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SERVICE  
CONTRACTOR 
CONTACT: 

LEVY EXPOSITION SERVICES INC. 
14900 Interurban Avenue S., Suite 271 
Seattle, WA  98168 
T: 253 437 0031     F:  253 437 0032     E:  operations@levyexpo.com 
 

LOCATION: Hynes Convention Center 
900 Boylston Street 
Boston, MA   02115 
 

CEILING HEIGHT: The ceiling height in the exhibit hall is 14’ (ceiling height may differ in parts of the hall).
 

EXHIBITOR 
MOVE-IN: 

Thursday, March 16, 2023 9:00 am – 6:00 pm 

EXHIBITION  
DATES: 

Friday, March 17, 2023 
Saturday, March 18, 2023 
Sunday, March 19, 2023 

8:30 am – 6:00 pm 
8:30 am – 6:00 pm 
8:30 am – 12:00 pm 

EXHIBITOR  
MOVE-OUT: 

Sunday, March 19, 2023 
 

12:00 pm – 3:00 pm 

**Please note that all exhibit materials must be removed from the exhibit  
Facility by 3:00 pm on Sunday, March 19, 2023. 
 

BOOTH EQUIPMENT: Each 8’ x 10’ booth space includes the following: 
 8’ high drapery backwall – grey/white 
 3’ high drapery sidewall – grey 
 1 – 6’ x 2’ skirted table – blue 
 1 - booth carpet – blue 
 2 – side chairs 
 1 - wastebasket 
 1 – 7” x 44” booth identification sign 

 
DISCOUNT PRICE  
DEADLINE: 

In order to receive the discount rates listed on the enclosed Levy Exposition 
Services Inc. order forms, your PAID order is to be received by  
February 24, 2023. 
 
In order to receive the discount rates listed on the enclosed MCCA (Hynes 
Convention Center) order forms, your PAID order is to be received by the Hynes 
Convention Center no later than February 24, 2023. 
 

LEVY ONLINE 
ORDERING (LOLO): 

The online ordering link and instructions will be sent via email to all 
exhibitors. Please provide your correct contact information to the show 
organizer to ensure you receive all necessary show information. 
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SHIPPING: Please refer to the Material Handling order form in this manual for further 
information and associated costs. 
 
All ADVANCE WAREHOUSE shipments should arrive between  
February 9, 2023 – March 9, 2023. Shipments arriving before or after these 
dates will incur an early/late surcharge. 
 
Shipments sent to the advance warehouse should be consigned as follows: 
(Labels are provided in the Material Handling Section of the manual) 
 
 AAS 2023 Annual Conference 
 Exhibiting Company Name 
 Booth # ___ 
 Levy Exposition Services, Inc. 
 c/o Liberty CFS NV, Inc. 
 95 Concord Street 
 North Reading, MA   01864 
 
All DIRECT shipments should not arrive prior to 8:00 am on Thursday, March 
16, 2023. Shipments arriving prior to this time will be refused.  
 
Direct shipments should be consigned as follows: 
(Labels are provided in the Material Handling section of manual) 
 
 AAS 2023 Annual Conference 
 Exhibiting Company Name 
 Booth # ___ 
 Hynes Convention Center 
 c/o Levy Exposition Services, Inc. 
 900 Boylston Street 
 Boston, MA   02115 
 

DISMANTLE AND 
MOVE-OUT 
INFORMATION: 

All exhibitor materials MUST be packed and outbound bills of lading turned into 
the Levy Service Desk no later than 3:00pm on Sunday, March 19, 2023. All 
exhibitor materials MUST be removed from the facility by 3:00pm on Sunday, 
March 19th. To ensure that all exhibitor materials are removed by this time, 
please have your carrier check in no later than 2:00pm on Sunday, March 19th. 
In the event that your carrier does not check-in by this time, your shipment will 
be rerouted via the official carrier, Liberty CFS NV, Inc. with no liability to Levy. 
 

POST SHIPPING 
PAPERWORK: 

Our customer service center, which will be located in the rear of the exhibit hall, 
will have outbound bills of lading and shipping labels for your convenience. 
Please note that Levy Exposition Services bills of lading MUST be filled out and 
turned into the service center once your materials are packed for all outbound 
shipments. It is vital that your carrier knows your company name and booth # 
when you make your outbound shipping arrangements.  Additionally, if your 
carrier plans to use a freight forwarding company to pick up your shipment(s), 
you MUST include this company’s name as well as the actual shipping 
company’s name on the bill of lading that you fill out.  In the event someone 
other than the company listed on your outbound bill of lading arrives to pick up 
your shipment, it will be rerouted via the official show carrier. 
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SAFETY RULES 

 
 
Exhibitors must provide adequate space within the exhibit to allow for the comfort and safety of 
persons watching demonstrations and/or placing orders. Each exhibitor is responsible for 
keeping the aisles near their booth free of congestion which may be caused by such 
demonstrations and/or order placement. 
 
Aisles MUST remain free and clear of all obstructions. If chairs are being used as part of your 
exhibit, they MUST remain inside your booth space. Chairs in the aisle constitute a violation of 
fire codes and are also considered a booth violation. 
 
Do not run electrical cords or position displays and/or product in such a way as to pose a 
safety hazard for attendees and company personnel who will traffic into booth areas. 
 
Do not store cardboard cartons or packing materials in booth areas, as this is a violation of fire 
codes and poses a safety hazard. 
 
Do not place product samples, whether on tables or free-standing displays, at the edge of the 
aisle, or in the case of an island booth, on shelving units on an outside wall.  All portions of an 
Exhibitor’s display must be contained within his/her assigned booth space, including chairs 
placed at the edge of an aisle. 
 
At the close of the exhibit hall, please keep clear of all aisles including exhibit material and/or 
product. During the first two or three hours after the close of the exhibit hall, there is ample 
traffic in the aisles including but not limited to forklift traffic returning empty containers. 
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EXHIBITING FIRM’S CREDIT CARD CHARGE AUTHORIZATIONEXHIBITING FIRM’S CREDIT CARD CHARGE AUTHORIZATION

THIRD PARTY BILLING REQUEST

_________________________________________
EXHIBITING FIRM

_________________________________________
ADDRESS

_________________________________________
CITY STATE/PROVINCE                          ZIP/POSTAL CODE

_________________________________________
PHONE                                                      FAX

_________________________________________
AUTHORIZED SIGNATURE

_________________________________________

COMPANY BOOTH NUMBER

ADDRESS street                                     city state/province                zip/postal code                            country

PHONE                                              FAX                                                                            PURCHASE ORDER NUMBER

AUTHORIZED CONTACT SIGNATURE AUTHORIZED CONTACT - DATEPLEASE PRINT

x

Deadline Date
February 24, 2023

All orders are regulated by LES
Payment Terms & Conditions as

well as Material Handling Terms &
Conditions.

You may arrange for a third party to handle your display and be billed for services. LES will agree to this arrangement if
the third party has a satisfactory payment record with us. BOTH firms must complete this form, and the THIRD PARTY
must complete the credit card charge authorization on the Payment & Credit Card Authorization form. Return
both forms by the deadline date.

It is understood and agreed that the exhibiting firm is ultimately responsible for payment of charges. If your named
third party does not pay the invoice before the last day of the show, charges will revert to you, the exhibiting firm. All
invoices are due and payable upon receipt.

