
Dear Exhibitor:      

 15928 tournament drive 
gaithersburg, md  20877 

telephone (301) 921-0800 
fax (301) 990-1717 

www.arataexpo.com 

 
 
It is indeed a pleasure to provide the enclosed information for your exhibit participation in the 
American Society for Transplantation Annual Scientific Exchange scheduled to be held December 3 
– 5, 2009 at the Orlando World Center Marriott Resort and Conference Center in Orlando, Florida. 
  
We have been selected by the program sponsor to function in the capacity of Official Decorator and 
Service Contractor for the exhibits.  The service order forms that follow are provided to assist in 
your preparations for the 2009 program. 
 
Please review each form, ORDERING IN ADVANCE, those items and services you require.  As the 
Official Decorator, it is strongly urged that all orders for equipment and services be handled through 
Arata Expositions, Inc.  This will greatly assist us in assuring you a smooth, well-coordinated 
installation, show-run and dismantling. 
 
ALL PAYMENTS FOR SERVICES AND/OR RENTALS, INCLUDING DRAYAGE CHARGES 
PROVIDED BY ARATA EXPOSITIONS, INC., MUST BE GUARANTEED BY CREDIT CARD.  
EACH EXHIBITOR MAY OBTAIN A COPY OF THEIR CURRENT INVOICE FROM THE SERVICE 
DESK.  THIS INVOICE IS PAYABLE PRIOR TO THE CLOSING OF THE SHOW BY EITHER 
AMERICAN EXPRESS, VISA, MASTERCARD, CASH, WIRE TRANSFER, OR COMPANY 
CHECK. PLEASE DO NOT FORGET TO INCLUDE THE 6.5% SALES TAX TO THE TOTAL.      
 
We are looking forward to assisting you with the American Society for Transplantation Annual 
Scientific Exchange.  If you find that you need additional information on any point, please do not 
hesitate to contact us. 
 
Sincerely, 
 
Arata Expositions, Inc. 
 



 
 

SHOW FACT SHEET 
 

American Society for Transplantation Annual Scientific Exchange  
Orlando World Center Marriott Resort and Conference Center  

Orlando, Florida  
 

SHOW MANAGEMENT: AST 
    Meredith Weiner 
    Exhibits Manager   
    15000 Commerce Parkway 
    Suite C   
    Mount Laurel, NJ  08054 
    (856) 642-4419 
    

 
BOOTH EQUIPMENT: No booth equipment is provided for this event.  If you require any equipment, 

please order from the included forms and return your order forms to the 
appropriate vendor. 

 
AISLE CARPET: The exhibit hall is carpeted.  
 
 
BOOTH CLEANING: All daily cleaning services must be ordered exclusively through the Arata  
 Expositions.  No independent contractors will be permitted to perform cleaning 

services. 
 
WAREHOUSE ADDRESS: To: (Name of exhibitor and booth number) 
    For: ASE 2009 
    c/o: Arata Expositions, Inc. 
     4104 L.B. McLeod 
     Orlando, FL  32811       
    Deliver by November 20, 2009 to avoid late charges. 
 
SITE SHIPMENTS:  To: (Name of exhibitor and booth number) 
    For: ASE 2009 
    c/o: Arata Expositions, Inc.  
    c/o: Marriott World Center 
     8701 World Center Drive 
     Orlando, FL  32821 
     *20’ x 20’ booths, deliver on Wednesday, December 2nd, 2009 only 
     *10’ x 10’ booths, deliver on Thursday, December 3rd, 2009 only 
    
SET-UP TIMES, 20’ x 20’ BOOTHS:  
 Wednesday Dec. 2      8:00am -   5:00pm 
 
SET-UP TIMES, 10’ x 10’ BOOTHS:  
 Thursday Dec. 3   10:00am -   4:00pm 
  
SHOW HOURS: Thursday Dec. 4          4:30pm -   6:30pm  
 Friday Dec. 3     10:00am -   5:00pm 
 Saturday Dec. 4    10:00am -   5:00 pm 
   
MOVE-OUT: Saturday Dec. 4          5:00pm -  10:00pm 



HELPFUL HINTS FOR  
THE EXHIBITOR 

 

Dear Exhibitor: 
 
Arata Expositions, Inc. recognizes that your participation in this event is a vital part of your marketing 
program, and we want to do everything possible to make it profitable and rewarding. Please review the 
following hints that will help you maximize your time and money spent on this exhibition: 
 
Prior to the Show: 
• Read the ENTIRE Exhibitor Service Manual.    
• Complete all applicable order forms in their entirety.   
• Be sure you return the appropriate forms to the appropriate vendors by the order deadline dates.  By 

submitting your order forms (with full payment) by the deadline dates, you can save money by taking 
advantage of advance discount pricing.  

• If you have any questions on ordering services, call the appropriate vendor, 
 
At Showsite: 
• A Customer Service Center will be set up in the Exhibition Hall for your convenience.  If you have any 

questions or need any assistance during the course of the event, you can contact all of the Official 
Vendors at the Customer Service Center . 

 
Before the Show Has Closed: 
• If you have any questions or concerns about your final invoice, please be sure to contact the Arata 

Expositions, Inc.  representative at the Customer Service Center  before the close of the show.  All 
invoices will be available for review and payment starting at 11:00am on Friday, December 4, 2009. 

• Make sure you have properly filled out an Arata Expositions, Inc Bill of Lading (one for each 
destination you are shipping to) and that you have turned all your shipping paper work into the 
Customer Service Center  before you leave the exhibition hall! 

• Please be sure to have your freight carrier of choice scheduled to pick up your exhibit material from 
the hall, no later than Saturday, December 5, 2009 by 10:00pm or your freight will be forced to the 
designated official show carrier. 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



HOW TO PLACE YOUR 
PRE-SHOW ORDERS 

 

Complete as many of the order forms for furniture, carpeting, shipping, etc., as your planning allows 
before each Deadline Date. Orders without payment will not be processed. Make checks payable to 
Arata Expositions, Inc.. Orders with payment received after the Deadline Date will be charged 
showsite prices. 

TO SUBMIT FORMS TO ARATA EXPOSITIONS, INC., we suggest the following procedure: 

A. Complete the necessary Arata Expositions, Inc. forms and calculate the cost of each order. 

B. Review our PAYMENT POLICES carefully. Orders will not be processed without a credit card on 
file.  Please complete the CREDIT CARD AUTHORIZATION form and return with your orders. 

C. Complete the COST CALCULATION WORKSHEET. 

D. For your files, make a photocopy of all the Arata Expositions, Inc.  forms used from this Manual.  
Staple all the original Arata Expositions, Inc. forms together with the COST CALCULATION     
WORKSHEET on top.  Attach your form of payment to the COST CALCULATION WORKSHEET. 
 Mail or fax this set of documents to: 
 

Arata Expositions, Inc.  
15928 Tournament Drive 
Gaithersburg, MD  20877 
Phone (301) 921-0800 
Fax (301) 990-1717 

 
 FOR FORMS GOING TO THE OTHER OFFICIAL SUPPLIERS 

 (Audiovisual needs, photography service, etc.), please follow the payment and mailing instructions 
 indicated on each of these forms located in this Exhibitor Service Manual. 

 FOR ORDERS AFTER THE DEADLINE DATE 
 If there is still time for forms to reach us by mail, air courier or fax, you are welcome to make 

 additions after the deadline date. Note that these will be charged at the showsite rates. 

FOR SHOW SITE ORDERS 
 Simply order from Arata Expositions, Inc.  staff at the Customer Service Center on the exhibition 
 floor. We will be fully staffed during all set up hours to accommodate any additional requests you 
 may have.  Payment by cash, check or credit card will be required at the Customer Service Center 
 for all show site orders. 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



PAYMENT POLICY AGREEMENT 

 

Arata Expositions, Inc. recognizes that your participation in this event is a vital part of your marketing program, and we want 
to do everything possible to make it profitable and rewarding. As a valued customer, we ask for your understanding and 
cooperation with regard to our payment policy. 
 
Arata Expositions, Inc. requires settlement of ALL invoices prior to the close of the show by payment in full (100%, including 
applicable tax is due at show site) via cash, company check, credit card (Visa, MasterCard, or American Express) and/or wire 
transfers. Please contact our office for wire transfer information. 
 
