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Important Deadlines 
Show Management – Decorator – Service Contactors 

 
For prompt service, submit orders well in advance of due date. Late orders can cause needless delays and added 
expenses. Please send order forms to the appropriate supplier as indicated on each form.  
 

PLEASE DO NOT SEND ORDER FORMS TO SHOW MANAGEMENT UNLESS INDICATED 
 

Show Management Deadlines 
Action Item Section Deadline 

Indicate Date 
Completed 

Fax Back Acknowledgement Letter Cover Upon Receipt  
Read Show Rules & Regulations 2 Upon Receipt  
Booth Staff Registration Due 1 January 21  

 

Decorating Company Deadlines 
Action Item Section Deadline 

 Indicate Date 
Completed 

Discount Deadline for most Freeman orders 7 January 17  
Drayage/Shipping Direct to Warehouse 7 January 24  
Shipping Direct to Show Site 7 January 31  
Outbound Carrier Check-in Deadline 7 February 4 by 

9:00am 
 

 

Other Service Company Deadlines 
Action Item Section Deadline 

Indicate Date 
Completed 

Lead Retrieval System Order  5 Early pricing – 
December 20 

Last day -
January 3 

 

Hotel Reservations 4 December 31  
Electrical Services  7 January 10  
High Speed Internet Connection 7 January 10  
Audio Visual Order 6 January 15  

 

1. General Show Information 
1.1 Show Management 
FETC Show Management will be available in the show office throughout the entire show. Show Management 
representatives will also be present on the floor during move-in, set-up, show hours and move-out.  
 
Freeman will have a desk on the FETC show floor to help you with questions that may arise regarding your exhibit 
booth space. If you think you will have any special needs in advance, please call us (Show Management) for 
assistance. 
 

1105 Media, Inc. Phone: (850) 219-9600 (9:00am – 5:00pm EST) 
FETC Fax:     (850) 219-9610 
1471 Timberlane Road, Unit 125 Email: info@fetc.org 
Tallahassee, FL 32312 Conf URL: http://www.fetc.org 
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PLEASE NOTE:  
Exhibitor badges will NOT be mailed. 
They will be held for pick up at Exhibitor 
Registration. Please be advised that each 
person will need to pick up his or her own 
badge. They will not be able to pick up 
badges for other workers. 

1.2 Contracted Vendors 
Show Hotel: 

SPAC Housing 
 

Phone: (702) 938-1490 
 

 

Decorating 
Company: 

Freeman  
2200 Consulate Drive 
Orlando, FL 32837-8364 

Phone: (407) 816-7900 
Contact: Customer Service 

 

AV Company: 
Markey’s Rental & Staging 
2365 Enterprise Park Place 
Indianapolis, IN  46218 

Phone:  (317) 780-3993 

 

Electrical 
Company: 

Your booth does not include electricity.  See order form in 
Section 7. 

 

 

Internet: See order form in Section 7.  
 

Security: 
Contact Operations Director, Sara Ross at (972) 506-9027, for 
more information regarding security. 

 

 

1.3 Scheduled Hours: Move in  Exhibit  Teardown  Move out 
Please review the following schedule and note the exhibitor set-up times and show hours. Exhibitor name badges 
must be shown to gain access to the exhibit hall at all times. Remember each booth staff must pick up their own 
name badge at the conference registration desk.   
 
OFFICIAL SHOW HOURS: 

Exhibits officially open at 5:00pm on Tuesday, February 1, 2011. 
 

Tuesday February 1 5:00 – 7:00pm – Opening Reception 
Wednesday 
Thursday 

February 2 
February 3 

9:00am – 5:30pm 
9:00am – 2:30pm 

Exhibit Hours: 

   
 

All exhibits must be open and staffed during show hours. For security reasons, the hall will be cleared and locked 30 minutes 
after the close of the show each day. Exhibitors possessing exhibitor badges will be allowed into the exhibit hall two hours prior to 
the official opening to prepare their booth. If someone from your company is attending the conference and they have a conference 
badge but not an exhibitor badge, they will not be allowed onto the floor before or after show hours. No one will be allowed into the 
exhibit area after show closing without permission of Show Management.  Show Management will provide hall-roving security. 
 
EXHIBITOR REGISTRATION HOURS: 

Please note – times are tentative and subject to change – check website for updates. 

 

   
MOVE-IN TIMES:  
Times exhibitors are allowed to come in and set up display booth and equipment 

Sunday January 30 1:00pm – 5:00pm –  
Move-in Hours:  

Monday January 31 8:00am – 5:00pm 
 Tuesday February 1 8:00am – 2:30pm 
    

 

*All exhibits must be set up and ready to view by 2:30pm on Tuesday, February 1.  Any exhibitor who is not present and set up by 
the time listed above will be considered a NO SHOW. Show Management considers a “No Show” an exhibitor who has forfeited 
their booth and does not intend on exhibiting.  If exhibitor freight or materials are present but no staff have arrived to set up booth by 
2:30pm – show management may “force” set-up by hiring labor to set-up exhibitors booth at exhibitors expense. 

Monday January 31 7:00am – 4:30pm 
Tuesday  February 1 7:00am – 7:00pm 
Wednesday February 2 7:00am – 5:30pm 

Exhibitor 
Registration 
Hours:    

Thursday February 3 7:00am – 2:30pm 

Targeted – 400 sq. ft or larger 
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TEARDOWN & MOVE-OUT TIMES: 

 

Move-out Hrs:  
 

Thursday 
Friday 

February 3 
February 4 

2:30pm –10:00pm 
8:30am – 12:00pm 

 
IT IS EXPRESSLY FORBIDDEN FOR EXHIBITORS TO DISMANTLE OR PACK ANY PORTION OF THEIR EXHIBIT BOOTH 
PRIOR TO THE OFFICIAL CLOSING OF THE SHOW. PLEASE COMMUNICATE THIS MESSAGE TO YOUR BOOTH STAFF.  
 
* The move-out schedule is subject to change. Please inquire at the Freeman Service Desk near the end of the show 
to confirm final move out times. 

 

1.4 Booth Staff Registration: Exhibitor Badges 
 

REGISTRATION DEADLINE DATE 
January 21, 2011 
 

 
How to Register 

Exhibitors will receive a link to register exhibit staff.  The link will be emailed to exhibitors in September. 
 
Staff badges are for employees working the booth during show hours. These badges are for admittance to the exhibit 
hall only and are not valid for any of the conference sessions.  
 
Exhibitor badges allow the following access: Move-in & Move-out & the exhibit hall two hours before regular show 
opening to prepare your exhibit 
 

All exhibitors must wear their badges during move-in, move-out and show hours. 
 

Please do not register your customers as booth staff. This is for the security of your booth possessions and other 
exhibitors.   
 
Badges are not to be issued to representatives of leasing companies, financial institutions, suppliers, vendors, clients, 
or others who wish to gain admittance for the purpose of making contacts other than in your exhibit. False certification 
of individuals as an exhibitor’s representative, misuse of exhibitor badges or any other method or device used to 
assist unauthorized personnel to gain admittance to the exhibit floor will be just cause for expelling the violator from 
the exhibition hall or banning him from future entrance on the exhibit floor, or removing his exhibit from the floor 
without obligation on the part FETC for refund of any fees. Upon the exercise of this authority by FETC, the exhibitor, 
for himself, his employees and agents and anyone claiming a right to be on the exhibit floor through the exhibitor, 
waives any rights or claims for damage arising out of the enforcement of this paragraph. 
 
Please Note: There is a limit of four (4) badges per 10x10 booth space. Companies requesting additional badges will 
be invoiced $25 per badge over their allotment.  
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1.5 Freight Shipments & information 
All advance freight should be scheduled to arrive at the advance shipment warehouse between Monday, January 3 
and Monday, January 24 to avoid a late penalty surcharge.  
 
Please address as follows: 

Exhibiting Company Name and Booth # 
FETC 2011 
c/o Freeman 
10088 General Drive 
Orlando, FL 32824 
 

 
Direct freight will be received at the OCCC beginning on January 31st.  Please be aware that your driver will 
have to wait until all advanced freight is unloaded before direct freight is allowed in. Please be aware that this may 
impede on your setup time, which is why advance freight is more favorable.  All freight must be marked “c/o 
Freeman”.   
 
We highly recommend you send your freight as early as possible to avoid any delays in moving your boxes onto the 
show floor. Please contact Freeman Customer Service at 407-816-7900 (Mon-Fri) if you foresee any problems. See 
Decorator/Freight Information and Forms, Section 7 for all information regarding freight and drayage. 
 
 
Freight Type Address Due Date 
   

Advance Freight FETC 2011 
Exhibiting Company Name and Booth # 
c/o Freeman 
10088 General Drive 
Orlando, FL 32824 
 

January 3 – January 24 

   
Direct Freight  FETC 2011 

Exhibiting Company Name and Booth # 
c/o Freeman 
Orange County Convention Center 
9899 International Drive 
Orlando, FL 32819-8111 

January 31 

   

Literature 
Distribution and 
Bag Insert 
Sponsorships 
ONLY  

Show Management – Sara Ross 
FETC 2011 
c/o Freeman 
10088 General Drive 
Orlando, FL 32824 
 

January 3 – January 24 
 

 ***Clearly mark all boxes as literature distribution or bag inserts and use the 
Tracking Form on the next page to inform us of your delivery. 
 
If shipping after January 24th call Sara Ross at 972-506-9027 for specific 
instructions. 
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1.6 Vendor Sponsorship Tracking Form 
*Please use this form for any boxes shipped for show management’s use 

(ie. Literature distribution, bag inserts, etc.). 
 

DO NOT USE THIS FORM FOR YOUR EXHIBIT BOOTH MATERIALS 
 

Advance Shipments will be accepted at the following address starting January 3. All Advanced Shipments 
must arrive by January 24th. 
 
Show Management – Sara Ross 
FETC 2011 
c/o Freeman 
10088 General Drive 
Orlando, FL 32824 
 
 CONTACT INFO 

Company Name:  

Contact Name:  

Company Address:  

      City, State, Zip:  

Your Phone Number:  

Email Address:  

 

 SHIPPING INFO 

Shipping Carrier Date Shipped: Sched. Arrival Date No. Boxes Sent: 

 FedEx 
 UPS    
 DHL   
 Other  

   

Address Shipped To:  

 

 TRACKING INFO 
 Tracking No for Each Box: 

Package Contents - Items 
Being Shipped 

Identify:  
Bag Insert or Lit Bin 

1.    

2.    

3.    

4.    

5.    

6.    

7.    

8.    

  

Please complete this form and fax back to 949-265-1528 
 

***Clearly mark all boxes as bag inserts or 
literature distribution and use this Tracking 
Form to inform us of your delivery.  If shipping 
after January 24thcall Sara Ross at 972-506-
9027 for specific instructions. 
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2. Show Rules & Regulations 
What You Can and Cannot Do 
 

2.1 Attendee Restrictions 
FETC is open to anyone involved in the technology and education industries. No one under the age of 18 will be 
allowed on the show floor at any time.  This is due to insurance liability restrictions and includes infants and 
toddlers.  When the show opens, no one without a proper badge will be allowed on the show floor.  That said, 
exhibitor badges are for booth staff only. All clients and guests need to register as a show or conference attendee.  

 

2.2 Demonstrations and Booth Activities 
Exhibitors shall not solicit business in aisles or engage in any activity that leads to congestion in the aisles. Exhibitors 
wishing to include demonstrations, presentations, drawings or crowd gathering activities of any type must confine 
such activity within their specific booth area and during show hours only. The press will not be allowed into the 
exhibition area any time prior to the opening of the show. 

 

2.3 Material Handling 
Please closely read the material handling information in section 7 of this manual. 

 
2.4 Handouts and Literature Distribution 
Literature, samples or other promotional materials may only be handed out within the confines of contracted booth 
space.  Show management will discard any materials placed elsewhere. Literature distribution sponsorship 
opportunities are available to exhibitors.  
 
Please contact your sales representative for questions and information. 
 
Room Drops: 
If you would like to have literature distributed to the hotel rooms of FETC attendees, please contact your sales 
representative.  There is a fee from the conference for distributing to attendees as well as a charge from the hotel for 
distributing your materials. 

 
2.5 Hazardous Materials / Balloons / Vehicles in Exhibit Hall 
Hazardous operations including the use of flammable, explosive or toxic materials are not permitted. Any material, 
equipment, substance or object which reasonably may endanger the life of, or cause bodily injury to, any person or 
which reasonably may constitute a hazard to the building or to any property therein will not be permitted. Helium 
filled products (balloons, advertising balloons, etc.) and helium tanks are restricted.  Party balloons are not 
allowed in booths.  Requests for advertising or promotional balloons must be sent to Sara Ross for approval 
along with a description and photo.  Send requests to sross@1105media.com 
 
If you are planning to display a vehicle in the exhibit hall, please contact Sara Ross at 972-506-9027 for additional 
information, rules and regulations. 

 
2.6 Independent Contractors 
Please see section 7 for the rules on independent or non-official contractor rules. 
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2.7 Official Service Contractor 
Freeman is the official service contractor for FETC. They are responsible for the efficient operations of the show 
including scheduling freight at the loading dock, keeping aisles clear and delivering freight to booths.  Please direct 
inquiries to Freeman Customer Services at 407-816-7900. 

 

2.8 Photography 
Taking of pictures or recordings within the exhibit area or meeting rooms is prohibited. Show Management and 
accredited members of the press are exempt from this rule. Picture taking or video recordings of an exhibitor’s own 
booth is permitted with approval from Show Management. 

 

2.9 Smoking Policy 
FETC and the Orange County Convention Center have a NO SMOKING policy on the show floor and throughout the 
building. Please observe all signs. Thank you for your cooperation. 

 
2.10 Sound Systems / Presentations / Demos 
Show Management reserves the right to restrict exhibits, which, because of noise, method of operation, materials or 
any other reason, become objectionable. The sound level from an exhibitor’s booth shall not intrude nor violate the 
rights of any and all adjacent areas. Sound, to whatever degree possible, should be confined to the exhibitor’s booth. 

 
2.11 Storage 
Fire regulations prohibit storage of any kind, behind exhibits, including empty packing materials. Please tag all you 
empty storage boxes and have Freeman store them until move-out. 

 
2.12 Unsportsmanlike Conduct 
Tampering with another party’s exhibit will not be tolerated. Said activity is actionable under law. In such case, the 
offender will be immediately removed from the FETC show floor at his/her expense, and will be restricted from future 
participation. 

 
2.13 Insurance 

1105 Conferences Statement 

Exhibitors must carry worker’s compensation, commercial general liability including products and completed operations, 
independent contractors, personal injury and blanket contractual liability insurance at limits of at least $1,000,000 per, 
$1,000,000 aggregate. These coverage’s must be evidenced by a Certificate of Insurance with a 30-day notice of 
cancellation provision to the holder and supplied to and naming 1105 Media and FETC Conferences, a division of 
1105 Media and Show Management as additional insured of at least 30 days before the proposed exhibit date. It is 
strongly recommended that the Exhibitors also carry insurance to cover the loss of or damage to their exhibits of other 
personal property while such property is located at or is in transit to or from the exhibit site. FETC Conferences, a 
division of 1105 Media and Management assume no liability for any loss, damage or injury to any property of the 
Exhibitor or to any of its officers, agents, employees or contractors, whether attributable to accident, fire, water, theft or 
any other cause whatsoever. Neither the Management, nor the owners or lessees of the exhibition premises will 
assume any responsibility for exhibitor’s property against damage, loss and theft. 

 

Orange County Convention Center (OCCC) 

The exhibitor assumes all responsibility for any loss, theft, or damage to exhibitor’s displays, equipment and or 
property while on OCCC premises and hereby waives any claim or demand it may have against the OCCC arising 
from such loss, theft, or damage. 
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2.14 Labor Unions 
The unpacking, erection, assembling, dismantling, and packing of displays and equipment are under union 
jurisdiction.  Please refer to section 7 of this manual for complete details on show site work rules.  The official labor 
contractor for the Exhibition will have skilled craftsmen to assist exhibitors who wish to hire labor to perform these 
services.  Arrangements for all temporary labor should be made through the official service contractor.   
 

Please see section 7 for complete details on union jurisdictions for the OCCC. All exhibitor materials must conform to 
national, state and local fire and safety codes. 
 

Contact Freeman’s Customer Service Department directly at 407-816-7900 if you have any 
questions or need clarification on any aspects of the union regulations. 

 
 

2.15 Lead Retrieval System 
For more information regarding this system, please see the Lead Retrieval Order Form in Section 5.  

 
2.16 Vacuuming / Booth Cleaning 
Show Management will clean the aisles before the show opens and each day. Exhibitors requiring additional cleaning 
beyond what is listed above should complete and return the Cleaning Services form found in Section 7.  
 

