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Dear Exhibitor:

     A.C.T., Inc. is pleased to be your Convention Service Contractor for the 2010 OHIO

FIRE & EMS EXPO. This event is being held at the Greater Columbus Convention Center in Halls E & F, September 23 – 25.

Your booth comes with an 8’ high back drape, 3’ high side rails & an I. D. sign.

     Please pay close attention to the advanced order deadline date. This is the date

orders must be received in office, accompanied by payment in full, to receive the pre-deadline order prices. Please also, take note of the Advanced Warehouse and On Site

Freight dates. These dates are the only time we can receive freight at either location for your

expo.

     Enclosed you will find an Exhibitor’s Service Kit that covers most of your decorating

needs. If you have any questions, please feel free to contact me at our Corporate Office

number.

Wishing you much success at this year’s 2010 Trade Show.

Sincerely,

Barb Simms

Barb Simms

Event Coordinator

ATTENTION EXHIBITORS

THIS INFORMATION SHEET COVERS WHAT WE THINK ARE THE MOST IMPORTANT

QUESTIONS ASKED OF THE CONTRACTOR ON MOST SHOWS. FURTHER INFORMATION,

IN DETAIL, CAN BE FOUND IN THE ENCLOSED SERVICE KIT.

SHOW NAME: 2010 THE OHIO FIRE & EMS EXPO

SHOW COLORS: Red & Black

SET UP DATE: Wednesday September 22, 2010 8:00 am – 8:00pm

Thursday September 23, 2010 8:00am – 9:30am

HAND CARRY ONLY

SHOW HOURS: Thursday September 23, 2010 10:00am – 4:00pm

Friday September 24, 2010 10:00am – 4:00pm

Saturday September 25, 2010 9:00am – 1:00pm

TEAR DOWN: Saturday September 25, 2010 1:00pm – 8:00pm

ADVANCE ORDER DEADLINE DATE: Friday, September 10, 2010

THIS DATE REPRESENTS THE DATE THAT ORDERS MUST BE RECEIVED BY A.C.T. WITH

PAYMENT IN FULL TO AVOID PAYING POST DEADLINE PRICES.

ADVANCED WAREHOUSE FREIGHT DATES: up to Friday, September 17

WAREHOUSE ADDRESS: 
A.C.T., Inc. / Fire & EMS Expo

COMPANY NAME/ BOOTH #

4185 Janitrol Road

COLUMBUS, OH 43228

THIS DATE REPRESENTS THE DEADLINE THAT FREIGHT MAY BE RECEIVED AT OUR

WAREHOUSE PRIOR TO THE SHOW. FREIGHT ARRIVING AFTER THIS TIME WILL BE

REFUSED.

ON SITE FREIGHT DATE: Wednesday September 22, 2010 ONLY

THIS DATE REPRESENTS THE TIME FRAME FREIGHT CAN BE RECEIVED ON SITE.

CONVENTION SITES DO NOT HAVE STORAGE FACLITIES. FREIGHT RECEIEVED PRIOR

TO THESE DATES WILL BE REFUSED.

ON SITE ADDRESS: 

ACT INC. / Fire & EMS Expo

COMPANY NAME/BOOTH #

Greater Columbus Convention Center- Hall – E&F

500 N. High St.

Columbus, Ohio 43215

IF WE HAVE NOT ANSWERED YOUR MOST OFTEN ASKED QUESTIONS, PLEASE DO NOT

HESITATE TO CONTACT BARB SIMMS IN OUR CORPORATE OFFICE AT 614-351-7100.

*** PLEASE SEND YOUR ORDERS (WITH PAYMENT) TO OUR COPORATE OFFICE. ***

THANK YOU.