It is understood that acceptance of the following terms and conditions will be construed when any of the following conditions 
are met: 
 
• The Exhibit Shipping Information & Drayage Rate Schedule is signed; or 
• Exhibitors materials are delivered to either the Arata Expositions, Inc. (hereafter referred to as AEI) warehouse or show site 

for which AEI is the Official General Contractor for the event: or 
• When an order for any rental equipment and/or labor is placed by the exhibitor with AEI 
 
International firms paying by company check must pay in U.S. funds drawn on a U.S. bank. All companies must provide a 
credit card authorization form with orders. Purchase orders are not considered payment. 
 
Your show site representative, agent, or display house must be made aware of this policy and must be able to settle the 
account in full as we will not bill a third party. Arata Expositions, Inc. reserves the right to withhold any services to an exhibitor 
for non-payment of outstanding invoices by the second day of the show. 
 
There will be a fee of $50.00 for any returned check. 
 
If the exhibitor is tax exempt, exhibitor must supply a certificate for the state in which the services are to be used. 
 
It is the responsibility of the exhibitor to advise the Arata Expositions, Inc. Service Desk immediately of any discrepancies or 
problems with their invoices. ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER THE CLOSE OF THE SHOW.   Any 
credit card refunds must be resolved within 60 days.  
 
Any unpaid balance after the close of the show shall be due and payable upon receipt of invoice. Unpaid balances after 30 
days of invoice date will be subject to a FINANCE CHARGE, at the lesser of the maximum rate allowed by law or 2% per 
month, which is an annual percentage rate of 24%. 
 
ANY ORDERS RECEIVED FROM EXHIBITORS WHO HAVE AN OUTSTANDING BALANCE FROM PREVIOUS SHOWS 
WILL NOT BE PROCESSED UNTIL PAYMENT OF THE DELINQUENT INVOICE IS SETTLED IN FULL AND A CHECK FOR 
THE NEW SERVICES AND EQUIPMENT IS RECEIVED. 

(This form must be signed and accompanied by your order) 

 ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



ASE 2009 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

1. Furniture ...……………………………..…... $ 

2. Plush Carpet/Standard Carpet …………...  

3. Custom Furniture …………………………..  

4. Rental Units ………………………………...  

5. Cleaning ………………………………..…...  

6. Signs ………………………………………...  

7. TOTAL Lines 1– 6 ..……………………..... $ 

8. Add 6.5% Sales Tax ……………………... $ 

9. Labor Installation …………………………...  

10. Labor Dismantling ………………………….  

11. Freight (Drayage) …………………………..  

12. Total Lines 9-11 ………………………... $ 

   

13. BALANCE DUE * (Total Lines 7, 8, 12) $ 

* Orders will not be processed without a credit card on file. 

COST CALCULATION WORKSHEET 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



 
Cardholder's Name (Print)_______________________________________________________________ 
 
Cardholder’s Signature _________________________________________________________________ 
 
Cardholder’s Billing Address: 
 
Street Address _______________________________________________________________________ 
 
City ______________________________________  State  _____________________  Zip ___________ 
 
Telephone _________________________________  E-Mail ___________________________________ 
 

 

Company Name 

Please complete and return this form to charge the final balance for show services to 
your credit card account. A credit card authorization and/or imprint must be received 
prior to show opening. Any remaining balance after completion of all show services 
will be charged to your authorized credit card. 
 

ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW CLOSING. 

ORDER FORM FOR 
CHARGE AUTHORIZATION 

(This form must be signed and accompanied by your order) 

ASE 2009 Booth Number(s) Name of Show 

Street Address 

(      ) Telephone 

(      ) Fax 

Ordered by Date 

E-Mail 

State Zip City 

PLEASE PRINT OR TYPE 

 
 

CREDIT CARD AUTHORIZATION 
 
 

American Express    MasterCard    Visa (Circle One) 
 
Account#      Expiration Date___________ 

                

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



FIRE DEPARTMENT REGULATIONS 

ORLANDO FIRE DEPARTMENT REGULATIONS 
For exhibits, exhibitions, displays and trade shows - public and private 

 
BOOTH CONSTRUCTION 
Booths, platforms and space dividers shall be of materials that are flame retardant or rendered so, satisfactory to the Fire 
Department representatives. 
 
Covering for counters or tables used within or as a part of the booth shall be flame retardant. 
 
All electrical wiring and apparatuses will be of a wire UL type approved. 
 
FIRE DEPARTMENT 
 
Use of heaters, barbecues, heat-producing or open-flame devices must be approved by show management in 
advance.  The Orange County Convention Center regulations for these types of exhibits must be followed. 
 
OBSTRUCTION 
Aisles and exits, as designated on approved show plans, shall be kept clean, clear and free of obstacles. Booth construction 
shall be substantial and fixed in position in specified area for the duration of the show. Easels, signs, etc. shall not be placed 
beyond the booth area into aisles. 
 
Fire fighting equipment shall be provided and maintained in accessible, easily seen locations and may be required to be posted 
with designating signs. 
 
FIRE-RETARDANT TREATMENT 
All decorations, drapes, signs, banners, acoustical materials, cotton, paper, hay, straw, moss, split bamboo, plastic cloth, and 
similar materials shall be flame-retardant unless smaller than 1232 square inches (28"X44') if separated from other 
combustibles by a minimum of 12" horizontally and 24" vertically. Oilcloth, tar paper, nylon and certain other plastic materials 
cannot be made flame-retardant and their use is prohibited. 
 
COMBUSTIBLES 
Literature on displays shall be limited to reasonable quantities (one day supply). Reserve supplies shall be kept in closed 
containers and stored in a neat and compact manner in a location approved by the Fire Department. All exhibit and display 
empty cartons must be stored in an approved drayage area. If show is under a 24 hour approved manned Security Program, 
automobiles are allowed to retain I gallon or less in fuel and gas caps must be taped. Batteries to be disconnected and taped. 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



Booth Carpet Total  

 6.5% Sales Tax  

Total  

ORDER FORM FOR 
BOOTH CARPET 

All materials are on a rental basis and remain the property of Arata Expositions, Inc. The undersigned is responsible for these items and for 
their condition at close of show. As stated in our Payment Policy, all invoices must be paid in advance or at the show - cash, company check, 
wire transfer and/or credit card.  If your rental carpet is damaged, you will be charged the full replacement cost which is equal to the rental 
charge. 

STANDARD LINEAR BOOTH ICARPET 

Qty.  Description  Discount 
Price  

Total 

 10' x 10' Carpet  $ 118.00  $ 

 10' x 20' Carpet  $ 236.00  $ 

 10' x 30' Carpet  $ 354.00  $ 

 10' x 40' Carpet  $ 472.00  $ 

Standard carpet is supplied only for in-line/linear booths. For   
island configurations (booths 20’ x 20’ or larger), please 
order Special Cut Carpet or Plush Carpet. 

SPECIAL CUT STANDARD CARPETING:  Special sizes 
are available at $3.00 per square foot in any dimensions. 
Price includes all necessary taping and visqueen for 
protection of carpet during set-up. 
 

Size _____ x _____ = _____ sq. ft. x $3.00 = $ ______ 

PLUSH CARPET 
This plush, heavy cut nylon pile carpet has built-in Scotch-
guard.  Rental includes installation, all necessary taping, 
plastic covering for protection, and removal at the close of 
the show. 

STANDARD CARPET COLORS (circle color) 
 

red  blue  purple  black  grey  hunter green  burgundy  teal 
 

If item colors are not selected in advance, AEI will do so at no risk. 

CARPET PADDING is available at $1.25 per sq. ft. installed. 
 

_____ x _____ = _____ sq. ft. x $1.25 = $ _____ 

DOUBLE PADDING is available at $2.50 per sq. ft. installed. 
 

_____ x _____ = _____ sq. ft. x $2.50 = $ _____ 

 ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

VISQUEEN is available at $ 1.05 per sq. ft. installed. 
 

_____ x _____ = _____ sq. ft. x $1.05 = $ _____ 

BOOTH SIZE 
_____ x _____ = _____ sq. ft. 

 
@ $4.00/sq ft. = $ ________ 

PLUSH CARPET COLORS (circle color) 

Red  Navy 

New Blue  Silver Cloud 

Charcoal Burgundy 

Black Beige 

Ice**  Emerald 

  

** Purchase only @ $6.00 per sq. ft. 

CARPET PADDING is available at $1.25 per sq. ft. installed. 
 

