
 
 

Dear Exhibitor, 
 
We are pleased to be hosting The Log & Timber Home Show in West Springfield, Massachusetts! As you 
prepare to exhibit at the show, please carefully review the information provided in this Exhibitor Service 
Kit to help you make your participation as smooth and successful as possible.  Please be sure to note the 
following important items: 

 

 MOVE-IN & OUT PROCEDURES – Exhibitors with structures, oversized vehicles or 
trailers are strongly encouraged to move-in as early as possible. Move-in begins at 10am 
on Wednesday for structures and booths 20’x20’ or larger. Move-in for remaining 
exhibitors will begin at 8am on Thursday.  While we cannot guarantee that you will be 
able to drive up to your booth space, we will do the best we can to facilitate the move-in 
process.  All vehicles will need to be removed from the show floor by 3pm on Thursday so 
the decorator can begin to lay the carpet.  If necessary, move-out guidelines will be handed 
out prior to show closing on Sunday.   Please be aware that there will be NO Monday 
move-out at this show. 

 

 EXHIBITOR PARKING – Event parking is $5 for non-fair shows held at Eastern States 
Exposition.  Please call us in advance or speak to an event staff member onsite for 
information about trailer parking or with any other questions. 

 

We are committed to doing everything possible to ensure that you have a successful show and hope this 
Exhibitor Service Kit provides you with all of the information you will need.  If there is anything else we 
can do to be of assistance to you, please do not hesitate to contact me or one of our show operations team 
members: 
 
Lora Lewis     Dana Hartung    Tammy Clark 
Sr. Events Coordinator  Events Coordinator   Bookstore Manager 
800.826.3893 x 2290   800.826.3893 x 2293   800.826.3893 x 2264 
llewis@homebuyerpubs.com  dhartung@homebuyerpubs.com tclark@homebuyerpubs.com 
 
Thank you for your continued participation and support!  We look forward to seeing you in West 
Springfield! 
 
Cordially, 
 

   
Amanda Hersey   
Events Director       
800.826.3893 x 2289       
ahersey@homebuyerpubs.com        







 
 

SHOW RULES & REGULATIONS 
 

The following show rules and regulations are 
supplemental to and are incorporated by reference in 
the Exhibit Space Reservation and Contract between 
Log Home Living Institute (HBP), and your company as 
exhibitor, and govern the use of the exhibit space 
contracted for as if they had been fully set forth in the 
Exhibit Space Reservation and Contract. 
 
In reading these rules and regulations, “we” and “us” 
means the Home Buyer Publications, Inc., and 
authorities of the show facility (Convention Center), and 
Federal governments as appropriate. “You” means your 
company and its authorized representatives and 
personnel.  Where a specific entity or governmental 
body is required, we will identify them by name. 
 
 
Responsibility 
It is your responsibility to be fully familiar with these 
show rules and regulations and to see that each member 
of your company attending the show is also familiar 
with these regulations.  We recommend that you 
distribute copies to all those who will be present for the 
show. 
 
Contract for Space 
Our acceptance of your order for a booth, assignment of 
exhibit space to you, and the full payment of rental 
charges, constitutes a contract for rental of space 
assigned.  If you fail to occupy your exhibit space you 
still have the obligation of paying the full rental price.  
Space may be denied at any point for supplying false 
information.  
 
Payment for Space 
Full payment for the contracted booth space must be 
received prior to the setup of your exhibit booth.  Pre-
Payment of all shows is REQUIRED.  No payments will 
be accepted at the show.  We reserve the right to cancel 
your booth space reservations if the full amount of the 
booth space has not been received 30 days prior to the 
show. 
 
 

Please send all booth payments to 4125 Lafayette Center 
Drive, Suite 100, Chantilly, Virginia 20151. Please 
include the show name and location, as well as company 
name, booth number and order number with all 
payments. Check payments should be made out to 
LHLI. 
 
Exhibitor Cancellation 
In the event an exhibitor cancels all or part of the exhibit 
space contracted for, the exhibitor must do so in writing 
and will be obligated to pay HBP fees based on the 
following schedule: 
 
If Canceled:  Exhibit Space Rental Due: 
Prior to 60 days              0% 
60-30 days out               50% 
30 days out              100% 
 
Assignment of Exhibit Space 
We reserve the right to make final space reassignments 
after your application is accepted should it be necessary 
in the best interest of the show, as determined solely by 
us.  No space will be assigned without payment (non-
refundable deposit). You have the right to a full refund 
if our reassignment is not acceptable to you. 
  
Occupancy of Space Deadline 
All exhibits must be completed and ready for inspection 
by show management and the fire marshal by 10:00am 
on Friday.  At this time, any display violations will be 
noted and reported to the exhibitor. Failure to correct 
any violations by the time the show opens to the public 
at 12:00pm will result in a fine. 
 
Show Management reserves the right to rent or fill any 
exhibit space that has not been occupied by 10:00am on 
Friday, or at any time thereafter. 
 
Exhibit Installation  
Exhibit Installation hours are as follows:  
Wednesday – Structures, 20' x20’ or larger booths only, 
10:00am - 8:00pm (unless approved in advance by Show 
Management) 
Thursday – All other exhibits, 8:00am - 8:00pm 



At approximately 3:00pm on Thursday, installation of 
aisle carpeting will begin. All vehicles, exhibit materials, 
crates, and dollies must be removed from all aisles by 
3:00pm. Exhibit materials may only be hand carried to 
booth after 3:00pm.  
 
Driving on the Floor 
Vehicles should off-load at loading docks when 
possible. Vehicles permitted to drive on floor must be 
attended at all times and removed immediately after 
unloading. No vehicles are permitted on the hall carpet. 
There is a $500 fine for driving onto any part of the 
carpet. 
 
Final closing time is 4:00pm on Sunday. No dismantling 
or packing may begin prior to closing time.  There is a 
$100 fine for tearing down early. Following are the 
designated dismantling times: 4:00pm – 12 midnight, 
Sunday.  Some shows will allow for additional move-
out hours on Monday, 8am – 12 noon. Check with Show 
Management onsite to confirm move-out times. 
 
