
Please complete the following:

Are you requesting this labor for assembling your hanging sign?  Yes  No

How many laborers will you require? _______ Installation      _______ Dismantling

Date of installation: _____________________________ Requested start time: ________________ Est. Hours ____

Date of dismantling: ____________________________ Requested start time: ________________ Est. Hours ____

I will need Shepard Supervised Labor for (please check one): I will need Exhibitor Supervised Labor for (please check one):

 Installation  Dismantling  Both Install/Dismantle  Installation  Dismantling  Both Install/Dismantle

**Supervisory fee is 30% of total cost or $60, whichever is greater. Dismantle: 68063/68064/68065

Sup install: 68069   Sup dismantle:  68073

Labor Hours
ST - Straight time:

OT - Overtime:

DT - Double time:

If you are shipping carpet to the show and require Shepard to install it for you, please complete the following:

Carpet install date/time: _________________________

Please note:  - Hours are based on estimates, you will be invoiced for actual time incurred. Subtotal

 - Requested times are not guaranteed and are based on availability.

 - Minimum one hour will be charged. Additional time will be billed in in half-hour increments.  Amount Due:

Inbound Freight Information Outbound Freight Information

Carrier Company Name: Carrier Company Name:

# of pieces: Weight of Shipment: Deliver Shipment To:

Is shipment?  Crated  Uncrated Address: 

Tracking/Pro #: City, ST, Zip: 

Estimated arrival date: Type of Service (air, van line, ground, etc.):

Shipment to arrive at:  Warehouse  Show site

Set-up Information for Installation Force freight through preferred carrier:

Please check all that apply and provide information where requested. Send shipment back to Shepard warehouse: ($400 min. fee)

Booth Size: x Services You Have Ordered (please check all that apply)

Forklift required?  Yes  No  Electrical  Furniture  A/V Equipment

Carpet is?  owned  rented from Shepard  Booth Cleaning  Telephone/Internet

Carpet padding?  Yes  No Electrical Information:

Drawings are?  Faxed to Shepard  Shipped w/exhibit crates  Electrical should go under the carpet (diagram is attached)

 Electrical drawings are attached

On-site Exhibitor Contact Information  Electrical drawings are with exhibit in crate number

Name: Phone #:  Electrical drawings were sent to the official contractor

Hotel:

Arrival date/time:

Departure date/time:

Please complete the following: Company Name: Booth #: 

Contact Name: Phone #:

Authorized Signature: 

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

Orders cancelled without 24-hour notices will be charged a one (1) hour cancellation fee.

68068 178.00 231.40

SQ. FT. 1.00

Monday-Friday, 8:00 AM - 5:00 PM

Exhibitor-Owned Carpet Installation/Dismantling

68080

Discount Deadline:

INSTALLATION & DISMANTLING LABOR ESTIMATE AND QUESTIONNAIRE

AmountQty.

August 23, 2011

Discount RegularItem

 Event Code: G143840911

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

231.40178.00

$

$

$

Please complete this section if you have chosen Shepard to supervise your installation and/or dismantling.

If for any reason your shipment is not picked up by your carrier, 

please choose one of the following options:

SHEPARD SUPERVISION INFORMATION

Tax:

173.55

30% ** 178.00

x

DT 231.40

Booth size:
=

MINIMUM

ft.
1.30

ft.

68079

LABOR ORDER FORMShepard Exposition Services

1531 Carroll Drive, NW

BusConAtlanta, GA 30318

68066

Navy Pier-Chicago

September 13-14, 2011 Customer Service Phone:

Chicago, Illinois Customer Service Email: atlanta@shepardes.com

(404) 720-8600

 Customer Service Fax: (404) 720-8755

68067 133.50

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

133.50 173.55

DT

OT30% **

68060

68061

68062

115.70ST 89.00

N/A

Sup. Fee

Exhibitor Supervised Labor

89.00

Discount Amount

115.70

CodeRegular

All other hours and holidays

Item

ST

OT

Shepard Supervised Labor (Exhibitor not present)

Code Qty.

30% **



Description of work to be performed:

PLEASE NOTE:

ST - Straight time:

OT - Overtime:

DT - Double time:

PLEASE NOTE:

Please complete the following:

Company Name: Booth #: 

Contact Name: Phone #:

Authorized Signature: 

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

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

first exhibitor move-in day.

Orders cancelled without 24-hour notices 

will be charged a one (1) hour 

cancellation fee.
1892.00Double-time Hourly Rental

Overtime Hourly Rental

All other hours and holidays

The minimum charge for labor and 

equipment is one (1) hour.  Labor and 

equipment thereafter is charged in half 

(1/2) hour increments. 