_____ x _____ = _____ sq. ft. x $1.25 = $ _____ 

Discount Deadline: November 13, 2009 (Received By) Discount price applies only to orders that are accompanied by payment and 
received by the discount deadline. Add 30% to orders received after the deadline.  Standard carpet cancelled after move-in begins 
will be charged at 100% of the published price. Plush carpet cancelled after orders have been received will be charged 100%. 
ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW CLOSING. 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 

Discount Deadline: November 13, 2009 (Received By). 
Discount price applies only to orders that are accompanied 
by payment and are received by discount deadline. Add 
30% to orders received after the deadline.  Items 
cancelled after move-in begins will be charged at 100% of 
the published price. ABSOLUTELY NO CREDITS WILL BE 
ISSUED AFTER SHOW CLOSING. 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

All materials are on a rental basis and remain the property of Arata Expositions, Inc. The undersigned is responsible for these items and for their condition at 
close of show. As stated in our Payment Policy, all invoices must be paid in advance or at the show - cash, company check, wire transfer and/or credit card. 

CHAIRS 

Qty. Description Discount 
Price Total 

  Arm Chair $55.50 $ 
  Side Chair $51.00 $ 
  Counter Stool $68.50 $ 

ACCESSORIES 
  Wastebasket $17.00 $ 
  White Plastic Chain (per ft.) $3.00 $ 
  Easel (Tripod) $35.00 $ 
  Pegboard, 4’ x 8’, Vertical $115.00 $ 
  Pegboard, 4’ x 8’, Horiz. $115.00 $ 
  Posterboard,  4’ x 8’, Vertical $115.00 $ 
  Posterboard, 4’ x 8’, Horiz. $115.00 $ 
  Bag Holder $68.00 $ 
  Literature Rack $110.00 $ 

SPECIAL DRAPERY/SKIRTING 
  8' High (per lin. foot) ($55 min) $16.00 $ 
  3' High (per lin. foot) ($55 min) $14.00 $ 
  Special Skirting (per lin. foot) $11.00 $ 

DRAPED DISPLAY TABLES 30” HIGH 

Qty. Description Discount 
Price Total 

  2' x 4' $91.00 $ 
  2' x 6' $115.00 $ 
  2' x 8' $138.00 $ 
  4th Side Drapes for 30" Tables $35.00 $ 

DRAPED DISPLAY TABLES 42” HIGH 

  2' x 4' $115.00 $ 

  2' x 6' $138.00 $ 
  2' x 8' $160.00 $ 
  4th Side Drapes for 42" Tables $45.00 $ 

(CHECK COLOR BELOW) 

 

If item colors are not selected in advance, AEI will do so at no risk. 
UNDRAPED DISPLAY TABLES 30” HIGH 

  2' x 4' $50.00 $ 
  2' x 6' $63.00 $ 
  2' x 8' $69.00 $ 

UNDRAPED DISPLAY TABLES 42” HIGH 

  2' x 4' $67.00 $ 

  2' x 6' $83.00 $ 

  2' x 8' $87.00 $ 

DRAPED TABLE RISERS 12” HIGH 

 

 

 4 ft. Riser (white vinyl) $50.00 $ 

 6 ft. Riser (white vinyl) $63.00 $ 

Red  Gold  Burgundy  White  
Blue  Silver  Black  Teal  

(CHECK COLOR BELOW) 
 

 
 
 

If item colors are not selected in advance, AEI will do so at no risk. 

Blue Teal Burgundy Black 
Red Silver  Purple White 

ORDER FORM FOR RENTAL 
EQUIPMENT AND SPECIAL ITEMS 

Rental Equipment Total  

 6.5% Sales Tax  

Total  



* next 

CUSTOM FURNITURE ORDER FORM 
(PAGE THREE OF FOUR) 

CODE QTY ITEM (DESCRIPTION) PRICE 
CONFERENCE CHAIRS, STACKING AND UTILITY SEATING 
(CONTINUED) 

CS 8  Stack Chair/Berlin/Black/White 95.00 

CS 9  Stack Chair/Berlin//Red/White 95.00 

SY 1  Task Chair/Altura 171.00 

DF 1  Drafting Stool/Altura 254.00 

BAR TABLES 

V TK  Bar Table/Maple/Standard Base 205.00 

V TP  Bar Table/36” Top/Maple/Standard Base 213.00 

V TJ  Bar Table/Graphite Nebula 205.00 

V TN  Bar Table/36” Top/Graphite Nebula 213.00 

V TM  Bar Table/36’ Top/Grey Nebula 213.00 

V TF  Bar Table/Metallic Silver/Standard Base 233.00 

V TB  Bar Table/Brushed Red/Standard Base 205.00 

V TC  Bar Table/Brushed Blue/Standard Base 205.00 

W TK  Bar Table/Maple/Tulip Base 260.00 

W TP  Bar Table/36” Top/Maple/Tulip Base 286.00 

W TJ  Bar Table/Graphite Nebula/Tulip Base 260.00 

W TN  Bar Table/36” Top/Graphite Nebula/Tulip 
Base 286.00 

W TM  Bar Table/36” Top/Grey Nebula/Tulip Base 286.00 

W TF  Bar Table/Metallic Silver/Tulip Base 286.00 

W TB  Bar Table/Brushed Red/Tulip Base 260.00 

W TC  Bar Table/Brushed Blue/Tulip Base 260.00 

WT E  Bar Table/Brandy Top/Tulip Base 286.00 

VT E  Bar Table/Brandy Top/Standard Base 256.00 

BARS & BARSTOOLS 

BR C  Bar/Counter Circle/Martini Bar Circle (3) 3429.00 

BR 1  Bar/Counter/Martini Bar 1191.00 

BS 3  Barstool/Ohio/Grey 156.00 

BS 1  Barstool/Ohio/Red 156.00 

CS  5  Stack Chair/Vista/Black Vinyl Steel 73.00 

CODE QTY ITEM (DESCRIPTION) PRICE 
BARS STOOLS (CONTINUED) 

BS T  Barstool/Banana/White 210.00 

BS S  Barstool/Banana/Black 210.00 

BS D  Barstool/Oslo/Blue 219.00 

BS C  Barstool/Oslo/White 219.00 

BS L  Barstool/Gin/Maple 166.00 

BS N  Barstool/Jetson/Black 236.00 

BC E  Barstool/ICE/Transparent/Chrome 194.00 

TRAINING ROOM 

CP 5  Computer Table/Graphite Nebula 343.00 

PO 3  Kiosk/Black/Maple 410.00 

PO 1  Podium/Lecturn/Cherry 260.00 

CP 3  Training Table/Grey/Privacy Panel 285.00 

CP 4  TT Connector Wedge 130.00 

WD 2  Writing Desk/Graphite 301.00 

CO 4  Training Chair/Flex Back/Charcoal Mesh 260.00 

DESKS, BOOKCASES, CREDENZAS, LATERAL FILES & FILES 

BC 6  Bookcase/Mahogany 293.00 

BC 7  Bookcase/Graphite 286.00 

CR 6  Storage Credenza/Mahogany 479.00 

CR 7  Storage Credenza/Graphite 451.00 

JD 6  Executive Desk/Mahogany 479.00 

JD 7  Executive Desk/Graphite 458.00 

L2 6  Lateral File/Mahogany 363.00 

L2 7  Lateral File/Graphite 343.00 

VF 4  Vertical File/4 Drawer 225.00 

VF 2  Vertical File/2 Drawer 165.00 

BS 2  Barstool/Ohio/Black 156.00 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
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www.arataexpo.com 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 



CUSTOM FURNITURE ORDER FORM 
(PAGE FOUR OF FOUR) 

CODE QTY ITEM (DESCRIPTION) PRICE 
PRODUCT DISPLAY, LAMPS AND REFRIGERATORS 

ET 2  Etagere/Black 293.00 

ET 1  Etagere/Silver Finish 293.00 

PD F  Pedestal/Graphite Nebula/24” x 24” x 36” 343.00 

PD H  Pedestal/Graphite Nebula/24” x 24” x 42” 355.00 

PD K  Pedestal/Graphite Nebula/30” x 30” x 42” 383.00 

PD L  Locking Pedestal/Black/24” x 24” x 42” 391.00 

LA F  Lamp/Lumalight/Red 274.00 

LA D  Lamp/Lumalight/White 274.00 

LA E  Lamp/Lumalight/Orange 274.00 

LA 1  Lamp/Pewter/Floor 130.00 

LA 2  Lamp/Parisian/Pewter 130.00 

R1 R  Refrigerator/White/20” x 30” x 65”/14.0 cubic 718.00 

R1 Q  Refrigerator/White/20” x 22” x 33”/4.0 cubic 239.00 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
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ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

Custom Furniture Total  

Delivery Fee 50.00 
Total  

6.5% Sales Tax:  

Discount Deadline: November 13, 2009.  Discount prices applies only to orders that are accompanied by 
payment and received by deadline date. Add 30% to orders received after the deadline. Orders must be 
received two (2) weeks prior to show opening to be guaranteed. Floor orders limited to availability. Add 
$50.00 delivery charge to your order.  CANCELLATION POLICY: Items cancelled after move-in begins 
will be charged at 100% of original price. 
 