Exhibitor Badges 
Exhibitor badges for the show will be available on-site 
for you and your employees. All persons working in 
your booth will, in effect, be your employees during the 
length of the show and you are fully responsible for any 
liability that may occur. 
 
Liability and Insurance 
All exhibitors must fax or mail in advance, a current 
Certificate of Liability Insurance of no less than $1M.  
This proof must also be in your booth during all phases 
(including move-in and move-out) of the show.   
 
You must obtain insurance coverage for all your exhibit 
merchandise at site and in transit inclusive of business 
interruption insurance, if applicable.  We will not be 
held responsible for any loss or damage, however 
incurred.  You must carry your own fire insurance and 
public liability insurance of not less than one million 
dollars. (If you do not already hold appropriate liability 
coverage we suggest contacting K&K Insurance at: 
www.KandKinsurance.com. You will be looking for the 
Concessionaries, Exhibitors & Vendors Enrollment Form). 
 
Neither HBP nor the Convention Center, shall be liable 
to exhibitor, its agents, employees, contractors, patrons, 
guests, licensees or to any other person whomsoever for 
any injury or damage to person or property caused by or 
arising out of any act, omission or neglect of exhibitor, 
its agents, contractors, employees, patrons, guests, 
licensees, invitees or any person entering the 
Convention Center, under express or implied invitation 
by exhibitor, or for any damage to the person or 
property of third parties arising out or user of either the  
licensed booth space or the building area in which such 
booth is located; and exhibitor hereby agrees to 

indemnify and hold HBP and/or the Convention Center 
and their agents, servants and employees  free and 
harmless from and against any loss, including 
reasonable counsel fees, arising out of any liability 
incurred in accordance with the foregoing. The exhibitor 
assumes the entire responsibility and liability for losses, 
damages and claims deriving out of injury or damage to 
exhibitor’s displays, equipment and other property 
brought upon the premises of the Convention Center 
and shall indemnify and hold harmless the Convention 
Center, HBP and their agents, servants and employees 
from any such losses, damages and claims inclusive of 
reasonable counsel fees.  Exhibitor acknowledges that 
neither the Convention Center nor HBP maintains 
insurance covering such losses by the exhibitor. 
 
Exhibitor will be liable for any damage caused to floors 
(including carpeting), walls or columns, or to standard 
booth equipment or to other exhibitors’ property. No 
signs or other articles are to be fastened to walls or 
fixtures or electrical equipment. Use of thumbtacks, 
screws, bolts or any tool or material which may mark 
the floor or wall is prohibited. Exhibitors are also 
responsible to comply with all rules and regulations 
contained in the Exhibitor Service Manual. 
 
Space Restrictions 
Your exhibit must be confined to the exact space 
allocated.  Circulars, publications, advertising matter 
and all kinds or promotional giveaways may be 
distributed only within your booth space.  Nothing can 
be posted on, tacked, nailed, screwed in, taped or 
otherwise attached to columns, walls, ceilings, floors, 
electrical outlets or other parts of the building or 
furniture.  Signs, rails, logs or roof over hangs, etc. will 
not be permitted to intrude into or over aisles or other 
booth space.  You will be liable for any damage caused 
to floors (including carpeting), walls or columns, or 
standard booth equipment or to other exhibitor’s 
property.   
  
Character of Exhibits 
Each exhibit shall be in keeping with the general nature 
of the show. HBP shall be entitled to limit or require 
change in any exhibit that interferes with other 
exhibitors or general movement, is either excessively 
noisy or carnival-like in presentation or does not 
conform to the regulations herein or to any agency 
having jurisdiction at the convention site. All exhibitor 
activities shall be conducted solely within licensed 
space, and use of all aisle space and other public areas of 
the show are reserved to HBP. Canvassing, solicitation 
of business or the use of advertising materials or signs 
by firms other than those who have contracted for space 
is prohibited. Distribution by the exhibitor of circulars, 
catalogues or other advertising materials for firms that 
are not exhibitors is prohibited.  Failure to adhere to 
these rules will result in a fine. 



If the reverse side of your exhibit’s back wall, side wall, 
riser or display is exposed to view, that part of your 
display must be suitably draped so that no part of the 
display construction, electrical wiring, or the like, can be 
seen from the aisles or adjoining booths belonging to 
other exhibitors. 
 
Height limitations and other restrictions pertaining to 
the design of exhibits and use in the booth of pedestals, 
tables, racks, shelves, risers and similar display 
equipment are described in detail under “Types of 
Exhibits” and “Special Provisions.”  
 
If your display is built beyond the limitations and 
restriction as set forth in this contract, we reserve the 
right to correct such display violations by having you 
alter, remove or rearrange any or all of the display so 
that it will comply with regulations.  If you are not 
available to make those corrections, then you agree as 
part of this contract to give us authority to make any 
and all necessary corrections at your expense. 
 
Load Limitations 
Any piece of exhibit material weighing in excess of 2,000 
pounds shall be accompanied by a certified weight-
master’s ticket stating accurately the total weight of such 
individual piece and its container, if any. Failure to 
provide the weight-master’s certificate when requested 
may result in the facility’s refusal to permit the shipment 
on its premises, elevators or lifts. 
 
Types of Exhibits & Exhibit Restrictions 
 
Booth Definition: The price per booth includes booth 
space that is 10’ wide and 10’ deep with an 8’ high-
draped background and 3’ high-draped sidewalls.  Pipe 
and drapery will be supplied automatically for in-line 
booths unless you request not to have it. Pipe and 
drapery will not be provided for island booths.  8’ high 
sidewalls may not extend further than 5’ from the back 
of the booth space.  Note: If located on a perimeter, an 
aisle booth may go to 10’ height.  Requests for 
exceptions to these requirements must be submitted to 
the Events Manager no later than 45 days prior to the 
show. 
 