119.30Straight-time Hourly Rate

89.00

RIGGERS AND MATERIAL HANDLERS PER MAN HOUR

155.10

35099

Code Qty. Regular

178.95

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

Orders cancelled without 24-hour notices 

will be charged a one (1) hour 

cancellation fee.

173.55

35101

$

$

Tax:

 Amount Due:

178.00

232.65

35087 Straight-time Hourly Rate

Item Description

35086

238.70

Discount

310.30

CRANE RENTAL AVAILABLE UPON REQUEST

1261.25

Regular

$

35100 133.50

231.40

Code

N/A

Overtime Hourly Rate

Subtotal

Double-time Hourly Rental

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

Double-time Hourly Rate

Straight-time Hourly Rental

FORKLIFT RENTAL - UP TO 20,000 LB CAPACITY

35028 Straight-time Hourly Rental

Overtime Hourly Rental

Straight-time Hourly Rental

Qty. Item Description

35029

35049

Item Description

35035 1284.50

35069

DiscountCode

Double-time Hourly Rental

630.75485.10

RegularDiscount

Minimum crews are based on scope of 

work and area jurisdiction.

Additional labor and groundmen will be 

billed at the hourly rate.

Amount

35070

Discount

1455.30

856.25

970.20

1588.25

Item Description

RIGGING FOREMAN LABOR PER MAN HOUR

Qty.

988.05

The minimum charge for labor and 

equipment is one (1) hour.  Labor and 

equipment thereafter is charged in half 

(1/2) hour increments. 
Amount

35066 1221.70

Qty.

115.70

Amount

Rate structure includes lift and (1) 

operator only.  

FORKLIFT RENTAL - UP TO 5,000 LB CAPACITY

Amount

Overtime Hourly Rental 814.45

Double-time Hourly Rate

Regular

Please complete the following:

Requested date/time:

407.25 529.50

Code

658.70

FORKLIFT RENTAL - UP TO 10,000 LB CAPACITY

Qty.

35085

Overtime Hourly Rate

Heaviest piece to be spotted# of pieces to be spotted

35039

35067

RIGGING LABOR RATES

Monday-Friday, 8:00 AM - 5:00 PM

428.25329.35

1058.75

August 23, 2011

(404) 720-8755

Discount Deadline:

GROUND RIGGING FORKLIFT RENTAL

Discount

DO NOT USE THIS FORM FOR MATERIAL HANDLING SERVICES.

 Event Code:

Navy Pier-Chicago
 Customer Service Email: atlanta@shepardes.com Chicago, Illinois

 Customer Service Fax:

GROUND RIGGING/FORKLIFT RENTALShepard Exposition Services

1531 Carroll Drive, NW

BusConAtlanta, GA 30318

(404) 720-8600

Item Description

 Customer Service Phone: September 13-14, 2011

G143840911

Code

(times are not guaranteed)

AmountRegular



Name of show that you are attending -

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

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

SWIFT CODE (US): BOFAUS3N BOFAUS6S

BOOTH #

FAX:

EXHIBITING COMPANY INFORMATION

City, ST, Zip:

Name on Card:

CITY, ST, ZIP:

COMPANY NAME:

PHONE:

EMAIL:

COMPANY ADDRESS:

CONTACT NAME:

Expiration Date:

Please fill out the following information:

Authorized Signature:

Billing Address:

CREDIT CARD INFORMATION

Type of Card:

Security Code:

Month Year

Booth number

Credit Card #:

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

indicated in the next section.

SWIFT CODE (INTL):

PAYMENT AUTHORIZATION

BusCon

Exhibiting company name

September 13-14, 2011

Navy Pier-Chicago

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

BusCon

Chicago, Illinois

In order to accurately process the transfer of funds from your account, please complete the following information and fax it along with 

a copy of the wire receipt to the fax number printed on the header of this page.  A $50 service charge will be added for processing 

checks drawn on foreign banks. A $25 service charge will be added for processing U.S. wire transfers. $50 service charge for 

international wire transfers.

 Customer Service Phone:

 Customer Service Fax:

 Customer Service Email:

Shepard Exposition Services

1531 Carroll Drive, NW

Atlanta, GA 30318

(404) 720-8600

(404) 720-8755

atlanta@shepardes.com

WIRE TRANSFER

 Event Code:

Please complete the information requested below and return this form with your orders.  You may choose to pay by credit 

card, check payable to Shepard Exposition Services, or bank wire transfer.  However, we require your credit card 

authorization to be on file before we process your order(s) for service.  We will use this authorization to charge your credit 

card account for any additional amounts incurred as a result of show site orders placed by your representative to include 

material handling charges for shipments received on your company's behalf and any unpaid balance due for Shepard 

services.  Credits for services will be issued at show site only.

G143840911 Discount Deadline: August 23, 2011