All materials are on a rental basis and remain the property of Arata Expositions, Inc. The 
undersigned is responsible for these items and for their condition at close of show. 
 

ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW CLOSING. 



Actual Panel Sizes:

3 - 38.125" x 92.875"
2 - 18.5" x 92.875"
2 - 38.125" x 38.875"
10 - 18.5" x 38.875"
2 - 20" x 27.5"(doors)
2 - 38.125" x 9.25"
Header:

1 - 77.625" x 12"
2 - 38.125" x 12"
2 - 26.375" x 12"

A

B

C

D

G

H

E

F

I

Viewable Panel Sizes:

3 - 37.5" x 92.375"
2 - 17.875" x 92.375"
2 - 37.5" x 38.375"
10 - 17.875 x 38.375"
2 - 19.375" x 27"(doors)
2 - 37.5" x 8.75"
Header:

1 - 77" x 11.5"
2 - 37.5 x 11.5"
2 - 25.75" x 11.5"

A

B

C

D

G

H

E

F

I

10' x 10' Standard Carpet
Installation and Dismantling Labor

Daily Cleaning
1 Credenzas
2 Pedestals

1 Header
3 Lights

10' x 10' Standard Carpet
Installation and Dismantling Labor
Daily Cleaning
2 Shelves
1 Header
3 Lights

$2200.00

$2835.00
B

B

D

D D

F

G

I
H

H

A

A

C

C

E

Viewable Panel Sizes:

3 - 37.5" x 92.375"
2 - 17.875" x 92.375"
2 - 37.5" x 38.375"
Header:

1 - 116.375" x 11.5"D

Actual Panel Sizes:

3 - 38.125" x 92.875"
2 - 18.5" x 92.875"
2 - 38.125" x 38.875"
Header:

1 - 116.875” x 12"

A

B

C

D

A

B

C

D

Discount Deadline: November 13, 2009 (Received By).  Discount price 
applies only to orders that are accompanied by payment and are 
received by discount deadline.
Please add 6.5% sales tax. Orders received after this date will be assessed 
an additional 50% charge.  Cash, company check, wire transfer and/or 
credit cards accepted.  Items cancelled two weeks prior to move-in will 
be charged at 50% of the original price. 
No refunds will be made on custom accessories. ORDER EARLY

15928 tournament drive
gaithersburg, md 20877
phone: (301) 921 -0800
fax: (301) 990 -1717
www.arataexpo.com



Actual Panel Sizes:

6 - 38.125" x 92.875"
2 - 18.5" x 92.875"
2 - 38.125" x 38.875"
4 - 18.5" x 38.875"
2 - 20" x 27.5"
2 - 38.125" x 9.25"
Header:

1 - 77.625" x 12"
2 - 29.75" x 12"
2 - 38.125" x 12"
2 - 18.5" X 12"

A

B

C

D

G

H

E

F

I

J

Viewable Panel Sizes:

3 - 37.5" x 92.375"
2 - 17.875" x 92.375"
2 - 37.5" x 38.375"
10 - 17.875 x 38.375"
2 - 19.375" x 27"
2 - 37.5" x 8.75"
Header:

1 - 77" x 11.5"
2 - 29.125" x 11.5"
2 - 37.5” x 11.5"
2 - 17.875" X 11.5"J

A

B

C

D

G

H

E

F

I

Actual Panel Sizes:

6 - 38.125" x 92.875"
6 - 18.5" x 92.875"
2 - 38.125" x 38.875"
2 - 29.75" X 38.875"
2 - 20" x 27.5"
2 - 38.125" x 9.25"
Header:

3 - 38.125" x 12"
2 - 29.75" x 12"

A

B

C

D

G

H

E

F

Viewable Panel Sizes:

3 - 37.5" x 92.375"
6 - 17.875" x 92.375"
2 - 37.5" x 38.375"
2 - 29.125 x 38.375"
2 - 19.375" x 27"
2 - 37.5" x 8.75"
Header:

3 - 37.5" x 11.5"
2 - 29.125" x 11.5"

A

B

C

D

G

H

E

F

10' x 20' Standard Carpet
Installation and Dismantling Labor

Daily Cleaning
2 Credenzas

2 Headers
4 Lights

B

B

D

F

F

G

G

G

H

A

A

C

C

E

E

B

B

D

D

F

F

G

G

H

I

J

A

A

C

C

E

E10' x 20' Standard Carpet
Installation and Dismantling Labor
Daily Cleaning
2 Credenzas
2 Headers
6 Lights

$5300.00

$6025.00

Discount Deadline: November 13, 2009 (Received By).  Discount price 
applies only to orders that are accompanied by payment and are 
received by discount deadline.
Please add 6.5% sales tax. Orders received after this date will be assessed 
an additional 50% charge.  Cash, company check, wire transfer and/or 
credit cards accepted.  Items cancelled two weeks prior to move-in will 
be charged at 50% of the original price. 
No refunds will be made on custom accessories. ORDER EARLY

15928 tournament drive
gaithersburg, md 20877
phone: (301) 921 -0800
fax: (301) 990 -1717
www.arataexpo.com



20' x 20' Standard Carpet
Installation and Dismantling Labor

Daily Cleaning
4 Counters
4 Headers

20' x 20' Standard Carpet
Installation and Dismantling Labor
Daily Cleaning
4 Counters
2 Headers

$9240.00

$9975.00

B

DD

F F

G

G

H

H

I

I

A A

C

E E

H

Viewable Panel Sizes:

9 - 37.5" x 92.375"
4 - 37.5" x 38.375"
8 - 12" x 38.375"
8 - 17.875 x 38.375"
4 - 37.5" x 8.75"
8 - 19.375" x 27" (doors)
Header:

2 - 116.25" x 20.375"
2 - 85.875" x 20.375"
2 - 77" x 20.375"

A

B

C

D

G

H

E

F

I

Actual Panel Sizes:

9 - 38.125" x 92.875"
4 - 38.125" x 38.875"
8 - 12.625" x 38.875"
8 - 18.5" x 38.875"
4 - 38.125" x 9.25"
8 - 20" X 27.5" (doors)
Header:

2 - 116.875” x 20.875"
2 - 86.5" x 20.875"
1 - 77.625" x 20.875"

A

B

C

D

G

H

E

F

I

Viewable Panel Sizes:

4 - 37.5" x 92.375"
4 - 60" x 38.375"
8 - 17.875" x 37.375"
8 - 19.375" x 27" (doors)
4 - 26" x 8.75"
Header:

4 - 77" x 11.5"
4 - 37.5" x 11.5"
8 - 26" x 11.5"

A

B

C

D

G

H

E

F

Actual Panel Sizes:

4 - 38.125" x 92.875"
4 - 60.625" x 38.875"
8 - 18.5" x 38.875"
8 - 20" x 27.5" (doors)
4 - 26.625" x 9.25"
Header:

4 - 77.625" x 12"
4 - 38.125" x 12"
8 - 26.625" x 12"

A

B

C

D

G

H

E

F

o r d e r f o r m
Rental Packages

Discount Deadline: November 13, 2009 (Received By).  Discount price 
applies only to orders that are accompanied by payment and are 
received by discount deadline.
Please add 6.5% sales tax. Orders received after this date will be assessed 
an additional 50% charge.  Cash, company check, wire transfer and/or 
credit cards accepted.  Items cancelled two weeks prior to move-in will 
be charged at 50% of the original price. 
No refunds will be made on custom accessories. ORDER EARLY

15928 tournament drive
gaithersburg, md 20877
phone: (301) 921 -0800
fax: (301) 990 -1717
www.arataexpo.com



(please type clearly or type to ensure correct spelling)

COMPANY NAME ONLY

Header Copy = BLACK BOLD LETTERS

o r d e r f o r m
Rental Packages

Add the following Accessories to my Custom Rental Package

Payment Information

Please contact us for additional information and pricing on:

card #

(please print)

exp. date

VISA Mastercard

Name of Show

Name of Organization

Street Address

City State Zip Tele (       ) Fax (       )

Authorized by Title Date

e-mail Signature

Booth Number(s)

American Express
100% Payment 

Must Accompany Order

Electrical Requirements: Package rental price does not include electrical hook-up or labor to install clip-on lights. Please order 
your electrical outlet for the rental exhibit and any other electrical requirements (including labor) directly from the electrical 
contractor. The electrical order form is included in this service manual.