Island Booth 
An island booth is any size booth exposed to aisles on all 
four sides.  The entire cubic content of the space may be 
used up to the maximum allowable height. Pipe and 
drapery will not be provided for island booths. 
 
End-cap Booth 
Booth dimensions are 10’ deep by 20’ wide.  The 
maximum backwall height of 8’ is allowed only in the 
rear half of the booth space and within 5’ of the two side 
aisles (10’ long backwall) with a 4’ height restriction  

imposed on all materials in the space forward to the 
aisle. (See diagram) 

 
 
Peninsula/Split Island Booth 
Booth dimensions are generally 20’ x 20’ or larger.  
When a Peninsula Booth backs up to two Linear Booths, 
the backwall is restricted to 4’ high within 5’ of each 
aisle.  The center (10’ wide) of the backwall height is 
based on maximum allowable height. 
 
When a Peninsula Booth shares a common backwall 
with another Peninsula Booth (Split Island Booth), the 
entire cubic content may be used, up to the maximum 
allowable height, without any backwall line of sight 
restrictions. 
 
Special Provisions 
Pedestals, tables, racks, shelves, risers and similar 
display equipment may not exceed 48” in height when 
positioned more than 5’ from the back wall of a single 
aisle booth. 
 
Free standing units, including those intended to be the 
focal point in an exhibit, may not exceed 48” in height 
when placed more than 5’ from the back wall of the 
booth unless the same company occupies 8’ of booth 
space on both sides of the unit or units.  The maximum 
dimensions for such items under these conditions are 
8’h x 32”w x 32”d. 
 
Use of Exhibit Space 
Where you plan to construct any part of your exhibit 
above the exhibit height limitation (25’ island, 8’ in-line), 
or any variance from these rules and regulations, you 
must obtain approval in writing from the Events 
Manager at least six weeks prior to the official opening 
of the exhibits. Submit a sketch of your proposed 
construction when requesting approval. 
 
All signs including graphics, photographs and other 
advertising matter in connection with your booth space 
must be located within the boundaries of your assigned 
booth. No signs of any type are permitted outside of 
your assigned exhibit space (columns, walls, floors, 
ceilings) without approval in writing from show 



management.  This restriction also applies to any device 
used to project a company name or logo on the ceilings 
or walls of the Convention Center or otherwise beyond 
the permitted height or sides of the booth itself. 
  
You must obtain written permission from Show 
Management if you plan continuous operation of any 
flashing light device, floodlight, laser light, LED or 
computerized digital sign which may impact on your 
neighboring exhibitors. Showing of projected pictures 
(motion pictures, slides, transparencies, opaque 
materials, etc.) will only be permitted within the 
confines of your booth. 
 
You will be expected to keep the sound at reasonable 
volume, approximately that of a normal speaking voice, 
in order to avoid disturbing other exhibitors when 
operating sound reproduction equipment.  We reserve 
the right to turn off the electric supply of any exhibitor 
who violates this rule. 
 
You may distribute food or beverages from your booth, 
provided (a) you purchase the food or beverage only 
from the approved show caterer and (b) you provide 
trash receptacles and periodically clear trash in the 
vicinity of your booth generated as a result.  No 
alcoholic beverages of any kind may be distributed from 
your booth.  You are not permitted to cook food in your 
booth.  We have the right to terminate distribution of 
food from your booth in the event your activity disturbs 
or infringes another exhibitor in any manner.  Any 
surveys, questionnaires or promotion must take place 
within your assigned booth space. 
 
No person shall carry or transport into the premises any 
beer or other alcoholic beverages except for delivery to 
the licensed retailer or same, located on the premises.  
All concessions, including but not limited to tobacco, 
food products, drinks, checkrooms, programs and 
novelties, are and shall remain the exclusive rights of the 
Convention Center.  If any food or drinks are to be 
served by exhibitor, these items must be purchased from 
the official caterer.   
Absolutely no alcoholic beverages may be consumed on 
the show floor or in your booth at any time, including 
move-in and move-out, unless it is purchased from the 
official caterer. If you are found to be in violation of this 
rule, you will be asked to leave the show and will not be 
permitted to tear-down your booth display until after 
the show has closed on Sunday at 4:00pm. 
 
Copyrights, Royalties and Trademarks 
You warrant that no music, literary or artistic work or 
other property protected by copyright will be 
performed, reproduced or used, nor will the name of 
any entity protected by trademark be reproduced or 
used during your use of the contracted space unless you 
have obtained written permission of the copyright or 

trademark holder (including payment of any and all 
licensing and/or performance fees, i.e. BMI, ADCAP, 
AFTRA/SAG fees).  You agree to comply strictly with 
all laws respecting copyrights, royalties and trademarks 
and warrant that you will not infringe any related 
statutory, common law, or other right of any person 
during your use of the premises.  You agree you will 
indemnify and hold the Center, HBP and their officers, 
agents, and employees harmless from all claims, losses 
and damages (including court costs and attorneys’ fees) 
with respect to such copyright, royalty or trademark 
rights. 
 
Lighting 
The Log & Timber Home Show will be lit at work-light 
levels during set-up and teardown, and at full lighting 
levels during show hours.  We urge exhibitors who 
require low light conditions to build their exhibits 
accordingly.   
 
Sharing of Space 
Only one exhibitor may utilize a booth or booths.  
Sharing of space or transfer of right to use space in 
whole or in part is not permitted without our written 
permission.   
 
Labor Regulations 
The Convention Center is a Non-Union facility. 
However, all exhibitors must abide by all regulations in 
effect in the facility at the time of the show.  Please see 
Special Notice and Drayage and Freight Handling Form 
enclosed in Service Manual. 
 
Arbitration 
Any controversy or claim arising out of or relating to 
this contract or the breach thereof shall be settled by 
arbitration in Chantilly, Fairfax County, Virginia, in 
accordance with the Commercial Arbitration Rules of 
the American Arbitration Institute, and judgment upon 
the award rendered by the arbitrator(s) may be entered 
in any court having jurisdiction thereof. 
 