EXHIBITING FIRM THIRD PARTY

_________________________________________
THIRD PARTY

_________________________________________
ADDRESS

_________________________________________
CITY STATE/PROVINCE                          ZIP/POSTAL CODE

_________________________________________
PHONE                                                      FAX

_________________________________________
AUTHORIZED SIGNATURE

_________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

ALL LES SERVICES WILL BE INVOICED TO THE THIRD PARTY UNLESS INDICATED BELOW:

CARDHOLDER’S BILLING ADRESS

CITY PROV. / STATE

POSTAL/ZIP CODE

CARD
NUMBER

VISA MASTERCARD

EXPIRY
DATE

CHECK

CARDHOLDER NAME
(PLEASE PRINT)

SIGNATURE
TODAY’S DATE MONTH / DAY / YEAR

AMEX

COUNTRY

AWHONN 2021
October 9 - 13, 2021

Gaylord Palms Resort & Convention Center

Kissimmee, FL

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyshow.com

CVCC

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM

COMPANY BOOTH NUMBER

ADDRESS street                                     city state/province                zip/postal code                            country

PHONE                                          FAX                                                          PO #                                  E-MAIL

AUTHORIZED CONTACT SIGNATURE AUTHORIZED CONTACT - DATEPLEASE PRINT

x

CREDIT CARD AUTHORIZATION
VISA MASTERCARD EXPIRY

DATE

ACCOUNT
NUMBER

AMERICAN EXPRESS

CARDHOLDER’S BILLING ADDRESS city state/province                     zip/postal code                            country

CARDHOLDER’S SIGNATURE                                                            CARDHOLDER’S NAME - PLEASE PRINT

x

CORPORATE

PERSONAL

Please complete the information requested and return payment in full with this form and your orders. You may
choose to pay by credit card and/or bank check, however, we require your credit card authorization to be on file with
LES. For your convenience, we will use this authorization to charge your credit card for any additional amounts incurred
as a result of show site orders placed by your representative for this event.

CALCULATION OF ORDER FORMS
Carpet, Drape, & Complements Rental Order Form ................................................

Custom Carpet Order Form .....................................................................................

Safe Set-up Order Form ..........................................................................................

Table and Chair Rental Order Form .........................................................................

Specialty Accessories Rental Order Form ...............................................................

Rental Exhibits Order Form .....................................................................................

Cabinets Order Form ...............................................................................................

Graphics & Sign Order Form ...................................................................................

Exhibit Booth Cleaning Order Form .........................................................................

In-Booth Forklift Order Form ....................................................................................

Sign & Banner Hanging Order Form.........................................................................

Cord Installation Labor Order Form..........................................................................

Labor Order Form ....................................................................................................

Material Handling Order Form .................................................................................

FULL PAYMENT IN US FUNDS

To simplify payment, send one check payable to Levy Exposition Services Inc. for the entire amount or note the amount

to be charged to your credit card.
Charge my credit card in the amount of     $

Check no.                     Dated                    in the amount of     $

$

$

$

$

$

$

$

$

$

$

$

$

TOTAL FROM EACH ORDER FORM

All orders are regulated
by LES Payment Terms
& Conditions as well as
Material Handling Terms

& Conditions.

$

$

$

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

$

CCVC

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



CARPET and DRAPE 
Standard carpet color options

Drape color options

Blue Red Teal Grey

Burgundy Purple Black

Blue Red Teal White Gold

Black Purple Green Grey Burgundy

Do you have questions? 
We would be pleased to help.  Contact us at:     253 437 0031       operations@levyexpo.com       www.levyexpo.com

*DISCLAIMER* Actual products and colors available may vary from the images shown. All products subject to availability
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CARPET, DRAPE & COMPLEMENTS RENTAL ORDER FORM & INVOICE

STANDARD RATE

EXHIBITOR INFORMATION

SPECIAL INSTRUCTIONS

COST SUMMARY

COMPLEMENTS (Also see Specialty Accessories Form)COMPLEMENTS (Also see Specialty Accessories Form)DRAPE (Includes installation and removal)DRAPE (Includes installation and removal)

COLORED CARPET SELECTIONS CARPET OPTIONS

A 25% CANCELLATION FEEwill be applied to all orders not received
and paid in full by We reserve the rightFebruary 24, 2023.
to adjust orders calculated incorrectly.

COMPANY RATE ADJUSTMENT (OFFICE USE ONLY)

CONTACT
25% CANCELLATION FEE (OFFICE USE ONLY)

Size - 8 ft. X 10 ft.

Chrome coat tree

__________  lin. ft. of 8’ high drape Waste basket

__________  lin. ft. of 3’ high drape

Chrome sign holder 22” X 28”

365.00

152.00

$11.05/ft 35.00

$8.75/ft

152.00

475.00

197.60

$14.73/ft 46.00

$11.35/ft

197.60

8 ft. X 20 ft.

Aluminum easel

730.00

60.00

5.20

2.25

1.25

949.00

78.00

6.76

2.93

1.63

SUBTOTAL

Custom cut size.
Calculate sq. ft. x price per sq. ft.

Size _________ ft. x _________ ft.

= ______________________ sq. ft.

Size _________ ft. x _________ ft.

= ______________________ sq. ft.

Size _________ ft. x _________ ft.

= ______________________ sq. ft.

Carpet foam padding per sq. ft.

Poly covering per sq. ft.

BOOTH#

Description Description
Discount

Rate

Discount

Rate

Standard

Rate

Standard

Rate
Total Total

Quantity Description
Discount

Rate

Standard

Rate
Total

RedBlue Teal White Black

Purple Green

Chrome stanchions

Velvet stanchion ropes - blue

RedBlue Teal Burgundy

will be applied to all orders
received and then canceled. If full service has been provided then
100% of original fee will be applied.

35.00

35.00

45.50

45.50

8 ft. X 30 ft. 1,095.00 1,424.00

8 ft. X 40 ft. 1,460.00 1,898.00

Grey

6.25% SALES TAX

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

Purple

Gold

Grey

Black

Burgundy

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

TOTAL US DOLLARS

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



CUSTOM CARPET
Deluxe Decorator 28oz. Carpet color options

Do you have questions? 
We would be pleased to help.  Contact us at:     253 437 0031       operations@levyexpo.com       www.levyexpo.com

*DISCLAIMER* Actual products and colors available may vary from the images shown. All products subject to availability

Black Red Nu Blue Silver Cloud

Beige Charcoal Key Lime Navy

Cobalt White Silky Beige



xxpo21_customcarpet

CUSTOM CARPET ORDER FORM

Deluxe 28 oz. Carpet in a Variety of Decorator Colors to Enhance Your Exhibit

(CHECK BOX OF COLOR DESIRED)

SAMPLES AVAILABLE UPON REQUEST

Rental includes installation and poly covering for protection and removal.
Orders must be received by to guarantee availability.February 24, 2023

Booth Size _____ft. x  _____ft. = _______sq. Ft. at $7.20 per sq. ft. $9.36 per sq. ft. =$______

Carpet Pad _____ft. x  _____ft. = _______sq. Ft. at $2.25 per sq. ft. $2.93 per sq. ft. =$______

NOTE: Include a floor plan if additional carpet is required to cover steps, skids and display fixtures. A quotation will be forwarded to you before we proceed

DISCOUNT
PRICE

STANDARD
PRICE

(late order)

STANDARD RATE A 25% CANCELLATION FEE will be applied to all orders
received then canceled. If full service has been provided then
100% of original fee will be applied.

will be applied to all orders not received
and paid in full by .  We reserve the rightFebruary 24, 2023
to adjust orders calculated incorrectly.