 

2.17 Security 
DO NOT ASSUME THE BUILDING IS SECURE. IT IS NOT! 
 
Each exhibitor must take responsibility for the security of all items in his or her display. Show Management 
assumes no liability for loss or damage to exhibitors’ property. While Show Management will provide security for 
the exhibit hall during move-in, move-out and over-night, Show Management is not liable and cannot assume 
responsibility for loss or damage to exhibitor’s materials. Exhibitors are responsible for extending a rider on their 
present insurance policy to cover damage or theft of their materials or displays while in transit to and from, and during 
the show. 
 

Security Tips 

1. DO NOT mark the outside of your shipping cartons with the contents; instead use a code. A label that reads “Sony 26” 
Color Monitor” is an open invitation to thieves.  

2. Furnish your shipping company with an accurate and complete bill of lading. 

3. DO NOT leave materials in containers to be stored with empties. 

4. When the show closes, pack as quickly as possible and do not leave your display unattended. 

5. During move-out remain with your display and equipment until it has been packed and is ready to ship. Do not leave 
your booth unattended during the hectic and heavily populated move-in and move-out times. 

6. Business tools such as tape recorders, pocket calculators and give-away items are the things most often stolen. They 
should be guarded and stored safely at night. 

 
2.18 Show Terms and Conditions 
Additional terms and conditions are listed on the back of the exhibit sales contract.  Please review them carefully. 
 
Show Management reserves the right to render all interpretations and to establish further regulations as may be 
deemed necessary for the general success of the exhibition. Exhibition Rules and Regulations, which cover topics such 
as, exhibit services, special services, booth construction, decoration, photography, electrical, union labor, etc. are 
covered in detail in this Exhibitor Services Manual. Show management must pre-approve any exceptions to these rules. 
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All products and services exhibited must be germane to the subject matter of this show. 
Show Management will not be liable for the fulfillment of this contract as to the delivery of exhibit space if non-delivery 
is due to any of the following causes: by reason of the facility being damaged or destroyed by fire, flood, earthquake, 
act of God, public enemy, war or insurrections, strikes, the authority of the law, postponement or cancellation of the 
Exhibition, or for any cause beyond their control. It will however, in the event of its not being able to hold an exhibit for 
any of the above named reasons, reimburse Exhibitor on a pro-rata basis on the amount paid in, less any and all 
legitimate expenses incurred, as but not limited to rent, advertising, salaries, operating costs, etc. 
 

Use of Space 

Show Management reserves the right to determine the eligibility for any company or product for inclusion in the show. 
Show Management also reserves the right to decline, prohibit or expel an exhibit which, in its judgment is out of 
keeping with the character of the exhibition, this reservation being all inclusive as to persons, things, printed matter, 
product, conduct, sound level, etc. Show Management reserves the right to reconfigure any unallocated floor space 
as may be deemed necessary for the general success of the exhibition. Once space is assigned, Management also 
reserves the right to make minor adjustments to allocated floor space for matters of practical and/or other necessity. 
 

Distribution of advertising material and exhibitor solicitation of any sort shall be confined to the exhibitor’s booth 
space. Exhibitor’s exhibit may not extend beyond the limits of the exhibitor’s booth and part of any exhibit or product 
may not extend into any aisle. No exhibitor shall arrange his exhibit so as to obscure or prejudice adjacent exhibitors 
in the opinion of Show Management. No exhibitors shall assign or sublet any part of his assigned space without the 
consent of Show Management in writing. Any space not occupied by the time set for completion of installation of 
displays will be reassigned at the discretion of show management. Exhibitors will keep their exhibit open and staffed 
at all times during show hours. 
 

Default 

Payment in full is required prior to the date of the event; otherwise Show Management reserves the right to refuse 
participation of Exhibitor. If the Exhibitor defaults in any of its obligations under this contract or violates any of its 
obligations or covenants under this contract, including without limitation any Exhibition Rule or Regulation 
acknowledged pursuant to the contract, then Management may, without notice, terminate this agreement and retain 
all monies received on account as liquidated damages. If an outstanding balance is due at the time of the event, the 
exhibitor will not be allowed to participate until the outstanding balance is satisfied. Outstanding invoices aging thirty 
(30) days or more are subject to a $15.00 late fee plus a finance charge equal to 1.5% compounded monthly (18% 
Annually) on the outstanding balance. The Show Management may thereupon direct the Exhibitor forthwith to remove 
its employees, agents or servants, and all of its articles of merchandise and other personal property from the space 
contracted for and from the exhibition hall. 
 

Limitation of Liability 

The Exhibitor expressly agrees to save and hold harmless 1105 Conferences, a division of 1105 Media and all co-
sponsors, their officers, management, agents and employees from any and all claims, demands, suits, liability, 
damage, costs, attorney fees, losses for injury to a person or persons (including death) or damage to property and 
expenses of whatever kind or nature arising in connection with Exhibitor’s use of the exhibit space, except such 
losses as may be the result of the sole negligence of Show Management. Any modifications to this agreement must 
be made in writing and agreed upon by both parties.  The governing law of this contract shall be interpreted according 
to the Laws of the State of California. 
 

Available Services 

On behalf of the Exhibitors, Show Management has designated Freeman as the official decorator to provide the 
following: drayage, cartage, furniture, booth and floor decorations, signs, etc. Services of electricians, plumbers, 
carpenters and other labor will be available and charged for at the then prevailing rates. Contractors and rates are 
listed in the Decorator/Freight Information and Forms section (Section 7) of this Exhibitor Services Manual. Show 
Management assumes no responsibility or liability for any of the services performed or material delivered by the 
foregoing persons, parties or organizations. Arrangement for these services and payments are to be made between 
Exhibitor’s and Freeman contractors. The local unions make rules and regulations for union labor and these 
regulations may be changed at any time. Their union labor is required because of building or contractor requirements. 
Exhibitor agrees to comply with the regulations. 
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Protection of Facilities 

It is understood that the Exhibitor shall neither injure, nor in any manner deface the premises. Nothing shall be posted 
on, tacked, nailed, screwed or otherwise attached to the columns; walls, floors or other parts of the convention hall 
exhibit area without permission of the proper building authority. Packing, unpacking and assembly of the exhibits shall 
be done only in designated areas and in conformity with the directions of the Exhibits Manager, the convention hall 
manager or their assistants.  
 
Federal, State, County, and Municipal ordinances and laws must be strictly observed. Exhibitors shall be bound by all 
pertinent laws, codes and regulations of municipal or other authorities having jurisdiction over the exhibit facility of the 
conduction of said exhibit, together with the rules and regulations of the owners and/or operators of the facility in 
which the exhibition is held.  
 

Booth Sharing 

The subletting, assignment or appointment of the whole or any part of his space by an exhibitor is prohibited. Sharing 
between related companies is allowed only with the express written permission of Show Management. Exhibitors may 
share booth space with companies with whom they share common ownership. Any exhibitor who allows unofficial 
sharing in their space will be required to place a $2,500 bond prior to signing up for future events. If un-official booth 
sharing then takes place at future events, the $2,500 bond will be forfeited to show management and another bond 
will be required prior to participation in subsequent events. Sub-contracting of booth space of any kind is strictly 
prohibited. 
Amendment to Rules and Regulations 

Failure to comply with the rules and regulations of the exhibit space contract and those as stated in this Exhibitor 
Services Manual will result in the alteration or removal of the booth at the Exhibitor's expense. Rental fees for 
services and exhibit space are not refundable. 
 
Any matters not specifically covered in this document shall be subject solely to the decision of Show Management. 
The Management may amend these regulations at any time, and all amendments that may be so made shall be 
equally binding upon publication to all parties affected by them as the original regulations. Management reserves the 
right to adopt, orally or in writing, any additional rule or regulation, move or remove an exhibit or take any further 
action if the Management deems such action necessary for the good of the show. Management also reserves the 
right to upgrade an Exhibitors status or to make changes or alterations to packages as deemed necessary by 
management to accommodate the marketing of said event and general success of the show.  
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3. Booth Construction Regulations 
 

3.1 Booth Appearance 
All booths, regardless of size, must be in keeping with the environment at FETC.  Display materials, signs, etc. may 
not be hung on drapery and must be professionally provided. 
 
Please also review the FETC – Show Terms and Conditions in Section 2. 

 
BOOTHS & DISPLAYS 

What is Included in Your Exhibit Space: 

 8’ high black and gray back wall (pipe & drape) 
 3’ high black side wall dividers (pipe & drape) 
 7” x 44” booth identification sign 
 

What is Not Included in Your Exhibit Space: 

 Carpet, Electric, Internet and Furnishing are NOT provided. 
These services can be ordered using the appropriate forms in 
section 7.   

 
Island booths will not be provided with drapery or signs, nor will peninsula booths. Drapery backgrounds are 8’ high, 
with side rails approximately 3’ high. 
 
See IAEM (now IAEE) rules and regulations on the website (www.fetc.org) for height restrictions and details for each 
type/style of booth.  
 
Raw wood, cardboard or similar material for wings to booths must be covered or painted if they are visible in adjacent 
booths. Distribution of samples and printed material of any kind, and any promotional material is restricted to the 
confines of the exhibit booth. 
 
If an exhibitor plans to install a completely constructed display of such a character that the exhibitor will not require or 
desire the use of standard booth equipment, no part thereof shall so project as to obstruct the view of adjacent 
booths.  
 
Any display deemed unprofessional in appearance, at the sole discretion of Show Management, will not be permitted. 
Failure to comply with these rules and regulations will result in the alteration or removal of the booth at the exhibitor’s 
expense. Rental fees for services and exhibit space are not refundable. 
 
It is agreed that if the exhibitor fails to comply in any respect with the terms of the agreement, then Show 
Management shall have the right without notice to the Exhibitor to sell or offer for sale the exhibit space covered by 
the contract, said Exhibitor to be liable for deficiency, loss or damage suffered by the exhibition of the premises 
stated, which loss or damage the Exhibitor agrees to pay the exhibition upon demand together with reasonable 
expenses and costs incurred by reason thereof. 
 
Show Management will not be liable for the fulfillment of the contract as to the delivery of exhibit space if non-delivery 
is due to any of the following causes: By reason of the facility being damaged or destroyed by fire, flood, earthquake, 
act of God, public enemy, war or insurrections, strikes, the authority of the law, postponement or cancellation of the 
Exhibition, or for any cause beyond their control. It will however, in the event of its not being able to hold an exhibit for 
any of the above named reasons, reimburse Exhibitor on a pro-rata basis on the amount paid in, less any and all 
legitimate expenses incurred, as but not limited to rent, advertising, salaries, operating costs, etc. 

 
BOOTH CONSTRUCTION 

Please see IAEM (now IAEE) Guidelines for Display Rules and Regulations on the exhibitor portion of the FETC 
website for more information. 
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3.2 Independent Contractors 
 

Independent contractors must fill out the exhibitor appointed contractor form in section 7 and have a certificate of 
insurance on file.  Please contact Sara Ross at 972-506-9027 if you have any questions. 

 
3.3 Hanging Signs 
All exhibit signs, banners, booth ceiling or canopies, lighting grids or other exhibit related equipment etc. should be 
free standing and floor supported. Attachment to exhibit hall ceiling beams or trusses is not permitted except when 
approved by Show Management and the OCCC and installed by the facility. 
 
Approval for hanging signs will be considered for peninsula booths or island booths (20’x20’ space or larger), 
provided they are not objectionable and there is no physical constraints to the facility. The bottom of the sign may not 
be higher than 16’ from the ground. Requests for approval must be accompanied by a description and drawing of the 
item(s) to be hung, location of hanging points, total weight of the item(s) and any other pertinent technical information. 
For more information, please contact Sara Ross at 972-506-9027. 

 

3.4 Exposed Walls 
All Exposed parts of constructed displays must be finished to present an attractive appearance when viewed from 
aisles or other adjoining booths. Exposed back and sidewalls may not display copy, logos, graphics or other 
advertising if they adjoin a neighboring booth.  Exhibitors using curved pop up backdrops/displays may be required to 
provide side masking drape at their expense if the curvature exposed more than 3 feet of the back scaffolding. 
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4. Housing & Travel Arrangements 
 

4.1 Housing 

Housing Reservations for FETC 2011 
Hotel reservations can be made online, US mail, fax, or by phone through the FETC Housing Bureau. Please do not call the hotel, 
as you will be redirected to the FETC Housing Bureau.  

For more information on hotel reservations, please go to the housing and travel section of the 
FETC website at www.fetc.org 
 
For questions regarding housing, please contact: 
SPAC Housing 
Monday through Friday, 8:00 a.m. - 5:00 p.m. EST 
Phone: 702-938-1490 
housing@1105media.com 

          

4.2 Travel 

Travel Discounts for FETC Attendees 
Car Rental 
Avis Rent-a-Car is offering car rental discounts for FETC 2011 attendees. To receive the discount, call Avis at 800.331.1600 and 
reference the Avis Worldwide Discount (AWD) number #D005872. Reservations can also be made online at www.avis.com.  

Airlines 
FETC has partnered with American Airlines to provide attendees a 10% discount to Orlando! The valid travel dates for this discount 
are January 28 – February 6, 2011. You can easily access American’s fares and apply this discount by going to www.aa.com to 
book your flight. Enter the FETC promotion code 3111AL in the promotion code box and your discount will be calculated 
automatically. You may also call 800.433.1790 to book via telephone. Please note that there is a reservation service charge for all 
tickets issued by phone. International originating guests will need to contact your local reservation number and refer to the 
promotion code.  

Shuttle Service  
Complimentary shuttle service will be available to transport attendees to and from most of the participating conference hotels and 
the Orange County Convention Center during regular conference hours. Please allow 20–30 minutes between the Convention 
Center and your hotel. The Peabody Orlando, Rosen Centre, and Hilton Orlando will not have shuttle service due to the close 
proximity of these hotels to the Convention Center. 
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5. Lead Retrieval System 
Please review the lead retrieval information and use the order from on the following pages.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 









You may create up to 99 Custom Lead Qualifiers, up 
to 21 characters long (including blank spaces).

In addition to letters and numbers, the following 
characters may be used: dashes, greater than and 
less than symbols, and plus and minus signs.

Custom Lead Qualifier Template

All the CompuLEAD lead retrieval units come equipped with ten standard lead qualifiers. For an 
additional charge, you can choose to create and supply CompuSystems with qualifiers specific to 
your company using the template below. Simply select the Custom Lead Qualifiers option on the lead 
retrieval order form, and fax this template to CompuSystems along with your order. Your lead retrieval 
machine(s) will then be programmed with the qualifiers you specified.  

01.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

02.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

03.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

04.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

05.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

06.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

07.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

08.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

09.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

10.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

11.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

12.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

13.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

14.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ 

15.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ 

16.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

17.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

18.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

19.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

20.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

The following qualifiers come standard 
with every unit rented:                                                        

       Lead Ranking                   Follow Up

       01    A-Lead                       06    E-mail Info

       02    B-Lead                       07    Mail Info

       03    C-Lead                       08    Have Rep Call

       Authority		    In-Booth Action

       04    Influencer                   09    Gave Literature

       05    Decision Maker          10    Gave Demo         

Standard Lead Qualifiers                     

All qualifiers will be programmed into your 
lead retrieval unit prior to show start. For 
CompuLEAD Desktop, the first 40 qualifiers 
will be printed and placed in a viewing tray 
onboard the unit; the remainder will be 
printed and given to you. For CompuLEAD 
Mobile, you will be able to view your list of 
qualifiers on the unit’s screen.  

Use this template to create 
your own custom codes, which 
will replace the  standard 
qualifiers listed above. Please 
keep a copy for your records.

If you need additional space beyond what this template 
allows, you may attach a separate sheet of paper to this 
form continuing the number sequence.

Show Name ____________________________________

Company Name ____________________________________

Booth Number ____________________________________Fax with your order form to: 708.344.4444
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6.  Audio Visual Order Form  
Markey’s Rental and Staging is the official Audio Visual provider for the FETC Conference.  You are not required to 
use their services.  However, we highly recommend using the official provider because if a problem occurs, we as 
show management can assist you in resolving the issue.  Markey’s offers very competitive pricing and will be 
available on site for the duration of the show should you have any issues.   If you are interested in something not 
listed on the following form, please call them.  They have a large inventory and not everything is priced on their order 
form.  

Their order form is on the following page. 
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7. Freeman  

7.0 Decorator / Freight Information 
 
The following pages include information regarding freight, delivery and set-up information as provided by our 
decorator, Freeman.  This section also contains forms for the Orange County Convention Center (OCCC) facility.   
 
Questions regarding Freeman should be directed to them at 407-816-7900.  Questions regarding services provided 
by the OCCC should be directed to the number at the top of the form. 
 
All of the forms and information are available online as well at 
http://www.freemanco.com/store/show/showInformation.jsp?showID=210426&nav=02 
   
In addition, you will receive an email from Freeman with a link to Freeman Online for online ordering. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 







































Colors may vary when viewing or printing from a computer.

display
Some of the most essential elements of your 

exhibit are the surfaces on which you display 

your show materials. That’s why we have an 

appealing variety of displays, from standing  

cylinders to sleek computer desks to draped  

tables and counters, to ensure your show space 

will be both attractive and interactive.

