Time  

City:   ST ZIP  

Strike 
Date/Time  

 