ASSOCIATIONS, CONVENTIONS, TRADESHOWS, INC.
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CORPORATE OFFICE
4185 Janitrol Rd.
Columbus, OH 43228

(614) 351-7100

(614) 351-7111 fax

CREDIT CARD PAYMENT AUTHORIZATION FORM
NAME OF EVENT: _________________________________ BOOTH # ______________

COMPANY NAME: ______________________________ PHONE # _________________

ADDRESS: _________________________________________________________________

CITY: ___________________________ STATE: ________________ ZIP: _____________

CREDIT CARD INFORMATION IS AS FOLLOWS:
CARDMEMBER NAME: _____________________________________________________

CARDMEMBER ADDRESS: __________________________________________________

PLEASE PRINT

CITY: ________________________ STATE: __________________ ZIP: _______________

CHARGE TO:

· American 

( MasterCard 

(  Visa

Express

Account Number: ___ ___ ___ ___ - ___ ___ ___ ___ - ___ ___ ___ ___

Expiration Date: ___ ___ / ___ ___ ___ ___ 

3-digit code ___ ___ ___

(Found on back of card)

…………………………………………………………………………………………………….

Your signature below authorizes payment for any charges incurred by your company to

A.C.T., Inc., for the above noted event. We require your credit card authorization to be on

file even if you are paying by check or bank wire transfer.

CARDHOLDER’S SIGNATURE: ______________________________________________

DATE SIGNED: _______________________________________________
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SHIPPING INSTRUCTIONS, INFORMATION & RATES

FOR EXHIBITORS & DISPLAY HOUSES

ADVANCE SHIPMENTS:

To assure that your Exposition material arrives on time, we suggest you check with your carrier to allow ample time for delivery. Shipments will be accepted at our warehouse and allowed 30 days free storage. These shipments should be consigned and the bill of lading made out as follows:

Name of Exhibiting Company ____________________________________________________

Name of Event ________________________________________________________________

Booth No. ____________________________

C/o A.C.T., Inc. 



NOTE: TO EXPIDITE YOUR SHIPMENT TO OUR

4185 Janitrol Rd. 


WAREHOUSE OR SHOWSITE, PLEASE PUT YOUR

Columbus, OH 43228 


SHOW NAME AND BOOTH NUMBER ON ENTIRE

SHIPMENT.

DIRECT SHIPMENTS:

Direct shipments can only arrive at show site during the scheduled hours of Exhibitor set up (see cover letter attached).Direct shipments arriving prior to the designated time will be billed a special handling fee. The convention facility does not have storage on-site for direct shipments.

These shipments should be consigned and the bill of lading made out as follows:

Name of Exhibiting Company _____________________________________________________

Name of Event: ________________________________________________________________
Booth No. _____________________________________________________________________

Show Site: ____________________________________________________________________
Address: ______________________________________________________________________
City, State, Zip: ________________________________________________________________
ESTIMATED ADVANCE PAYMENT AMOUNT $_____________________ FOR ___________________ LBS.

Whether you are shipping Advanced or Direct, ACT Inc. requires that the shipping instructions and credit card authorization forms are on file prior to the event move in.
ALL SHPMENTS MUST HAVE A BILL OF LADING OR DELIVERY RECEIPT SHOWING THE NUMBER OF PIECES, WEIGHT,AND TYPE OF MERCHANDISE.

A copy should be mailed immediately to A.C.T., Inc. 4185 Janitrol Rd., Columbus, OH 43228. Also, please send a copy to the person in charge of installing your display.

BE SURE YOUR MATERIALS ARE INSURED FROM THE TIME THEY LEAVE YOUR LOCATION UNTIL THEY ARE RETURNEDAFTER THE SHOW. IT IS SUGGESTED THAT EXHBITORS ARRANGE ALL-RISK COVERAGE. “RIDERS” CAN USUALLY DO THISTO EXISTING POLICIES. IN ANY CASE, THE LIABILITY OF A.C.T., INC. AND ITS SUBCONTACTORS IS LIMITED TO $.30 (30 CENTS) PER POUND PER ITEM WITH A MAXIMUM OF $50.00 PER ITEM, AND A MAXIMUM OF $1000.00 PER SHIPMENT, WHILE THEEQUIPMENT IS BEING HANDLED OR IN TEMPORARY STORAGE.