Tabletop risers are also available in a variety of sizes.  

See order form for details.

Black Blue Burgundy

Gray Dark Green Red

White Plum Berry

Gold

Teal

draped or undraped table counters
Colored draping includes white vinyl top and pleated skirt on three sides.  

Fourth-side draping is available. Undraped tables include white vinyl tops.

tables  (30" height)	 3'	 4' 	 6' 	 8'
Draped	 C130330	 C130430	 C130630	 C130830

Draped on fourth side			   C12404630	 C12404830

Undraped	 C131330	 C131430	 C131630	 C131830

counters  (42" height)

Draped	 C130342	 C130442	 C130642	 C130842

Draped on fourth side			   C12404642	 C12404842

Undraped	 C131342	 C131442	 C131642	 C131842
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Revised as of 1/16/09 

Exhibitor Services 
CREDIT CARD AUTHORIZATION & PAYMENT FORM 
        (OCCC only accepts American Express, Visa and MasterCard) 

 
IF FAXING, PLEASE DO NOT DUPLICATE BY MAILING THE COPIES. 

 

MAIL TO: Orange County Convention Center 
Attention:  Exhibitor Services 

Regular: P.O. Box 691509, Orlando, FL 32869-1509, Overnight: 9860 Universal Blvd, Orlando, FL 32819 

Convention Center (800) 345-9898  Exhibit Services (407) 685-9824  Fax (407) 685-9884 

E-MAIL: exhibit.services@occc.net   WEB:   http://www.occc.net/exhibitor/default.asp 
 

  

Name of Event:   FETC 2011          

Exhibiting Company: ______________________        

Booth Number:        Booth Size: ______ X ___       _ 

I, the undersigned cardholder, give the Orange County Convention Center, Orlando, Florida USA, authorization to 
charge the following services to my credit card number listed below. This information may be used for the above 
referenced event only. 

 Electrical  

 Compressed Air 

 Water and Drain  

 Lighting  

 Fire Watch  

 Aerial Rigging  
 

To be completed by Cardholder: 

Please complete all areas below. Incomplete requests will be rejected and orders will not be processed. The Center 

reserves the right to decline acceptance of any card-not-present credit card transaction at its discretion.   
 

 Corporate Card   Personal Card 

Cardholder Name:      Company:     

Credit Card Billing Address:           

City:                                                              State/Province:                          

Zip/Postal code:    Country:         

Daytime Telephone:        ext.   Fax Number:       

E-mail:              

Security ID Code (from back of card V / MC/ front of card AX): ___________          Visa     MasterCard  AMEX 

Card Number:        Exp Date:     

Signature of Cardholder:           Date:      
 

I further authorize the following named person(s) to use the above listed credit card to pay for any additional services 
deemed necessary by said person(s).  
 Print Name Signature 

              

              

              

Payment for Services:  OCCC requires payment in full at the time the service(s) is ordered. For your convenience we will use this 
authorization to charge your account for services, which may include labor and retained rental equipment.   

Incentive Pricing:  To qualify for the incentive rate, payment and a complete floorplan MUST be received 21 days prior to the first 
move in day of the event.  

Third Party Charges:  You may authorize a third party to utilize your credit card by completing the Credit Card Authorization Form.  

Tax Exempt: If you are tax exempt in the state of Florida, USA, you must provide a Sales Tax Exemption Certificate to the address listed 
above.  

Please note:  Your card will be charged for the entire amount of the services requested as orders are placed for your booth(s). The 
exceptions are for Aerial Rigging service, cable TV box rental and the rental of UL certified plugs. When applicable your card will be 
charged initially for an aerial rigging labor minimum deposit. Additional Aerial Rigging labor, equipment, rigging materials used (if any) and 
a replacement fee in the amount below for any item rented and not returned will be charged to the credit card above.  $150 for each UL 
certified plug   $300 for each Cable TV box  

mailto:exhibit.services@occc.net
http://www.orlandoconvention.com/ecommerce
http://www.orlandoconvention.com/ecommerce


ORANGE COUNTY CONVENTION CENTER 
WIRE TRANSFER INFORMATION 

Mail: P.O. Box 691509, Orlando, FL 32869-1509 Overnight: 9860 Universal Blvd, Orlando, FL 32819-5199 
Convention Center (800) 345-9898 • Exhibit Services (407) 685-9824 • Fax (407) 685-9884 
E-MAIL: exhibit.services@occc.net WEB: http://www.occc.net/exhibitor/default.asp 

 

 
 
 

TO RECEIVE WIRE TRANSFER INFORMATION CONTACT: 
 

ESC Name 
EMAIL:  

VOICE: (407) 685-XXXX 
FAX: (407) 685-9884 

 
 
 
 

SHOW: ______                 
 
EXHIBITING COMPANY: ________________________________ 
 
BOOTH NUMBER: ________________ 
 
 

 
 

 
Note:  There are numerous fees associated with sending a wire transfer, 
including but not limited to Initiating Bank Fees, Intermediary Bank Fees 
and Receiving Bank Fees. Exhibitors must verify the costs to route wires 
from their bank through New York to our bank and include those fees in 
their submission.  
 
It is the exhibitor’s responsibility to have their Initiating Bank verify all fees 
associated with the wire transfer, especially the Intermediary Bank Fees 
and to ensure that the full amount due is remitted to the Convention Center 
Account in sufficient time prior to the Event or Incentive Deadline.  



Cancellation Policy: Notification of cancellation must be received in writing a minimum of fourteen (14) calendar days 
prior to the scheduled first move in date to receive a full refund less $35.00 administrative fee. Changes, additions or  
modifications to incentive rate orders received after the 21-day incentive rate deadline are subject to base rate as well as a $35.00                            
administration fee if a refund is required at the close of the show.  

                     

2011 STANDARD ELECTRICAL  
(120V) SERVICE ORDER FORM 

 

PLEASE PRINT OR TYPE: Bolded fields are required for processing. 
 

NAME OF EVENT:  FETC 2011         BOOTH:   

 

BOOTH SIZE:   X    BOOTH TYPE:   ISLAND   INLINE        PENINSULA       
 

EXHIBITING COMPANY:       PHONE:                                     EXT:    
 

ADDRESS:          FAX:       
 
CITY:       STATE/PROVINCE:     ZIP:    COUNTRY:    
  
AUTHORIZED PERSON:         EMAIL:        
 

IF USING AN EXHIBIT HOUSE, PLEASE INDICATE CONTACT NAME & PHONE NUMBER BELOW: 
CONTACT NAME:       PHONE:                                    
 

120 VOLT POWER OUTLET 
Placement included with outlet 

*Incentive Order With Payment  

Before January 10, 2011 

**Base Order With Payment 
After January 10, 2011 

 

Floor  Ceiling          Quantity Cost Utility Tax Sales Tax Unit Total Cost Utility Tax Sales Tax Unit Total TOTAL 

     Single Outlet Up to   500 Watts    99.56 9.96 6.48 116.00 158.79 15.88 10.33 185.00 $__________ 

  Single Outlet Up to 1000 Watts  113.30 11.33 7.37 132.00 181.97 18.20 11.83 212.00 $__________ 

            Single Outlet Up to 1500 Watts   127.03 12.71 8.26 148.00 204.29 20.43 13.28 238.00 $__________ 

         Single Outlet Up to 2000 Watts  141.62 14.17 9.21 165.00 225.74 22.58 14.68 263.00 $__________ 

         _____Rigging Charge for Ceiling Drop Single Outlet** $250.00  $370.00 $__________ 

Electric power comes from the floor, unless otherwise indicated. OCCC electricians will not branch power. Total:        $________ 
** Must order power in addition to ceiling drop   

PRICES ARE SUBJECT TO CHANGE   

ADDITIONAL RENTAL ITEMS     Cost         Tax       Unit Total      TOTAL 

        25’ Extension Cord (Power not included)  22.53 1.47 24.00 $ 

         Multi Outlet Assembly (Six outlets multi-strip - Power not included, maximum 1500 watts)   22.53 1.47 24.00 $ 

   TOTAL: $ 

EXPRESS MAIL TO: Orange County Convention Center                             US MAIL TO: Orange County Convention Center   
Attention:  Exhibitor Services                     Attention:  Exhibitor Services 
9860 Universal Blvd., Orlando, FL 32819-8199                 PO BOX 691509, Orlando, FL 32869-1509 

Fax (407) 685-9884 
Convention Center (800) 345-9898  Exhibitor Services (407) 685-9824  

E-MAIL: exhibit.services@occc.net   WEB:  http://www.occc.net/exhibitor/default.asp  
 

 ORDERS RECEIVED ON SITE ARE SUBJECT TO A 50% SERVICE CHARGE 

 FOR EXACT PLACEMENT ATTACH A SCALED DIAGRAM INDICATING THE LOCATION OF OUTLETS, INCLUDING BOOTH DIMENSIONS, 
OUTLET DIMENSIONS AND AISLE / BOOTH NUMBERS. 

 IF A DRAWING IS NOT PROVIDED THE CENTER WILL INSTALL THE SERVICE IN THE MOST CONVENIENT LOCATION AND  
CHARGES WILL APPLY FOR RELOCATION       

 EXHIBIT HOUSES ARE PERMITTED TO BRANCH POWER IN THE BOOTH. OCCC ELECTRICIANS ARE NOT REPONSIBLE FOR POWER 
DISTRIBUTION INSTALLED BY OTHERS. LABOR CHARGES WILL APPLY FOR SERVICE CALLS.  

 CHANGES, ADDITIONS, OR MODIFICATIONS TO INCENTIVE RATE ORDERS RECEIVED AFTER THE 21-DAY INCENTIVE RATE DEADLINE 
ARE SUBJECT TO BASE RATE. ALL PRICES ARE SUBJECT TO CHANGE WITHOUT NOTICE. 

Payment Information 
 

 All payment MUST be paid in full before services are provided. NEW ONSITE ORDERS are subject to 50% increase over the Base Rate. 

 Orders without payment and/or floor plan will NOT be processed and service will be withheld.   

 ONLY Visa, MasterCard, American Express, Company Checks, and Wire Transfers are accepted forms of payment. Absolutely NO 
Purchase Orders will be accepted 

 Orange County Convention Center Taxpayer Identification Number (TIN) is 59-6000773. 
Please complete all areas below. The Center reserves the right to decline acceptance of any card-not-present credit card transaction at its discretion. Please note 

that we will be contacting your bank to verify that you are able to make these charges.  
Check Amount Enclosed: $     Company Check or Money Order (Made Payable to Orange County Convention Center, $USD, US Bank)           
 

Security ID Code:  __________    Visa   MasterCard         American Express 
 

Account No. __________________________________________________________ Exp. Date _______   ________                     

Card Holder Name (Please Print) ___________________________________________________________                 

Authorized Signature __________________          

Credit Card Billing Address: ______________________________________________     

City:       State:    Zip:    

FOR OFFICE USE ONLY 

mailto:exhibitor.services@occc.net
http://www.occc.net/exhibitor/default.asp


Cancellation Policy: Notification of cancellation must be received in writing a minimum of fourteen (14) calendar days prior to the scheduled first move in date to 
receive a full refund less $35.00 administrative fee. PLEASE NOTE THAT ON SITE ORDERS ARE SUBJECT TO A 50% INCREASE OVER THE BASE RATE 

 
 

 

 
 

 

NAME OF EVENT:  FETC 2011       BOOTH:     
 

BOOTH SIZE:   X               BOOTH TYPE:     ISLAND      INLINE       PENINSULA       
 
EXHIBITING COMPANY:        PHONE:                                      Ext.   
 

ADDRESS:          FAX:       
 

CITY:       STATE/PROVINCE:     ZIP:    COUNTRY:    
  

AUTHORIZED PERSON:         EMAIL:        
 

IF USING AN EXHIBIT HOUSE, PLEASE INDICATE CONTACT NAME & PHONE NUMBER BELOW: 
CONTACT NAME:       PHONE:     

                                                                       Incentive Rate with Payment                                   Base Rate with Payment  
                                                                          Before January 10, 2011               After January 10, 2011 
Quantity 

Floor  Ceiling    Cost Utility Tax Sales tax Total  Cost    Utility tax Sales tax Total  TOTAL 

  20 Amp Single Phase* $182.82 18.29 11.89 $213.00 $292.70 29.27 19.03 $341.00  $ 

  20 Amp Three Phase* $279.82 27.99 18.19 $326.00 $448.92 44.90 29.18 $523.00  $  

  30 Amp Single Phase* $240.33 24.04 15.63 $280.00 $384.54 38.46 25.00 $448.00  $ 

  30 Amp Three Phase* $400.00 40.00 26.00 $466.00 $642.05 64.21 41.74 $748.00  $ 

  40 Amp Single Phase* $310.72 31.08 20.20 $362.00 $494.41 49.45 32.14 $576.00  $ 

  40 Amp Three Phase* $534.76 53.48 34.76 $623.00 $855.79 85.58 55.63 $997.00  $ 

  50 Amp Single Phase* $386.26 38.63 25.11 $450.00 $618.88 61.89 40.23 $721.00  $ 

  50 Amp Three Phase* $666.94 66.70 43.36 $777.00 $1068.66 106.87 69.47 $1245.00  $ 

  60 Amp Single Phase* $465.23 46.53 30.24 $542.00 $733.04 73.31 47.65 $854.00  $ 

  60 Amp Three Phase* $800.00 80.00 52.00 $932.00 $1282.40 128.24 83.36 $1494.00  $ 

  80 Amp Single Phase* $605.14 60.52 39.34 $705.00 $968.23 96.83 62.94 $1128.00  $ 

  80 Amp Three Phase* $1068.66 106.87 69.47 $1245.00 $1708.15 170.82 111.03 $1990.00  $ 

  100 Amp Single Phase* $774.24 77.43 50.33 $902.00 $1237.76 123.78 80.46 $1442.00  $ 

  100 Amp Three  Phase* $1335.61 133.57 86.82 $1556.00 $2137.33 213.74 138.93 $2490.00  $ 

  150 Amp Single Phase* $1084.11 108.42 70.47 $1263.00 $1733.90 173.39 112.71 $2020.00  $ 

  150 Amp Three  Phase* $1872.10 187.21 121.69 $2181.00 $2993.99 299.40 194.61 $3488.00  $ 

  200 Amp Single Phase* $1446.34 144.64 94.02 $1685.00 $2315.01 231.51 150.48 $2697.00  $ 

  200 Amp Three  Phase* $2495.27 249.53 162.20 $2907.00 $3993.12 399.32 259.56 $4652.00  $ 

  400 Amp Single Phase* $2891.84 289.19 187.97 $3369.00 $4627.46 462.75 300.79 $5391.00  $ 

  400 Amp Three  Phase* $5782.82 578.29 375.89 $6737.00 $9254.07 925.41 601.52 $10781.00  $ 

ADDITIONAL RENTAL ITEMS            Incentive    Base            TOTAL 

        Ceiling Drop Request for Single or Three Phase Outlet (must order power separately) $250.00  $370.00 $ 

 UL Certified Plug (* All 208V Service requires the use of a UL Certified Plug)                     $  93.00  $  93.00 $ 

 European Multi-Strip (for use with 20 amp single phase only) $  46.00  $  46.00 $ 

 
     

  TOTAL: $ 

EXPRESS MAIL TO: Orange County Convention Center                                              US MAIL TO: Orange County Convention Center   
Attention:  Exhibitor Services                     Attention:  Exhibitor Services 
9860 Universal Blvd., Orlando, FL 32819-8199                   PO BOX 691509, Orlando, FL 32869-1509 

Fax (407) 685-9884  Convention Center (800) 345-9898  

Exhibit Services (407) 685-9824  E-MAIL: exhibit.services@occc.net WEB:  http://www.occc.net/exhibitor/default.asp 
 FOR EXACT PLACEMENT ATTACH A SCALED DIAGRAM INDICATING THE 

LOCATION OF OUTLETS, INCLUDING BOOTH DIMENSIONS, OUTLET 
DIMENSIONS AND AISLE/BOOTH NUMBERS 

 PAYMENT AND FLOORPLAN ARE REQUIRED TO COMPLETE ORDER 

 OCCC ELECTRICIANS ARE NOT REPONSIBLE FOR POWER DISTRIBUTION 
INSTALLED BY OTHERS. LABOR CHARGES WILL APPLY FOR SERVICE CALLS 

 THERE MAY BE ADDITIONAL CHARGES FOR RENTAL OF UL CERTIFIED PLUGS 
 ALL UNRETURNED RENTAL PLUGS WILL RESULT IN A $150 CHARGE  

Payment Information 
 Order MUST be paid in full before services are provide   

 Absolutely NO purchase orders will be accepted 

 Orders without payment and/or floorplan will NOT be processed and 
service will be withheld.   

