
 

Items provided in your booth, per exhibitor:

Show drape color(s):
Aisle carpet color:

Exhibit Hours:

Exhibitor Move-out:

Freight Re-route Time:

at

c/o Shepard Exposition Services
6615 Escondido Street, Ste C

Las Vegas, NV 89119

Advance Shipments Address
[Exhibiting Co. Name & Booth Number]

Last day for warehouse deliveries without a surcharge:

First day freight can arrive at show facility: Tuesday, October 27, 2009

SHIPPING ADDRESSES

Monday, October 19, 2009

1:00 PM

October 28, 2009

First day for warehouse deliveries without a surcharge: Monday, September 28, 2009

9:00 PMWednesday

IMPORTANT DEADLINES

Discount price deadline for all Shepard orders:

Monday, September 28, 2009

custsvcs@shepardes.com

Wednesday, October 07, 2009

(1) 7" x 44" Identification Sign
(1) 6' x 30" Skirted Table - Blue
(2) Side Chairs
(1) Wastebasket

Exhibitor appointed contractor notification deadline:

Wednesday

Shepard Exposition Services SHOW INFORMATION

32nd Annual College Fair Plus
October 27-28, 2009

1531 Carroll Drive, NW
Atlanta, GA 30318

 Customer Service Phone: (404) 720-8600

ALL UTILITY AND ANCILLARY FORMS SHOULD BE FAXED TO THE NUMBER INDICATED ON FORM.  PLEASE DO NOT SEND UTILITY 
AND/OR ANCILLARY FORMS TO SHEPARD.

Direct Shipments Address
[Exhibiting Co. Name & Booth Number]

(Company Name, Booth #)
32nd Annual College Fair Plus

Cashman Center
850 Las Vegas Blvd N.
Las Vegas, NV 89101702-507-5278

32nd Annual College Fair Plus

Tuesday October 27, 2009

October 28, 2009 8:00 PM - 10:00 PM

5:30 PM - 8:00 PM
Wednesday October 28, 2009 5:30 PM - 8:00 PM

BOOTH PACKAGE

Exhibitor Move-in: Tuesday October 27, 2009

8'H Backwall Drape; 3'H Sidewall Drape

1:00 PM - 5:30 PM

(404) 720-8755 Cashman Center
Las Vegas, Nevada 89101

EXHIBIT SHOW SCHEDULE

 Customer Service Fax:

 Customer Service Email:

Blue & White
Facility is NOT carpeted wall to wall.

 Event Code: L116251009



 

Name of show that you are attending -

Account Name: Shepard Exposition Services, Inc. Bank Name: Bank of America, Atlanta, Georgia USA

Routing Number: 0260-0959-3 Account Number: 3278494077

SWIFT CODE (US): BOFAUS3N BOFAUS6S

WIRE TRANSFER

 Event Code:

Please complete the information requested below and return this form with your orders.  You may choose to pay by credit 
card, check payable to Shepard Exposition Services, or bank wire transfer.  However, we require your credit card 
authorization to be on file before we process your order(s) for service.  We will use this authorization to charge your credit 
card account for any additional amounts incurred as a result of show site orders placed by your representative to include 
material handling charges for shipments received on your company's behalf and any unpaid balance due for Shepard 
services.  Credits for services will be issued at showsite only.

L116251009 Discount Deadline: October 7, 2009

 Customer Service Phone:

 Customer Service Fax:

 Customer Service Email:

Shepard Exposition Services

1531 Carroll Drive, NW
Atlanta, GA 30318

(404) 720-8600

(404) 720-8755

custsvcs@shepardes.com

PAYMENT AUTHORIZATION

32nd Annual College Fair Plus

Exhibiting company name

October 27-28, 2009
Cashman Center

The following information must be included on the bank copy of the wire transfer confirmation:

32nd Annual College Fair Plus

Las Vegas, Nevada 89101

In order to accurately process the transfer of funds from your account, please complete the following information and fax it along with 
a copy of the wire receipt to the fax number printed on the header of this page.  A $50 service charge will be added for processing 
checks drawn on foreign banks. A $25 service charge will be added for processing U.S. wire transfers. $50 service charge for 
international wire transfers.

Booth number

Credit Card #:

If payment is not received by the date shown above, I hereby agree to have the balance owed to Shepard Exposition Services, Inc. charged to the credit card 
indicated in the next section.

SWIFT CODE (INTL):

Security Code:

Month Year

CREDIT CARD INFORMATION

Type of Card:

Expiration Date:

Please fill out the following information:

Authorized Signature:

Billing Address:

CONTACT NAME:

EXHIBITING COMPANY INFORMATION

City, ST, Zip:

Name on Card:

BOOTH #

FAX:

COMPANY NAME:

COMPANY ADDRESS: PHONE:

EMAIL:

CITY, ST, ZIP:



 

SHEPARD TERMS & CONDITIONS
Shepard Exposition Services

32nd Annual College Fair Plus
PAYMENT POLICY

after the show.  Shepard loads materials onto the carrier’s truck under the supervision of the carrier driver who checks and signs for the materials.  Shepard assumes no liability 
for any materials after the carrier assumes custody of materials.  If exhibitor’s designated carrier fails to show by the moveout deadline after a show, Shepard shall have the 
authority to route exhibitor’s shipment via an alternate carrier, or return shipment to a local warehouse for disposition at exhibitor’s expense.

PACKAGING, CRATES, AND EMPTY CONTAINERS

CLAIM(S) FOR LOSS AND PAYMENT FOR SERVICES

SHEPARD'S LIMITS OF LIABILITY
If found liable for any loss or damage, Shepard's sole and maximum liability for loss or damage to exhibitor's materials will be limited to the repair or replacement with like kind 
and quantity, subject to a dollar amount not to exceed $5.00 (five dollars) per pound based on the weight of the articles for which Shepard specifically acknowledges receipt in 
writing.  Shepard shall in no event be liable for collateral, exemplary, indirect costs or damages, or loss of sales resulting from, or related to, a claim for loss of or damage to 
material.