COST SUMMARY
RATE ADJUSTMENT (OFFICE USE ONLY)

CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

6.25% SALES TAX

TOTAL US DOLLARS

EXHIBITOR INFORMATION
COMPANY

CONTACT BOOTH#

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

SPECIAL INSTRUCTIONS

Black Red Nu Blue

Silver Cloud Beige Charcoal

Key Lime Navy Cobalt

White Silky Beige

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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SAFE SETUP OPTIONS ORDER FORM & INVOICE

STANDARD RATE

EXHIBITOR INFORMATION

SIGNAGE  OPTIONS

EASY CLEAN BOOTH CLEAR ACRYLIC SHIELD OPTIONS

A 25% CANCELLATION FEEwill be applied to all orders not received
and paid in full We reserve the rightby February 24, 2023.
to adjust orders calculated incorrectly.

COMPANY

CONTACT

152.00 197.60

CHROME
SIGN HOLDER
22” x 28”

BOOTH#

Total

Total

Description

Description

Discount
Rate

Discount
Rate

Standard
Rate

Standard
Rate

Qty.

Qty.

will be applied to all orders
received and then canceled. If full service has been provided then
100% of original fee will be applied.

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

Total
Discount

Rate
Standard

Rate
Qty.Description

RETRACTABLE
STANCHION
(max. belt length 6ft)

Black

35.00
(each)

45.50
(each)

QUEUE LINE and PPE ACCESSORIES

1m COUNTER with
SHIELD
Sliding doors & storage shelf
20” x 40” x 40” tall

640.00 832.00

Lock ($21.00 each)

TotalDescription
Discount

Rate
Standard

Rate
Qty.

Graphic panel upgrade ($280.00)
EASY CLEAN BOOTH includes:
- 3m wide x 2.5m high backwall - white
- 3m wide x 2.5m high sidewalls - white
- 3m wide x 250mm high fascia header
**Black text on white background

(logo additional)

- (1) 1m counter - white with clear acrylic shield
**20” x 40” x 40” tall counter + shield

Upgrade your space with our Easy Clean Booth.
Hard surfaces with PVC panels that can easily be cleaned.

Custom graphics for branding available as an optional upgrade!

Please contact us for graphic upgrade information

TABLE TOP
SNEEZE GUARDS
24” x 8 x 30”
**portable unit

Display your safety protocols or safe distance reminder
message utilizing the below options.

FLOOR DECALS
Suggested size 16” x 16”
- install and removal not
included

Custom size and design Quoted on Request

175.00 227.50

3,740.00 4,862.00

STANCHION SIGN
TOPPER
- stanchion and sign not
included

- contact for signage specs

23.00
(each)

30.00
(each)

PERSONAL PROTECTION
EQUIPMENT PACKAGE includes:
- Nitrile gloves (x10)
- Non-medical 3 layer disposable
face masks (x10)

- Surface cleaning product
- Personal hand sanitizer (x1)

Contact for pricing

375.00 487.50

49.00 64.00

- 4’ x 8’ x 3mm thick clear acrylic sheet
- to be hung on 8’ high hardware above 3’ high
drape side wall on open aisle side
- includes install and dismantle labour

HANGING CLEAR ACRYLIC SHIELD
(For corner drape booths)

SHIELD on WHEELS
1m wide x 2.5m high frame
- 1219mm high x 964mm wide
clear acrylic panel
**portable unit

295.00 383.50

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

COST SUMMARY

RATE ADJUSTMENT (OFFICE USE ONLY)

25% CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

6.25% SALES TAX

TOTAL US DOLLARS

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



4' x 2' skirted table 6' x 2' skirted table 8' x 2' skirted table

Blue Red Black Teal Burgundy Gold Green Grey Purple White

Fabric Sled Base Chair Fabric Arm Chair Fabric Highback Stool

Do you have questions? 
We would be pleased to help.  Contact us at:     253 437 0031       operations@levyexpo.com       www.levyexpo.com

TABLES & CHAIRS 
Tables

Skirt color options

All tables are available in the below options:

Unskirted or Skirted

Pedestal Tables
All pedestal tables are available in the below options:

Chairs
40" high pedestal 30" high pedestal 

*DISCLAIMER* Actual products and colors available may vary from the images shown. All products subject to availability

30" or 40" height 4', 6', or 8' lengths x 2' widths

30" diameter tops

30" or 40" high
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STANDARD RATE

TABLES

A 25% CANCELLATION FEEwill be applied to all orders not received
and paid in full by We reserve the rightFebruary 24, 2023.
to adjust orders calculated incorrectly.

TABLES
30” HEIGHT

TABLES
40” COUNTER HEIGHT

TotalDescription
Discount

Rate
Standard

Rate
Qty.

6’ x 2’ Skirted

6’ x 2’ Skirted

8’ x 2’ Skirted

8’ x 2’ Skirted

4’ x 2’ Skirted

4’ x 2’ Skirted

Fourth side of table skirted

Fourth side of table skirted

203.00

253.00

72.00

78.00

88.00

98.00

255.00

303.00

275.00

335.00

263.90

328.90

93.60

104.40

114.40

127.40

331.50

393.90

357.50

435.50

Unskirted table

Unskirted table

4’

4’

6’

6’

8’

8’

TABLE AND CHAIR RENTAL ORDER FORM & INVOICE

CHAIRS

138.00

149.00

179.40

193.70

FABRIC SLED BASE
CHAIR - GREY

FABRIC SLED BASE
ARMCHAIR - GREY

TotalDescription
Discount

Rate
Standard

Rate
Qty.

RedBlue Black Teal

will be applied to all orders
received and then canceled. If full service has been provided then
100% of original fee will be applied.

COST SUMMARY

RATE ADJUSTMENT (OFFICE USE ONLY)

CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

6.25% SALES TAX

TOTAL US DOLLARS

EXHIBITOR INFORMATION
COMPANY

CONTACT BOOTH#

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

FABRIC HIGHBACK
STOOL - GREY 205.00 266.50

Green PurpleGold Grey White

GREY PEDESTAL
TABLE - 30” DIAMETER

30” Table height

40” Counter height 219.00

179.00

284.70

232.70

Burgundy

SPECIAL INSTRUCTIONS

RedBlue Black Teal

Green PurpleGold Grey White

Burgundy

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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SPECIALTY ACCESSORIES RENTAL ORDER FORM & INVOICE

STANDARD RATE

EXHIBITOR INFORMATION

ACCESSORIES

A 25% CANCELLATION FEEwill be applied to all orders not received
and paid in full by .  We reserve the rightFebruary 24, 2023
to adjust orders calculated incorrectly.

COMPANY

CONTACT

75.00

152.00

152.00

97.50

197.60

197.60

TABLE TOP PLEXI
DRAW BOX
12” x 12” x 12” tall

CHROME BAG
HOLDER OR
CLOTHING STAND

CHROME COAT TREE

BOOTH#

will be applied to all orders
received and then canceled. If full service has been provided then
100% of original fee will be applied.

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

DISPLAY UNITS

144.00

160.00

46.00

60.00

152.00

187.00

208.00

59.80

78.00

197.60

FABRIC
POSTER BOARD
4’ x 8’ grey fabric
covered both sides

BLACK UPRIGHT
LITERATURE RACK
6 pockets for
8.5” x 11” material

PLEXIGLASS
BROCHURE HOLDER
9” x 11”

CHROME
SIGN HOLDER
22” x 28”

Horizontal (shown)
Vertical

Table top Wall mount

LEVY
ALUMINUM EASEL
Fits sign sizes:
22” x 28”
24” x 36”
28” x 44”

TotalDescription
Discount

Rate
Standard

Rate
Qty.