Show Cancellation 
HBP reserves the right to change the show dates, times 
or show site or to cancel if the show cannot be 
conducted for any reason beyond HBP’s reasonable 
control; exercise of any such right will be by written 
notice to exhibitors.  
 
 
Miscellaneous Regulations 
We reserve the right to determine the eligibility of any 
company to exhibit. We reserve sole control over 
admission policies.  
  
These regulations are established for the mutual 
protection of all.  We reserve the right to make such 
changes in the time schedule or in general plan of the 



exhibit as we may deem to be in the best interests of 
exhibitors and exhibit generally. 
 
All exhibits must be open or have sufficient opening at 
the top of their structure/display to meet fire 
regulations. 
 
Animals and pets are not permitted in the facility except 
in conjunction with an approved exhibit, display or 
performance legitimately requiring use of animals. 
Seeing-eye dogs are permitted, however you must have 
appropriate paper work on hand. 
No combustible decoration, such as crepe paper, tissue 
paper, cardboard, or corrugated paper, shall be used at 
any time.  No helium balloons or tanks are permitted in 
the hall at any time. All packing containers, excelsior, 
and wrapping paper are to be removed form the floor 
and must not be stored under tables or behind displays.  
Muslin, velvet, silken or any cloth decorations must 
stand a flameproof test as prescribed by the ordinance of 
the convention city. 
 
Please abide by facility rules regarding smoking, using 
designated areas only.  Do not exit through or prop fire 
doors at any time. 
 
State Fire Marshal’s Requirements 
The following are the state fire marshal’s minimum fire 
safety requirements and shall be applied at all shows-- 
trade, commercial or otherwise--and shall apply 
whether the exhibit is open or closed to the public. 
 
The display and operation of any cooking or heat-
producing appliances, pyrotechnics, use or storage of 
flammable liquids, compressed gases or any other 
process deemed hazardous by the state fire marshal’s 
representative must have advance approval by the state 
fire marshal’s representative. Any motor vehicles, 
gasoline-powered equipment, tools, etc. on display shall 
have their batteries disconnected.  All fuel tanks that are 
not equipped with locking gas caps shall have the gas 
caps sealed with tape.  All such fuel tanks shall be less 
that one-fourth full. 
 
No parking of any vehicles, unless an approved part of 
your display, will be allowed in the building.  Cars and 
trucks shall be removed immediately after loading or 
unloading. Decorations and displays shall not block or 
impede access to fire protection equipment (sprinklers,  
exit markings, exit doors or emergency lighting 
equipment). 
 
During occupancy hours, aisles and exit doors shall be 
maintained free of all obstructions and unlocked for 
immediate use in the event of an emergency.  
 
All electrical devices and installations shall be in 
accordance with the applicable provisions of the 

National Electrical Code.  All devices must be listed by 
Underwriters Laboratories. Any electrical extension 
cords used shall be of the heavy-duty type.  Lightweight 
cords of the lamp cord variety are prohibited and are 
subject to confiscation. 
 
Amendments and Additional Regulations  
Any issue not specifically covered by the foregoing 
terms and conditions shall be determined by HBP. HBP 
shall add to or amend the foregoing terms and 
conditions provided such changes are reasonable in 
nature and consistent with the purposes of the 
foregoing. Each exhibitor will be responsible for 
forwarding this information to the parties who will set 
up and/or staff the space. 
 
Americans with Disabilities Act 
Exhibitors are responsible for making their space 
accessible in accordance with the Americans with 
Disabilities Act. 

 



 
 

SHOW PAMPHLET LISTING & 
NAME BADGE REQUESTS 

 

We request that you fax or email this form to us by Tuesday, November 2nd, 2010 in order for 
your company to be included in our show pamphlet and to provide enough time for pre-printing 
of any requested exhibitor badges.  If we do not receive the information by our deadline, we will 
select the product category we believe best fits your company.  You will also be able to print 
badges onsite at the Will Call desk. 
 

SHOW PAMPHLET: 
To ensure your company is properly listed in the show pamphlet, please provide the following 
information.   
 

COMPANY NAME   ________________________________________________________________       
          (PLEASE PRINT) 

 

CATEGORIES   (CIRCLE ALL THAT APPLY) 
 

Air & Water Purification 
Building Supplies & Products 
Doors & Windows 
Fasteners & Tools 
Fireplaces & Hearths 
Flooring & Millwork 
Foundations & Basements 
Furniture & Décor  
Green Products/Systems 

Kitchen Accessories 
Kitchen & Bath Appliances 
Lighting 
Log Home Handcrafters 
Log Home Producers 
Mortgage & Finance 
Railings & Stairways 
Real Estate & Land 
Resorts & Tourism 

Spas & Saunas 
Structural Insulated Panels  
Timber Frame/Post & Beam 
Wood Care & Restoration 
 
Other (please specify): 
 
________________________ 

 

NAME BADGES: 
If you would like name badges pre-printed, we request a list of people who will staff your booth 
so that we may create them in advance of the show.  Your staff can pick up their badges at the 
Will Call desk and as always, any additions or changes can be made onsite.  (PLEASE PRINT 
CAREFULLY TO ENSURE CORRECT SPELLING ON NAME BADGES) 

 
1. __________________________________ 6. ______________________________________ 

 
2. __________________________________ 7. ______________________________________ 

 
3. __________________________________ 8. ______________________________________ 

 
4. __________________________________ 9. ______________________________________ 

 
5. __________________________________ 10. _____________________________________ 

 

FAX to (703) 222-3209 or EMAIL to dhartung@homebuyerpubs.com  
Questions? Call DANA HARTUNG at (800) 826-3893 x2293 



 
 

GUEST PASS LIST 
  

We encourage you to invite your customers to the show! Your first ten (10) guests are free. You 
may invite an unlimited number of additional guests for $7.50 each. You will be invoiced based 
on the number of guests who actually attend the show.  (Couples count as separate guests). 
 

Please provide us with the names of your guests.  Guests will need to check in at the Will Call 
desk when they arrive at the show.  Keep in mind, there are NO physical guest passes.  We 
will refer to your list, and guests will need to provide your company name in order to receive 
entry into the show. 
 