Exhibitor agrees that any and all claims for loss or damage shall be submitted to Shepard prior to the conclusion of the show when alleged loss or damage occurred prior 
to that time, and in all cases within 30 days of the conclusion of the show.  For claim reporting purposes, the "conclusion" of the show shall be construed as the end of 
the day on which exhibitor must vacate the show site.  All Claims reported after the 30-day period will be rejected.  In no event shall a suit or action be brought against 
Shepard more than one year after the date that loss or damage occurred.  Payment for services may not be withheld.  In the event of any dispute between Shepard and 
the exhibitor relative to any loss or damage claim, the exhibitor shall not be entitled to, and shall not withhold payment for Shepard services as an offset against the 
amount of the alleged loss or damage.  Any claim against Shepard shall be considered a separate transaction and shall be resolved on its own merit.

The exhibitor agrees to indemnify, forever hold harmless and defend Shepard and its employees, officers and agents from and against any and all claims, causes of action, fines, 
penalties, damages, liabilities, judgments, and expenses on account of personal injury or death, damage to or loss of property or profits arising out of, or contributed to by any of 
the following:  (1) exhibitor's negligent supervision of any labor secured through Shepard or the negligent supervision of such labor by any of the exhibitor's employees, agents, 
representative, invitees, and/or exhibitor appointed contractor (EAC); (2) exhibitor's negligence, willful misconduct, or deliberate act, or such actions of exhibitor's employees, 
agents, invitees, representatives, or EACs at the show to which this contract relates, including but not limited to the misuse, improper use, unauthorized alteration or negligent 
handling of Shepard equipment; or (3) exhibitor's violation of Federal, State or Local ordinance; or violation of show regulations and/or rules as published by the Facility and/or 
Show Management.

Price Quotes:  Prices quoted are for the duration of the show and include installation, rental, and removal, except where indicated.

Default Colors:  If skirting and carpet colors are not selected, show colors will prevail.

Shepard shall not be responsible for surface damage to loose or uncrated materials, pad-wrapped, or shrink-wrapped materials.  Shepard shall not be responsible for concealed 
damage, damage to carpets in bags or poly, or damage to materials improperly packed.  Shepard shall not be responsible for crates and packaging unsuitable for handling, 
partially assembled, or having prior damage.  Affixing “Empty” storage labels to containers is the sole responsibility of the exhibitor or his representative.  All previous labels 
should be removed.  Shepard assumes no responsibility for removal or misdelivery of containers with old labels or incorrect information on labels or for loss or damage to 
materials stored in containers labeled “empty.”

Consistent with trade show industry practices, there may be a lapse of time between the delivery of shipment(s) to the booth and the arrival of the exhibitor or his representative.  
During such time, the materials will be left unattended.  Shepard is not, and cannot be, responsible for loss, damage, theft, or disappearances of exhibitor’s materials after same 
have been delivered to the exhibitor’s booth.  Similarly, there may be a lapse of time between the completion of packing and the actual pick up of exhibitor’s materials from the 
booth for loading onto a carrier.  During such time, the materials will be left unattended.  Shepard shall not be responsible for loss, damage, theft, or disappearance of exhibitor’s 
materials before same have been picked up for loading after the show.  All materials will be checked at the booth at the time of loading using document(s) submitted by the 
exhibitor and notations of exceptions to conditions of materials, or piece counts will be made on said document.  Shepard assumes no responsibility for loss, damage, theft, or 
disappearance of exhibitor’s materials after  same  have been delivered to exhibitor’s appointed  carrier or  agent for  transportation

INBOUND AND OUTBOUND SHIPMENTS

Outbound Services:  All outbound services will be processed on your credit card.  A copy of the receipt and invoice will be mailed within 10 days of the close of the show.

The name "Shepard" shall be construed within the meaning of this contract as Shepard Exposition Services, Inc. and its employees, officers, agents, and assigns including any 
subcontractors Shepard may appoint.  The term "exhibitor" refers to any party who contracts for services with Shepard.  Shepard shall be responsible only for those services 
which it directly provides, and hereby agrees to execute its contracted duties in good faith.  Shepard assumes no responsibility for any person, parties, or other contracting firms 
not under Shepard's direct supervision and control.  Shepard shall not be responsible for loss, delay or damage due to strikes, lockouts, work stoppages, natural elements, 
vandalism, acts of God, civil disturbances, power failures, acts of terrorism or war, or any other causes beyond Shepard's reasonable control; or for ordinary wear and tear in the 
handling of materials.  Due to the security and liability requirements, Shepard personnel will unload all vendor materials from the loading docks to the booths.

DEFINITIONS AND SHEPARD RESPONSIBILITIES

INDEMNIFICATION

Rental Responsibility:  All materials are on a rental basis and shall remain the property of Shepard.  The customer shall be held financially responsible for any damage to Shepard 
equipment used by the customer.

Exchanges and Cancellations:  Onsite exchanges and cancellations in orders will be assessed a 100% pick-up fee.

International Customers:   International customers must pay for all services in U.S. funds.  A $50 service charge will be added for processing checks or wire transfers drawn on foreign 
banks.

U.S. Wire Transfers:  A $25 service charge will be added for processing U.S. wire transfers.  Please complete the wire transfer portion of the Payment Authorization form.  The credit 
card portion of the form must still be completed before your order will be processed.

Tax Exempt Status:  If you are tax exempt in the state where the show is held, a copy of the certificate must accompany your order.

Show Site Orders:  Services ordered at show site will require full payment at the time the order is placed.  Purchase orders may not be used in lieu of payment.  Regular prices will 
apply to all show site orders. Floor orders are limited to availability.