 ONLY Visa, MasterCard, American Express, Company Checks, and Wire 
Transfers are accepted forms of payment 

 Orange County Convention Center Taxpayer Identification Number (TIN) is 
59-6000773.  

Amount Enclosed: $     Company Check or Money Order (Made Payable to Orange County Convention Center, $USD, US Bank)                
Please complete all areas below.  The Center reserves the right to decline acceptance of any card-not-present credit card transaction at its discretion. Please note 
that we will be contacting your bank to verify that you are able to make these charges.  

Security ID Code:         Visa  MasterCard   American Express 
 
Account No.         Exp. Date                       

Card Holder Name (Please Print)                        

Authorized Signature            

Credit Card Billing Address:     City:   State:       Zip:   

FOR OFFICE USE ONLY 

208 VOLT ELECTRICAL SERVICE ORDER FORM 
 

mailto:exhibit.services@occc.net
http://www.occc.net/exhibitor/default.asp


 

 
2011 SERVICE PLACEMENT PLOT 

 

 
 

Show Name:   FETC 2011      

 
Exhibiting Company:                            
 
Booth Number:                   Booth Size:                       
 

Use the squares to indicate the dimensions of your booth size 
Mark where you need your utilities / service 
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Adjacent Booth / Aisle # __________________ 
 

Adjacent Booth / Aisle # __________________ 

 



Cancellation & Modification Policy: 
 
Notification of cancellation must be received in writing a minimum of fourteen (14) calendar days prior to the 
scheduled first move in date to receive a full refund less a $35.00 administrative fee. 
 
Changes, additions or modifications to incentive rate orders received after the 21-day incentive rate deadline are 
subject to base rate. 
 

The Center will not refund overpayments, except sales tax, in an amount less than $15.00, unless specifically 
requested in writing. 
 

Credit will not be given for services provided and not used. 

ELECTRICAL SERVICE ORDER FORM 

 2011 CONDITIONS AND REGULATIONS 

 
ELECTRICAL SERVICE CONDITIONS AND REGULATIONS 

 
120 VOLT, A.C., SINGLE PHASE, 60 CYCLE 
208 VOLT, A.C., SINGLE PHASE, 60 CYCLE 
208 VOLT, A.C., THREE PHASE, 60 CYCLE 

480 VOLT, A.C., SINGLE AND THREE PHASE 
 

1. All equipment regardless of source of power must comply with the National Electrical Code, all Federal, State, and Local 
Safety Codes.  

2. Use of open clip sockets, latex or lamp cord wire, unapproved duplex or triplex attachment plugs in exhibits is prohibited.  

3. Permanent building electrical outlets are not a part of booth space and are not to be used by exhibitors unless specified 
otherwise.  

4. Under NO circumstances shall anyone other than "house electrician" make electrical connections to house equipment.  

5. Special equipment requiring company engineers or technicians for assembly, servicing, preparatory work, and operation 
may be executed without a house electrician; however, all service connections and overload protection to such 
equipment must be made by a house electrician only.  

6. All equipment must be properly tagged or marked with complete information as to the type and/or amount of current, 
voltage, phase, frequency, horsepower, etc. required.  

7. All material and equipment furnished by the Center for this service order shall remain the property of the Center and 
shall be removed ONLY by the Center at the close of the show.  

8. Unless otherwise directed, Center electricians are authorized to cut floor coverings to permit installation of service.  

9. All exhibitors 120 VOLT cords must be of the 3 wire, grounded type. All exposed non-current carrying metal parts of fixed 
equipment, which are liable to be energized, shall be grounded.  

10. The Center reserves the right to refuse connection to any exhibitor whose equipment is deemed unsafe by Center's 
electrical supervisors.  

11. Incentive orders will receive priority service.  

12. Prices are based upon current wage rates and are subject to change without notice.  

13. All payments MUST be paid in full before services are provided. Onsite orders are subject to a 50% increase over the 
base rate. 

14. The exhibitor releases, waives and holds harmless the Center it officers, employees and agents for any liability, claims, 
and damages arising out of any of the services or equipment provided herein.  The exhibitor shall indemnify the Center 
for any bodily injury or property damage resulting from any negligent act or omission of the exhibitor, its officer, 
employees or agents. 

15. Claims will NOT be considered unless filed by Exhibitor before the close of show at the Service Desk. 

16. Obstructions blocking utility floor boxes are subject to relocation as necessary.  

17. The Center will charge time and materials for exhibitor or appointed contractor installed cords, which require 
troubleshooting and/or redistribution.  

18. All electrical services are to be billed to the next greatest wattage; i.e. 15amp 208v single phase = 20amp 208v single 
phase.  

Services requested on this form are for the single event listed. 
 
 

 
 
 

 
 
 
 
 
 
 
 

 



2011 CABLE SERVICE ORDER FORM 
 

PLEASE PRINT OR TYPE: Bolded fields are required for processing. 
 

NAME OF EVENT:  FETC 2011        BOOTH:   

 
BOOTH SIZE:   X   BOOTH TYPE:  ISLAND  INLINE       PENINSULA       
 
EXHIBITING COMPANY:      PHONE:                         EXT.    
 
ADDRESS:        FAX:       

 
      CITY:     STATE/PROVINCE:     ZIP:    COUNTRY:  ___ 
 

AUTHORIZED PERSON:                            EMAIL:      ___     
 

 
IF USING AN EXHIBIT HOUSE, PLEASE INDICATE CONTACT NAME & PHONE NUMBER BELOW: 
CONTACT NAME:       PHONE:    ___________ 
 

EXPRESS MAIL TO: Orange County Convention Center                             US MAIL TO: Orange County Convention Center   
Attention:  Exhibitor Services                   Attention:  Exhibitor Services 
9860 Universal Blvd., Orlando, FL 32819-8199                   PO BOX 691509, Orlando, FL 32869-1509 

Fax (407) 685-9884 
Convention Center (800) 345-9898  Exhibit Services (407) 685-9824  

E-MAIL: exhibit.services@occc.net   WEB:  http://www.occc.net/exhibitor/default.asp 

 
                              
 *Incentive Order With Payment                                  **Base Order With Payment  
  Before January 10, 2011  After January 10, 2011  
Quantity        Cost CST Tax Unit Total        Cost  CST Tax Unit Total TOTAL 
 Standard Line Up $249.88 $36.12 $286.00 $314.54 $45.46 $360.00 $ 

 *HDTV $327.65 $47.35 $375.00 $413.28 $59.88 $473.00 $ 

 Add’l HDTV/Digital Box & Remote $170.38  $24.62 $195.00 $218.44 $31.56 $250.00 $ 

 Refundable Deposit for Box  $300.00  $300.00 $ 

GRAND TOTAL $ 

*All HDTV equipment must be returned to Exhibitor Services Desk at show close.  Unreturned equipment is subject to a 
$300.00 replacement fee.                                                                                                                                         

A TELEVISION/MONITOR IS NOT SUPPLIED.  RATE INCLUDES LABOR, INFRASTRUCTURE PATCH FEE.  CABLE SERVICE 
IS PROVIDED BY BRIGHTHOUSE NETWORKS.  THE RATE IS PER SHOW.  SEE PAGE 2 FOR CHANNEL LINEUP. 
 
FOR EXACT PLACEMENT, ATTACH A SCALED DIAGRAM INDICATING THE LOCATION OF CABLE SERVICE, INCLUDING 
BOOTH NUMBER AND SURROUNDING AISLE NUMBERS FOR ORIENTATION. 
 
IF DRAWING IS NOT PROVIDED THE CENTER WILL INSTALL THE SERVICE IN THE MOST CONVENIENT LOCATION AND 
CHARGES WILL APPLY FOR RELOCATION.  LABOR CHARGES WILL APPLY FOR SERVICE CALLS. 
 

 ALL PRICES ARE SUBJECT TO CHANGE WITHOUT NOTICE. 
 ALL PAYMENTS MUST BE MADE IN FULL by check, cash, money order or credit card, payable in US dollars, 

before services are provided. 

Payment in full must be received before service is provided.  
 

Orange County Convention Center Taxpayer Identification Number (TIN) is 59-6000773. 

FORM OF PAYMENT:  Remit to Orange County Convention Center. 

    Company Check or Money Order in the amount of $ ____________         Visa     MasterCard      American Express 
(Made Payable to Orange County Convention Center, $USD, US Bank)                                             

 

Please complete all areas below.  Incomplete requests will be rejected.  The Center reserves the right to decline acceptance of any card-not-
present credit card transaction at its discretion. Please note that we will be contacting your bank to verify that you are able to make these 
charges.    
Account No.        Exp. Date                        

Name (Please Print)                         

Authorized Signature         Date       

Credit Card Billing Address:           

Security ID Code:    

  
Cancellation Policy: Notification of cancellation must be received in writing a minimum of fourteen (14)   
Calendar days prior to the scheduled first move in move in date to receive a full refund less $35.00 
administrative fee. 

FOR OFFICE USE ONLY 

mailto:exhibit.services@occc.net
http://www.occc.net/exhibitor/default.asp


 
2011 LIGHTING SERVICE ORDER FORM 

 
PLEASE PRINT OR TYPE: Bolded fields are required for processing. 
 

 
 

NAME OF EVENT:  FETC 2011        BOOTH:   

 
BOOTH SIZE:   X     BOOTH TYPE:  ISLAND  INLINE       PENINSULA       
 
EXHIBITING COMPANY:      PHONE:                         EXT.    
 

 ADDRESS:        FAX:       
 

 CITY:     STATE/PROVINCE:     ZIP:    COUNTRY:    
  

 AUTHORIZED PERSON:        EMAIL:       
 

 
IF USING AN EXHIBIT HOUSE, PLEASE INDICATE CONTACT NAME & PHONE NUMBER BELOW: 
CONTACT NAME:       PHONE:          
 

EXPRESS MAIL TO: Orange County Convention Center                              US MAIL TO: Orange County Convention Center   
Attention:  Exhibitor Services                       Attention:  Exhibitor Services 
9860 Universal Blvd., Orlando, FL 32819-8199                   PO BOX 691509, Orlando, FL 32869-1509 

Fax (407) 685-9884 
Convention Center (800) 345-9898  Exhibit Services (407) 685-9824  

E-MAIL: exhibit.services@occc.net   WEB:  http://www.occc.net/exhibitor/default.asp 

Cost Sales Tax       Cost Sales Tax Unit Total TOTAL

4’ Track with 2 lights*  $      176.52  +  $      11.48  $      284.50  +  $      18.50  $    303.00 $

4’ Track with 3 lights*  $      205.63  +  $      13.37  $      331.45  +  $      21.55  $    353.00 $

4’ Track with 4 lights*  $      232.86  +  $      15.14  $      373.70  +  $      24.30  $    398.00 $

Add’l Track Light Fixtures*  $        56.33  +  $        3.67  $        89.20  +  $        5.80  $     95.00 $

300 Watt Pole Light**  $        92.95  +  $        6.05  $      147.41  +  $        9.59  $    157.00 $

Cost Tax Unit Total Cost Tax Unit Total TOTAL

Par Can
++

 $      266.66  +  $      17.34  $    284.00 $450.00  + 29.25  $    479.25 $

Lights Out (Per Pod) $55.00 $75.00 $

 $               60.00 

 $               99.00 

Quantity Unit Total

 $             188.00 

 $             219.00 

Track Lights *Incentive Order With Payment                                **Base Order With Payment

Before January 10, 2011 After January 10, 2011

 $             248.00 

Requires Show Mgmt 

Approval

Requires Show Mgmt 

Approval

*Price includes:  fixtures, maintenance, power, installation, removal and metal bar for placement in your booth (Please see reverse side).

** Includes Power and Installation

ADDITIONAL OVERHEAD LIGHTING (Pricing is per event)

Quantity 

       
                       

++ (1000 watt Theatrical Ceiling Light Includes Installation, Removal, Electric, and 1 Focus                    

 If refocus is required, an additional labor charge will apply. 
 Please attach blueprints, floor plans, booth diagrams, sketches or drawings with surrounding booth or aisle numbers in order to 

determine proper orientation of your booth and the location of par cans and/or track or pole lights. 
 ALL PAYMENTS MUST BE MADE IN FULL by check, cash, money order or credit card, payable in US dollars, before services 

are provided. 

Payment in full must be received before service is provided.  
 

Orange County Convention Center Taxpayer Identification Number (TIN) is 59-6000773. 

FORM OF PAYMENT:  Remit to Orange County Convention Center. NEW ONSITE ORDERS are subject to 50% Increase over the Base Rate. 

    Company Check or Money Order in the amount of $ ____________         Visa     MasterCard      American Express 
(Made Payable to Orange County Convention Center, $USD, US Bank)                                             

 

Please complete all areas below.  Incomplete requests will be rejected.  The Center reserves the right to decline acceptance of any card-not-
present credit card transaction at its discretion. Please note that we will be contacting your bank to verify that you are able to make these 
charges.    
Account No.        Exp. Date                        

Name (Please Print)                         

Authorized Signature         Date       

Credit Card Billing Address:           

Security ID Code:     

Cancellation Policy: Notification of cancellation must be received in writing a minimum of fourteen (14)   
days prior to the scheduled first move in date to receive a full refund less $35.00 administrative fee. 
ALL PRICES ARE SUBJECT TO CHANGE WITHOUT NOTICE. 

FOR OFFICE USE ONLY 

mailto:exhibit.services@occc.net
http://www.occc.net/exhibitor/default.asp


2011 AERIAL RIGGING ORDER FORM 
 

PLEASE PRINT OR TYPE: Please complete entire form for processing. 
 

NAME OF EVENT: ___FETC 2011     ______ BOOTH:    
 

BOOTH SIZE:   X     BOOTH TYPE:   ISLAND       PENINSULA       
 
EXHIBITING COMPANY:      PHONE:                     ext.   
 
ADDRESS:        FAX:       
 

    CITY:     STATE/PROVINCE:     ZIP:    COUNTRY:    
  
ONSITE AUTHORIZED PERSON:               EMAIL: ______________     _____________                
 

USING AN EXHIBIT HOUSE, PLEASE INDICATE CONTACT NAME & PHONE NUMBER BELOW: 
 

CONTACT NAME:       PHONE:      
 

EXPRESS MAIL TO: Orange County Convention Center                            US MAIL TO: Orange County Convention Center   
Attention:  Exhibitor Services                     Attention:  Exhibitor Services 
9860 Universal Blvd, Orlando, FL 32819 -8199                 PO BOX 691509, Orlando, FL 32869-1509 

Fax (407) 685-9884 
Convention Center (800) 345-9898  Exhibit Services (407) 685-9824  

E-MAIL: exhibit.services@occc.net   WEB:  http://www.occc.net/exhibitor/default.asp 

 

RIGGING LABOR RATES                                     Incentive Deadline Date: January 10, 2011 

INCENTIVE RATE- $84.00 PER PERSON/HR. (Three-person team - minimum of 1 hr in & 1 hr out) The rigging form and payment of $504.00 MUST be received 
21 days prior to the first move in day to receive incentive pricing for event. 
 

BASE RATE - $122.00 PER PERSON/HR. (Three-person team - minimum of 1 hr in & 1 hr out). All rigging forms received after the incentive deadline or on-site 
will be charged base rate for event. A payment of $732.00 is required for base rate. 
 

All labor in excess of 1 hr for installation and 1 hr for removal will be billed in ½ hr increments. There is no charge for aerial lifts used to suspend items. There is a 
charge when used for other purposes.  

After 8 hours per day and on holidays, overtime rates (time & ½ per hour) apply. 
Normal hardware to suspend items is available through the Convention Center at an additional charge (truss, electric chain hoists, aircraft cable, ropes, etc.). 
ONLY RATED RIGGING HARDWARE IS PERMITTED. 
 
AFTER ASSEMBLY OF YOUR SIGN AND BEFORE RIGGING CAN COMMENCE, THE ONSITE AUTHORIZED PERSON MUST STOP BY THE EXHIBITOR 
SERVICES DESK TO SIGN PAPERWORK. RIGGING ORDERS ARE HANDLED IN THE ORDER IN WHICH THE PAPER WORK IS SIGNED OFF AT THE 
ORANGE COUNTY CONVENTION CENTER EXHIBITOR SERVICES DESK OR AT THE DISCRETION OF THE RIGGING DEPARTMENT. 
________________________________________________________________________________________________________________________________ 

 

Rigging Install date    _  Rigging Strike date     

Dates of installation may vary depending on the quantity of orders received and how many move-in days your event may have. OCCC personnel does not 
assemble item(s). Assembly must be completed before initiating services. All rigging orders are subject to approval by the Orange County Convention Center 
and must be installed, removed and supervised by OCCC personnel. 
________________________________________________________________________________________________________________________________ 
 

Description of item (sign, banner, truss, etc.) ____________________________            

Quantity (if item are different, please attach descriptions of each)    

Type of material (wood, vinyl, cloth, steel, etc.) ___________________________ 

Size: ___________________   Weight: ______________________ 

Height desired from floor to bottom of suspended item _____________________ 

 

Does this item require power?   (Please order on electrical form and note that power is for overhead rigging only) 
                                                                
Note: The Credit Card listed below will be initially charged for the rigging labor payment as noted above when this order form is received. Additional 
charges (if any) for additional labor or normal hardware needed to suspend items will be charged separately to the card listed below. NO PURCHASE 
ORDERS ACCEPTED. PRICES ARE SUBJECT TO CHANGE WITHOUT NOTICE.  PLEASE NOTE THAT ON SITE ORDERS ARE SUBJECT TO A 50% INCREASE 

OVER THE BASE RATE. 
 