Please fax, email or mail this form to us AT LEAST ONE WEEK PRIOR TO SHOW DATES. If you 
cannot send it in advance, you may bring it with you to the show, and provide it to the Will 
Call attendant.  Changes or additions can be made at the Will Call desk at any time during the 
show. 
 

We request that you print first and last names carefully.  Feel free to attach additional sheets as 
necessary.  DO NOT forget to include your company name.  
 

 

COMPANY NAME:  _____________________________________________________  
 

1.  _________________________________  11.  _____________________________________ 
                                          
2.  _________________________________  12.  _____________________________________ 
 
3.  _________________________________  13.  _____________________________________ 
 
4.  _________________________________  14.  _____________________________________ 
 
5.  _________________________________  15.  _____________________________________ 
 
6.  _________________________________  16.  _____________________________________ 
 
7.  _________________________________  17.  _____________________________________ 
 
8.  _________________________________  18.  _____________________________________ 
 
9.  _________________________________  19.  _____________________________________ 
 
10._________________________________  20.  _____________________________________ 
 

 

FAX to (703) 222-3209, EMAIL dhartung@homebuyerpubs.com  
OR take this form to the Will Call desk at the show 

Questions? Call DANA HARTUNG at (800) 826-3893 x2293 

























Mail or Fax to:
Great Lakes Events LLC
100 Bickford Street    Rochester, New York 14606
Phone:  585-458-2200   Fax:  585-458-5087

THIS FORM MUST ACCOMPANY
THE METHOD OF PAYMENT FORM

COMPANY: ________________________________________BOOTH #:________________________

CONTACT: _________________________________________PHONE #:________________________

EMAIL: ______________________________COMPANY WEBSITE: ___________________________

SIGN SIZES
Signs include one color lettering on white showcard with 10 words per sign.

Orders placed on-site will be delivered in 24 hours.

QTY SIZE       ADVANCE AFTER TOTAL
                                PRICE         DEADLINE

________ 7” X 11” 18.00 36.00 ________
________ 7” X 44” 27.00 50.00 ________
________ 11” X 14” 32.00 64.00 ________
________ 11” X 44” 35.00 70.00 ________
________ 14” X 22” 40.00 80.00 ________
________ 14” X 44” 46.00 92.00 ________
________ 22” X 28” 50.00 100.00 ________
________ 28” X 44” 85.00 150.00 ________

SIGN TO READ AS FOLLOWS

OPTIONAL SERVICES

QTY SERVICE PRICE TOTAL
        

________ Over 10 words 15.00 ________
________ Colored Showcard 6.50 ________
________ Change in color copy 6.50 ________
________ Easel back on sign 5.25 ________
________ Logo Sign (scanning) 75.00/hour ________

Banner Quoted on request
Carpet Logo Quoted on request
Customized Digital Imaging Quoted on request

Choose your style and color Lettering Color: __________
Background Color:  _______
(6.50 extra per sign)

Any orders received 10 days prior to the start of exhibitor move in
Are subject to applicable shipping charges

Special Signs Total =$__________________Taxable Service
Please enter total Order Forms Recap Sheet

SP
E

C
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N
S

ADVANCE PRICE DEADLINE

NOVEMBER 5, 2010

THE LOG & TIMBER HOME SHOW
EASTERN STATES EXPOSITION

NOVEMBER 19-21, 2010



Mail or Fax to:
Great Lakes Events LLC
100 Bickford Street    Rochester, New York 14606
Phone:  585-458-2200   Fax:  585-458-5087

COMPANY: ________________________________________________ BOOTH #:________________

CONTACT: _________________________________________________PHONE #:________________

LABOR FUNCTIONS & RATES

LABOR FUNCTIONS:  Install, dismantle, unskid, reskid, unpack, and repack displays as well as positioning of
machinery.
LABOR RATES: One hour minimum charge per person
Straight Time:  8:00 A.M. – 4:30 P.M……………………………………………………………………….$ 63.00
Overtime:  4:30 P.M. – 12:00 A.M. Monday through Friday, 8:00 A.M. – 12:00 A.M. Saturday…...$94.50
Double Time: 12:00 A.M. – 8:00 A.M. Monday through Saturday, and all hours on Sunday………..$126.00
FORKLIFT: One hour minimum plus 2 laborers (see rate above)
5,000 lb. - $56.00
Banding Service Available @ $35.00 per skid
Shrink Wrap Service Available @ $25.00 per skid
Skirting for skids & crates Available @ $4.00/linear foot, plus one hour minimum labor.

For labor cancellations there is a one hour, one person charge applied to all orders that are not cancelled 24
hours prior to scheduled start time. This applies to Exhibitor and Great Lakes Events supervision.

INSTALLATION & DISMANTLE WITH GREAT LAKES SUPERVISION
Exhibits are installed prior to Exhibitor’s arrival and dismantle after Exhibitor’s departure under the direction of Great Lakes

Event’s I & D Supervisor.  When requesting this service, send set-up instructions and packing list .
Please calculate the hourly rate plus 30% Supervision Charge/Minimum $30.00.

NUMBER HOURS TOTAL RATE 30%        TOTAL
OF MEN (APPROX.) HOURS (see above)

INSTALL:             x           =        x    +                   =

EQUIPMENT TYPE: _____________________COST:______________PLUS LABOR: ___________=TOTAL: _______________

DATE: __________TIME:___________WORK TO BE DONE: _________________________________________________________________

DISMANTLE:          x           =       x     +                           =

EQUIPMENT TYPE: _____________________COST:______________PLUS LABOR: ___________=TOTAL: _______________

DATE: __________TIME:__________WORK TO BE DONE: __________________________________________________________________

SUPERVISION FORM REQUIRED

INSTALLATION & DISMANTLE WITH EXHIBITOR SUPERVISION
Supervisor must check in at the Great Lakes Events Exhibitor Service Center to pick up laborers.  When work is complete,

supervisor must return to service center to release laborers.  Start time in only guaranteed when labor is requested at 8:00 A.M.,
unless the official set up time begins later in the day.