Third Party Orders:   If you contract your work to a display or exhibit house and require services from Shepard, the payment policy stated above applies.  Please pass this information 
on to them.  A Third Party Payment form must be completed and submitted three weeks prior to show opening.

Charges:  All charges, regardless of amount, must be paid in full by cash, check or credit card.  If credit card method is used, please ensure that the card limits are high enough to 
cover your expected charges.

Past Due Accounts:  The buyer understands that there will be a 1 1/2% monthly (18% per year) finance charge on past due accounts and agrees to pay all costs incurred by Shepard 
Exposition Services while endeavoring to collect this account.

Invoices:   Prior to close of show, an invoice will be prepared and delivered to your booth for your review.  Credits will be issued at show site only.  If you have any questions, or want to 
pay your invoice by check or cash, please see our customer service representatives at the service desk on site.



 

Choose drape color (place color code next to order):

Red (01) Gold (04) Burgundy (07)
Green (02) Blue (05) Grey (10)
White (03) Black (06) Teal (13)

4'L X 30"H

6'L X 30"H

8'L X 30"H

4'L X 42"H

6'L x 42"H

8'L x 42"H

4th Side 30"

4th Side 42"

4'L X 30"H

6'L X 30"H

8'L X 30"H

4'L X 42"H

6'L x 42"H

8'L x 42"H

I will need labor for (please check one): I will be shipping to Advance Warehouse

□ Installation □ Dismantling □ Both Install/Dismantle I will be shipping Direct to Showsite

Labor Hours ST - Straight time: Monday-Friday, 8:00 AM - 5:00 PM Subtotal:

OT - Overtime: Monday-Friday, 5:00 PM - Midnight; Saturday, 8:00 AM - Midnight

DT - Double time: All other hours and holidays  Amount Due:

Please complete the following:
Company Name: Booth #: 

Contact Name: Phone #:

Authorized Signature: 

Must order by discount deadline date to receive discounted pricing. Payment Authorization must be completed and returned with order.

There are no exchanges or refunds once item has been delivered to your booth. Cancellation must be received 24 hours prior to 

first exhibitor move-in day.

Code Qty. Item

69.80

Qty. Size

SKIRTED TABLES

Color

164.50

140.85108.35

126.55

RegularQty.

50042

119.85

50046

Code Size

180.55

31.55Floor Easel50094

50175

68061

$

Regular

156.65

104.35

Pieces

As the general contractor, Shepard will be providing material handling 
services. Please let us know if you will be shipping to our advance warehouse 
or direct to showsite.

Specialized Carrier Shipment (small packages under 50 lbs.)

68060 ST 80.25

7.750%

68062 DT 160.50

121.20

16.60

Please note: material handling is non-taxable for this show.Please note: Labor is non-taxable for this show.

$

Tax: $

90.35

21.60

157.55

219.45

Stool w/back

Bag Rack

41.00

Literature Rack

69.50

168.80

October 7, 2009

Code Qty. Discount

50024

Wastebasket50091

50245

Side Chair

 Event Code: L116251009

Item

STANDARD ACCESSORIESTABLES - ALL DISPLAY TABLES ARE 24" WIDE

Discount Deadline:

 Customer Service Email: custsvcs@shepardes.com

 Customer Service Phone:

Cashman Center
Las Vegas, Nevada 89101

(404) 720-8600

 Customer Service Fax: (404) 720-8755

October 27-28, 2009

Regular Amount

57.80

109.20

Discount Amount

Direct Shipments to Showsite

ORDER FURNISHINGS & SERVICES
1531 Carroll Drive, NW

32nd Annual College Fair PlusAtlanta, GA 30318

Shepard Exposition Services

50051

57.80 75.15

234.70

156.50

50050

50043

50047

67.15 87.30

Amount

156.50

Price Total

Material Handling Services

Literature rack styles may vary based on location and availability.

69.50

Amount

Installation/Dismantling Labor Rates

Weight Description

Discount

UNSKIRTED TABLES

Code

Discount

94.45

50052

OT 120.50

59.65 77.55

84.00

Regular

50049

50044

50048

50041

50045

122.80

90.75

109.20

84.00

75.15

50020 53.45

203.45

155.80

203.45 157.55

Special Handling

$94.50 $141.75 $122.75

Tables are 3-sided draped, must order 4th side for all

50171

50040

sides to be draped.

If exhibitor will not be present for installation/dismantling, add 30% for 
each (or $60 for each minimum).

Advance Shipments to Warehouse

Each carton Min. per shipment

$50.50 $101.00

35010

35030 35043

208.65

35036

UncratedCrated

35038

Signature also indicates you read and accept the Payment Policy and Terms and Conditions.

$101.00 $131.25

Crated Special Handling

35048 35045

50093 Garment Rack 121.20



 

@ @

SHIPPING LABELS

32nd Annual College Fair Plus
ADVANCE SHIPPING ADDRESS LABELS

R
U
S
H

R
U
S
H

ADVANCE WAREHOUSE ADVANCE WAREHOUSE

TO: TO:
(EXHIBITING CO. NAME)

702-507-5278 702-507-5278

(EXHIBITING CO. NAME)

Booth #: Booth #:

C/O:  Shepard Exposition Services C/O:  Shepard Exposition Services

6615 Escondido Street, Ste C

October 19, 2009 October 19, 2009

6615 Escondido Street, Ste C

Las Vegas, NV 89119 Las Vegas, NV 89119

Last day freight can arrive w/o a surcharge: Last day freight can arrive w/o a surcharge:

Delivery Hours: M-F, 8-4:30 PM Delivery Hours: M-F, 8-4:30 PM

For: 32nd Annual College Fair Plus

First day freight can arrive w/o a surcharge First day freight can arrive w/o a surcharge
September 28, 2009 September 28, 2009

32nd Annual College Fair Plus For: 