SPECIAL INSTRUCTIONS

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

COST SUMMARY

RATE ADJUSTMENT (OFFICE USE ONLY)

25% CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

6.25% SALES TAX

TOTAL US DOLLARS

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



O versiz ed  h ead er - b loc k  letters -
b lac k  (logo extra)
20 " x  39" x  39" h igh  b uilt-in
c oun ters on  b ac k w all (x2)

R E N TA L E X H IB ITS
8 ' x 10 ' H ard w all R en ta l E xh ib it B ooth s

D o you  h a ve  q u e stion s?  
W e w ou ld  b e p lea sed  to h elp .  C on ta c t u s a t:     253 4 37 0 0 31       op era tion s@ levyexp o.c om        w w w .levyexp o.c om

*D IS C L AIM E R * Ac tu a l p rod u c ts  a n d  c olors  a va ila b le  m a y va ry from  th e im a g es sh ow n . A ll p rod u c ts  su b jec t to a va ila b ility

P ac k age A 1
B ase

P ac k age A 2
D eluxe

P ac k age B 1
B ase

P ac k age B 2
D eluxe

P ac k age C 1
B ase

P ac k age C 2
D eluxe

P ac k age D 1
B ase

P ac k age D 2
D eluxe

C urved  h ead er - b loc k  letters -
b lac k  (logo extra)
C urved  fron t d isp lay c oun ter

B ase P ac k age p lus th e
b elow :
10 "  d eep  s h elves  (x 2)
39 "  x  20 "  x  39 "  c ou n ter  (x 1)

B ase P ac k age p lus th e
b elow :
E n c los ed  c orn er  c ou n ter
10 "  d eep  s h elves  (x 2)

B ase P ac k age p lus th e
b elow :
10 "  d eep  s h elves  (x 2)
39 "  x  20 "  x  39 "  c ou n ter  (x 1)

B ase P ac k age p lus th e
b elow :
10 "  d eep  s h elves  (x 2)
39 "  x  20 "  x  39 "  c ou n ter  (x 1)

A ll h ard w all p ac k ages in c lud e th e b elow :

A lum in um  struc ture
W h ite 
H ead er(s) - b loc k  letters - b lac k  (logo extra)

8 ' x  10 ' C arp et 
30 " p ed esta l tab le (x1)
Fab ric  sled b ase c h airs (x2)



R E N TA L E X H IB ITS
8 ' x 20 ' H ard w all R en ta l E xh ib it B ooth s

D o you  h a ve  q u e stion s?  
W e w ou ld  b e p lea sed  to h elp .  C on ta c t u s a t:     253 4 37 0 0 31       op era tion s@ levyexp o.c om        w w w .levyexp o.c om

*D IS C L AIM E R * Ac tu a l p rod u c ts  a n d  c olors  a va ila b le  m a y va ry from  th e im a g es sh ow n . A ll p rod u c ts  su b jec t to a va ila b ility

A ll h ard w all p ac k ages in c lud e th e b elow :

P ac k age E 1
B ase

P ac k age F1
B ase

P ac k age E 2
D eluxe

B ase P ac k age p lus th e
b elow :
10 "  d eep  s h elves  (x 2)
39 "  x  20 "  x  39 "  c ou n ter  (x 1)

P ac k age F2
D eluxe

B ase P ac k age p lus th e
b elow :
Loc k a b le  d oor  for  s tora ge
a rea
39 "  x  20 "  x  39 "  c ou n ter  (x 2)

P ac k age H 2
D eluxe

B ase P ac k age p lus th e
b elow :
10 "  d eep  s h elves  (x 3)
2m  c u rved  fron t  c ou n ter
(x 1)

P ac k age G2
D eluxe

B ase P ac k age p lus th e
b elow :
10 "  d eep  s h elves  (x 4 )

A lum in um  struc ture
W h ite 
H ead er(s) - b loc k  letters - b lac k  (logo extra)

8 ' x  20 ' C arp et  
30 " p ed esta l tab le (x1)
Fab ric  sled b ase c h airs (x2)

P ac k age G1
B ase

P ac k age H 1
B ase

S tra igh t h ead ers
(x2)

S tra igh t h ead er (x1)
A n gled  h ead er (x2)
S torage area  w ith
d rap e d oor
Fron t b uilt-in  c orn er
c oun ters (x2)

S tra igh t h ead er (x1)
39" x  20 " x  39" b uilt-
in  c oun ter (x1)

O versiz ed  c urved
h ead er (x1)
 39" x  20 " x  39" b uilt-
in  c oun ters (x3)



CUSTOM EXHIBITS
A more sophisticated technique to

exhibit marketing messages
creatively and effectively!

Do you have questions? 
We would be pleased to help.  Contact us at:     253 437 0031       operations@levyexpo.com       www.levyexpo.com

With decades of service, Levy continues to
provide viable and reliable alternatives to
maximize clients overall booth space. Our sales
team and design specialists work closely with
each and every client to create a unique exhibit
designed to meet a wide variety of today's
marketing strategies. Whether the image and
budget are conservative or extravagant. Levy
exceeds to offer the most suitable and perfect
space solutions.

Collaboratively designed to specifically meet
your requirements, budget, and bringing your
vision to reality. 

Unique
Attractive
Versatile

Impressive
Memorable
Functional

Creative
Inviting
Efficient 

Each Levy Custom Designed Exhibit will be built
to exact specifications and will be:

Let us help you create a one of a kind
booth space.

 
Call our experienced
professionals for an

innovative, customized,
and no obligation

approach.
 



xxpo21_rentalexhibits

RENTAL EXHIBITS RENTAL ORDER FORM & INVOICE

STANDARD RATE A 25% CANCELLATION FEE

1 meter Angled Shelves

1 meter Shelves

58.00 75.40

49.00 63.70

64.00 83.20

ACCESSORY OPTIONS

TotalDescription
Discount

Rate
Standard

Rate
Qty.

will be applied to all orders not received
and paid in full .  We reserve the rightby February 24, 2023
to adjust orders calculated incorrectly.

8’ x 10’ BOOTH PACKAGES - Please contact customer service for GRAPHIC UPGRADES8’ x 10’ BOOTH PACKAGES - Please contact customer service for GRAPHIC UPGRADES

Basic -  Corner base package booth with curved counter, 1 curved header sign
- Base package + enclosed corner counter, (2) 10” deep shelvesDeluxe

Basic - Base package with header
- Base package + (2) 10” deep shelves, (1) 39” x 20” x 39” counterDeluxe

3,690.00
3,740.00

3,390.00
3,832.00

4,797.00
4,862.00

4,407.00
4,981.00

Total
Description:  Base package includes: Aluminum structure, white hardwalls.booth header with company name in block
lettering, carpet, 30” pedestal table, (2) fabric chairs, installation and dismantle. Qty

Discount

Rate

Standard

Rate

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

EXHIBITOR INFORMATION
COMPANY

CONTACT BOOTH#

PACKAGE A1
PACKAGE A2

PACKAGE B1
PACKAGE B2

PACKAGE C1
PACKAGE C2

Basic - Base package with header
- Base package + (2) 10” deep shelves, (1) 39” x 20” x 39” counterDeluxe

OPTIONS & INFORMATION

CARPET COLOR SELECTIONS

HEADER TO READ (up to 20 characters, black lettering on white)

Header
One

Header
Two

Red BlueGrey Teal Black

HARDWALL PANEL (non fabric) SELECTION
White

3,240.00
3,682.00

4,212.00
4,786.00

Spot Lights (For use with rental unit)

Burgundy Purple

will be applied to all orders
received and then cancelled 2 weeks prior to install. If full service
has been provided then 100% of original fee will be applied.