NUMBER HOURS TOTAL RATE TOTAL
OF MEN (APPROX.) HOURS

INSTALL:      x       =     x   =

DATE: _____________________TIME:_______WORK TO BE DONE: __________________________________________________________

EQUIPMENT TYPE: _____________________COST:______________PLUS LABOR: ___________=TOTAL: _______________

DISMANTLE:   x      =    x   =
DATE: ___________________TIME________WORK TO BE DONE: ____________________________________________________________

EQUIPMENT TYPE: _____________________COST:______________PLUS LABOR: ___________=TOTAL: _______________

Installation & Dismantle Total: $__________________Non -Taxable Service with exception of:
Equipment is taxable
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Mail or Fax to:
Great Lakes Events LLC
100 Bickford Street    Rochester, New York 14606
Phone:  585-458-2200   Fax:  585-458-5087

This form is mandatory only if you will
be using any labor supervised by

Great Lakes Events

COMPANY: _____________________________________________________BOOTH #:__________________

CONTACT: _____________________________________________________FAX #:_____________________

PHONE #:___________________________WEEKEND/AFTER HOURS PHONE #:_____________________

INBOUND SHIPPING INFORMATION

Shipment 1:
Carrier: ______________________________Arrival Date: _________________ No. of Pieces____________
Weight: ______________________________Pro Number: _________________

Shipment 2:
Carrier: _____________________________Arrival Date: _________________ No. of Pieces____________
Weight: _____________________________Pro Number:_________________

Shipment 3:
Carrier: ____________________________Arrival Date: _________________ No. of Pieces____________
Weight: ____________________________Pro Number: _________________

UTILITY INFORMATION

Did you order electrical service? _______________Should electrical lines lie under carpet? ________
Please send electrical order forms and drawings directly to the official electrical contractor.

Did you order telephone service? _______________
Please send telephone order forms and drawings directly to the official telephone contractor.

SET – UP INSTRUCTIONS

Are the set-up drawings attached? _____________Are the set-up drawings sent with exhibit? _______
Special Instructions: __________________________________________________________________________
___________________________________________________________________________________________

OUTBOUND SHIPPING INFORMATION

Consigned to: ______________________________________________________________________________
Attention: _________________________________________________________________________________
Address: __________________________________________________________________________________
City: ________________________________________State:____________Zip:__________________________
Method of shipping: Air Freight  Next Day             2nd Day              Deferred

Motor Freight Van Line Other
Number of pieces: __________________________________Weight:___________________________________
Carrier: ___________________________________________________________________________________

Great Lakes Transportation invites you to check our service and rates for shipping.
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Mail or Fax to:                                                   
Great Lakes Events LLC                                                                                                                             
100 Bickford Street    Rochester, New York 14606                       
Phone:  585-458-2200   Fax:  585-458-5087   

 

 
         THIS FORM MUST ACCOMPANY 
                    THE METHOD OF PAYMENT FORM 
 
COMPANY:___________________________________________________BOOTH #:_________________ 
 

CONTACT:___________________________________________________PHONE :#__________________ 
 

GREAT LAKES TRANSPORTATION GUIDELINES 
 

♦ Please complete this form only if shipping exhibit material with Great Lakes Transportation 
♦ Credit card information must be on file prior to freight pick-up. 
♦ Clearly label all shipments with the destination address.  At show site you must complete an outbound Bill of Lading before leaving the facility.  

Complimentary shipping labels and Bill of Lading are available at the Great Lakes Events Exhibitor Service Desk. 
♦ Any organization using Great Lakes Transportation must have the proper insurance coverage for shipping. 
 
INSURANCE COVERAGE:_________________________________________________________________________ 
 

FOR SHIPMENTS OVER 200 POUNDS GREAT LAKES TRANSPORTATION IS AVAILABLE FOR  
SHIPPING INBOUND TO ADVANCE WAREHOUSE OR SHOW SITE 

 
PICK UP INFORMATION: 

Shipper Name:____________________________________________________________________________ 

ShipperAddress:___________________________________________________________________________ 

City:______________________________________________________State:______________Zip:________ 

INBOUND AVAILABLE FOR SHIPMENTS OVER 200 POUNDS 
Inbound Destination:        ___________Advance Warehouse  __________Showsite Facility      
Service Type:  Circle Type  
Standard Ground  Speedy Ground   Next Day  Second Day  Deferred Specialized 
3-5 Business Days  2-3 Business Days          Next Business Day 2nd Business Day 3-4 Business Day  Truckload 
 
Description of Shipment: Piece Count and Weight Required  

Crates    Cartons       Fiber Cases      Pallet/Skid  Other 
 
Total Pieces:   Total Weight: _____________    Does Pickup Location have a loading dock?    YES   NO                                       
           *if NO additional charges may apply 
     Is an “Inside Pickup” required (typical for Suite offices w/o loading docks)?   YES     NO 
 
 

OUTBOUND AFTER SHOW CLOSING 
Be sure to come to the Great Lakes Events Service Center to pick up your Bill of Lading 

 
Consigned to:____________________________________________________________________________ 

Attention:________________________________________________________________________________ 

Address:_________________________________________________________________________________ 

City:_________________________________________________State:______________Zip:_____________ 

Service Type: Circle Type  
Standard Ground  Speedy Ground   Next Day  Second Day  Deferred Specialized 
3-5 Business Days  2-3 Business Days          Next Business Day 2nd Business Day 3-4 Business Day   Truckload 
 
Description of Shipment: Piece Count and Weight Required 
   Crates        Cartons    Fiber Cases     Pallet/Skid               Other 
              
Total Pieces:   Total Weight: ___________    Does Delivery Location have a loading dock?   YES      NO
        *if NO additional charges may apply  
    Is an “Inside Delivery” required (typical for Suite offices w/o loading docks)?  YES  NO
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Mail or Fax to:
GREAT LAKES EVENTS LLC
100 Bickford Street
Rochester, NY 14606
Phone:(585) 458-2200
Fax: (585) 458-5087

To insure that Great Lakes Events accepts and delivers your freight please adhere to
the Advance shipping instructions provided in this Exhibitor Manual.