     A.C.T., INC. AND ITS SUBCONTRACTORS, SHALL NOT BE RESPONSIBLE FOR DAMAGE TO UNCRATED MATERIALS, MATERIALSIMPORPERLY PACKED, GLASS BREAKAGE OR CONCEALED DAMAGE. A.C.T., INC. AND ITS SUBCONTRACTORS, ARE NOT, AND CANNOT, BE RESPONSIBLE FOR LOSS OR THEFT OF EXHIBITOR’S MATERIALS AFTER IT HAS BEEN DELIVERED TO BOOTH. SIMILARLY THEY CANNOT BE RESPONSIBLE FOR THE DISAPPEARANCE OF MATERIALS BEFORE MATERIALS ARE PICKED UP FOR

LOADING OUT OF THE BOOTH SUBSEQUENT TO THE SHOW. ALL BILLS OF LADING, OR SHIPPING INSTRUCTIONS, COVERING SHIPMENTS, WHICH ARE FURNISHED TO A.C.T., INC. BY EXHIBITORS WILL BE CHECKED AT THE TIME OF ACTUAL LOADING AND CORRECTIONS MADE WHERE DISCREPANCIES EXIST. A.C.T., INC. AND ITS SUBCONTRACTORS SHALL NOT BE RESPONSIBLE FOR LOSS, DELAYED OR DAMAGE DUE TO STRIKES, LOCKOUTS, OR WORK STOPPAGES OF ANY KIND.

     A.C.T., INC. AND ITS SUBCONTRACTORS, SHALL EXERCISE THAT DEGREE OF REASONABLE CARE AS REQUIRED OF THEM ASWAREHOUSEMEN BY LAW TO PROTECT EXHBITOR’S EQUIPMENT WHEN IT IS RECEIVED AT THE WAREHOUSE AND/OR UNLOADED AND UNTIL PLACED IN THE EXHIBITOR’S BOOTH AT THE SHOW SITE; AND SHALL EXERCISE THE SAME DEGREE OF REASONABLE CARE WHEN PICKING UP EXHBITOR’S EQUIPMENT IN BOOTH, TRANSPORTING TO THE LOADING DOCK AND LOADING THE

EQUIPMENT ON A TRUCK; AND ARE NOT RESPONSIBLE FOR ORDINALRY WEAR AND TEAR IN HANDLING OF THE EQUIPMENT, NORFOR LOSS OR DAMAGE DUE TO FIRE, THEFT, WINDSTORM, VANDALISM, ACTS OF GOD, OR OTHER CAUSES BEYOND ITS CONTROL,OR REQUIRING THE EXERCISE OF MORE THAN REASONABLE CARE ON THEIR PART.

Freight handling charges are the responsibility of the exhibitor. TO WHOM SHIPMENTS HAVE BEEN CONSIGNED. Also charges for loading out fright shipments are the responsibility of the exhibitor FROM WHOSE BOOTH SHIPMENTS ARE MADE. Exhibitors may

NOT assign this responsibility to suppliers or customers.

PAYMENT TERMS: Net 10 days, SERVICE CHARGES OF 2% per month, or fraction, thereof, will be applied to PAST DUE ACCOUNTS: the annual rate for SERVICE CHARGES is 24%. Your PURCHASE ORDER, if required for payment, must be forwarded to the above address. Payment for ALL labor and services, whether ordered by the exhibitor, display house, or other parties, shall be the responsibility of the EXHBITOR. All payments must be

made in U.S. FUNDS.