ASE 2009



RULES & REGULATIONS 

SIGN, SCENE AND PICTORIAL PAINTERS LOCAL UNION (DECORATOR) 
 
Local Unions have the jurisdiction for the erection, cleanup, dismantling, repair and building of all exhibits. These exhibits can 
go from floor to ceiling, and include headers; floor covering of all kinds; aisle covering; hanging of decorative material from the 
ceiling; painting/hanging of all types of signs; pictorial and scenic paintings; changing electric light bulbs in exhibits; repairing of 
all animation; hanging/mounting all electrical fixtures as long as they are part of the exhibit and not just rented for the immedi-
ate show. 
 
 
TEAMSTERS (DRAYAGE CONTRACTORS) 
 
The teamsters are responsible for the loading/unloading of all trucks or trailers of common/contract carriers, as well as the han-
dling of empty crates and the operations of fork lift trucks. They also have jurisdiction of the loading/unloading of individual 
company vehicles, other than the companies covered by the Sign, Scene, and Pictorial Painters local union. 
 
UNION RULES GOVERNING CARTAGE (DRAYAGE) 
 
An exhibitor may transport, across the exhibit floor, any amount that can be hand carried or brought in with a two wheeled hand 
truck.  Exhibitors may not use their own pallet jacks, wagons nor any other wheeled device to transport their own 
exhibit material across the exhibit floor. Representatives or stewards of the union will be on the floor during move-in and will 
be checking to see that all exhibitors comply with the above rules.  Your cooperation in complying with the above guidelines 
created by the Convention Services Division of the Local Union is appreciated. 
 
 

SERVICE CONTRACTOR POLICY EXPRESSLY FORBIDS TIPPING 
PLEASE DO NOT TIP 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



ORDER FORM FOR INSTALLATION 
& DISMANTLING LABOR 
As stated in our Payment Policy, all invoices must be paid in advance or by the 
close of the show.  Cash, company check, wire transfer and/or credit card are 
acceptable methods of payment. 
 
ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW CLOSING. 

(This form must be signed and accompanied by your order) 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

INSTALLATION OF DISPLAY: 
Please indicate your labor requirements: 
 
 
 
 

 Request you to proceed, at earliest hour, to install our display without our supervision.  AEI charge for this service is 30%  
 of your total bill ($35.00 minimum).  IN ORDER TO COMPLETE THE WORK WITHOUT YOUR REPRESENTATIVE 
 PRESENT, YOU MUST COMPLETE THE AEI SUPERVISED LABOR FORM ON THE BACK  SIDE OF THIS PAGE. 
 
 Request you to await our representative before installing our display. Time will commence upon assignment of  men in 
 accordance with exhibitor’s instructions. Representative should check with labor dispatcher’s desk to obtain and return men 
 ordered.  If exhibitor fails to pick up worker(s) at time ordered, a one hour per worker no-show charge will be applied. 
 

 Supervisor’s Name:                                                                                      Telephone Number: 

DATE  TIME  NO. OF PEOPLE  APPROX. HOURS  TOTAL HOURS  HOURLY RATE  TOTAL ESTIMATED 
COST 

     X  =  @ $  = $  
     X  =  @ $  = $  
        AEI Supervision (30%/$35.00)   

          Total Estimated Labor Costs 

DISMANTLING OF DISPLAY: 
Please indicate your labor requirements: 
 
 
 
 

 Request you to proceed, at earliest hour, to dismantle our display without our supervision.  AEI charge for this service is 
 30% of your total bill ($35.00 minimum).  IN ORDER TO COMPLETE THE WORK WITHOUT YOUR REPRESENTATIVE 
 PRESENT, YOU MUST COMPLETE THE AEI SUPERVISED LABOR FORM ON THE BACK  SIDE OF THIS PAGE. 
 
 Request you to await our representative before dismantling our display. Time will commence upon assignment of  men in 
 accordance with exhibitor’s instructions. Representative should check with labor dispatcher’s desk to obtain and return men 
 ordered.  If exhibitor fails to pick up worker(s) at time ordered, a one hour per worker no-show charge will be applied. 
 

 Supervisor’s Name:                                                                                      Telephone Number: 

DATE  TIME  NO. OF PEOPLE  APPROX. HOURS  TOTAL HOURS  HOURLY RATE  TOTAL ESTIMATED 
COST 

     X  =  @ $  = $  
     X  =  @ $  = $  
        AEI Supervision (30%/$35.00)   

          Total Estimated Labor Costs 

Starting time can be guaranteed only when personnel are requested for the start of the working day, which is 8:00 a.m.  Every attempt will be 
made to provide personnel at time requested subsequent to 8:00 a.m. Such starting time must be approximate, as personnel are assigned to 
jobs at 8:00 a.m. and it is impossible to gauge exact time of completion of first assignments. Labor ordered on-site will incur a 30% surcharge. 

RATES: (ONE HOUR MINIMUM PER MAN)  

REGULAR TIME: 8:00 AM TO 4:30 PM WEEKDAYS $ 62.00 PER MAN PER HOUR 

OVERTIME: AFTER 4:30 PM WEEKDAYS, SATURDAYS, SUNDAYS AND HOLIDAYS $ 124.00 PER MAN PER HOUR 

Starting time can be guaranteed only when personnel are requested for the start of the working day, which is 8:00 a.m.  Every attempt will be 
made to provide personnel at time requested subsequent to 8:00 a.m. Such starting time must be approximate, as personnel are assigned to 
jobs at 8:00 a.m. and it is impossible to gauge exact time of completion of first assignments. Labor ordered on-site will incur a 30% surcharge. 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



AEI SUPERVISED LABOR FORM FOR 
INSTALLATION & DISMANTLING OF EXHIBITS 
This form must be completed by all exhibitors wishing to use 
AEI supervised labor for the installation and dismantle of their 
exhibits. 

(This form must be signed and accompanied by your order) 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

OUTBOUND SHIPPING INFORMATION: 
After dismantling, return/ship display to: 

 

 

 

 

Carrier: 
 Common Carrier 
 Van Line 
 Air Freight:      Next Day      2nd Day      Deferred 
If your designated carrier fails to pick up or refuses to accept your shipment  
your freight will be shipped by one of the official show carriers.  It is the 
responsibility of the exhibitor to call your carrier of choice to schedule a pick 
up time and date. 

Hotel:  Hotel phone #:  Arrival date:  

SET UP AND INBOUND SHIPPING INFORMATION: 

Electrical placement: Electrical under carpet:  Drawing attached:  Drawing with display:  

Tools or hardware required for assembly:    

Graphics: Shipped with display:  Shipped separately:  

Display shipped in advance to warehouse:  Display shipped directly to show site:  

Shipped from: City/State:  

Other (Please specify):  

Display includes carpet:  Carpet rented from AEI:  

Set up instructions: Attached:  Shipped with display:  

    

 

    

Carrier:  Carrier phone number:  

Total number of: Crates:  Cartons:  Fibers Cases:  

Date display was shipped:  Date display is to arrive:  

Special instructions for electrical:  

Special instructions for set up or dismantle:    

Special instructions for graphics:    

Emergency contact at show site:  Contact phone #:  

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



ASE NOTIFICATION OF INTENT TO USE 
"NON-OFFICIAL" SERVICE CONTRACTOR 

DEADLINE: Friday, November 6, 2009 
 
 
 
RETURN TO: Arata Expositions, Inc. (ASE 2009) 
   15928 Tournament Drive 
   Gaithersburg, MD 20877 
 
 
If the exhibitor plans to utilize a firm other than the Official Service Contractor, the EXHIBITOR ONLY 
must complete and mail this form to Arata Expositions, Inc. to be received no later than Friday, November 
6, 2009. 
 