DIRECT TO SHOW SITE SHIPPING ADDRESS LABELS

R
U
S
H

R
U
S
H

DIRECT TO SHOW DIRECT TO SHOW

TO: TO:
(EXHIBITING CO. NAME)

SHEPARD EXPOSITION SERVICES C/O: SHEPARD EXPOSITION SERVICES

Cashman Center Cashman Center

(EXHIBITING CO. NAME)

Booth #: Booth #:

Las Vegas, NV 89101

For: 32nd Annual College Fair Plus For: 32nd Annual College Fair Plus

C/O:

MUST NOT BE DELIVERED PRIOR TO: MUST NOT BE DELIVERED PRIOR TO:

October 27, 2009 1:00 PM October 27, 2009 1:00 PM

850 Las Vegas Blvd N. 850 Las Vegas Blvd N.

Las Vegas, NV 89101



 

SPECIAL HANDLING Rate as shown on Material Handling Authorization Form

OVERTIME Surcharge:

LATE SHIPMENTS Surcharge:

UNCRATED SHIPMENTS Rate as shown on Material Handling Authorization Form

OFF-TARGET DELIVERIES Surcharge:

PADDED VAN DELIVERIES Surcharge:

MARSHALING YARD Surcharge:

REWEIGH OF SHIPMENTS Surcharge:

EMPTY CRATE STORAGE Surcharge:

ENVELOPE DELIVERIES Surcharge:

SECURED STORAGE Surcharge: $.80/sq. ft., Minimum $20.00 Min. one-hour labor fee for each trip

ACCESSIBLE STORAGE Surcharge: Based on applicable Labor rate (refer to labor order form).

WAREHOUSE STORAGE Surcharge:

Return to Warehouse Service Fee Surcharge:
(crated materials only, uncrated materials will not be accepted at warehouse)

Storage per month Surcharge:

MOBILE SPOTTING FEE Surcharge:

35007
During show hours at the show facility, a charge will apply to receiving and delivering envelope packages to your booth.

Only Shepard personnel have access to secured storage.  A minimum one-hour material handler charge at show rates will apply each time material is handle
to or from storage.  There is no charge to return materials to your booth at the close of the show.   

An additional charge per forklift load will be applied to shipments that have to be reweighed at the dock due to the lack of a certified weight ticket, or an 
incorrect or understated weight on a delivery document.

35105

35400

35041

Accessible storage will be accessible during the show, but not necessarily by exhibitors. There will be no charge to return material to the booth at the close of 
the show.

$10.00 per piece, Minimum $40.00
A charge per crate, carton or skid applies when Shepard handles the storage and return of empties from a shipment not received by Shepard and therefore 
not subject to material handling charges.

Maximum $25.00 35250
Where Shepard Exposition Services as the show contractor must lease space for marshaling yard operations because no space is provided by the facility, 
Shepard may charge a fee per shipment processed through the marshaling yard.

$25.00 per forklift load 35282

$10.50 per envelope

If you have any questions about material handling, please contact Shepard Customer Service department.

Vehicles operated by exhibitors may be allowed on the exhibit hall floor for loading or unloading, if Shepard determines such activity to be operationally feasible and 
safe.  All vehicles operated on the exhibit hall floor must be escorted by Shepard personnel.  In such cases, a MOBILE SPOTTING FEE will be charged. All local fire 
marshal rules and regulations apply. Please call customer service for details.

Shipments arriving at the warehouse more than 30 days ahead incur storage fees.  Transportation of freight to the warehouse after the show at the exhibitor's 
request incurs "return to warehouse" (RTW) fees and storage fees.

$150.00 round trip

35005

35166

$20.00 per CWT, Minimum $400.00

$10.00 per CWT, Minimum $100.00 35006

Minimum one-hour labor fee for each trip

25%

An additional charge of 50% (or as stated on Material Handling Authorization page) of the applicable material handling charge at the time of delivery shall be 
charged for all loose, uncrated, or unprotected shipments received at the show site docks.  The charge is a one-time charge that includes both move-in and 
move-out of the show, and is based on the weight of the shipment handled.

15%
For targeted shows (exhibitors who received/requested a Targeted Date/Time), a surcharge will apply if shipment is not delivered (or carrier has not checked 
in) during assigned target date/time.

35003

The standard material handling applies to shipments that can be readily handled off or onto a truck using a conventional forklift or pallet jack equipment 
without rehandling. A special handling charge applies if your shipment requires extra labor for stacking or unstacking containers on a truck (cubic loading), 
tarping or untarping freight or containers, or rigging pieces for loading or unloading on a truck or from the ground, or other circumstances requiring the 
rehandling of materials. 

Based on show move-in/move-out schedule and/or late driver check-in, an overtime surcharge per occurrence applies to shipments handled at show site 
during overtime hours.  Your advance warehouse shipments may be received during straightime, but due to scheduling conflicts beyond Shepard's control 
may be moved into the exhibit hall on overtiem.  Any additional overtime charges will be invoiced at show site and are subject to change pending move-
in/move-out schedules.  Handling times will be documented on shipping documents.  Drivers picking up outbound shipments will be sequenced for loading 
ONLY after a bill of lading is submitted to the Shepard Service Desk AND the driver has checked in

A padded van surcharge applies to van line carriers that transport freight at cubic displacement rates, operate a non-standard dock height equipment, require 
freight on the truck to be unloaded in a specific order or orientation, or require that freight on the truck be moved to unload the actual delivery.

MATERIAL HANDLING INFORMATION & ADDITIONAL CHARGES

35004

A surcharge will apply to shipments not arriving within the published dates (refer to Show Information page for dates) for advance warehouse or arriving on 
show site after show opening.