ADVANCE SHIPMENTS RECEIVED AT WAREHOUSE

Material will be unloaded at the warehouse, stored free for 30 days, delivered to the unloading docks of the show site, unloaded, delivered to the exhibitors booth, picked up at the close of the show, moved to loading area and reloaded on trucks at the following rate:

$58.00 for each 100 lbs. Or fraction thereof per shipment

CRATED MATERIALS AND EQUIPMENT RECEIVED AT THE SHOW SITE

Material will be unloaded from exhibitor’s trucks, or trucks of others, at the show site, delivered to the exhibitor’s booth, picked up at the close of show, moved to loading area and reloaded on trucks at the following rate:

$55.00 for each 100 lbs. Or fraction thereof per shipment

SHIPMENTS OR EQUIPMENT REQUIRING SPECIAL HANDLING RECEIVED AT SHOW SITE

This classification shall be applied to, but not limited to, van shipments or shipments by any truck which because of the height of the truck bed, cannot be unloaded at the docks, and/or the shipment is “packed” in such a manner as to require unloading by hand (i.e., loose display parts; uncrated equipment, etc.) regardless of the kind of carrier or vehicle used, and/or the description of the shipment is such that the type of materials or equipment cannot be determined (i.e. 1 lot; 20 assorted pieces, etc.). Materials will be unloaded from vans, exhibitor’s trucks, or trucks of others at the show site, delivered to the exhibitor’s booth, pickup up at the close of the show, moved up to loading area and reloaded on trucks at the following rate:

$56.00 for each 100 lbs. Or fraction thereof per shipment

MINIMUM CHARGE all classifications…………………………………………………200 lbs.

OVERTIME CHARGES

Overtime charges will be invoiced on INBOUND SHIPMENTS received after 3:00 pm on weekdays, or anytime on Saturday, Sunday, or Holidays. Overtime charges will be invoiced on OUTBOUND SHIPMENTS loaded after 4:30 pm on weekdays, or anytime on Saturday, Sunday, or Holidays. A 50% overtime charge for each 100 lbs. will be invoiced in addition to the above rates, whenever overtime charges are applicable.

SHIPMENTS ARRIVING DURING THE EXPOSITION

Shipments arriving during the exposition will be unloaded and delivered on the weight basis. Refer to schedule above.

MOBILE EQUIPMENT

Wheeled vehicles will be handled on an hourly basis at prevailing labor rates (straight time and/or over time) with minimum charge of one hour per man. Any equipment needed to handle these vehicles will also be charged on an hourly basis. Charges will be invoiced for both inbound and outbound movement.

ALL RATES SUBJECT TO CHANGE WITHOUT NOTICE

To assist you in setting up you OUTGOING SHIPMENTS, A.C.T., Inc., will have a material-handling desk located at the Exhibitor’s Service Center where labels, bills of lading, and shipping information will be available. At the close of the show, where carriers fail to pick up or refuse to accept shipments, the material handling contractor reserves the right to reroute such shipments where no disposition is provided, or material may be hauled to a warehouse pending advice from the exhibitor and they

will be charged accordingly for this service. No liability will be assumed as a result of such re-routing or handling.

Important Freight Information

For Exhibitors

Before the close of the show please be sure you make arrangements for your freight to be picked up, failure to do so could result in items getting lost or thrown out. You must make sure all items are labeled and the proper shipping paper work has been filled out (this includes the ACT Inc. bill of lading) and the carrier has been called. In most cases ACT, Inc. will have a service desk to assist with this but it is the Exhibitor's responsibility to see that it’s done.

Regardless of whether your freight came in as an Advance or Direct shipment it must be picked up and removed from the show floor and facility by the stated move out time (see

exhibit kit cover letter for date and time). Any items left on the show floor are subject to be “forced” out on an ACT, Inc selected carrier (at the exhibitors cost) or in some cases

(based on space and availability) taken to the ACT Inc. warehouse and held for instructions. In these rare situations, there will be extra handling and storage charges.

In cases where items are not clearly identified and left on show floor it would be considered abandon and disposed of accordingly .ACT, Inc will try to assist in this process whenever possible.
[image: image5.emf]
[image: image6.emf]
[image: image7.emf]
[image: image8.emf]
Attn: Exhibitors

Please be advised that

CUSTOM

FURNITURE

and

RENTAL EXHIBITS

catalogs are available

for your event by request

ONLY!!

Please contact

Barb Simms at 614-351-7100

To make arrangements to receive

a catalog

Thank you
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