FORM OF PAYMENT - Payment must be received before service is provided.  
Orange County Convention Center Taxpayer Identification Number (TIN) is 59-6000773. 

 Company Check or Money Order in the amount of $ ____________   (Made Payable to Orange County Convention Center, $USD, US Bank)         
                                    

Security ID Code: _______________    Visa      MasterCard        American Express 

Please complete all areas below since we are unable to process incomplete information. A copy of the front of the credit card is required if tax exempt. 
 

Account No.        Exp. Date                          

Name (Please Print)                          

Credit Card Billing Address:             

Authorized Signature       Date          

Cancellation Policy: Notification must be received in writing a minimum of fourteen (14) calendar days prior to the  
scheduled first move in date to receive a full refund less $35.00 administrative fee. Prices are subject to change. 

    FOR OFFICE USE ONLY 

Will you require: 

OCCC Chain Hoist (Motors) ? _____ Quantity: _____ 

OCCC Truss? _____ Quantity: _____ 
 

Please contact Rigging Services at 407-685-5555 to 
discuss details or to ask questions. 

mailto:exhibit.services@occc.net
http://www.occc.net/exhibitor/default.asp
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FedEx Kinko’s Office and Print Center 

Last Minute 
Office Supplies
Did you forget your stapler? Are you out of 
tape? We stock those little things you need 
to run your booth smoothly. 

Volume Copies/ Bindery 
& Meeting Materials
Black & White or Color copies on a host 
of different papers. A variety of binding 
options, collating, trimming, hole 
punching and laminating complete the 
project to your exact specifications. 
High-speed technology meets your 

Scooter and 
Wheelchair Rental
Call Scootaround toll-free at:  
1-888-441-7575 www.scootaround.com 
Rentals available for pickup at 
FedEx Kinko’s Office locations. 
Scooters $50 day 
Wheelchair $20 day.

Office Equipment 
Rentals
Full Size Copier, Desktop Printer, Fax 
and Shredder rentals available. 2 days 
notice required. Please call for a quote. 

Fast Service 24/7
Our convention clients have very 
demanding time frames. That’s why many 
of our services are available 24 hours a 
day and ALL of our services are available 
at one speed—FAST! 

Computer
Workstation Rentals
We offer workstations for rent by the hour 
with printers, and high-speed internet 
access to check your email, do web 
research or download data from ftp sites. 

FedEx Kinko’s Office and Print Center:  Open 7 days a week 8am-5pm l    9800 International Drive  Orlando, FL 32819
Phone: 407-363-2831 l    Fax: 407-363-4731    l Email: usa3996@fedexkinkos.com  l   www.fedexkinkos.com 

Signs & Graphics
Oversize color prints up to 60" wide. Black 
& white prints up to 36" wide. We'll work 
from your disk, transparency or traditional 
flat original. Our finishing options include 
dry mounting to a variety of surfaces and 
laminating as well as Banner Stands and 
much more... 

Mailing Service
Complete mailing services available to 
expedite your shipping needs. For your 
convenience, Ground and Overnight 
services available. Ship directly to our us, 
we’ll hold and have your packages available 
for you when you arrive. 



FedEx Kinko’s Office and Print Center 

Last Minute 
Office Supplies
Did you forget your stapler? Are you out of 
tape? We stock those little things you need 
to run your booth smoothly. 

Volume Copies/ Bindery 
& Meeting Materials
Black & White or Color copies on a host 
of different papers. A variety of binding 
options, collating, trimming, hole 
punching and laminating complete the 
project to your exact specifications. 
High-speed technology meets your 

Scooter and 
Wheelchair Rental
Call Scootaround toll-free at:  
1-888-441-7575 www.scootaround.com 
Rentals available for pickup at 
FedEx Kinko’s Office locations. 
Scooters $50 day 
Wheelchair $20 day.

Office Equipment 
Rentals
Full Size Copier, Desktop Printer, Fax 
and Shredder rentals available. 2 days 
notice required. Please call for a quote. 

Fast Service 24/7
Our convention clients have very 
demanding time frames. That’s why many 
of our services are available 24 hours a 
day and ALL of our services are available 
at one speed—FAST! 

Computer
Workstation Rentals
We offer workstations for rent by the hour 
with printers, and high-speed internet 
access to check your email, do web 
research or download data from ftp sites. 

FedEx Kinko’s Office and Print Center:  Open 7 days a week 8am-5pm l    9800 International Drive  Orlando, FL 32819
Phone: 407-363-2831 l    Fax: 407-363-4731    l Email: usa3996@fedexkinkos.com  l   www.fedexkinkos.com 

Signs & Graphics
Oversize color prints up to 60" wide. Black 
& white prints up to 36" wide. We'll work 
from your disk, transparency or traditional 
flat original. Our finishing options include 
dry mounting to a variety of surfaces and 
laminating as well as Banner Stands and 
much more... 

Mailing Service
Complete mailing services available to 
expedite your shipping needs. For your 
convenience, Ground and Overnight 
services available. Ship directly to our us, 
we’ll hold and have your packages available 
for you when you arrive. 



CONTACTS 
FedEx Kinko’s Office Business 

Center

Open 7 days a week 8am-5pm 

9800 International Drive 
Orlando, FL 32819 

Phone: 407-363-2831 
Fax: 407-363-4731 

Email: usa3996@fedexkinkos.com 

Your Onsite Contacts: 

Kelly Talamantes
Center Manger 

Cell: 407-616-6130 
E:Kelly.Talamantes@fedexkinkos.com 

Velena Harris 
Assistant Manager 

Justin Thompson 
Assistant Manager 

Mark A. Thompson 
Convention Sales Manager 

Office: 407-685-5544 
Cell: 321-297-6598 

West Concourse Location 



`

Method of payment must be submitted at time of order 

ITEM DESCRIPTION WEEKLY IMPRESSION $

Cash Register ................................... Small Manual Register..........................$ 200.00 ....................... N/A
Fax..................................................... Desktop Plain Paper Fax ......................$ 300.00 ....................... N/A 
Shredder ........................................... 24 sheets cross cut...............................$ 325.00 ....................... N/A 
Desktop Copier................................. 24 PPM Auto Feeder .............................$ 370.00 ....................... N/A
Low Speed ........................................ Copier 30 PPM Auto Feeder.................$ 735.00 ....................... 04/ea. First 1,000 Comp 
Mid Speed Copier............................. 50 PPM collate/staple/duplex...............$ 880.00 ...................... 04/ea. First 2,000 Comp 
Mid/High Speed Copier .................... 75 PPM collate/staple/duplex.............$ 1335.00 ....................... 04/ea. First 3,000 Comp 
High Speed Copier ........................... 92 PPM collate/staple/duplex.............$ 1650.00 ....................... 04/ea. First 5,000 Comp 

Guest Must be Present at Delivery and Pickup Times, to SIGN for Equipment and Verify Machine Counts! 

All Rentals Include: 
• Proper key-op instructions for operators, • All copiers have digital capabilities - networking fees may apply 
 including clearing paper jams • 24 hr. 7 days a week service at no charge 
• Two hour on site response to all service situations • Staple containers will be full, toner supplied for entire rental 
• All copier drawers full with 20# white paper • Additional cases available at $75.00 or $9.00 per ream 
• Delivery fee included in rental - Additional charges  
  may apply on Sundays and additional moves 

Client Must Have Power Supplied According to Specifications Listed Below: 
  Desktops = Standard wall circuits 110 volts 15 amps 
  Mid Speed = 110 volts 15 amps. Must be dedicated circuit. 
 Mid/High = 100 volts 20 amps. Must be dedicated circuit 
 High Speed = 30amp 220v . Must be dedicated circuit. 

Please Sign below and attached Credit Card Authorization Form to confirm order 

  _____________________________________________________ _____________________________ 
  Signature Date 

PLEASE FAX BACK: 407-363-4731    Attn:  Kelly Talamantes, Center Manager FedEx Kinko’s Office  
*6.5% Florida sales tax is not included in any of the pricing or quotes listed above.

Weekly Equipment Rentals 

Delivery 
Date Qty Pick Up 

Date Equipment Location Price



CONTACTS 
FedEx Kinko’s Office Business 

Center

Open 7 days a week 8am-5pm 

9800 International Drive 
Orlando, FL 32819 

Phone: 407-363-2831 
Fax: 407-363-4731 

Email: usa3996@fedexkinkos.com 

Your Onsite Contacts: 

Kelly Talamantes
Center Manger 

Cell: 407-616-6130 
E:Kelly.Talamantes@fedexkinkos.com 

Velena Harris 
Assistant Manager 

Justin Thompson 
Assistant Manager 

Mark A. Thompson 
Convention Sales Manager 

Office: 407-685-5544 
Cell: 321-297-6598 

E: Mark.Thompson@fedexkinkos.com 

North & South Concourse Locations 



BUILDING 

W

N

S

Payment Authorization Form 

Please provide the following information with each order placed. Turnaround time subject to order size. 

 Are You Tax Exempt in Florida: �  YES      �  NO (If yes send Tax Certificate)

 Onsite Contact Name:_______________________________________    Onsite Phone:   _______________________________________ 

 Event Name:   ________________________________________  Show Office: _________________________________________ 

 Show Dates : ________________________________________    Delivery Location: _____________________________________ 

 Date Files Received: _______________________________________   Date of Completion: ___________________________________ 

PLEASE SEND ALL FILES IN PDF FORMAT Instructions
This form authorizes FedEx Kinko’s Office to charge the following credit card / CAS account for services performed. 
Complete this form and fax it to FedEx Kinko’s Office at : 407-363-4731.



Turn around times will be subject to order size. 

Black & White Copies 
$0.20 per single sided impression 20 # Bond Paper (8.5 x 11, also available in 3HD or 8.5 x 14) 
$0.40 per single sided impression 20 # Bond Paper (11 x 17) 
$0.23 per single sided impression Pastel, Bright Paper (8.5 x 11 or 8.5 x 14 
$0.32 per single sided impression Resume, Executive Paper & Cardstock (8.5 x 11) 
$0.43 per single sided impression Resume Cardstock (8.5 x 11) 
$2.49 per single sided impression Enlargement and Reduction 
$1.00 Black & White Transparencies (letter) 

Color Copies & Services
$1.69 per single sided impression 28 lb. laser (8.5 x11 or 8.5 x14) 
$0.25 add per single sided impression Laser Cardstock 
$3.38 Tabloid 11x17 
$0.50 add per single sided impression Laser Cardstock 
$2.49 Color Transparencies 

Finishing Services
$0.05 Machine Stapling, per staple 
$0.25 Hand Stapling, per staple 
$0.25 Hand Folding, per fold 
$0.25 Collating, per page 
$0.25 Inserting, per item 
$2.00 Cutting, per cut 
$3.00 Lamination per square foot - $0.50 additional for trimming 
$0.75 Lamination, luggage tag - $0.50 additional for loop or clip 

Binding
$4.95 Spiral (Comb) Tape, Velo Binding with Clear Covers 
$3.95 Without Clear Covers 
$5.95 Coil Binding with Clear Covers 
$4.95 Without Clear Covers 
$1.00 Binding over 1 inch (add) 

Computer Workstations
$0.40 Workstation PC (per minute) 
$0.20 Laptop Computer Time (per minute) 
$0.59 Black & White Laser Prints 
$2.49 Color Laser Prints 

Fax Services
$1.50 Outgoing Local and 800 (per page) 
$2.00 Outgoing Domestic - 1st page & $1.50 each additional page 
$1.00 Incoming (per page) 
$9.95 International - 1st page & $6.00 each additional page 

Administrative Services
$120.00 per hour .......................Document Creation (1/2 hour minimum) 

All packages shipped in/out will incur a convenience handling charge. See Shipping forms for pricing.

*6.5% Florida sales tax is not included in any of the pricing/quotes listed above. Pricing subject to change with out notice. 

CONTACTS 
FedEx Kinko’s Office and Print 

Center

Open 7 days a week 8am-5pm 

9800 International Drive 
Orlando, FL 32819 

Phone: 407-363-2831 
Fax: 407-363-4731 

Email: usa3996@fedexkinkos.com 

Your Onsite Contacts: 

Kelly Talamantes
Center Manger 

Cell: 407-616-6130 
E:Kelly.Talamantes@fedexkinkos.com 

Velena Harris 
Assistant Manager 

Justin Thompson 
Assistant Manager 

Mark A. Thompson 
Convention Sales Manager 

Office: 407-685-5544 
Cell: 321-297-6598 

Business Center On-Site On-Demand Pricing 



http://www.fedex.com/us/officeprint/conventions/locations/Orlando.html

Please add our link to your Webpage 



1 4 EQUIPMENT 3 DAY RATE QTY TOTAL

Booth #

Organization $1,500.00 =

Address $1,200.00 =

City $1,000.00 =

State Zip $750.00 =

Phone $500.00 =

Email $250.00 =

$1,000.00 =

$500.00 =

$100.00 =

$50.00 =

$500.00 =

$330.00 =

$330.00 =

$300.00 =

$150.00 =

2 $90.00 =

$75.00 =

$50.00 =

AmEx #

Visa #

MasterCard # $100.00 =

$25.00 =

Name on Card $10.00 =

Expiration Date $10.00 =

$600.00 =

$350.00 =

$300.00 =

$75.00 =

3 5

GRAND TOTAL

Pioneer 50" Plasma Monitor (w/ stand)

Samsung 42" Plasma Monitor (w/ 4' cart)

Toshiba 32" LCD HDTV (w/ 4' cart)

PROJECTION

NEC 20" LCD Monitor

EQUIPMENT SUBTOTAL

20% AFTER DEADLINE FEE (if applicable)

QUESTIONS????? CALL TRENT TURCHI @ 800-686-9987
TOTALS

On-Site Contact

Samsung NEC 65" LCD Monitor (w/ stand)

4 Channel Microphone Mixer

Pickup Time 2:30p Shure Wireless Lavalier Microphone

DELIVERY WILL BE DELAYED 3 HOURS IF NO ONE IS PRESENT

Orders received without payment will be returned.

100% Cancellation Fee for less than 24 hours notice. DELIVERY/PICKUP $75.00

CD Player (w/ 3' cart)

Shure Microphone (w/ floor stand)

Thursday, February 3rd Shure Wireless Handheld MicrophonePickup Date

Special Comments

OR HP Compaq Laptop Computer

25' AC Cord

Indianapolis, Indiana 46218

email: tturchi@markeys.com

Payment is due upon ordering of equipment.

Mail Form and Payment To: Markey's Rental & Staging

att: Trent Turchi

FETC 2011
February 1st-February 3rd, 2011

EXHIBITOR ORDER FORM
Orange County Convention Center

EQUIPMENT & LABOR SUBTOTAL

6.50% ORLANDO SALES TAX (.065)

TOTAL COST FOR YOUR ORDER20% Fee for orders received after deadline date. (Jan. 15th)

PLEASE SIGN AND DATE BELOW

All cancellations and changes must go through Trent Turchi.

Someone must be present at your booth to accept delivery.

We understand and agree to the terms listed above.

All orders contigent upon equipment availability.

On-Site Phone

PAYMENT INFORMATION

Delivery Date

DELIVERY MUST INCLUDE A 3 HOUR TIME FRAME

Delivery Time

Panasonic 720 Projector (2200 lumens)

Monday, January 31st

Ordered By

ORDER INFORMATION

25' VGA Computer Extension Cord

MISCELLANEOUS

Flipchart (w/ pad of paper and two markers)

Laptop Sound Port

Company Check (no personal checks please)

2365 Enterprise Park Place

Credit Card (please fill out below)

MUST BE PRESENT AT BOOTH TO ACCEPT DELIVERY

TERMS OF AGREEMENT

SIGNATURE OF CARDHOLER BELOW

fax: 317-781-4110

Multiple Outlet Power Strip

COMPUTERS

HP Laserjet Printer

VIDEO PLAYERS

direct: 317-780-3993

HP Compaq Desktop Computer

Keyboard / Mouse

MONITORS

Panasonic LB60 Projector (3200 lumens)

100W Mackie Powered Speaker (w/ stand)

AUDIO

NEC 52" LCD Monitor (w/ stand)

5' Tripod Screen (with skirt)

Countryman Wireless Headset Microphone

Panasonic DVD Player (w/ auto repeat)



Dear Exhibitor:

CompuSystems, the show’s official registration provider, also offers a suite of lead retrieval 
products and services designed to help you maximize the return on your investment from 
exhibiting and turn qualified buyers into sales.  This comprehensive approach to lead management 
will connect you with attendees both during and after the show.