3530130%

$8.00/CWT

 Customer Service Email: custsvcs@shepardes.com Las Vegas, Nevada 89101
 Event Code: L116251009

October 27-28, 2009 Customer Service Phone: (404) 720-8600

 Customer Service Fax: (404) 720-8755 Cashman Center

MATERIAL HANDLING INFORMATIONShepard Exposition Services

1531 Carroll Drive, NW
32nd Annual College Fair PlusAtlanta, GA 30318



 

Questions?  Visit www.edlen.com 

FOR ADVANCE PAYMENT PRICE 
to apply we must receive your order, 
payment and floor plan showing main 
power location and distribution points  
(see item #1 on reverse) prior to this   
DEADLINE DATE OF:  10/13/2009  

Avoid Duplication !! 
If you fax this form with credit card info,  

do not mail the original form or send  
another form of payment. 

ON LINE ORDERING 
This show may be available on line.   

Visit www.edlen.com. Use the event #  
above as your password. 

ISLAND BOOTHS  
There is a minimum labor charge of (1) 

hour to deliver power to all Island booths.  
All additional distribution is done by Edlen 

electricians on a time & material basis. 

208V & HIGHER VOLTAGES  
There is a minimum labor charge of (1) hour 
for installation & 1/2 hour for removal of all 

high voltage services.  Material charges 
 may apply. If you require services not listed 

on this form please call for a quote. 

. 
DEDICATED OUTLETS  

Dedicated outlets require a 20 amp outlet. 

24 HOUR SERVICES  
Electricity will be turned on within 30  

minutes of show opening and off within 
30 minutes of show closing, show days only.  
If you require power at any other time order 

24 hour power at double the outlet rate. 

 

SEE REVERSE SIDE FOR ADDITIONAL 
TERMS AND CONDITIONS 

ELECTRICAL ORDER FORM 
MAIL OR FAX TO 

ELECTRICAL EXHIBITION SERVICES 
3010 Builders Ave., Las Vegas, NV. 89101 

Ph: (702) 385-6911 Fax (702) 385-1810 
lasvegas@edlen.com  

COMPANY NAME: PHONE: FAX: 

ADDRESS: CITY: ST: ZIP: 

SIGNATURE:   PRINT NAME: Country: 

PAID BY: CK AMX  VISA   MC  DISC DINER                 EXP DATE:      

CARD HOLDER SIGN: PRINT NAME: 

CREDIT CARD BILLING ADDRESS (If different from address above) 

ADDRESS: CITY: ST: ZIP: 

EMAIL ADDRESS:                                                                                                                                                      

ELECTRICAL OUTLETS   Approximately 120V/208V A.C. 60 Cycle  -  Prices are for entire event 
 
120 VOLT 

QUANTITY 
(For Show  

Hours Only) 

QUANTITY 
(For 24hrs/day 
Double price) 

ADVANCE  
PAYMENT  

PRICE 

REGULAR 
PAYMENT 

PRICE 

TOTAL 
COST 

0 - 500 WATTS (5 AMPS) ————— ————— 92.00 138.00 ——————– 

501 - 1000 WATTS (10 AMPS) ————— ————— 163.00 245.00 ——————– 

1001 - 1500 WATTS (15 AMPS) ————— ————— 188.00 282.00 ——————– 

1501 - 2000 WATTS (20 AMPS) ————— ————— 214.00 321.00 ——————– 

208 VOLT SINGLE PHASE      

5     AMPS ————— ————— 190.00 285.00 ——————– 

10   AMPS ————— ————— 284.00 426.00 ——————– 

15   AMPS ————— ————— 326.00 489.00 ——————– 

20   AMPS ————— ————— 408.00 612.00 ——————– 

30   AMPS ————— ————— 485.00 728.00 ——————– 

60   AMPS ————— ————— 639.00 959.00 ——————– 

100 AMPS ————— ————— 840.00 1260.00 ——————– 

208 VOLT THREE PHASE      

5     AMPS ————— ————— 285.00 428.00 ——————– 

10   AMPS ————— ————— 377.00 566.00 ——————– 

15   AMPS ————— ————— 436.00 654.00 ——————– 

20   AMPS ————— ————— 544.00 816.00 ——————– 

30   AMPS ————— ————— 650.00 975.00 ——————– 

60   AMPS ————— ————— 845.00 1268.00 ——————– 

100 AMPS ————— ————— 1121.00 1682.00 ——————– 

TRANSFORMER TO BOOST 208V up to approx. 230V - $3 per amp with 20 amp min. ——————– 

LIGHTING EQUIPMENT (Including current consumed)  Include drawing showing light location.  

100 WATT ARM LIGHT 1 ————— ————— 115.00 174.00 ——————– 

120 WATT FLOOD LIGHT 2 ————— ————— 98.00 147.00 ——————– 

120 WATT DBL POLE LIGHT 2 ————— ————— 152.00 228.00 ——————– 

300 WATT FLOOD LIGHT 2 ————— ————— 120.00 180.00 ——————– 

300 WATT QUARTZ LIGHT 2 ————— ————— 142.00 213.00 ——————– 

1000 WATT QUARTZ LIGHT 3 ————— ————— 247.00 372.00 ——————– 

1. Require hard wall for installation. 2. Cost includes installation at rear or side rail of in-line booths. Other locations 
require labor & material. 3. Time & material will apply when lift is required to mount overhead. Please see #7 on back.  

MATERIAL (Electricity not included)   

15’ EXTENSION CORD  ————— 21.00  ——————– 

MULTI OUTLET STRIP  ————— 21.00  ——————– 

LABOR  

ST (Mon - Fri 8:00 - 4:30 pm, excluding Holidays) ————— 92.00  ——————– 

OT (Mon - Fri 4:30 pm - 8:00 am, Sat, Sun & Holidays) ————— 184.00  ——————– 

 

All foreign checks must be drawn on U.S. Banks Only.  Edlen reserves the right to correct orders figured incorrectly. 