In addition, a Certificate of Insurance showing General Liability coverage and Workman's Compensation 
valid in the state of Florida must be submitted no later than Friday, November 6, 2009. 
 
The exposition floor, aisles, loading docks, service and storage areas will be under the control of the 
Official Service Contractor. The "Non-Official" Contractor must coordinate all his activities with Arata 
Expositions, Inc. 
 
The "Non-Official" Contractor will share with the Official Contractor all reasonable costs related to his 
operation, including overtime pay for stewards.  The exhibitor will be assessed a flat fee of $0.30 per 
square foot to cover all miscellaneous costs related to the restoration of exhibit space to its initial condition. 
 
THESE REQUIREMENTS WILL BE STRICTLY ENFORCED. 

ARATA EXPOSITIONS, INC. WILL ONLY ACCEPT THIS FORM IF IT IS SIGNED BY AN AUTHOR-
IZED EMPLOYEE OF THE EXHIBITING COMPANY. NOTIFICATION FROM THE DISPLAY HOUSE 
WILL NOT BE ACCEPTED. PLEASE MAIL OR FAX THIS FORM ALONG WITH  YOUR CERTIFICATE 
OF INSURANCE TO ARATA EXPOSITIONS, INC. DO NOT SEND CERTIFICATES OF INSURANCE 
OR THIS FORM TO SHOW MANAGEMENT. 

Exhibiting Company    

Booth Number  Phone Number  (          )  

Exhibitor Contact (Please Print)    

Exhibiting Firm’s Authorized Signature    

Type of work to be performed    

“Non-Official” Contractor/Display House    

Contractor Contact Name    

Date    

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



MATERIAL HANDLING 
LIMITS OF LIABILITY 

1. ACCEPTANCE OF TERMS.  It is understood that acceptance of the following terms and conditions will be 
construed when any of the following conditions are met: 

• The Exhibit Shipping Information & Drayage Rate Schedule is signed; or 
• Exhibitors materials are delivered to either the Arata Expositions, Inc. (hereafter referred to as “AEI”) 

warehouse or show site for which AEI is the Official General Contractor for the event; or 
• When an order for any rental equipment and/or labor is placed by the exhibitor with AEI 

 
2. AEI’S RESPONSIBLITIES.  The responsibility of AEI with respect to the goods stored hereunder shall be limited to 

the exercise of ordinary care and diligence by its officers and employees in receiving, handling, keeping and delivering 
the same.  For purposes of this contract, AEI means their employees, officers, directors, agents, assigns, affiliated 
companies, and related entities including, but not limited to, any subcontractors AEI may appoint.  AEI shall not be 
liable for loss or damage by natural elements, fire, heat, frost, damp, dust, moths, rust, leakage, deterioration, acts of 
God, vandalism, theft, civil disturbance, power failure, acts of terrorism or war, labor disputes, lockouts or work 
stoppages of any kind nor for other causes beyond AEI’s reasonable control. 

 
3. AEI LIABILITY.  It is understood that AEI and its subcontractors are not insurers.  The exhibitor is responsible for 

obtaining the proper insurance to cover their property.  AEI does not provide for full liability should loss or damage 
occur.  AEI’s liability shall be limited to the physical loss or damage to the specific article, which is lost or damaged.  In 
any case, the liability of AEI is limited to $.30 per pound per article, with a maximum of $50.00 per item, and a 
maximum of $1,000 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 nonperformance of obligations imposed by the offering of services to Exhibitors, or from 
negligence, active or otherwise, by AEI, its subcontractors or employees.  This applies while these goods are in AEI’s 
warehouse, in vehicles for delivery or at show site.  AEI 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 or damage 
to an exhibitor’s material which make it impossible or impractical to exhibit same. 

 
4. EXHIBITORS ARE URGED TO CARRY ALL-RISK INSURANCE COVERING YOUR MATERIALS 

AGAINST DAMAGE, LOSS AND ALL OTHER HAZARDS FROM THE TIME SHIPMENTS ARE MADE 
PRIOR TO THE SHOW UNTIL SHIPMENTS ARE RECEIVED BACK AFTER THE SHOW.  THIS CAN 
GENERALLY BE DONE BY ADDING “EXPOSITION FLOATERS” TO EXISTING INSURANCE 
POLICIES.  IT IS UNDERSTOOD THAT AEI IS NOT AN INSURER. THAT INSURANCE, IF ANY, SHALL 
BE OBTAINED BY THE EXHIBITOR AND THE AMOUNTS PAYABLE BY AEI HEREUNDER ARE 
BASED ON THE VALUE OF THE MATERIAL HANDLING SERVICES AND THE SCOPE OF AEI 
LIABILITY AS SET FORTH ABOVE. 

 
5. PACKAGING. AEI shall not be responsible for damage to uncrated material, material improperly packed, concealed 

damage, pad wrapped or shrink-wrapped materials, glass breakage, or carpet in bags or poly.  Additionally, AEI shall 
not be responsible for crates and packaging that are unsuitable for handling, in poor condition, or have prior damage.  
Crates and packaging should be designed to adequately protect contents for handling by forklifts and similar means. 

 
      6.  INSURANCE CLAIMS.  The exhibitor must report the damage or loss at the AEI service desk at show site and  
 complete our paperwork documenting the incident.  Failure to complete the proper paperwork at show site will result in 
 the claim being waived.  The exhibitor must submit any written claim for loss or damage within (30) days of the close of 
 the show on which the loss or damage occurred or the claim shall be considered waived. No suit or action shall be 
 brought against AEI more than one year after the cause of action accrues. 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



7. INBOUND SHIPMENTS.  After the exhibit materials are placed in the booth, AEI will not be responsible for 
condition, count or content.  Please remember that there may be a lapse of time between the delivery of shipments to 
the booth and the arrival of the exhibitor or exhibitor’s representative.  AEI will not be responsible or liable for any loss, 
damage, theft, or disappearance of exhibitor’s materials after same have been delivered to the exhibitor’s booth at 
show site.  We suggest exhibitors arrange for security services for their booth. 

 
8. EQUIPMENT REQUIRING SPECIAL EQUIPMENT.  Fourteen days advance notice must be provided to AEI by 

the exhibitor in order to obtain special devices to properly load, place or reload equipment requiring such care.  AEI will 
not be liable for any damage incurred during the handling of equipment requiring special devices if this advance notice 
has not been received by AEI. 

 
9. EMPTY CONTAINER LABELS.  The exhibitor is responsible for affixing EMPTY labels (available at the AEI service 

desk) to containers to be stored during the show.  It is understood that these labels are used for empty storage only 
and AEI assumes no responsibility or liability for loss or damage to contents while containers are in storage or for 
mislabeled containers. 

 
10. CLASSIFYING SHIPMENTS.  AEI cannot be responsible for classifying shipments.  After shipments are tendered 

to a carrier for shipment, AEI cannot be responsible for delivery time or damage or loss to property. 
 

11. OUTBOUND SHIPMENTS.  All shipments received at the close of the show are subject to a final count.  We will 
count and ship pieces as we find the shipment when we remove them from the booth to load out.  All Material Handling 
Agreements submitted to AEI by the exhibitor will be checked at the time of pick up from the booth.  Corrections will be 
made where any discrepancies exist between the quantities of pieces listed by the exhibitor and the actual count of 
such items in the booth at the time of pick up.  AEI is not responsible for shipments left in booths by exhibitors.  We 
suggest exhibitors arrange for security services for their booth. PLEASE NOTE:  Where an exhibitor indicates choice 
of carrier for pickup, it is the exhibitor’s responsibility to arrange with such carrier for said pickup service. In order to 
expedite removal of freight from the show site, AEI shall have the authority to change designated carriers, if such 
carriers do not pick up on time or refuse to accept shipments.  Exhibits not removed from the show on removal day 
and on which we have no shipping information will be returned to our warehouse at an additional charge to await 
disposition.  AEI assumes no liability as a result of such rerouting or handling. 