Onsite, CompuLEAD lead retrieval products are designed to help you quickly and effectively 
capture and qualify leads on the show floor.   Using lead retrieval to capture sales leads in your 
booth enables you to qualify leads with follow-up action codes, eliminates hand-keying leads 
into your database for quicker lead follow-up and gives you access to complete demographic 
information on attendees you wouldn’t otherwise receive 
collecting business cards.  

When the show ends, exhibitors that used a CompuLEAD 
device also have access to BuyerConnect, our premier post 
show follow up service.  You can send follow-up emails to your 
lead list, print mailing labels and generate reports to measure 
ROI – all for FREE!

Use the following order forms to learn more and sign up for 
these valuable services today.  If you have any questions, one 
of our knowledgeable exhibitor services representatives is 
standing by to help you place your order.

Have a Great Show!

CompuSystems

Think Big Picture!
Get the most out of your 

trade show investment!  Use 

our products and services to 

capture and qualify attendees 

on the show floor and 

promptly follow up on your 

leads when the show ends.

Can you afford not to 
take advantage of these 
valuable services?

Ordered a CompuLEAD lead retrieval device to capture and qualify my sales leads onsite

Used BuyerConnect to promptly follow-up with my sales leads

Checklist

ORDER ONLINE 
www.compusystems.com/order

For assistance (inside the U.S.)  
call toll-free: 866.600.LEAD (5323)

For assistance (outside the U.S.) 
call: +1 708.786.5565

CompuSystems
Lead Management
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Contact Name/Title Company Name  Booth # (Required)

Address 

City State Zip Code Country

Phone Onsite Cell Fax

E-mail  Alternate E-mail (to receive leads post-show)

PAYMENT:  Check (payable in U.S. funds to CompuSystems; order form must accompany check)  
  Visa     MC     Amex            

Credit card deposit required for all rentals. Card will not be charged unless unit is damaged or not returned on time.

By completing the Lead Retrieval Order Form, you agree to be held liable for the return of the CompuLEAD unit and it’s accessories. If the unit is not 

returned within 1 hour after the show floor closes, a $100 late fee will be charged to the credit card used for deposit. If the unit is not returned or returned 

damaged, a $1500 replacement fee will be charged.  If the CompuLEAD keyboard is not returned, a $50 replacement fee will be charged.  If the GPRS 

Modem, provided with the Real-time leads option, is not returned a $500 replacement fee will be charged.  If the unit or accessories are subsequently 

returned to CompuSystems, the fees may be reduced by CompuSystems. You, not CompuSystems or Show Management, are responsible for the proper 

use and safekeeping of the equipment.

ORDER ONLINE AND SAVE $10.00  
www.compusystems.com/order

Fax credit card orders to: 

708.344.4444

Mail orders to:  

CompuSystems, Inc. 

P.O. Box 604 

Brookfield, IL 60513, USA

For assistance (inside the U.S.)  
call toll-free: 866.600.LEAD (5323)

For assistance (outside the U.S.) 
call: +1 708.786.5565

You will receive an order  
confirmation 5-7 days after  
your order has been processed. 
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Delivery, Setup & In-booth training for your staff (08)

 Subtotal  $ ____________

 Sales Tax 6.5%  $ ____________

Processing Fee $ ____________
No processing fee with online order.

 TOTAL  $ ____________

10.00

Save time with delivery/setup, and educate your booth 

staff on how best to use the lead retrieval equipment.

 PRICE       QTY

Early Bird  $500  ________
Advance  $520  ________
Standard  $545  ________

Mobile  (113)

Pro (172) 
PRICE       QTY

Early Bird  $425  ________
Advance  $450  ________
Standard  $475  ________

 PRICE       QTY

Early Bird  $430  ________
Advance  $455  ________
Standard  $475  ________

Desktop  (101)

Printed leads includedEverything you need to capture and 

qualify leads extensively, analyze your 

show ROI, and follow up on your leads 

quickly and effectively.

CompuLEAD Qualifier Package BEST VALUE!

CompuLEAD Pro Package
Manage your leads like a pro using your 

own computer! Qualify prospects more 

extensively than any other product.  

Comes equipped with our powerful 

LEADlink + lead management software.

time of scan

FREEFRFRFRFRFREEEEEEEEEE
BuyerConnect
with every order

see page 2

CompuLEAD 
Lead Retrieval Order Form

FETC 2011
February 1-3, 2011

Orange County Convention Center, Orlando, FL

Available Enhancements*
 PRICE QTY

Custom Qualifiers [18] $  75 ________  

 PRICE       QTY

Early Bird  $400 ________
Advance  $425  ________
Standard  $450  ________

CompuLEAD Mobile (13)

Includes Express Pickup Service for 

reduced wait-time onsite!

Available Enhancements*
 PRICE QTY

Keyboard [03] $  30 ________
Custom Survey [06] $100 ________

CompuLEAD Desktop (01)

PRICE       QTY

Early Bird  $325  ________
Advance  $350  ________
Standard  $375  ________

Electronic Leads Option (103)

$80

NEW! CompuLEAD Smart iPhone App (173)

Download our lead retrieval app and 

use your own iPhone to capture and 

qualify leads anywhere at the show.

app and receive full contact 
information instantly

any time via BuyerConnect 

PRICE QTY

$425 ________  

Card Number Expiration Date

Cardholder Name Cardholder Signature

*Any desired customizations must accompany form Requires 110v AC Circuit

Join the CompuLEAD
Users Group

 PRICE QTY

Custom Qualifiers [05] $  75 ________  
Real-Time Leads [15] $  50 ________  

 EARLY BIRD DEADLINE: 12/20/10  ADVANCE DEADLINE: 01/03/11ORDER ONLINE & SAVE $10.00 –  www.compusystems.com/order

NO REFUNDS AFTER 01/14/11
No refunds on CompuLEAD Smart

*Please submit list of qualifiers at time order is placed.



Options to enhance your
Lead Retrieval Order
Custom Lead Qualifiers — Qualify your prospects in ways that are unique to your 

your order.  Option for Desktop & Mobile.

Custom Survey — Survey questions allow you to qualify your prospects and customize 

your post-show follow-up effort. Simply provide your survey questions with your faxed 

order, and we will program your survey to print on the paper lead form after a badge is 

scanned. Option for Desktop.

Delivery, in-booth setup and training — Have your units delivered direct to your booth. 

A CompuSystems technician will also set the machines up in your booth and train your 

staff how to use them. 

Keyboard — This valuable option allows you to take electronic notes using the 

CompuLEAD Desktop unit. Say goodbye to handwriting your notes and hello to keying 

them in!  Option for Desktop.

Real-time Leads — Your leads available in real-time via our BuyerConnect website.  

You can visit the website at any point during or after the show to view your leads and 

use our follow-up tools.  Leads can also be viewed off-site by proving your log-in 

information to anyone you choose.  Option for Desktop.

Features & Options CompuLEAD 
Smart

CompuLEAD
Desktop

CompuLEAD
Pro

CompuLEAD
Mobile

Automatic lead printout optional

Ten standard lead qualifiers

Custom lead qualifiers optional optional optional

Leads contain visitor demographics

Receive leads in electronic format optional

Print extra copies of your leads any time

Wireless, cord-free unit that does not require electricity

Light-weight unit that fits in the palm of your hand

Electronic copy of leads automatically transferred to your PC

Edit prospects contact information as you scan badge

View, edit and sort entire prospect list at any time

Add electronic notes to records optional

Create extensive product lists with up to 3 levels of organization

Create custom survey questions optional

Survey branding capabilities

Customize with your company logo and color scheme

Free technical support — pre-show, onsite and post-show

Real-time access to leads optional

Express Onsite Pickup

Product Comparison Chart

BUYERCONNECT FOLLOW-UP SERVICES included with all CompuLEAD product rentals
Easily send a broadcast e-mail in HTML or plain text

Print mailing labels

Sort leads based on qualifiers or action codes

Analyze show Return On Investment (ROI)

Generate five reports based on various criteria from your captured leads

Take advantage of these valuable tools and turn your leads into sales!

CAPTURE & MANAGE sales leads with CompuLEAD Products!
Obtain contact information electronically from any attendee on the show floor

Qualify leads with follow-up action codes

Eliminate hand-keying leads into your CRM database for quicker follow-up

Receive complete demographic information on attendees

Don’t forget these valuable add-ons!

P.O. Box 604, Brookfield, IL 60513, USA 

E-mail: exhibitor-support@compusystems.com

www.compusystems.com

FREE!



to 21 characters long (including blank spaces).

In addition to letters and numbers, the following 

characters may be used: dashes, greater than and 

less than symbols, and plus and minus signs.

CUSTOM LEAD QUALIFIER TEMPLATE

retrieval order form, and fax this template to CompuSystems along with your order. Your lead retrieval 

01.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

02.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

03.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

04.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

05.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

06.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

07.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

08.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

09.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

10.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

11.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

12.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

13.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

14.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ 

15.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ 

16.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

17.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

18.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

19.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

20.  __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

with every unit rented:                                                        

       01    A-Lead                       06    E-mail Info

       02    B-Lead                       07    Mail Info

       03    C-Lead                       08    Have Rep Call

       Authority    In-Booth Action

       05    Decision Maker          10    Gave Demo        

Standard Lead Qualifiers                     

lead retrieval unit prior to show start. For 

will be printed and placed in a viewing tray 

onboard the unit; the remainder will be 

printed and given to you. For CompuLEAD 

Mobile, you will be able to view your list of 

Use this template to create 

your own custom codes, which 

will replace the  standard 

qualifiers listed above. Please 

keep a copy for your records.

If you need additional space beyond what this template 

allows, you may attach a separate sheet of paper to this 

form continuing the number sequence.

Show Name ____________________________________

Company Name ____________________________________

Booth Number ____________________________________Fax with your order form to: 708.344.4444



Notes:  
1. For your convenience we will use this authorization to charge 

your credit card for any additional amounts incurred. 
2. Smart City’s Federal ID is 22-3784037. 
3. Smart City accepts payment in US dollars, Checks drawn on a 

US bank or the following credit cards: (AMEX, VISA, MC).  
Make all checks payable to: Smart City. 

4. Installations are due 24 hours prior to show opening. 
5. Attach any required additional floor plans / diagrams. 
6. The choice of Internet Service Provider (ISP) is at the sole 

discretion of Smart City. 
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7. Smart City is the exclusive provider of all voice, wired and wireless data 
services.  Wireless Devices not authorized by Smart City are strictly 
prohibited.  Anyone wishing to showcase wireless products must contact Smart 
City three weeks in advance of their show to investigate the potential of Smart 
City engineering a customized cohesive network operating without interference. 

8. Rates listed include a single IP address, bringing the service to the booth in the 
most convenient manner and does not include computer equipment, NIC card, 
TCP/IP software or power to the booth. 

9. 10Mbps and less service are provided on 10Mbps Ethernet based connectivity 
with RJ-45 jacks for each connection ordered. 

10. T-1 / DS-3 orders must be placed 45 days prior to move-in date. 
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    EXHIBITOR NETWORK SERVICES 
Company Name 

      
Booth / Room 

      
Show Name        

      
Billing Name 

      
Show Dates 

   /    /      To      /    /    

Billing Address 
      

Incentive Order Deadline: 
(see item # 4 and notes below) 

City, State/Country, Zip 
      

E-Mail 
      

Contact 
      

Telephone Number 
(         )         -       

Fax Number 
(         )         -       

Credit Card No. 
      

Expiration 
       / 

Cardholder Signature (1) 
      

Print / Type Cardholder Name
      

 

Description of Service  Type  QTY Incentive Base + Deposit Total 

1. Standard Line Services ( 10-Base-T ): 
   a. Shared Ethernet Service (Single Public IP address) SE     $ 1,295 $ 1,545        

   b. Additional Public IP Address / Device (Ethernet) IA-S     $    125 $    150        
   c. Shared EtherNAT Service (Single Private IP address) NE     $    995 $ 1,245        
   d. Additional Private IP Address / Device (EtherNAT) IA-N     $    125 $    150        
   e. Rapid Data T-1 Internet Services (Includes 29 IP addresses) TS     $ 5,900 $ 6,150        
   f. Wireless Internet (up to 256 Kbps)                              (See Note 7) WI     $ 1,000 $ 1,250        
   g. Additional Wireless Connection (up to 256 Kbps)      (See Note 7)  WI-A     $    650 $    900        
2. Equipment Rental 
   a. 8 Port Hub Rental – 10 Base T H8     $    150 $    175 $    150       

   b. 24 Port Hub Rental – 10 Base T H4     $    225 $    260 $    150       
   c. Patch Cable (up to 50’) – Cat 5 PC     $      50 $      60        
3. Special Line services 
   a. T-1 Extended data circuit from D-Mark to Booth     (See Note 10) T2     $ 2,000 $ 2,250        
   b. DS-3 Extension from D-Mark to Booth                    (See Note 10) T3     $ 9,000 $ 9,250        
   c. Labor / Floor Work Fee per hour FW     (                 $      75               )       
   d. Point to Point Networking / Special Configurations / Engineering MI     (Call 888-446-6911 for quote)       
   e. Special Quote – Attachment A or SOW (if applicable) MI     (Call 888-446-6911 for quote)       
4. Move – In / On Site order fee of $250 per line (if ordering service after show move-in has started).    x  (number of lines)        
5. Distance Fee of $500 for each line outside the Convention Building (on campus).       ( $ 500 )  x  (number of lines)       
 SUBTOTAL       
Unused portions of deposits returned with final billing. ESTIMATED 10% TAX / FEES DEPOSIT = SUBTOTAL x 10%       
TOTAL PAYMENT MUST ACCOMPANY ORDER.  Credit Card users may fax order to 702-943-6001 GRAND TOTAL       

 

** Incentive Price applies to orders received With Payment, 21 days prior to the 1st day of show move-in. ** 
 

 
 
 
 
 
 
 
 
 
 

******   Credit card authorization must be on file for all Services and applicable Taxes / Fees.   ****** 
 

Customer Acceptance of Terms and Conditions:_________________________________ Date:________ 
 

FOR SMART CITY 
USE:        

Type of Service: 
      

Exhibitor No. 
 2010 - 075 -  

      Payment Rec’d:  
      

Special Instructions:  
      

      

 CSR:           Date:       

Indicate location in Booth with an X. 
                                           Aisle #__________      
Island                                           
 
Standard   
Important! !                  Aisle #__________        
Include floor plan w/orientation.  A move 
fee starting at $ 200 per line may apply to 
relocate the circuit after it is installed. IP Address  

      
Subnet 
       

Gateway  
      

Primary DNS 
      

Secondary DNS 
      

 
 
 

SMART CITY 
5795 W. BADURA AVE, SUITE 110    
LAS VEGAS, NEVADA 89118 
888-446-6911 
702-943-6001 (FAX) 
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OCCC (Exhibitor) – Network Svc 
 

LIMITATION OF LIABILITY 
 
Except for claims for physical injury to persons, Smart City and its suppliers or subcontractors will not be liable for any special, or consequential damages or for loss, 
damage or expense directly or indirectly arising from customer's use or inability to use the system either separately or in combination with other equipment or software 
or for commercial loss of any kind (including loss of business profits) based upon breach of warranty, breach of contract, negligence, strict tort or any other legal theory 
whether or not Smart City or its suppliers or its subcontractors have been advised of the possibility of such damage or loss. Some states do not allow limits on 
warranties or on remedies for breach in certain transactions, in such states; the limits in this section may not apply.  In no event shall liability exceed a refund of 
amounts actually paid to Smart City by company for their network attachment. 
 
(1) All Exhibitor Contracts are solely between Smart City and the prospective Exhibitor; (2) Smart City is not the employee, agent, or partner of the Facility; (3) The 
Facility is not a party to, nor shall it have any obligations or liabilities whatsoever to any Exhibitor, under any Exhibitor Contract, including without limitation, the 
obligation to provide any of the services covered by such Exhibitor Contract; (4) No representations or warranties are being made by the Facility with respect to any 
Exhibitor Contract or any Communications Services; (5) The right of the Exhibitor to receive any Communications Service will be terminated if this Agreement is 
terminated for any reason provided therein; and the Facility will have no obligation to continue providing such services unless the Facility elects in its sole discretion to 
continue to provide such services itself or through a third party; (6) The provisions of the Exhibitor Contract are separate and independent from the provisions of the 
exhibitor's lease space in the building and shall not affect the exhibitor's obligations under such lease and without limiting the foregoing, in no event shall any default by 
Smart City under the Exhibitor Contract or any failure with respect to any Communications Services have any effect on any Exhibitor's obligations to the Facility under 
any lease or other occupancy agreement between such Exhibitor and the Facility. 
 