PLACE YOUR TOTAL PAYMENT HERE 

FOR OFFICE USE ONLY 

DATE RECEIVED  

PAYMENT METHOD  

AMOUNT RECEIVED  

RECEIPTED BY:  

COMPANY:  BTH #  

EVENT:  32ND ANNUAL COLLEGE FAIR PLUS 

FACILITY:  CASHMAN CENTER                 

DATES:   OCTOBER 27-28, 2009 EVENT# 109060LV   



 

EXAMPLE-CEILING POWER EXAMPLE-FLOOR POWER 

FOR OTHER COMMONLY ASKED QUESTIONS VISIT OUR WEB SITE @ WWW.EDLEN.COM  
OR CALL THE NUMBER ON THE FRONT OF THIS FORM. 

 VERY IMPORTANT TERMS & CONDITIONS 
1. Order with payment & floor plan (for island booths or any booth requiring distribution of electrical services) must be received prior to the 

deadline date on the front of this form for advance payment rates to apply.   Orders faxed or mailed without payment and required floor plan 
will not be guaranteed advance rates.   Orders received after the deadline date will be charged at the regular rate.   A purchase order or 
photocopy of a check are not considered valid forms of payment for securing advanced rate. 

2. In the event that the totals are calculated incorrectly on the front of this form, Edlen reserves the right to make the necessary corrections and 
charge the corrected amount.  Exhibitors will be notified by fax of any such corrections. 

3. Outlet rates listed include bringing the services to one location at the rear of all in-line or peninsula booths.   All services provided to island 
booths require labor and material for distribution.  If floor plan showing main power location is not submitted prior to Edlen move-in date, 
Edlen will bring the main power to a convenient location at Edlen’s discretion.  Please refer to item #6.    

4. Outlet rates listed do not include the connection of any equipment,  special wiring, distribution of electrical services or labor.  Distribution from 
the power source to all other locations in a booth space regardless of booth type requires labor and is performed on a time and material basis.   
Exhibitors are invited to contact the local Edlen office to discuss  any  additional costs that may be incurred. 

5. A separate outlet must be ordered for each location where an electrical service is required.  5 amps or 500 watts is the minimum amount of 
power that can be ordered for any one location.  Power must be ordered according to peak amperage ratings.   

6. Labor rates are based on current wage scales and are subject to change in the event of a wage increase after rates have been published.     
A minimum charge of (1) hour labor will apply for all installation work.  The removal of this work will be charged  a minimum of 1/2 hour or 1/2 
the total time of installation. 

7. In the event 1000 watt overhead quartz lights cannot be mounted to existing catwalks in the convention hall, lift and labor charges will be 
applied to hang the lights as requested.  Please contact our office to determine if any additional charges will apply. 

8. Edlen employees are authorized to cut floor coverings when essential for installation of services unless otherwise directed. 

9. Edlen is the exclusive provider of all material & equipment used in the distribution of temporary electrical services throughout the exhibit hall 
including the exhibitors booth space.  This material is provided on a rental basis ONLY and remains the property of Edlen.  It shall be 
removed only by Edlen employees. 

10. Any extension cords or power strips ordered on the front of this form should be picked up at the service desk. 

11. Standard wall and other permanent building utility outlets or sockets are  not part of booth space and may not be used by exhibitors  unless 
electrical services have been ordered through Edlen. 

12. All equipment regardless of source of power, must comply with federal, state and local codes.  Edlen reserves the right to inspect all electrical 
devices and connections to ensure compliance with all codes, for which labor charges can be incurred.  Edlen is required to   refuse 
connections where the Exhibitor wiring or equipment is not in accordance with electrical codes. 

13. All electrical equipment must be properly tagged and wired with complete information as to the type of current , voltage, phase, cycle, 
horsepower, etc., required for operation. 

14. All Exhibitor’s cords must be a minimum of 14 gauge, 3 wire and grounded.  Two (2) wire extension cords are not allowed.  All  exposed non-
current carrying metal parts of fixed equipment, which are liable to be energized shall be grounded. 

15. Payment in full must be rendered during the event.  Exhibitors ARE NOT billed for services provided.   Services may be interrupted if payment 
is not received. 

16. Credit will not be given for services installed and not used. All orders are subject to a 25% cancellation fee if cancelled in writing & received by 
Edlen within 14 calendar days prior to show opening.  Edlen will not refund overpayment, except sales tax, in amounts less than $50.00 
unless specifically requested in writing. 

17. Claims will not be considered or adjustments made unless filed in writing by Exhibitor prior to the close of the event. 

18. Exhibitor holds Edlen harmless for any and all losses of power beyond Edlen’s control, including, but not limited to, losses due to utility 
company failure, permanent power distribution failure, power failure caused by vandalism, faulty Exhibitor equipment or overloads caused by 
Exhibitor. 

19. It is agreed that in the event it becomes necessary to turn this matter over to an attorney for collection, or to file a lien, or foreclosure, or 
otherwise,  Exhibitor will pay Edlen its attorney fees or applicable agency fees. 

20. A service charge of 1.5% per month on any unpaid balances will be assessed starting 10 days after date of invoice.  A $25.00 service charge 
will be assessed for all returned checks and credit cards. Exhibitor agrees to reimburse Edlen for all applicable rental taxes.    

21. By signing this form, exhibitor hereby agrees to all terms and conditions on this order form. 

COMMONLY ASKED QUESTION  -  WHERE WILL MY OUTLET BE LOCATED?  
Outlets are located as depicted below for  inline & peninsula booths.  All other locations require labor on a time & material basis.  Exhibitors with hard wall 
booths must make arrangements with  Edlen to bring power inside the booth on a time and material basis.                                                                                  

ISLAND BOOTHS 
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Floor Work / Labor - Communications Cable 
 

 

Center: C a s h m a n  C C ,  L V  ( 0 3 1 )  -  N V   Company Name:       
Show: 32nd ANNUAL COLLEGE FAIR PLUS  Booth / Room #:       
  Customer / Ref #: 2009 - 031 - 667 -                    
 
Smart City has the exclusive contract to install all voice and data communications 
cabling.  This includes all cabling to booths, within booths (under carpet and flooring) and 
from booth-to-booth.  Fiber optic, twisted pair (Category 3 and 5), coaxial and all other data 
and telephone cables fall under Smart City’s area of responsibility. 
 