 
12. PAYMENT OF SERVICES.  The exhibitor agrees, in the event of a dispute with AEI or its subcontractors relative to 

any loss or damage to any of the exhibitor’s freight or equipment, that the exhibitor will not withhold payment in any 
amount due to AEI for freight handling services or any other services provided by AEI or its subcontractors as an offset 
against the amount of the alleged loss or damage.  Instead, the exhibitor agrees to pay AEI prior to the close of the 
show for all such charges and further agrees that any claim the exhibitor may have against AEI or its subcontractors 
shall be pursued independently by the exhibitor as a complete, separate transaction to be resolved on its own merits. 

 
13. JURISDICTION.  This agreement shall be deemed to have been made in the State of Maryland, and that any and all 

performance thereunder, or breach thereof, shall be interpreted, governed and construed pursuant to the laws of the 
State of Maryland, and the parties to this agreement consent that the Circuit Court for Montgomery County, Maryland 
shall be the sole forum where any cause of action arising under, or in any way related to, this agreement may be 
instituted. 

 
14. MISCELLANEOUS.  Exhibitor, as a material part of the consideration to AEI for material handling services, 
 waives and releases all claims against AEI, its employees, agents, officers and directors, with respect to all 
 matters for which AEI has disclaimed liability, pursuant to the provisions of this contract.  The exhibitor 
 acknowledges that he or she has read this agreement, understands it and agrees to be bound by its terms, and 
 further agrees that it is the complete and exclusive agreement between the parties.  The invalidity or 
 enforceability of any provision hereof shall not affect, modify, or impair the validity and enforceability of all other  
 provisions herein. 



 

HELPFUL HINTS 
 

1. Ship prepaid – collect shipments will not be accepted at either the warehouse or show site. 
 
2. If you ship by way of your own truck or car, it is important to have a delivery ticket prepared indicating 

the piece count and weight.  You are invoiced for material handling based on weight.  If no information 
is available, the weight is estimated by the unloading crew. 

 
3. Consolidate as many pieces as possible into one shipment to avoid being billed for several minimum 

shipments. To reduce material handling costs (Drayage), ship all of your exhibit materials in ONE 
shipment.  Remember, there is a 200 Lbs. minimum charge per shipment. See the example below: 

 
4. Please be sure to obtain and complete an AEI Bill of Lading.  Bills of Lading will be made available at 

the AEI service center on the final show day.  Please be sure to return your completed Bill of Lading 
and any additional outbound information before you leave the show floor. 

 
5. Should you choose to use a carrier other than the official show carrier, please be certain to contact 

them with any necessary pick-up information.  AEI is not responsible for contacting outside 
carriers for pick-ups. 

 
6. 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 be 
 done by adding exposition floaters to existing policies. Contact your insurance representative.  BE 
 SURE YOUR LIABILITY AND PROPERTY INSURANCE IS IN EFFECT DURING TRANSIT, 
 STORAGE AND WHILE AT CONVENTION SITE. 

THE COST-EFFECTIVE WAY! 

THE EXPENSIVE WAY! 

Date Received: Actual Weight Minimum Charge $/100 Lbs. Total Cost 

11/20/09 200 Lbs. 200 Lbs. Min. $75.00 $150.00 

 200 Lbs. Total  Total Drayage 
Charges $150.00 

Date Received: Actual Weight Minimum Charge $/100 Lbs. Total Cost 

11/20/09 80 Lbs. 200 Lbs. Min. $75.00 $150.00 

11/20/09 50 Lbs. 200 Lbs. Min. $75.00 $150.00 

11/20/09 70 Lbs. 200 Lbs. Min. $57.00 $114.00 

 200 Lbs. Total  Total Drayage 
Charges $450.00 

TIPS FOR DRAYAGE 
(MATERIAL HANDLING) 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



INFORMATION ON INCOMING SHIPMENTS FOR THE SHOW (            warehouse /            site) 

FREIGHT ROUTING FORM 

Please return this form by: 
November 13, 2009 

Booth Number 

Carrier 

Approximate Arrival Date 

Total Weight of Shipment 

Weight of Largest Container 

Telephone 
Please Read 

• To enable our tracing delayed shipments, please mail duplicate bill of lading to: 
        Arata Expositions, Inc., 15928 Tournament Drive, Gaithersburg, MD 20877, phone (301) 921-0800 
• COLLECT SHIPMENTS WILL NOT BE RECEIVED. 

Name of Show 

Origin of Shipment 

Shipping Date 

Total Number of Containers 

Size of Largest Container 

Local Representative's Name 

INSTRUCTIONS FOR OUTGOING SHIPMENTS AT CLOSE OF SHOW 

FOR SPLIT SHIPMENTS, USE SPACE BELOW 

Consign to 

Street Address 

Carrier 

Total Number of Containers 

Description  

City State Zip 

Total Weight of Shipment 

PREPAID Collect 

Company Name 

Consign to 

Street Address 

Carrier 

Total Number of Containers 

Description  

City State Zip 

Total Weight of Shipment 

PREPAID Collect 

Company Name 

BILLING INSTRUCTIONS: 
Division Company Name 

Attention of Title 

(      ) Fax E-Mail 

Street Address State Zip City 

(      ) Telephone Your Purchase Order Number (if applicable) 

With respect to the property referred to above, you are hereby authorized to pick up, deliver, store and ship and/or act as shipper’s agent in the handling of 
said property by any other authorized carrier and to make all contracts in connection therewith and/or perform any additional services shown hereon or 
otherwise necessary for reforwarding. 

AUTHORIZED SIGNATURE Title Date 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 

   ASE 2009 



EXHIBIT SHIPPING INFORMATION 
& DRAYAGE RATE SCHEDULE 

SHIPPING INFORMATION 

 
 
 
To avoid confusion, remove all expired shipping labels before shipment. 
 
Arata Expositions, Inc. will receive and hold all crated exhibits in storage up to thirty (30) days prior to the show set-up. ANY 
UNCRATED OR PAD WRAPPED PIECES WILL NOT BE ACCEPTED IN ADVANCE STORAGE. All shipments consigned to 
Arata Expositions, Inc. warehouse MUST BE DELIVERED no later than 4:00pm on Friday, November 20, 2009. Any material 
received at the warehouse after this date and time will be subject to a 25% surcharge. 
 
All warehouse freight will be delivered to your booth by 2:00pm on Wednesday, December 2, 2009. 
 
 
All shipments MUST BE PREPAID. No collect shipments will be accepted either at Arata Expositions, Inc. warehouse or the 
facility. Under no circumstances should any shipment be consigned to the facility prior to move-in dates. The facility  
will refuse and return all such shipments direct to consignee without notification. 
 
Exhibitors may hand carry small items into the exhibit hall. Exhibitors are limited to items which can be carried by one person in 
one trip without the use of carts, dollies, etc. You may use parking lots around the facility. You may not park at the loading dock 
or at building entrances. 
 
AN EXHIBITOR MAY NOT USE THE TRUCK DOCK FACILITIES TO UNLOAD THEIR PERSONAL CAR, TRUCK OR 
STATION WAGON. ALL TRUCK DOCKS ARE UNDER THE CONTROL OF THE OFFICIAL DRAYAGE CONTRACTOR, 
AND THIS IS NECESSARY FOR THE TOTAL EFFICIENT MOVEMENT OF FREIGHT IN AND OUT. This control will be 
strictly enforced.  Any freight handled by AEI will be recorded on a freight receiving report and charged the rates 
reflected on this form. 
 
Be prepared for the outbound shipment. Know your destination and if you have a choice of carrier, be sure to contact them in 
advance. If you prefer to use the official show carriers, service representatives will be available at the Arata Service Center to 
assist you. 
 
If your designated carrier fails to pick up or refuses to accept your shipment by Saturday, December 5, 2009 at 
10:00pm, your freight will be shipped by one of the official show carriers or material may be returned to our 
warehouse pending advice from the exhibitor and they will be charged accordingly for this service. No liability will be 
assumed by Arata Expositions, Inc. as a result of such rerouting and handling. 
 
Arata Expositions, Inc. cannot be responsible for classifying shipments. After shipments are tendered to a common carrier for 
shipment, Arata Expositions, Inc. cannot be responsible for delivery time or damage or loss to property. 

ADVANCE shipments should be made PREPAID, addressed 
as follows: 
 TO: (Name of exhibitor and booth number) 
 FOR: ASE 2009 
 C/O: arata expositions, inc. 
  4104 L.B. McLeod Road 
  Orlando, Florida 32811 
 
Must arrive no later than Friday, November 20, 2009. 