TERMS AND CONDITIONS 
 
1. Payment and order must be received no later than 21 days prior to the first 

day of show move-in to obtain the Incentive / Discount Rate.  Base Rate 
applies to all orders received with payment from (1) One to (20) Twenty 
days before show move-in has started.  If ordering on site or after show 
move-in has started there is a $250.00 per circuit charge applied to the 
base rate.   

2. The prices listed on this contract do not include Federal, State, Local or 
Other Taxes and Tax surcharges.  Taxes/Tax surcharges will be included 
on your final bill.                                                                                                

3. Conditions for processing service contract / On-time Installation: 
  (a)  Payment for service must accompany contract.   (b)  Incomplete 

contract forms will delay processing, please provide all information 
requested.  (c)  Booth number(s) must be identified on face of form.  
(d)  Complete Floor Plan itemizing location of circuit(s) in booth must 
be designated on form or customer provided diagram(s) 2 days before 
move-in date.   (e)  Customer provided / ordered circuits must be 
installed and working 2 days before show move-in.   (f)  Customers 
must provide Smart City with Circuit Number and Provider’s name.  
(g)  Orders / changes received within 3 days of show move-in will be 
worked after other orders are complete. 

4. Equipment Management: 
  (a)  Exhibitors should pick up hubs, wireless devices and other rental 

equipment at the Smart City Service Desk. Unused deposits paid will 
be refunded by mail within 60 days of show close following final 
reconciliation of your bill. (b)  The exhibitor will be fully responsible 
for the protection and safekeeping of rental equipment and will be 
responsible for returning all rental equipment to the Smart City Service 
Desk by 5:00 p.m. the day following close of the show.  (c)  The Smart 
City Service Desk will be open to handle equipment rentals during 
move-in and show. 

5. Any problems should be reported to the Smart City Service Desk. 
6. Claims will not be considered unless filed in writing by Exhibitor prior to 

close of Show. 
7. Any additional cost incurred by SMART CITY to: 1) assist in trouble 

diagnosis or problem resolution found not to be the fault of SMART 
CITY or 2)  collect information required to complete the installation 
that customer fails to provide may be billed to the Exhibitor at the 
prevailing rate. 

8. Only Smart City personnel are authorized to modify system wiring or 
cabling. Material and equipment furnished by Smart City for this service 
contract shall remain the property of Smart City. 

9. Due to the cost of processing checks, any refunds due in the amount of 
$15.00 or less for checks or $5.00 or less for credit cards will not be 
refunded except on request. 

10. There will be a $25.00 service charge for all returned checks. 

12. Use of Network Connection: 
            (A)  The network attachment to be provided by Smart City may be used only 

by the directors, officers and employees of the company, its guests and its 
agents and consultants while performing service for the company and 
cannot be resold or distributed to other companies.  The services being 
provided by Smart City will facilitate communications between the 
Company’s authorized users and the entities reachable through the national 
Internet.  Users of Smart City services shall use reasonable efforts to 
promote efficient use of the networks to minimize, and avoid if possible, 
unnecessary network traffic and interference with the work of other users of 
the interconnected networks.   (B)  Users of Smart City services shall not 
disrupt any of the Smart City or other associated networks as a whole or 
any equipment of system forming part of their systems, or any services 
provided over, or in connection with any of the Smart City or other 
associated networks.  Smart City services shall not be used to transmit any 
communication where the meaning of the message, or its transmit 
distribution, would violate any applicable law or regulation or would likely 
be highly offensive to the recipient or recipients thereof.   (C)  All devices 
for which Smart City directly or indirectly provides Internet/Network 
connectivity must pay a device charge or purchase a Smart City assigned 
IP address.  

13. Wireless Specific:  The use of any wireless device that interferes with the 
facility wireless data frequency is prohibited. 

14. Internet Performance Disclaimer:  Smart City does not guarantee the 
performance, routing, or throughput, either expressed or implied, of any data 
circuit(s) connectivity with regards to the Internet and/or Internet backbones 
beyond any facility we service.   

15. Internet Security Disclaimer:  Smart City does not provide security, such as 
but not limited to firewalls etc. for any data circuit(s) we provide.  It is the sole 
responsibility of the exhibitor or customer to provide any necessary security.  
With execution of this document the Customer is agreeing to the Terms and 
Conditions of this document and will hold Smart City; its agents and contracts 
harmless for any and all liabilities arising from the use of non-secured data 
circuits. 

16. VIRUS PROTECTION REQUIREMENT – WARNING  - Smart City 
requires that all devices directly or indirectly accessing Smart City’s Network 
have the latest virus scan software, windows security updates, system patches, 
and any other technological precautions necessary to protect yourself and others 
from viruses, malicious programs and other disruptive applications.  Any device 
which adversely impacts Smart City’s Network will be disconnected from the 
network with or without prior notice at Smart City’s discretion.  The device(s) 
in question will remain disconnected from the network until all issues are 
adequately resolved.  Additional charges may apply for trouble diagnosis and/or 
problem resolution.  

    

11. CANCELLATION - Cancellations must be in writing 
a minimum of fourteen (14) days prior to the scheduled 
first show date to receive a full refund less a $35.00 
administrative fee. Additional cancellation charges will 
apply ($150 Minimum) for orders that have already 
incurred labor, material, and/or engineering costs.  
Some broadband services and special circuits cannot be 
cancelled once ordered and will incur full charges listed 
/ quoted.  Credit will not be given for service installed 
and not used. 

 Complete and Return To 
 

***  ORDERING SERVICES  ***               ***  FLOOR PLANS  *** 
 

            MAIL CHECK OR FAX PAYMENT W/ORDER AND FLOOR PLAN TO: 

             SMART CITY 
             5795 W. BADURA AVE, SUITE 110     
          LAS VEGAS, NEVADA 89118 
             (888) 446-6911      FAX  (702) 943-6001 

 
VISIT US ON THE WEB AT: WWW.SMARTCITY.COM 

 

 



 
 

 

Network Security Declaration 
 

 

Center: O r l a n d o ' s  O C C C  ( 0 7 5 )  -  F L   Company Name:       

Show:        Booth / Room #:       

  Customer / Ref #: 2010 - 075 -                     
 
The Network Security Policy implemented for this Facility requires Customer(s) adherence to several necessary precautions in order for 
Smart City to maintain a healthy, viable network for all Customers.  This declaration of compliance with the security requirements as 
noted herein is an acknowledgement of Smart City’s filtering policies and must be completed, signed by an authorized Customer 
representative and mailed or faxed to Smart City prior to the requested network service(s) being activated for Customer’s usage.   
 

Network Security Policy: 
 

Smart City requires that all devices directly or indirectly accessing Smart City’s network(s) have the latest virus scan software, 
Windows® security updates, system patches, and any other technological precautions necessary to protect the Customer(s) and others 
from viruses, malicious programs, and other disruptive applications.  Any device(s) which adversely impacts Smart City’s network(s) may 
cause service interruptions to Customer(s) which can lead to disconnection of the Customer’s equipment from the network(s), with or 
without prior notice at Smart City’s sole discretion.  The device(s) in question will remain disconnected until all issues are adequately 
resolved.  All charges will apply and no refunds will be given.  Additional charges may apply for trouble diagnosis and / or problem 
resolution.   
 
Smart City has implemented filtering policies on all Internet routers.  These filters block all inbound Internet Control Message Protocol 
(ICMP) -- Ping, Traceroute, etc. -- destined to any Smart City Network(s).  Smart City understands that Ping and Traceroute are valuable 
troubleshooting tools; therefore Smart City’s Policy does allow ICMP (Ping & Traceroute) packets sourced from any Smart City 
network(s).   
 
Further, to avoid infection by common Internet worms (Nachi, MSBlaster, LoveSAN, etc.), Smart City has implemented similar filters on 
the following TCP and UDP port numbers:  UDP – 137, 138, 402, 1434 and TCP – 135, 139, 402, 445, 4444. 
 
Customers requiring inbound or outbound access to any of the filtered ports, should contact a Smart City customer service 
representative in advance of the event with details of  the specific requirements so that Smart City may consider the potential of a 
customized alternative. 
 
Each Customer’s business is important to Smart City and with advanced and timely notification of a Customer’s needs we are confident 
that we can provide network services that perform as expected for all clients.   
 
***   Please inform all show site personnel about the importance of Smart City’s Network Security 

compliance issues   *** 
***   Services are activated after Smart City is in receipt of this signed declaration of compliance with our 

network security requirements   *** 
 
Are You Renting Computers?         YYeess        NNoo  Rental Company Name:       
 
Rental Company Contact:         Contact Number:       
 
Device(s) Operating System:        Total # of Devices:       
 
Type of Anti-Virus Software Installed:    Norton        McAfee     Other:       
 
Virus Scan Last Updated:         Security Updates Last Performed:       

     Date                           Date 
 
With execution of this document the Customer hereby attests that Customer provided equipment, which will be connected to Smart City’s 
network(s) at the above noted Facility and Show / Event has been properly protected, contains anti-virus software, and the latest 
patches and security updates have been installed.  Customer(s) also accepts the responsibility for the performance of Customer’s 
equipment and understands the conditions placed on service delivery by this document as well as the potential that additional charges 
may be incurred should Customer’s equipment be found to adversely impact Smart City’s network(s) performance.  The Customer 
acknowledges that this Network Security Declaration is part of the Customer Contract allowing Smart City to provide requested 
service(s) and is subject to change without notice.  
 
             
Signature             Date 
 

             
Printed Name             Title 
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Wireless Performance Declaration 
 

 

Center: O r l a n d o ' s  O C C C  ( 0 7 5 )  -  F L   Company Name:       

Show:        Booth / Room #:       

  Customer / Ref #: 2010 - 075 -                     
 

Overview  
 
Smart City is the exclusive provider for wired and wireless services for the Facility and has in operation a wireless 
802.11 a / b / g system.  The wireless service offers Internet access at speeds up to 256K servicing Customers as 
well as attendees.  The actual maximum bandwidth available depends on how many users are accessing the 
network simultaneously at any given time.  Routers, Streaming Applications, VoIP, DHCP, NAT or Proxy Servers are 
not allowed with this connection.  Smart City can engineer custom dedicated network(s) to accommodate such 
special requests. Please call for quote. 
   
Wireless is an entry level service ideal for web surfing and checking web based email. Smart City’s Wireless Network 
can be accessed throughout the Facility by using a Wi-Fi® compatible 802.11 a / b / g network card or one of our 
rental bridge units (limited quantity of bridge units, call for availability). 
 
Wireless service is inherently vulnerable to interference from other devices that transmit similar radio frequency 
signals or that operate within the same frequency spectrum.  Smart City cannot guarantee that interference will not 
occur.  Smart City does NOT recommend wireless service for mission critical services such as product presentation 
or demonstrations.  For demonstrations or to present products and other mission critical activity, via the Internet, 
Smart City highly recommends Customer(s) purchase hardwired services such as Shared Ethernet, Shared 
EtherNAT or T-1 service. 
 
If you are unsure which of our products will best suit your needs please call our Customer Service Department at 
(888) 446-6911 and one of our Customer Service Representatives will be happy to assist you. 
 

Restrictions and Special Requests   
 
Due to the extensive coverage Smart City provides for the Facility, NO Customer provided access points are 
authorized for use within the Facility without Smart City prior approval (wireless access points without adjustable 
power outputs can not be authorized under any circumstances).  Customer(s) who attempt to set up their own 
wireless system can interfere with the Smart City Wireless Network. Smart City requires all Customers showcasing 
their wireless products to contact Smart City 21 days prior to the show move-in so that we may engineer a cohesive 
network operating without interference (all approvals may incur a site survey fee).  Per our Terms and Conditions 
listed on Smart City’s Customer Contract, misuse of any wireless service may result in service interruption to yourself 
or other Customers and can lead to disconnection of the Customer’s equipment. 
 

ALL WIRELESS ACCESS POINTS NOT AUTHORIZED BY SMART CITY ARE PROHIBITED. 
 
 

I hereby attest that I understand the limitations and vulnerabilities of the wireless service provided by 
Smart City.  I also understand that if I use this service for any reason including, but not limited to, 
demonstrating, showcasing or presenting my product(s), Smart City will not be responsible for possible 
interference that I may experience.  Upon receipt of this form, Smart City Wireless Services and / or 
Customer(s) authorized wireless AP devices (with Smart City’s approval) will be activated / available for 
your use. 
 
 

Signature:        Date:       
 

Printed Name:          Title:       
 

Email:         Contact Phone #:       
 
 
 
 
 
 
 

 

5795 W. Badura Ave, Suite 110 • Las Vegas • Nevada 89118 • (888) 446-6911 • (702) 943-6000 • Fax (702) 943-6001 

 



 

 

Floor Plan – Communications Cable 
 

 

Center: O r l a n d o ' s  O C C C  ( 0 7 5 )  -  F L   Company Name:       

Show:        Booth / Room #:       

  Customer / Ref #: 2010 - 075 -                     
 

Voice and Data communications cabling.  Smart City is the exclusive installer of Voice and Data communications 
cabling.  Smart City provides cabling to booths, within booths (under carpet and flooring) and from booth-to-booth.  Fiber Optic, twisted 
pair (Category 3, 5 and 6), coaxial and all other data and telecommunication cable fall under Smart City’s area of expertise.  
 

IMPORTANT!! Prior to installation of service, a complete floor plan is required.  Please utilize this grid should you not have your own 
floor plan to send us.  You may use a different floor plan for each service group (Telephone, Internet, etc.) or combine all services on one 
floor plan.  For a floor plan to be considered complete it must include all the information listed below (Main Distribution Location “MDL”, 
designated location of items within the booth, surrounding booths, scale-length and width).  

 
 

Adjacent Booth or Aisle#       
                                            
 
 
 
 
 

 
 
 
                                                                                                                                           
 
 
 
 
 
 
 
 
 
 
 
 
 

Adjacent Booth or Aisle#       
 
 

X = Main Distribution Location (MDL) – The originating line(s) for service, whether from overhead, a floor pocket or a column, will be 
delivered to a “MDL” before being distributed within your booth.  Example: Storage area, back of booth, etc. (unless specified, the 
default for the “MDL” will be the back of the booth or at Smart City’s discretion, the most convenient location).  All distribution of 
services to their final destination within the booth will originate from the “MDL”.  A per line move fee will apply to relocate services 
within your booth after they have been engineered and / or installed. 

 

T = Location of Telephones, Fax lines or other telecommunications equipment “T”.   
 

 I / H / PC / C = Location of primary Internet Service “I”, Hubs “H”, Patch Cables “PC” and / or Computers “C”.  For Smart City to 
perform your floor work, you will need to indicate the location of each item you want cabled.  Make sure to order your floor work, 
hubs, and patch cables early and in advance of the show moving in.  

 

Orientation = The Booth or Aisle #’s surrounding your booth.  A minimum of one surrounding Booth or Aisle # is required (two or 
more would be more helpful) for Smart City to accurately install your services. 

 

Size = Booth dimensions (example 10x10) ________________.   Scale = 1 Box is equal to __________ ft. 
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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 are not limited to the Shared EtherNAT, Shared Ethernet and Shared Wireless services, do 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. 
 

Shared EtherNAT and Shared Wireless are entry level services that are good for surfing the web, showing and checking web based 
email.  They use Static Private IP Addresses or Log-in and Password (with NAT addressing) to provide access to the Internet.  The 
following is a partial list of the basic capabilities and limitations of these services: 

 

Supported Services  
 

 General web browsing: HTTP and HTTPS  
 Outbound services originating from the center: FTP (file transfer), TFTP (file transfer), Telnet, POP3 mail and SMTP mail 

protocols  
 Most outbound remote control applications such as PC Anywhere, Citrix, and Remote Desktop Protocol (RDP)  
 Basic Instant Messaging  

 

Limitations  
 

 Any application or service that requires an outside Internet user to directly access an internal server or service such as a Web 
server or email server in the booth 

 Virtual Private Networks (VPN) will probably not work and cannot be guaranteed or supported 
 Inbound Simple Network Management Protocol (SNMP) connections will not work 
 Inbound File Transfer Protocol (FTP) connections will not work 
 Net Meeting will not work inbound or outbound  
 Advanced features of Instant Messaging such as whiteboard sharing will not work  
 Inbound remote access / control Applications such as PC Anywhere, Citrix, and Remote Desktop Service will not work  
 No proxy servers or other NAT devices allowed.  This includes Netgear and Linksys Cable / DSL routers.  These devices will not 

function properly because the private IP addresses that we use will overlap with what are generally Linksys, Netgear and DLink 
 

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. 
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Internet / Networking Overview 
 

 
 
 

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 EtherNAT – (Private IP Address) (10 Base - T) – Provides a shared entry level service that is ideal for basic web surfing 
and checking web based email. It is up to 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.  EtherNAT uses private IP addresses.  The private IP’s all map to a single “real” public IP address.  
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. 
 