 Labor cost - $75.00 an hour per technician, with a one hour minimum.   
 Floor work - Estimated at 4 cables per hour (this is a conservative estimate assuming normal 

circumstances with timely request for service and a complete floor plan received at least 5 
days before show move in.  Charges could be greater than our estimate for a variety of 
reasons such as floor work was ordered late, carpet had already been laid, obstructions / 
physical structures and other miscellaneous issues that can make cabling more labor intensive 
and time consuming). 

 Smart City Cat 5 Cable - $32 each (50 ft. cable) 

 
Please select the floor work option that you will require for your booth: 
 

 Yes, we will need to order floor work from Smart City for our booth. 
 

     Estimated number of labor hours.  Please add this to our order. 
 

 No, we will not require floor work for our booth.  We will not be laying our cables across aisles or 
under carpet or flooring. 

 
Please select the cabling option that you will require for your booth: 
 

 Smart City Provided Cable.  We prefer Smart City to provide the cable for our booth.  
 

     Number of Cat 5 Cable(s) at $32 each.  Please add this to our order. 
 

 Exhibitor Provided Cable.  We will provide our own cable for our booth and understand the following:
 

• We will not be placing cable across aisles, across traffic flow areas, under carpet or under flooring.  
• Smart City can only accept cable and cannot accept hubs, routers, switches or other equipment. 
• Smart City cannot guarantee service on Customer/Exhibitor provided cable(s) and/or equipment.  

Connectivity can be guaranteed only to the point where Smart City’s services originate in the booth. 
• Any request for trouble diagnosis or problem resolution found not to be the fault of Smart City may 

be billed to the Exhibitor at the prevailing rate (for example, faulty equipment or damaged cable). 
• Cable(s) must be shipped two weeks prior to the show opening to: 
 

     Las Vegas Convention Center 
     3150 Paradise Rd. 
     LVCC Warehouse (Door #12) 
     Attn: Smart City/Chris Martinkovich 
     Las Vegas, NV  89109 
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Internet / Networking Overview 
 

 
A – Z Introduction to Services 
 

Important! Smart City offers a wide variety of bandwidth options; please review to assure that the services you have selected will provide 
the required functionality for the application(s) you will be utilizing.  Smart City provisions services using 10 Base - T, half-duplex, Ethernet 
protocols. IP Addresses are statically assigned.  Throughput is measured in megabits per second (Mbps) and kilobits per seconds (Kbps).  
Customer’s computers must be configured to accept Ethernet.    Customer must have their own Electrical Power, Network Interface Card 
(NIC), Web browser and all other necessary computer equipment / programs.  While Smart City supports POP3 and SMTP mail protocols, 
Smart City does not offer / provide POP3 or SMTP mail server(s) / email account(s). 
 
Shared Services, which includes but is not limited to the Shared Ethernet service, does not allow Routers, Streaming Applications, Voice 
over IP (VoIP), Dynamic Host Configuration Protocol (DHCP), Network Address Translation (NAT) or Proxy Servers with the connection.  
Smart City can engineer a custom dedicated network(s) to accommodate such special requests.  Please call for a quote. 
 

 

Custom Engineering 
 

• Dynamic Host Configuration Protocol (DHCP) – Provides a mechanism for allocating IP addresses dynamically, so that 
addresses automatically can be reused when hosts no longer need them.  This service requires special accommodation and 
configuration and must be arranged with Smart City in advance of the show. 

 

• LAN / WAN / VPN Construction – Smart City can customize the network configuration you need to make your event a 
success.  Networking booth-to-booth, to surrounding hotels, or to your home office Intranet?  Call Smart City and let us design a 
network that fits your needs and your budget! 

 

• Network Address Translation (NAT) – A method of connecting multiple computers to the Internet using one IP address.  
Allows customer(s) to have a private internal network separate from the Internet, but can receive information from it. NAT allows 
customer(s) to have multiple hosts on an internal network and use of the Internet via a single gateway connection. Automatically 
provides firewall style protection without any special setup by only allowing connections that originate on the inside of the network.  
This service requires special accommodation and configuration and must be arranged with Smart City in advance of the show. 

 

• Special Circuits – Smart City can provision DS-3s, OC-3s, and larger circuits / bandwidth. Call for availability and pricing. 
 

• Virtual Local Area Network (VLAN) – A means of configuring devices (PCs) so that they can communicate as if they were 
attached to the same wire, when in fact they are located on a number of different LAN segments. Because VLANs are based on logical 
instead of physical connections they are extremely flexible, provide security through utilizing virtual private networking, and can be 
used to connect remote locations. 

 

• Web Casting – Live video or recorded videos from the Facility event to the website of choice. 
 
 

Cyber Café – Computers in one or more areas allowing attendees and Facility customer(s) to browse the Internet and access to email. 
 

Dry Pair (Extended 3rd Party Circuits) – See “Special Line Services”. 
 

Hub Rental – 8 Port or 24 Port (10 Base - T) – Allows a 10 Mbps, half-duplex, Ethernet connection to be distributed for up to 7 other 
users (8 port hub) or 23 other users (24 port hub).  Deposit required for rental.  Customer is responsible for the return of the equipment. 

 

Patch Cable – Up to 50 foot Category 5 - Ethernet standard Category 5 cable terminated with the proper jacks on either end.  The 
default termination is RJ45. 