Basic - Base package with oversized header, (2) built-in back counters
- Base package + (2) 10” deep shelves, (1) 39” x 20” x 39” counterDeluxe

3,820.00
4,262.00

4,966.00
5,540.00

PACKAGE D1
PACKAGE D2

8’ x 20’ BOOTH PACKAGES - Please contact customer service for GRAPHIC UPGRADES8’ x 20’ BOOTH PACKAGES - Please contact customer service for GRAPHIC UPGRADES

Basic -   Base package with headers, storage and drape door, (2) built-in counters
- Base package + lockable door for storage, (2) 39” x 20” x 39” countersDeluxe

“
Basic - Base package with header, (1) built-in counter

- Base package + (2) 10” deep shelvesDeluxe

5,210.00
5,652.00

5,520.00
5,962.00

6,773.00
7,347.00

7,176.00
7,751.00

Total
Description:  Base package includes: Aluminum structure, white hardwalls, booth header with company name in block
lettering, carpet, 30” pedestal table, (2) fabric chairs, installation and dismantle. Qty

Discount

Rate

Standard

Rate

PACKAGE E1
PACKAGE E2

PACKAGE F1
PACKAGE F2

PACKAGE G1
PACKAGE G2

Basic - Base package with headers
- Base package + (2) 10” deep shelves, (1) 39” x 20” x 39” counterDeluxe

4,860.00
5,302.00

6,318.00
6,892.00

Basic - Base package with oversized curved header, (3) built-in back counters
- Base package + (2) 10” deep shelves, (1) curved front counterDeluxe

6,180.00
6,622.00

8,034.00
8,608.00

PACKAGE H1
PACKAGE H2

26.00 33.80Literature Pockets 8 1/2” x 11”

$4.25
sq.ft.

5.53
sq.ft.

Nylon Loop Fabric Panel per sq.ft.
**contact for available color options

SPECIAL INSTRUCTIONS

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

COST SUMMARY

RATE ADJUSTMENT (OFFICE USE ONLY)

25% CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

6.25% SALES TAX

TOTAL US DOLLARS

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



Lock for doors Lighting
*Jewelry Case or Show Case

Branding - graphic panels

Lock for doors Branding - graphic panels

1 meter cabinet with doors
39" long x 20" deep x 40" high

Cabinet "A"
1 meter Jewelry Case with doors

39" long x 20" deep x 40" high

Cabinet "B"
1 meter Show Case with doors
39" long x 20" deep x 40" high

Cabinet "C"

 2 meter cabinet with doors
80" long x 20" deep x 40" high

Cabinet "D"

1 meter curved cabinet 
61" long x 20" deep x 40" high

Cabinet "E"

CABINETS
Straight Cabinets

Do you have questions? 
We would be pleased to help.  Contact us at:     253 437 0031       operations@levyexpo.com       www.levyexpo.com

*DISCLAIMER* Actual products and colors available may vary from the images shown. All products subject to availability

All straight cabinets come with sliding doors.  Optional Upgrades noted below:

Curved Cabinets

Optional Upgrades noted below:

1 meter curved cabinet with door 
61" long x 20" deep x 40" high

Cabinet "F"

**Same as cabinet "E" but with door



xpo21_cabinets

CABINETS ORDER FORM & INVOICE

A 25% CANCELLATION FEE will be applied to all orders
received and then cancelled. If full service has been provided
then 100% of original fee will be applied.

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

EXHIBITOR INFORMATION
COMPANY

CONTACT BOOTH#

STANDARD RATE will be applied to all orders not received
and paid in full by .  We reserve the rightFebruary 24, 2023
to adjust orders calculated incorrectly.

CABINET “A”

1 meter Cabinet with doors

Cabinet with + custom graphic panel

CABINET “B”

1 meter Jewelry Case with doors

Jewelry Case + custom graphic panel

CABINET “C”

1 meter Show Case with doors

Show Case + custom graphic panel

CABINET “D”

2 meter Cabinet with doors

2 meter Cabinet + custom graphic panel

CABINET “E”

1 meter Curved cabinet (open back)

Curved cabinet + custom graphic panel

CABINET “F”

1 meter Curved cabinet with doors

Curved cabinet w/ doors + custom graphic panel

DESCRIPTION QTY DISCOUNT RATE STANDARD RATE TOTALSTYLE

NOTE:  Should you wish to have a graphic panel upgrade for your cabinet, please contact our Operations department to
confirm details on graphic file submission.

Lock ($20.00 each) Lights ($20.00 each)

Lock ($20.00 each) Lights ($20.00 each)

Lock ($20.00 each) Lights ($20.00 each)

Lock ($20.00 each) Lights ($20.00 each)

Lock ($20.00 each)

Lock ($20.00 each)

Lock ($20.00 each)

Lock ($20.00 each)

Lock ($20.00 each)

Lock ($20.00 each)

580.00

755.00

660.00

774.00

760.00

830.00

780.00

670.00

955.00

690.00

975.00

754.00

981.50

858.00

988.00

1,079.00

1,496.30

871.00

1,241.50

897.00

1,267.50

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

1,026.20

1,151.00

1,014.00

COST SUMMARY
RATE ADJUSTMENT (OFFICE USE ONLY)

CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

6.25% SALES TAX

TOTAL US DOLLARS

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



xxpo21_graphics+sign

GRAPHICS AND SIGN ORDER FORM & INVOICE

STANDARD RATE

EXHIBITOR INFORMATION

STANDARD SIGN SIZES INDICATE YOUR SIGN COPY HERE

OPTIONAL SERVICES

ADDITIONAL SERVICES & TERMS

A 100% CANCELLATION FEE

COMPANY

CONTACT

7” x 44”

Easel back on sign (Up to 22” x 28”)

37.00

4.83

31.00

3.62

40.00

4.70

48.00

6.23

11” x 14”

Logo sign

14” x 22”

Banner

22” x 28”

47.00

Quoted on Request

63.00

Quoted on Request

79.00

113.00

61.00

82.00

103.00

147.0028” x 44”

will be applied to all orders
received then cancelled.

BOOTH#

7” x 11”

Over 10 words (Add per word)

Prices listed are for one-color copy (up to 10 words) on a white background.

Black lettering will be provided unless otherwise specified.

CHOOSE YOUR LAYOUT

Vertical Horizontal

Levy Exposition Services Inc.
to design layout

If you would like us to provide more information and pricing on banners,
logos, silk screening, special graphics or any other items please contact
our Exhibits department for a complimentary consultation.

Orders required within 72 hours before show opening may be subject
to a rush delivery charge. Please allow a minimum of 24 hours for any
on-site sign orders.

Quantity

Quantity

Description

Description

Discount

Rate

Discount

Rate

Standard

Rate

Standard

Rate

Total

Total

LETTER COLOR SELECTIONS

Red Teal PurpleBlue Green Black

will be applied to all orders not received
and paid in full by We reserve the rightFebruary 24, 2023.
to adjust orders calculated incorrectly.

COST SUMMARY

RATE ADJUSTMENT (OFFICE USE ONLY)

100% CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

TOTAL US DOLLARS

6.25% SALES TAX

DIGITAL GRAPHICS (6 SQ FT MINIMUM)

- Digital files must be provided to LES specifications.
- Graphics should be sent in vector format as .eps files.
Also acceptable: Adobe Illustrator (.ai) & Corel Draw (.cdr) files

- Photographic & Pixel based complex graphics must be MINIMUM
100 dpi at actual output size.
Acceptable formats include:  .tif, .bmp, &
Adobe Photoshop & Corel Photo Paint files

- All text be outlined / converted to curves, or fonts includedMUST
with image files.

- Art work is to be received as file ready.
- Editing & Design time is charged at a rate of $75.00 per hour
(1 hour minimum).

- Digital files must be received at least three (3) weeks before show
to receive discount price.