SITE shipments should be made PREPAID addressed as 
follows: 
 TO: (Name of exhibitor and booth number) 
 FOR: ASE 2009 
 C/O: arata expositions, inc. 
 C/O: Marriott World Center 
  8701 World Center Drive 
  Orlando, FL  32821 
*20’ x 20’ booths, deliver on Wednesday, December 2nd, 2009 only 
*10’ x 10’ booths, deliver on Thursday, December 3rd, 2009 only 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



WAREHOUSE SHIPMENTS - This rate includes receiving at Arata Expositions, Inc. WAREHOUSE, 30 days of storage 
prior to show, delivery to the booth, storage of empty containers, return of outbound shipments to loading dock and reloading 
onto your carrier. Uncrated or pad wrapped shipments will not be received at the warehouse. All shipments must be 
accompanied by certified weight tickets. Rates are based on straight time move in and move out. All weights are rounded off to 
the next cwt and computed on a round-trip, per shipment basis. 
 
 WAREHOUSE base rate (In/Out ST) per cwt (200# minimum): $75.00 
 
SITE SHIPMENTS - This rate includes receiving at the EXHIBIT HALL on scheduled move in dates, delivery to the booth, 
storage of empty containers, return of outbound shipments to loading dock and reloading onto your carrier. All shipments must 
be accompanied by certified weight tickets. Rates are based on straight time move in and move out. All weights are rounded 
off to the next cwt and computed on a round-trip, per shipment basis. 
 
 SITE base rate (In/Out ST) per cwt (200# minimum):   $72.00 
 
OVERTIME - is before 8:00am and after 4:30pm Monday-Friday and all day Saturday, Sunday and holidays. You will be 
charged a 25% overtime surcharge based on the rates above for each occurrence of the following: 

•Your shipment is received at our warehouse or show site on overtime. 
•Your shipment is moved into the convention facility on overtime due to scheduling conflicts beyond our control. 
•Your shipment is moved out of the convention facility on overtime due to scheduling conflicts beyond our control. 

 
SPECIAL HANDLING, CRATED - 25% will be added to quoted rates for the following: Crated, boxed or skidded 
shipments received via van line, privately owned vehicle or company truck. Special handling is defined, but not limited to those 
shipments that cannot be unloaded or loaded at the dock. This includes ground unloading, doubledecking, unstacking or side 
door loading. This surcharge also applies to Federal Express, UPS and all air freight deliveries. Shipments received without 
paperwork will be delivered without guarantee of piece count or condition. 
 
SPECIAL HANDLING, UNCRATED - All uncrated materials will be charged an additional 50% of the cwt charge listed 
in the rates above. 
 
LATE SHIPMENTS - Any shipment received at the warehouse later than Friday, November 20, 2009 will be assessed at 
a 25% surcharge. Shipments received at the warehouse once move in begins will be assessed an additional delivery charge. 
 
SPECIAL SERVICES - A cost quotation will be provided for local pickup and delivery service and for shipments requiring 
specialized equipment and handling due to excessive weight, size or value. 
 
AS STATED IN OUR PAYMENT POLICY, ALL INVOICES MUST BE PAID IN ADVANCE OR AT THE SHOW BY CASH 
COMPANY CHECK, WIRE TRANSFER, AND/OR CREDIT CARD. ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER 
SHOW CLOSING. 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

(This form must be signed and accompanied by your order) 



Cleaning Total  

6.5% Sales Tax  

Total  

ORDER FORM FOR 
BOOTH CLEANING 
As stated In our Payment Policy all invoices must be paid in advance or at 
the show—cash, company check, wire transfer, and/or credit card.  
ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW CLOSING. 
 
NOTE: All rental carpets are delivered clean to your booth space.  However, 
during set up, the carpet can become soiled. We suggest you order cleaning 
services at least once before the show opens. 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

GENERAL CLEANING 
ALL DAILY CLEANING SERVICES MUST BE ORDERED EXCLUSIVELY THROUGH ARATA EXPOSITIONS, INC.  
NO INDEPENDENT CONTRACTORS WILL BE PERMITTED TO PERFORM CLEANING SERVICES. 
ALL ORDERS PLACED ON-SITE WILL INCUR A 20% SURCHARGE. 

CLEANING SERVICES 
Please indicate the cleaning service required for your booth: 

vacuuming carpet and emptying waste baskets prior to show opening only  $ .33 per sq. ft. 

vacuuming carpet and emptying waste baskets daily (2 show days)  $ .32 per sq. ft. 
  per day 

Shampooing exhibitor’s carpet  $ .50 per sq. ft. 
  per day 

anti-static spray   $ .33 per sq. ft. 
  per day 

The square footage is based on the overall size of the space occupied. 

PORTER SERVICE - Service provided every 2 hours. 
Daily  $125.00 
  per day 

ALL RATES SUBJECT TO CHANGE IF NECESSITATED BY INCREASED 
 LABOR AND MATERIAL COSTS.   
 

AEI WILL NOT BE LIABLE FOR DAMAGE TO GRAPHIC PANELS NOT PROPERLY LAMINATED 

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



Discount Deadline: November 13, 2009 (Received by). Discount price applies only to orders that are accompanied by payment 
and received by discount deadline. Add 30% to orders received after the deadline.  Items cancelled after move-in begins will 
be charged at 100% of the published price. 

FLORAL ORDER FORM 

No credit will be issued on plants ordered and placed, even though not used. The 
above prices are on a rental basis and remain the property of Arata Expositions. 
Listed charges include delivery to booth, rental for duration of show and removal. 
Damaged or stolen plants will be the exhibitor's responsibility and will be charged at 
retail value. 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

 DISCOUNT 
PRICES  TOTAL 

    

TABLE TOP PLANTS    

12’ X 12” Foliage Plant $ 65.00   
Hanging Plant - VINNING    65.00   
Hanging Plant - FERNS    65.00   
    
FLOWERING PLANTS (Seasonal)    
Potted Mums - YELLOW  49.00   
Potted Mums - WHITE  49.00   
Potted Mums - LAVENDER  49.00   
Potted Mums - BRONZE  49.00   
    
Florist Quality Azaleas - WHITE   65.00   
Florist Quality Azaleas - RED   65.00   
Florist Quality Azaleas - PINK   65.00   

    
FLOOR PLANTS    
1’ - 2’ Foliage Plant   59.00   
3’ - 4’ Foliage Plant   65.00   
5’ - 6’ Foliage Plant   76.00   
    
    

    

    
TOTAL ORDER    
6.5% SALES TAX    
TOTAL DUE    

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 



. 
 
 

ORDER FORM FOR SPECIAL SIGNS 

 
CHARTS • GRAPHS • SIGNS • SILK SCREEN 
 
 
As stated in our Payment Policy, all invoices must be paid in advance 
or at the show - cash, company check, wire transfer, and/or credit card. 
ABSOLUTELY NO CREDITS WILL BE ISSUED AFTER SHOW CLOSING. 

ASE 2009 

(      ) (      ) 

(Please Print) 

Booth Number(s) Name of Show 

Name of Organization 

Street Address 

State Zip Telephone Fax 

Authorized by Title Date 

E-Mail Signature 

City 

CUSTOM SIGNS/SERVICES 
 

This order for custom signs should accompany a printed version of each sign requested including exact copy, 
dimensions, position (horizontal or vertical) and easel back if desired.   

 

 

 

REMARKS: 

DIGITAL SHOWCARD SIGNS 
(10 words or less) 

 

7” x 11”  $44.00 

7” x 44”  54.50 

11” x 14”  62.00 

14” x 22”  73.50 

22” x 28”  86.00 

28” x 44”  120.00 

40” x 60”  Quoted 

  

CUSTOM SERVICES 

Over 10 words ………………………….. $ 2.50 per word 

Easel back per sign…………………….. $  4.50 

   

15928 tournament drive 
gaithersburg, md 20877 
phone: (301) 921-0800 
fax: (301) 990-1717 
www.arataexpo.com 

Signs Total  

6.5% Sales Tax  

Total  

Please call our office for acceptable file formats. 
 
 
There will be an additional charge to prices listed for sign 
design labor or necessary labor to prepare logos for  
reproduction. 
 
 
An additional charge of 100% of published prices will be 
added to all orders received later than November 13, 2009.  
This charge also applies to all floor orders. 
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