 

Shared Ethernet – (Public IP Address) (10 Base - T) – Provides shared access to the Internet via a shared 10 Mbps, half-duplex, 
Ethernet access to the backbone with shared Internet access of up to 1.54 Mbps and greater.  The actual maximum bandwidth available is 
dependent upon how many users are accessing the backbone simultaneously at any given time.  Connection comes with a single IP 
address.  Additional IP addresses can be purchased and multiple computers can be connected to the network using this connection. 
Routers, Streaming Applications, VoIP, DHCP, NAT or Proxy Servers are not allowed with this connection.  Smart City can engineer a 
custom dedicated network(s) to accommodate such special requests.  Please call for a quote. 

 

Special Line Services (Dry Pair - Extended 3rd Party Circuits) – Extension of a Customer’s service(s) ordered from the local 
Telephone Co. or other Provider (e.g. Sprint, Bell Telephone, AT&T etc).  The 3rd party provider will bring the circuit to the Facility Demarc 
and Smart City will be responsible for extending services to the Customer’s booth.  Customer must order a Dry Pair Extension from Smart 
City.  This includes T-1, DS-3, OC-3, or any other special circuit not provided by Smart City.  If utilizing an outside carrier for T-1s or other 
special circuits we need to have an installation date, the carrier name and contact, and the circuit ID# so we can identify and extend the 
proper circuit.  Consult the Order Form for extension prices. 

 

T-1 RapidData® Internet (Dedicated) (10 Base - T) – Smart City’s RapidData® T-1 provides up to 10 Mbps, half-duplex, Ethernet 
access to the backbone with dedicated Internet access of 1.54 Mbps.  Connection programmed for 29 IP addresses / Devices.  Additional 
IP addresses / Devices can be purchased.  Best for Routers, Streaming Applications, VoIP, DHCP, NAT or Proxy Servers. 

 

Wireless Internet (Shared Service) (Private IP Address) – Due to the extensive coverage Smart City provides for the Facility, 
NO Customer provided wireless access points are authorized for use within the Facility without Smart City approval (wireless access points 
without adjustable power outputs can not be authorized under any circumstances). 
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Telephone Services Overview 
 

 
A – Z Introduction to Services – Smart City offers PBX dial “9” service with 1 + direct toll calling, Dedicated Line, non 

dial “9” service and extension of 3rd Party Circuits.  Telephone lines provided by Smart City are provisioned and installed with 
unrestricted long distance access (UNR), which provides dialing capabilities to local, 800# type calls and any U.S. domestic 
and International calling.  PBX telephone lines are restricted from 900 and 976 dialing unless otherwise requested.  Upon 
request PBX service can be restricted to (a) local calls only (TLD) or (b) local and 800# type calls only (CC).  
 

Basic Line (analog PBX dial “9” access) – Provides a basic telephone line with a single PBX number (telephone 
instrument optional).  Customer(s) must dial a “9” to access an outside line.  Customer(s) purchasing a telephone instrument 
with the line may keep the instrument.  A deposit must accompany order(s) for each line with access to long distance, 800# 
type calls and local toll calls (when applicable).  Not recommended for modem use. 
 

Calling Features / Customized Programming – Custom calling features are available including intercom, speaker 
phones, calling restrictions, call waiting, forward no answer, call forwarding, hunt groups and voice mail.  Please call 
customer service at 888-446-6911 to request these special programming features. 

 
Dedicated Line (analog non dial “9” access) – Analog circuit that is best for modem and credit card machine usage.  

Customers purchasing a telephone instrument with the line may keep the instrument.  A deposit must accompany order(s) for 
each line as Dedicated Lines CANNOT be toll restricted or restricted from 800 dialing.  There is no guaranteed data type 
speed with the Dedicated Line.  Customers requiring a high speed connection should consider one of Smart City’s 
broadband services. 

 
Dry Pair – See “Special Line Services”. 
 
ISDN Line – An ISDN BRI circuit (2B + D) and its two SPID numbers (provides up to 128 Kbps of throughput).  Standard set 

up is alternate Voice and / or Data on both B channels.  A deposit on both channels is required for long distance services and 
local calls (when applicable), as ISDN circuits CANNOT be toll restricted. 

 
Multi-Line Phone Services and Speaker Phones (dial “9” access) – One Multi-Line telephone instrument with 

one primary telephone number and one “roll over” number.  Multi-Line telephones are programmed exclusively for Smart City 
and will not work with any other telephone circuit.  Must dial “9” to access an outside line.  A Multi-Line instrument(s) set can 
have up to 14 configurable keys (default is 7) in addition to the Hold key, Release key, and Volume control bar.  This 
instrument can also accommodate a key expansion module for additional feature keys.  Transfer, conference, and forwarding 
features are normally included.  Speakerphone capability can be added for an additional charge.  A deposit must accompany 
order(s) for each Multi-Line telephone instrument and each line requiring access to long distance, 800# type calls and local 
toll calls (when applicable). 

 
Ring Down Line – Provides a telephone line with a telephone instrument (optional) that is programmed to automatically ring 

to a pre-determined phone number.  Typically does not receive incoming calls. 
 
Special Line Services (Dry Pair - Extended 3rd Party Circuits) – Extension of a Customer’s service(s) ordered 

from the local Telephone Co. or other Provider (e.g. Sprint, Bell Telephone, AT&T etc.).  The 3rd party provider will bring the 
circuit to the Facility Demarc and Smart City will be responsible for extending services to the Customer’s booth.  Customer 
must order a Dry Pair Extension from Smart City.  This includes Analog telephone lines, ISDN, DSL, T-1, DS-3, OC-3, or any 
other special circuit not provided by Smart City.  If utilizing an outside carrier for telephone service, Customer(s) will need to 
obtain the telephone number and / or circuit number from them and provide that information to Smart City.  For ISDN service 
please indicate the SPID #s, for T-1s or other special circuits we need to have an installation date, the carrier name and 
contact, and the circuit ID# so we can identify and extend the proper circuit.  Consult the Order Form for extension prices. 
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