$19.50 $29.00Digital Prints per sq.ft.
(Mounted  on Foamcore w/ Matte Laminate)

Quantity Description
Discount

Rate

Standard

Rate
Total

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

SPECIAL INSTRUCTIONS

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



xxpo21_clean.cdr

EXHIBIT BOOTH CLEANING ORDER FORM & INVOICE

STANDARD RATE

EXHIBITOR INFORMATION

A 25% CANCELLATION FEE

COMPANY

CONTACT

will be applied to all orders
received then canceled. If full service has been provided then
100% of original fee will be applied.

BOOTH#

SERVICES

DISCOUNT RATE

STANDARD RATE & ON-SITE ORDERS

ADDITIONAL INFORMATION

TOTAL SQUARE FEET OF BOOTH SPACE

TOTAL SQUARE FEET OF BOOTH SPACE

General vacuuming of the show floor aisles is provided, however,
cleaning of your exhibit area is not included in your exhibit space
rental.

All carpets ordered from us are installed clean for your use.
However, you may order cleaning services for debris created
during set-up and show hours.

If you have any questions or need assistance with any items
not listed, please contact our exhibits department.

A surcharge may be applied for any damage and or staining of
exhibit space.

DAYS REQUIRED

DAYS REQUIRED

RATE

RATE

$0.95 =

$1.24 =

TOTAL

TOTAL

X

X

X

X

EXHIBIT VACUUMING

OUR SERVICES INCLUDE THE FOLLOWING:

EMPTYING OF WASTEBASKETS GENERAL HOUSEKEEPING

After First Day

After First Day

After Third Day

After Third Day

Prior To Show Opening

Prior To Show Opening

After Second Day

After Second Day

Total Number of Days100 Square Feet Minimum Order

Total Number of Days100 Square Feet Minimum Order

will be applied to all orders not received
and paid in full by We reserve the rightFebruary 24, 2023.
to adjust orders calculated incorrectly.

COST SUMMARY

RATE ADJUSTMENT (OFFICE USE ONLY)

25% CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

TOTAL US DOLLARS

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

SPECIAL INSTRUCTIONS Please indicate on the lines below any special cleaning requests or instructions you may have.

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



xxpo21_in-boothforklift

IN-BOOTH FORKLIFT ORDER FORM & INVOICE

EXHIBITOR INFORMATION
COMPANY

CONTACT BOOTH#

TERMS & CONDITIONS

RATES

ESTIMATED INSTALLATION REQUIREMENTS

ESTIMATED DISMANTLE REQUIREMENTS

OVERTIME
(Includes 5000 lb Forklift and operator) All day Saturday, Sunday, and holidays

THIS SERVICE IS NOT PROVIDED BY SHOW MANAGEMENT

STANDARD RATE

STANDARD RATE

STRAIGHT TIME

STRAIGHT TIME

DESCRIPTION TOTAL

OVERTIME

OVERTIME

OVERTIME
(Foreman)

The exhibitor, his agent or representative must supply sufficient manpower including competent and authorized supervisors to manage and control the
exhibit installation activity.

The exhibitor, upon signing this order form, covenants and agrees to indemnify and hold harmless Levy Exposition Services Inc., from and against all
claims, demands, charges, losses or damage arising or alleged to arise directly or indirectly or incidentally by person of any act omission or operations
of the exhibitor, his agent or representative, their officers, employees, agents or anyone for whom the exhibitor, his agent or representative are legally
responsible.  Levy Exposition Services Inc., is to be cross insured on the insurance for the exhibitor’s, his agent’s or representative’s operations
conducted at this event.  Evidence of the insurance described above shall be forwarded to Levy Exposition Services Inc.

4:30 PM - 8:00 AM    Monday to Friday,

_____ Forklift

_____ Forklift

_____ Forklift

_____ Forklift

$274.00 per Hour

_____Hours

_____Hours

$340.00 per Hour

$340.00 per Hour

$510.00 per Hour

$510.00per Hour

$__________ Total

$__________ Total

Date Required

Date Required

There is a minimum charge of one (1) hour per
forklift. Additional time thereafter is charged in
one-half (½) hour increments.

There is a minimum charge of one (1) hour per
forklift. Additional time thereafter is charged in
one-half (½) hour increments.

Start Time

Start Time

_____Hours

_____Hours

$__________ Total

$__________ Total

4:30 PM - 8:00 AM    Monday to Friday,
All day Saturday, Sunday, and holidays

A 25% CANCELLATION FEE will be applied to all orders
received then canceled. If full service has been provided then
100% of original fee will be applied.

COST SUMMARY
RATE ADJUSTMENT (OFFICE USE ONLY)

25% CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

TOTAL US DOLLARS

STRAIGHT TIME        8:00 AM - 4:30 PM    Monday to Friday
(Includes 5000 lb. Forklift and operator)

(Foreman)
STRAIGHT TIME        8:00 AM - 4:30 PM    Monday to Friday

$340.00 per Hour

$176.00 per Hour

$510.00 per Hour

DESCRIPTION

DESCRIPTION STANDARD RATE TOTAL

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

*PLEASE ADD 25% FOR ORDERS PLACED AFTER
FEBRUARY 24, 2023.

ADDITIONAL 25% LATE ORDER

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



XXPO/Banner.cdr

SIGN & BANNER HANGING ORDER FORM & INVOICE

EXHIBITOR INFORMATION

SPECIAL INSTRUCTIONS

TERMS AND CONDITIONS

COMPANY

This order form is for labor and equipment that may be required for the hanging of signs, banners, decorations, etc. This order will be
considered as a tentative reservation and at the Levy Exposition Services Inc. servicemust be confirmed with a signed work order
desk.

All Rates are based on current wage scales and are subject to change in accordance with existing wage scales at the time of the exposition.

: Any miscellaneous rigging supplies such as cable, shackles etc. required to install your sign will be calculated and added to yourNOTE
invoice upon completion of the installation

*PLEASE ADD 25% TO ORDERS PLACED AFTER
FEBRUARY 24, 2023.

A sign hanging crew consists of two men and a boom lift.

CONTACT BOOTH#

LABOR RATES

ESTIMATED INSTALLATION REQUIREMENTS

ESTIMATED DISMANTLE REQUIREMENTS

REGULAR TIME

REGULAR TIME

REGULAR TIME

OVER TIME

OVER TIME

OVER TIME

8:00 AM - 4:30 PM Monday to Friday Boom lift and two man crew - $ .00 per Hour/765 minimum 1 hour

Additional Rigger(s) - $1 .00 per Person per Hour /76 minimum 1 hour

Boom lift and two man crew - $ .00 per Hour765

Additional Rigger(s) - $1 .00 per Person per Hour76

Boom lift and two man crew - $ .00 per Hour765

Additional Rigger(s) - $1 .00 per Person per Hour76

Boom lift and two man crew - $ .00 per Hour/995 minimum 1 hour

Additional Rigger(s) - $ .00 per Person per Hour/274 minimum 1 hour

Boom lift and two man crew - $ .00 per Hour995

Additional Rigger(s) - $ .00 per Person per Hour274

Boom lift and two man crew - $ .00 per Hour995

Additional Rigger(s) - $ .00 per Person per Hour274

Date Required

Date Required

Date Required

Date Required

Start Time

Start Time

Start Time

Start Time

Approx. Hours

Approx. Hours

Approx. Hours

Approx. Hours

Laborers

Laborers

Laborers

Laborers

$__________ Total

$__________ Total

$__________ Total

$__________ Total

4:30 PM - 8:00 AM Monday to Friday,
All day Saturday, Sunday and Holidays

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

A , L . 2 .LL OVERHEAD HANGING SIGNS BE ASSEMBLED  INSTALLED AND DISMANTLED BY EVY  SIGN ASSEMBLY REQUIRES A PERSON CREWMUST
( ) .THE REQUIRED AMOUNT OF MAN HOURS TO ASSEMBLE YOUR SIGN S WILL BE ADDED TO YOUR ACCOUNT UPON COMPLETION OF THE WORK

SUPERVISION SERVICES

E SXHIBITOR UPERVISED

LEVY SUPERVISED (P 0% )LEASE ADD FOR THIS SERVICE5

( )PLEASE INDICATE DESIRED SERVICE

COST SUMMARY

RATE ADJUSTMENT (OFFICE USE ONLY)

25% CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

TOTAL US DOLLARS

ADDITIONAL 25% LATE ORDER

SUPERVISION 50%

**Any sign or banner hanging required that involves a Truss, Electric motors or Lighting must be assembled, installed, and
JCALPRO. Please contact them at 1-617-954-2345 **removed by .