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. 

 

Shared Wireless – See “Wireless Internet”. 
 

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) – Provides shared access to the Internet with up to 256 Kbps of 
throughput via a Wireless Local Area Network connection for a single connection to a single computer.  This is an entry level service that is 
ideal for web surfing and checking web based email. Smart City’s wireless network can be accessed throughout the Facility by using a Wi-
Fi® compatible 802.11 a / b / g network card or one of our rental bridge units (limited quantity of bridge units, please call for availability).  
The actual maximum bandwidth available is dependent upon how many users are accessing the wireless network simultaneously at any 
given time.  Customer(s) will be issued a unique User ID and Password for each wireless connection ordered.  Customer(s) cannot utilize a 
hub, router, or data switch to distribute to multiple computers with this service.   

 

Wireless service is inherently vulnerable to interference from other devices that transmit similar radio frequency signals or that operate 
within the same frequency spectrum.  Smart City cannot guarantee that interference will not occur.  Smart City does NOT recommend 
wireless service for mission critical services such as product presentation or demonstrations.  For demonstrations and product presentations 
we highly recommend Customers purchase hard wired services such as Shared Ethernet, Shared EtherNAT, Basic EtherNAT or T-1 
service.  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).  Routers, Streaming Applications, VoIP, DHCP, NAT or Proxy Servers are not allowed with our Shared Wireless 
service.  Wireless Access Points Not Authorized By Smart City Are Prohibited.  Smart City can engineer a custom dedicated wireless 
network(s) to accommodate special requests (WEP Key with 40 or 128 bit encryption, authentication, DHCP, etc).  Please call for a quote.  
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           EXHIBITOR TELEPHONE SERVICES 
Company Name 
 

Booth Show Name:        
      

Billing Name Show Dates: 
   /    /      To      /    /    

Billing Address Incentive Order Deadline: 
(see Incentive Price and notes below) 

City, State/Country, Zip E-Mail 

Contact Telephone Number 
(       )        -                                       

Fax Number 
(       )       -                             

Credit Card No. Expiration 
       / 

Cardholder Signature (2) Print / Type Cardholder Name 
 

Description of Service Type QTY Incentive Base + Local/Long Distance 
  / Equip Deposit (1) Total 

1. Standard Line ( PBX Service, must dial 9 then number ) 
   a. Line without a telephone (Unrestricted Long Distance) LO-UNR  $  235 $  310 + $  100  
   b. Line without a telephone (800 & Local Calls Only) LO-CC  $  235 $  310 + $  100  
   c. Line without a telephone (Local Calls Only) LO-TLD  $  235 $  310 + $  100  
2. Equipment Rental – Telephone Instruments (without line) 
   a. Telephone - Single Line Instrument SL  $    27 $    41    
   b. Speakerphone – Single Line Instrument SP  $    85 $  127    
   c. 10 – Button Multi-Line Telephone W/Speakerphone * MS  $  193 $  291    
   d. 10 – Button Multi-Line Telephone W/Speakerphone & Display * MS-D  $  250 $  375    
   e. Teleconference Unit, Poly-Com PL  $  250 $  375    
   *  Multi-Line Phone includes one (1) Main Number and (1) Roll-Over Line.  
3. Special Telephone Services 
   a. Voice Mail VM  $   31 $    47   
   b. Move, Changes and Programming Changes – Single Line / each MF/RF  $   50 $   50   
   c. Move, Changes and Programming Changes – Multi-Line / each MF/RF  $   60 $   60   
4. Other ___________  ( call 888-446-6911 for quote )       
 SUBTOTAL  
Unused portions of deposits returned with final billing. ESTIMATED 14.45% TAX / FEES DEPOSIT = SUBTOTAL x 14.45%  
TOTAL PAYMENT MUST ACCOMPANY ORDER.  Credit Card users may fax order to 702-943-6001 GRAND TOTAL  

 

*** Incentive Price applies to orders received With Payment, 21 days prior to the 1st day of show move-in.  *** 
 

Notes:  
1.  Deposit is for Local-Toll, Long Distance, and 800# / Calling Card usage 

per line ($300 combined max with valid credit card on file).  If Credit Card 
authorization is not on file a $300 Deposit per line is required.  Additional 
Long Distance deposits for International accounts may apply and will be 
determined upon request for service. 

2.  For your convenience we will use this authorization to charge your credit 
card for any additional amounts incurred. 

3.  Smart City accepts payment in US dollars drawn on a US Bank or a credit 
card (AMEX, VISA, MC).  Make all checks payable to: Smart City.  

4.  Smart City Federal ID is 22-3784037. 

5.   Equipment Deposit waived with valid credit card on file. 
Damaged/non-returned equipment will incur replacement charges. 

6.   Customer provided / ordered circuits must be installed and 
operational 2 days prior to show move-in.  Customer must provide 
Smart City with Circuit Number and provider’s name. 

7.   Attach any required additional floor plans/diagrams. 
8.   Unused access deposits will be returned with final billing. 
9.   Equipment and Line Services will be taxed at the prevailing State, 

Federal or Local taxes in effect at the time of the event.  Taxes 
subject to change by the taxing authorities of Florida. 

 

********    Credit card authorization must be on file for All Services and Applicable Taxes / Fees.    ******** 
 
 Customer Acceptance of Terms and Conditions:        Date:    _  
 

Indicate location in Booth with an X. 
                             

                                   Aisle # ______ 
 

Island           
 

 
Standard      
 

Important!                 Aisle # ______ 
Important! Important! 

Include floor plan w/orientation. A move 
fee starting at $50 per line may apply to 
relocate the circuit after it is Installed.     

 

FOR SMART CITY NETWORKS USE: 
 
Type of Service_____________________________  Exhibitor No. 2010 - 075 - 
 
Extension #(s)______________________________  Payment Rec’d ________________________ 
 
Special Instructions__________________________  ____________________________________  
 
__________________________________________ ____________________________________ 
 
__________________________________________  CSR  __________ DATE _______________ 

 

SMART CITY 
5795 W. BADURA AVE, SUITE 110 
LAS VEGAS, NEVADA 89118 
888-446-6911 
702-943-6001 (FAX) 

 
 



OCCC (Exhibitor) – Telephone Svc 
LIMITATION OF LIABILITY 

 

Except for claims for physical injury to persons, SMART CITY and its suppliers or subcontractors will not be liable for any special, or 
consequential damages or for loss, damage or expense directly or indirectly arising from customer’s use or inability to use the system either 
separately or in combination with other equipment or software or for commercial loss of any kind (including loss of business profits) based 
upon breach of warranty, breach of contract, negligence, strict tort or any other legal theory; whether or not SMART CITY or its suppliers or its 
subcontractors have been advised of the possibility of such damage or loss.  Some states do not allow limits on warranties or on remedies for 
breach in certain transactions, in such states, the limits in this section may not apply.  In no event shall liability exceed a refund of amounts 
actually paid to Smart City by company for their telecommunications service(s). 
 
(1) All Exhibitor contracts are solely between SMART CITY and the prospective Exhibitor; (2) SMART CITY is not the employee, agent, or 
partner of the Facility; (3) The Facility is not a party to, nor shall it have any obligations or liabilities whatsoever to any Exhibitor, under any 
Exhibitor Contract including without limitation, the obligation to provide any of the services covered by such Exhibitor Contract; (4) No 
representations or warranties are being made by the Facility with respect to any Exhibitor Contract or any Communications Services; (5) The 
right of the Exhibitor to receive any Communications Service will be terminated if this Agreement is terminated for any reason provided 
therein; and the Facility will have no obligation to continue providing such services unless the Facility elects in its sole discretion to continue to 
provide such services itself or through a third party; (6) The provisions of the Exhibitor Contract are separate and independent from the 
provisions of the exhibitor’s lease space in the building and shall not affect the exhibitor’s obligations under such lease and without limiting the 
foregoing, in no event shall any default by SMART CITY under the Exhibitor Contract or any failure with respect to any Communications 
Services have any effect on any Exhibitor’s obligations to the Facility under any lease or any other occupancy agreement between such 
Exhibitor and the Facility. 
 

TERMS AND CONDITIONS 
 

1.   Payment and order must be received no later than 21 days prior to the 
first day of show move-in to obtain the Incentive/Discount Rate.  Base 
Rate applies to all orders received with payment from (1) to (20) Twenty 
days before show move-in has started.   

2.   The prices on this contract do not include Federal, State, Local or Other 
Taxes and Tax Surcharges.  Taxes/Tax surcharges will be included on 
your final bill. 

3.   Please provide all information requested on the form for speedy   
processing of your contract. 

4.   Conditions for processing service contract / On-time Installation: 
a.   Payment for service must accompany contract.  
b.   Incomplete contract forms will delay processing. 
c.   Booth number(s) must be identified on face of form. 
d.   Location of circuit in booth must be designated on form or customer 

provided diagram 2 days before move-in date. 
e.   Customer provided /ordered circuits must be installed and   working 

2 days before show move-in. 
f.   Orders /changes received within 3 days of show move-in will be 

worked after other orders are complete. 
5.   Credit will not be given for service installed and not used. 
6.   Equipment Management: 

a.   Exhibitors should pick up telephone equipment at the Smart City 
Service Desk. Unused deposits paid will be refunded by mail within 
60 days of show close following final reconciliation of your bill. 

b.   The exhibitor will be fully responsible for the protection and 
safekeeping of rental equipment and will be responsible for 
returning all rental equipment to the Smart City Service Desk by 
5:00 p.m. the day following close of the show. 

c.   The Smart City Service Desk will be open to handle equipment 
rentals during move-in and show. 

d.   The Single Line – Standard Desk Telephone Instrument, when 
ordered and paid for, belongs to the exhibitor and does not have to 
be returned to Smart City. 

7.   Any problems should be reported to the Smart City Service Desk or to the 
Smart City main office at 1-407-685-2000; 1-888-614-2637. 

8.   Claims will not be considered unless filed in writing by Exhibitor prior to 
close of Show. 

9.   Any additional cost incurred by SMART CITY to: 1) assist in 
trouble diagnosis or problem resolution found not to be the fault 
of SMART CITY or 2) collect information required to complete the 
installation that customer fails to provide may be billed to the 
Exhibitor at the prevailing rate. 

 

10.  Only Smart City personnel are authorized to modify system wiring 
or cabling. Material and equipment furnished by Smart City for 
this service contract shall remain the property of Smart City. 

11.  Long Distance and Directory Assistance: 
a.   Toll restricted requests will restrict lines to local only or 

local and “1-800” type calling only.  Local calls are 
intended to be at no charge, however, Local call charges 
can be incurred on some local area/zone prefixes.  All other 
“1+” or “0+” dialing will be restricted (this includes all long 
distance calls). 

b.   All lines will be restricted from “976” and “900” dialing 
unless otherwise requested. 

c.   U.S.A. Long Distance is $0.74 per minute. 
d.   Smart City will provide a detailed listing of all billable/long 

distance/local type calls made on the line.   
 

All “1-800, 950” and credit card calls will be at no charge 
for the first 10 minutes.  A $0.30 per minute charge will 
apply to the duration of the call that is over 10 minutes.   
 

A $0.50 surcharge per call will be charged on all directory 
assistance, Information, 0+ and Operator assisted calls.  
 

NOTE: THE EXHIBITOR IS RESPONSIBLE FOR ALL LOCAL, 
LONG DISTANCE, DIRECTORY ASSISTANCE AND 
OPERATOR ASSISTED CHARGES AGAINST ASSIGNED 
TELEPHONE NUMBER(S). 

 

12.  The number(s) assigned to you are for the duration of this event 
only.  Service cannot be moved or transferred outside of the 
Center and intercept service cannot be provided. 

13.  There will be a $25.00 service charge for all returned checks. 
14.  Due to the cost of processing checks, any refunds due in the 

amount of $15.00 or less will not be refunded except on request. 
15.  CANCELLATION - Cancellations must be in writing a minimum 

of fourteen (14) days prior to the scheduled first show date to 
receive a full refund less a $35.00 administrative fee.  Additional 
cancellation charges will apply for special order circuits that have 
already incurred labor, material, and/or engineering costs.  Some 
broadband services and special circuits cannot be cancelled once 
ordered and will incur full charges listed / quoted. 

16.  Prices are based upon current rates and are subject to change 
without notice. 

 

 
Complete and Return To 

 
              ***  ORDERING SERVICES  ***           ***  FLOOR PLANS  *** 
MAIL CHECK OR FAX PAYMENT W/ORDER TO:     MAIL OR FAX FLOOR PLANS TO: 
 

SMART CITY       SMART CITY 
5795 W. BADURA AVE, SUITE 110    5795 W. BADURA AVE, SUITE 110 
LAS VEGAS, NEVADA  89118     LAS VEGAS, NEVADA  89118 
(888) 446-6911      FAX  (702) 943-6001    (888) 446-6911      FAX  (702) 943-6001 

 

VISIT US ON THE WEB AT: WWW.SMARTCITY.COM 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 



 

 

Floor Plan – Communications Cable 
 

 

Center: O r l a n d o ' s  O C C C  ( 0 7 5 )  -  F L   Company Name:       

Show:        Booth / Room #:       

  Customer / Ref #: 2010 - 075 -                     
 

Voice and Data communications cabling.  Smart City is the exclusive installer of Voice and Data communications 
cabling.  Smart City provides cabling to booths, within booths (under carpet and flooring) and from booth-to-booth.  Fiber Optic, twisted 
pair (Category 3, 5 and 6), coaxial and all other data and telecommunication cable fall under Smart City’s area of expertise.  
 

IMPORTANT!! Prior to installation of service, a complete floor plan is required.  Please utilize this grid should you not have your own 
floor plan to send us.  You may use a different floor plan for each service group (Telephone, Internet, etc.) or combine all services on one 
floor plan.  For a floor plan to be considered complete it must include all the information listed below (Main Distribution Location “MDL”, 
designated location of items within the booth, surrounding booths, scale-length and width).  

 
 

Adjacent Booth or Aisle#       
                                            
 
 
 
 
 

 
 
 
                                                                                                                                           
 
 
 
 
 
 
 
 
 
 
 
 
 

Adjacent Booth or Aisle#       
 
 

X = Main Distribution Location (MDL) – The originating line(s) for service, whether from overhead, a floor pocket or a column, will be 
delivered to a “MDL” before being distributed within your booth.  Example: Storage area, back of booth, etc. (unless specified, the 
default for the “MDL” will be the back of the booth or at Smart City’s discretion, the most convenient location).  All distribution of 
services to their final destination within the booth will originate from the “MDL”.  A per line move fee will apply to relocate services 
within your booth after they have been engineered and / or installed. 

 

T = Location of Telephones, Fax lines or other telecommunications equipment “T”.   
 

 I / H / PC / C = Location of primary Internet Service “I”, Hubs “H”, Patch Cables “PC” and / or Computers “C”.  For Smart City to 
perform your floor work, you will need to indicate the location of each item you want cabled.  Make sure to order your floor work, 
hubs, and patch cables early and in advance of the show moving in.  

 

Orientation = The Booth or Aisle #’s surrounding your booth.  A minimum of one surrounding Booth or Aisle # is required (two or 
more would be more helpful) for Smart City to accurately install your services. 

 

Size = Booth dimensions (example 10x10) ________________.   Scale = 1 Box is equal to __________ ft. 
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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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Exhibitor Appointed Contractor Form 
 
This form must be submitted by January 7 if you plan on using any contractor for installation and 
dismantling of your booth or booth equipment other than the official service contractor, Freeman. You do 
not need to complete this form if you are installing your booth with your company personnel. 
 
Note: You are responsible for forwarding the FETC Guidelines/Display Rules and Regulations to your 
contractor to ensure that they are aware of all expo rules, deadlines, etc. A certificate of insurance (see 
section 2.13 for details) for the Exhibitor Appointed Contractor must be provided listing FETC as 
additional insured. 
 
Name of Installation and Dismantling Company: __________________________________________ 
 
Contact Name: ____________________________________________________________________ 
 
Address: _________________________________ City: _____________ State: ___ Zip: __________ 
 
Phone: ________________  Fax: _________________  Email: ______________________________ 
 
On Site Contact (if different): _________________________________________________________ 
 
Cell Phone Number of On Site Contact (will only be used in emergency): ______________________ 
 
By signing this form, you are indicating your responsibility for the appointed contractor to adhere to all 
rules, regulations, and policies of FETC and the Orange County Convention Center.  
 
 
Signature: _______________________________________________  Date: ___________________ 
 
 
Name: ________________________  Company: ______________________  Title: ______________ 
 
Certificates of Insurance Must Be Filed For all Outside Contractors By January 9. 
 
Complete and Return this Form By January 7 via fax to: 
 
 
Attn:  Sara Ross/Ronica Walker 
Fax:  850-219-9610 
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