COMPANY: __________________________________________BOOTH #:_________

CONTACT: ___________________________________________PHONE #:_________

MATERIAL HANDLING RATES

For complete information, descriptions and rates, please refer to the
 Advance Shipment form.

Please be aware of the Exhibitor move in and move out times and make note of any
additional charges that may be applied for overtime.

SHIPPING ARRANGEMENTS

How to calculate your order:
When recording your weight, round up to the next 100 lbs.

Example:  We will ship 265 lbs. (round up to 300 lbs.)
300 lbs. x RATE per cwt. = $ Dollars

DIRECT SHIPMENTS:
We will store & reload _____lbs. @ $50.00 per cwt. (100 lbs.)=$____ (minimum $100.00)

ALL SHIPMENTS ARE CHARGED A MINIMUM OF 200 LBS.
ALL MATERIAL HANDLING CHARGES MUST BE PREPAID

We understand your calculation may only be an estimate.  Invoicing will be done from
the actual weight as listed on the inbound bills of lading.  Adjustments will be made
accordingly.  If you have any questions about material handling, please contact our
Exhibitor Services Department

Material Handling Total = $______________Taxable Service
Please enter total on Order Forms Recap Sheet
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Great Lakes Events LLC
100 Bickford Street    Rochester, New York 14606
Phone:  585-458-2200   Fax:  585-458-5087

DIRECT MATERIAL HANDLING SERVICES

RATES INCLUDE THE FOLLOWING:
♦ Unloading of material at convention facility and delivery to your booth
♦ Storage and return of empty containers at the close of the show.  Due to Fire Marshall Regulations, empties may be stored

outdoors.
♦ Reloading of material on to your carrier at the close of the show

DIRECT SHIPPING INSTRUCTIONS

♦ Shipments will only be received during the move in period, NOVEMBER 17-18, 2010.  As an exhibitor it is your
responsibility to instruct your carrier of the proper date for direct deliveries to the convention facility.  Any shipments
arriving prior to the first day of move in will be refused and returned to the local trucking terminal.

♦ Mandatory Documentation:  Shipments received without receipts, freight bills or specified unit counts on the receipts or
freight bills, such as UPS , DHL and FedEx, will be delivered to the exhibitor’s booth without guarantee of the piece count
 or condition.  Great Lakes Events will assume no liability for such shipments. Weight tickets or bills of lading indicating
weight must accompany all freight.  Failure to have proper weight certification will delay unloading.  Great Lakes Events
reserves the right to estimate the weight of a shipment if no certification is presented upon the time of delivery.  Invoicing
will be based upon this estimate.  The appropriate paperwork must be presented to GLE before the close of the show or the
estimate will serve as the billing weight.  The driver’s signature on the show site receiving reports will verify the total piece
count and weight.

♦ Insurance:  Be sure your materials are insured from the time they leave your company until they are returned after the
show.  It is suggested that exhibitors arrange all risk coverage, “riders” to existing policies can usually do this.  Great
Lakes Events is not responsible for the security of items after they are delivered to each booth or until they are picked up
 at each booth for reloading at the close of the show. Please take all necessary precautions.

DIRECT SHIPPING INFORMATION

LABEL EACH CRATE OR PACKAGE AS FOLLOWS:
TO: (EXHIBITING COMPANY NAME & BOOTH NUMBER)

FOR: THE LOG & TIMBER HOME SHOW
EASTERN STATES EXPOSITION – THE MALLARY COMPLEX

C/O GREAT LAKES EVENTS
1305 MEMORIAL AVE (RTE. 147)
WEST SPRINGFIELD, MA 01089

P: 413-737-2443

DIRECT SHIPPING RATES
DIRECT CRATED SHIPMENT:

There is no Charge for receiving any Direct Shipments

**If you require a forklift for unloading any freight please refer to the installation & dismantle labor form for rates**
Any freight over 5000 lbs. please contact Exhibitor Services.

STORAGE OF EMPTIES AND RELOADING OF FREIGHT ON OUTBOUND OF SHOW:
Rate: $ 50.00 per cwt. (100 lbs.)

(minimum 200 lb. charge)
Rate is based upon inbound weight of shipment

Place order on Material Handling Order Form
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Great Lakes Events LLC
100 Bickford Street    Rochester, New York 14606
Phone:  585-458-2200   Fax:  585-458-5087

PLEASE AFFIX THESE LABELS TO ALL ITEMS BEING SENT TO
THE EASTERN STATES EXPOSITION
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TO:

BOOTH:

FOR:
THE LOG & TIMBER HOME SHOW
EASTERN STATES EXPOSITION –

THE MALLARY COMPLEX
C/O GREAT LAKES EVENTS

1305 MEMORIAL AVE (RTE. 147)
WEST SPRINGFIELD, MA 01089

DIRECT SHIPMENTS WILL ONLY BE
ACCEPTED DURING MOVE IN

NOVEMBER 17-18, 2010

TO:

BOOTH:

FOR:
THE LOG & TIMBER HOME SHOW
EASTERN STATES EXPOSITION –

THE MALLARY COMPLEX
C/O GREAT LAKES EVENTS

1305 MEMORIAL AVE (RTE. 147)
WEST SPRINGFIELD, MA 01089

DIRECT SHIPMENTS WILL ONLY BE
ACCEPTED DURING MOVE IN

NOVEMBER 17-18, 2010

TO:

BOOTH:

FOR:
THE LOG & TIMBER HOME SHOW
EASTERN STATES EXPOSITION –

THE MALLARY COMPLEX
C/O GREAT LAKES EVENTS

1305 MEMORIAL AVE (RTE. 147)
WEST SPRINGFIELD, MA 01089

DIRECT SHIPMENTS WILL ONLY BE
ACCEPTED DURING MOVE IN

NOVEMBER 17-18, 2010

TO:

BOOTH:

FOR:
THE LOG & TIMBER HOME SHOW
EASTERN STATES EXPOSITION –

THE MALLARY COMPLEX
C/O GREAT LAKES EVENTS

1305 MEMORIAL AVE (RTE. 147)
WEST SPRINGFIELD, MA 01089

DIRECT SHIPMENTS WILL ONLY BE
ACCEPTED DURING MOVE IN

NOVEMBER 17-18, 2010

THE LOG & TIMBER HOME SHOW
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Great Lakes Events LLC
100 Bickford Street    Rochester, New York 14606
Phone:  585-458-2200   Fax:  585-458-5087

IMPORTANT SHOW CLOSING GUIDELINES
Carefully read the following move out procedures to allow for an organized and safe

move out.