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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CORD INSTALLATION LABOR ORDER FORM & INVOICE

TERMS & CONDITIONS

EXHIBITOR INFORMATION

CANCELLATION FEEGratuities in any form, including cash,
gifts or labor hours for work not actually performed are prohibited.
We reserve the right to adjust orders calculated incorrectly.

COMPANY

CONTACT BOOTH#

SUPERVISION SERVICES (Please indicate desired service)SUPERVISION SERVICES (Please indicate desired service)

LABOR RATES

CORD LABORINSTALLATIONCORD LABORINSTALLATION

CORD LABORDISMANTLECORD LABORDISMANTLE

LEVY SERVICE INC. SUPERVISEDEXPOSITION S
MOVE IN MOVE OUT

EXHIBITOR SUPERVISED
MOVE IN MOVE OUT

REGULAR TIME

REGULAR TIME

REGULAR TIME

OVER TIME

OVER TIME

OVER TIME

LEVY SERVICE INC. WILL SUPERVISEEXPOSITION S
the installation of electrical cords to be completed at our discretion
prior to the exhibitor move-in.

A will be added to the50% Surcharge
labor rates below for this professional supervision.
All Levy supervised orders must be accompanied by a detailed
floor plan.

Supervisor’s name _________________________________________

8:00 AM - 4: 0 PM Monday to Friday3

_____ Laborers

_____ Laborers

_____ Laborers

_____ Laborers

$1 .0076 per Hour

_____Hours

_____Hours

$ 76.00 per Hour1

$ 76.00 per Hour1

$__________ Total

$__________ Total

Date Required

Date Required

A minimum charge for labor is one (1) hour per
laborer.

A minimum charge for labor is one (1) hour per
laborer.

Start Time

Start Time

_____Hours

_____Hours

$ 4.00 per Hour27

$ 4.00 per Hour27

$__________ Total

$__________ Total

$27 .004 per Hour4:30 PM - 8:00 AM Monday to Friday,
All day Saturday and Sunday

A one (1) hour “per person, per
hour” charge will be applied for all canceled labor orders.

Supervisors must check in at the Service Desk to pick up labor.
Start times cannot always be guaranteed.
If no time is provided, labor will be available on a first-come, first serve
basis only.

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

COST SUMMARY
RATE ADJUSTMENT (OFFICE USE ONLY)

CANCELLATION FEE (OFFICE USE ONLY)

TOTAL ESTIMATED LABOR

SUPERVISION %50

SUBTOTAL

TOTAL

SPECIAL SET UP INSTRUCTIONS

Is a detailed floor plan attached? Yes No

If no, please provide an email address for Levy to contact you

regarding booth set up:

Utility services for all 120V power provided by the facility does not include the installation of cords to specific areas within the booth space.
Levy labor, display company labor or the exhibitor can perform this work. Rental carpeting and padding will not be installed until cord
installation is completed.

*High voltage (208V and over), please contact the facility’s electrical department.

CORD RENTAL

25’ Flat Cord

50’ Flat Cord

$ .0040 _________ $__________

Tape to cover cords $22.00/roll

$ .0050

Description Price Quantity Total

_________

_________

$__________

$__________

Supervisor’s _________________________________phone number_

Email:

There will be a minimum charge of $22.00 to cover cords with tape.
Larger areas and multiple electrical drops may require
more than one roll.

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

*PLEASE ADD 25% FOR ORDERS PLACED AFTER
FEBRUARY 24, 2023.

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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CORD INSTALLATION LABOR GRID

SHOW NAME ____________________________________________________________ DATES _____________________

COMPANY NAME _________________________________________________________ BOOTH # ___________________

   ADJACENT AISLE OR BOOTH # ______________

ADJACENT AISLE OR BOOTH # ______________

10 x 10 use 1 square = 1/4 foot                      20 x 20 use 1 square = 1/2 foot                  40 x 40 use 1 square = 1 foot 
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LABOR ORDER FORM & INVOICE

TERMS & CONDITIONS

EXHIBITOR INFORMATION

INBOUND FREIGHT INFORMATION **BE SURE TO COMPLETE THE OUTBOUND FORM AS WELL**INBOUND FREIGHT INFORMATION **BE SURE TO COMPLETE THE OUTBOUND FORM AS WELL**

CANCELLATION FEEGratuities in any form, including cash,
gifts or labor hours for work not actually performed are prohibited.
We reserve the right to adjust orders calculated incorrectly.

COMPANY

CONTACT BOOTH#

SUPERVISION SERVICES (Please indicate desired service)SUPERVISION SERVICES (Please indicate desired service)

LABOR RATES

ESTIMATED INSTALLATION REQUIREMENTS

ESTIMATED DISMANTLE REQUIREMENTS

REGULAR TIME

REGULAR TIME

REGULAR TIME

OVER TIME

OVER TIME

OVER TIME

8:00 AM - 4:30 PM Monday to Friday

_____ Laborers

_____ Laborers

_____ Laborers

_____ Laborers

Carrier

Number of Pieces

Pro Number

Loose Display

Quantity of Ladders Required (Optional)

Date Shipped

Weight Arrival Date (Target)

Crated Display

$176.00 per Hour

_____Hours

_____Hours

$176.00 per Hour

$176.00 per Hour

$__________ Total

$__________ Total

Date Required

Date Required

A minimum charge for labor is one (1) hour per
laborer. Labor thereafter is charged in one-half
(½) hour increments.

A minimum charge for labor is one (1) hour per
laborer. Labor thereafter is charged in one-half
(½) hour increments.

Start Time

Start Time

_____Hours

_____Hours

$274.00 per Hour

$274.00 per Hour

$__________ Total

$__________ Total

Before 8:00 am and after 4:30 pm Monday to Friday,
All day Saturday, Sunday, and holidays.

$274.00 per Hour

LEVY EXPOSITION SERVICES INC. SUPERVISED
MOVE IN MOVE OUT

EXHIBITOR SUPERVISED
MOVE IN MOVE OUT

LEVY EXPOSITION SERVICES INC. WILL SUPERVISE
labor to unpack and install display before exhibitor arrival at show site
and/or dismantle and pack display after show closing.

A will be added to the labor rates below for this50% Surcharge
professional supervision.

Starting time can be guaranteed only when labor is requested for the
start of the working day at 8 AM. For all other starting times, check in at
the one-half (½) hour before time requested.Exhibitor Service Desk

EXHIBITOR WILL SUPERVISE
the laborers provided by Levy Exposition Services Inc. for the
installation and/or dismantle of the exhibit.

Supervisor’s name _________________________________________

A one (1) hour “per person, per
hour” charge will be applied for all canceled labor orders.