♦ It is the Exhibitor’s responsibility to arrange for shipment of outbound freight from
the show.  Please notify your carrier of the designated carrier check in date and time.

♦ A bill of lading must be filled out and returned to the Great Lakes Events Exhibitor
Service Desk for all shipments leaving the facility (including UPS and FedEx).  Be
sure to fill out one per destination.

♦ Be sure all outbound freight is clearly labeled.  Complimentary shipping labels are
available at the Great Lakes Events Service Desk. Any materials being shipped out
FedEx, UPS or DHL must have the appropriate shipping labels, these will not be
provided for you.

♦ All exhibitors must settle their account with Great Lakes Events before receiving a
bill of lading.

♦ Great Lakes Transportation has been chosen as the recommended carrier of
outbound freight for this show.  A representative will be on-site to answer questions
and arrange shipments.

♦ In the event that your carrier fails to check in by the designated deadline
(NOVEMBER 21, 2010 by 8:00 P.M.) Great Lakes Events reserves the right to
reroute your shipment via Great Lakes Transportation.  Please note: After the
deadline Great Lakes Events assumes responsibility for these shipments and the
exhibitor assumes the responsibility for the shipping charges.

♦ Great Lakes Events strongly recommends that you stay with your materials until they
are loaded onto your designated outbound carrier.  Great Lakes Events is not
responsible for any materials left unattended in your booth.  Please take all necessary
precautions when possible.

YOUR COOPERATION DURING MOVE OUT IS GREATLY APPRECIATED
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ELECTRICAL
ORDERS

*****All electrical service needs are to be placed onsite*****



Wavespan Communications 
 

 

Welcomes 
 

Eastern States Exposition 
 

2010 Exhibitors 
 

 
 

PROVIDING WIRELESS INTERNET and DSL ACCESS 
 

Wavespan the exclusive provider of wireless internet and DSL service to the ESE Grounds offers the following  

 

1 – 4 DAY SHOWS         5 – 6 DAY SHOWS 
$  5.99 – per Hour for wireless     $  5.99 – per Hour for wireless 

 

$11.99 – per Day for wireless   $11.99 – per Day for wireless 

        

$34.99 – 2008 Show Price for wireless  $54.99 – 2008 Show Price for wireless  

 

DSL Service - $234.99 Show Price   DSL Service - $254.99 Show Price 
 

Wavespan Communications hot spots are accessible throughout most of the Eastern States Exposition 

Grounds including the coliseum.  Our hot spots run on the popular 802.11b-g Wi-Fi wireless platform 

from your laptop or PDA by clicking on your internet browser icon.  Connection speeds range from 512 – 

768kb/s. 

 

Getting connected is simple!  Click your wireless icon and select “Big E Hot Spot” from the available 

wireless networks list.  Sign up for the session’s duration to suit your needs, and pay with a major credit 

card.  Wavespan’s on–line payment program uses an SSL encrypted portal for a secure transaction.  We 

accept Visa, Master Card and American Express at log on. 

 

For More Information or Technical Support, Call: Wavespan Communications, Inc. 
413-315-0928 

 
 
Recommended Requirements: 
Windows XP service Pack 2 or above.  Apple users, Apple OS X or above. 
If your computer is operating on any system below Windows XP (such as 95, 98, NT, 2000, ME) be sure your Windows Updates from 
Microsoft are current and up to date which will improve compatibility with our Wi-Fi network. 



Eastern States Exposition Telephone Request Form -  2010

Number of phone lines: 1 line 2 lines 3 lines 4 lines 5 lines 6 lines

Total 244.90 451.30 657.70 864.10 1,070.50 1,276.90

MUST DIAL 9 TO ACCESS OUTSIDE LINE          CREDIT CARD MACHINES/COMPUTERS DIAL 9,,1-800

Number of phone lines requested Location: Booth # :

Yes No Long-distance @ $.11/min, international @ $.99/min, local info @ $.50 and long-distance info @ $.75.

Service start date:    Service stop date:

Listed name of business:

Billing name:

Billing address:

City, State, Zip code:

Business telephone number:

Company contact name:

CREDIT CARD #: EXPIRATION DATE:

VISA AMEX N / A

Cardholder name: Signature:

           Fax: (413) 787-0127

Big Sky Communications, the exclusive authorized wiring vendor for the Eastern States Exposition fairgrounds, will install

the telephone and / or DSL line from the point of demark to your booth.

DISCOVER

**CANCELLED ORDERS WILL BE ASSESSED A $50.00 CANCELLATION FEE

CHECK / CREDIT CARD MUST ACCOMPANY FORM PAYABLE TO:  EASTERN STATES EXPOSITION

Attention: Sales Dept.,  1305 Memorial Avenue, West Springfield, MA  01089-3525                 Phone: (413) 205-5018

* EASTERN STATES EXPOSITION DOES NOT FURNISH TELEPHONE EQUIPMENT *

PAYMENT IN FULL IS REQUIRED PRIOR TO LINE ACTIVATION

I, we, understand cancellation of a phone line after installation will still incur the Big Sky 

installation portion of the telephone charges which, are to be as follows:

Personal Credit Card Company Credit Card 

MASTERCARD