COST SUMMARY
RATE ADJUSTMENT (OFFICE USE ONLY)

CANCELLATION FEE (OFFICE USE ONLY)

SUBTOTAL

SUPERVISION 50%

TOTAL US DOLLARS

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

*PLEASE ADD 25% FOR ORDERS PLACED AFTER
FEBRUARY 24, 2023. ADDITIONAL 25% LATE ORDER

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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OUTBOUND SHIPPING - BOOTH I&D LABOR

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

Outbound

Shipping

Instructions

Please complete this

section if Levy will be

supervising booth

labor.

Exhibitor Outbound Shipping Instructions: At close of show, exhibitor freight will be shipped to the

following address:

If your freight is being forwarded to another show, be sure to include the name of show and your

booth number.
1

Company / Show:

Address:

City / State/ Zip:

Attention:

Booth #:

Exhibitor Name:

Billing Address:

City / State / Zip:

Tel. #:

Fax #:

Auth. by:

Booth #

Select
Carrier

Name of Carrier:

Ship via carrier of exhibitor’s choice

Ship via official show freight carrier

Select
shipping
method

Ground

Air Select Service Provider:

Please note:

� If an exhibitor is using a carrier of his/her own choice (or not using the official show freight carrier,) the exhibitor is
responsible for arranging for carrier to pick up at close of show.
� Levy cannot guarnatee pick up time for exhibitor appointed carriers. All shipments are moved out of the exhibit
hall at Levy’s discretion.

Billing

Information

Please indicate

billing information for

carrier charges if

different than above.

2 Shipper (signature): Shipper (print name):

Bill Shipping Charges to (if different from above):

Freight Charges Billed To (Company/Show):

Address:

City / State / Zip:

Telephone: Attention:

Please review the Quick Facts for the Carrier Check-in time

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



PAYMENT & LABOR

T
E

R
M

S
  
&

C
O

N
D

I
T

I
O

N
S

The terms and conditions set forth below become part of the contractual agreement between Levy Exposition Services Inc. and you, the
EXHIBITOR. Acceptance of said terms and conditions will be construed when any of the following conditions are met:
~  WHEN THE METHOD OF PAYMENT FORM IS SIGNED; OR
~  WHEN AN ORDER FOR LABOR, SERVICES, AND/OR RENTAL EQUIPMENT IS PLACED BY AN EXHIBITOR WITH LEVY

EXPOSITION SERVICES INC.; OR
~  WHEN WORK IS PERFORMED ON BEHALF OF EXHIBITOR BY LABOR SECURED THROUGH LEVY EXPOSITION SERVICES INC.

DEFINITIONS
“Levy Exposition Services Inc.” (”LES”), and any sub-contractors affiliated within the show. The term EXHIBITOR shall be construed
within the meaning of this contract as the EXHIBITOR and/or its employees, agents, representatives, and/or any Exhibitor Appointed
Contractor (E.A.C.).

PAYMENT TERMS
Full payment, including any applicable tax, is due in advance or at show site. All payments must be in U.S. Funds and all checks must be
drawn on a U.S. Bank. Orders received without advance payment or after the deadline date will incur additional [After Deadline] charges as
indicated on each order form. All materials and equipment are on a rental basis for the duration of the show or event and remain the
property of LES except where specifically identified as a sale. All LES rentals include delivery, installation and removal from EXHIBITOR’s
booth. In case of cancellation, a one-hour “per person, per hour” charge will be applied to all labor orders that are not canceled in writing at
least 24 hours prior to the scheduled start time. If services have already been provided at the time of cancellation, 100% of original fee will
be applied. It is EXHIBITOR’S responsibility to advise LES Exhibitor Services personnel of any problem with any order, and to check
invoices for accuracy prior to the close of the exhibit. If EXHIBITOR is exempt from payment of sales tax, LES requires an exemption
certificate for the State in which the services are to be used. Resale certificates are not valid unless EXHIBITOR is rebilling these charges
to its customers. For International EXHIBITORS, LES requires 100% prepayment of advance orders, and any orders or services places at
show site must be paid at the show. For all others, should there be any pre-approved unpaid balance after the close of the show, terms will
be net, due and payable in the UNITED STATES OF AMERICA, upon receipt of invoice. Effective 30 days after invoice date, any unpaid
balance will bear a FINANCE CHARGE at the lesser of the maximum rate allowed by applicable law, or 1.5% per month, which is an
ANNUAL PERCENTAGE RATE of 18%, and future orders will be on a pre-paid basis only. If any finance charge here under exceeds the
maximum rate allowed by applicable law, the finance charge shall automatically be reduced to the maximum rate allowed, and any excess
finance charge received by LES shall either be applied to reduce the principal unpaid balance or refunded to the payer. These payment
terms and conditions shall be governed by and construed in accordance with the LAWS OF THE STATE OF MASSACHUSETTS. In the
event of any dispute between EXHIBITOR and LES relative to any loss, damage, or claim, such EXHIBITOR shall not be entitled to and
shall not withhold payment, or any partial payment, due to LES relative to any services, as an offset against the amount of any alleged loss
or damage. Any claim against LES shall be considered a separate transaction, and shall be resolved on its own merits. LES reserves the
right to charge EXHIBITOR for the difference between the EXHIBITOR’s estimate of charges and the actual charges incurred by the
EXHIBITOR, or for any charges that LES may be obligated to pay on behalf of the EXHIBITOR, , any shippingincluding without limitation
charges.

LABOR PROVIDED UNDER THE SUPERVISION OF LES

RESPONSIBILITIES
LES shall be responsible for the performance of labor provided under this option. LES cannot assume responsibility for any acts of, or loss
to, persons, parties and/or other contracting firms not under LES’s direct supervision and control. In no event shall LES be liable for loss or
damage caused by delay in labor beginning work when EXHIBITOR requests labor to begin later than the start of the working day. LES shall
not be responsible for loss, delay or damage due to strike, lockouts, and/or work stoppages, or other causes beyond LES’s reasonable
control.

INDEMNIFICATON
LES agrees to indemnify, hold harmless, and defend EXHIBITOR from and against any and all demands, claims, causes of action, fines,
penalties, damages, liabilities, judgments, and expenses (including but not limited to reasonable attorneys’ fees and investigation costs) for
bodily injury, including any injury to LES employees, or property damage arising out of work performed by labor provided by and supervised
by LES, except when EXHIBITOR exercises direction and/or control over the work being performed.

LABOR PROVIDED UNDER THE SUPERVISION OF EXHIBITOR

RESPONSIBILITIES
EXHIBITOR shall be responsible for the performance of labor provided under this section. It is responsibility of EXHIBITOR to supervise
labor secured through LES in a reasonable manner as to prevent bodily injury and/or property damage and also to direct them to work in a
manner that is in compliance with LES Safe Work Rules and/or Federal, State, County and Local ordinances, rules and/or regulations,
including but not limited to Show or Facility Management Rules and/or Regulations. It is the responsibility of EXHIBITOR to check in with
the Service Desk to pick up labor, and to return to the Service Desk to release labor when the work is completed.

INDEMNIFICATION
EXHIBITOR agrees to indemnify, hold harmless, and defend LES from and against any and all demands, claims, causes of action, fines,
penalties, damages, liabilities, judgements, and expenses (including but not limited to reasonable attorneys’ fees and investigation costs)
for bodily injury, including any injury to LES employees, and/or property damage arising out of work performed by labor provided by LES but
supervised by EXHIBITOR. Further, EXHIBITOR’s indemnification of LES includes any and all violations of Federal, State, County or Local
ordinances, “Show Regulations and/or Rules” as published and/or set forth by Facility or Show Management, and/or directing labor
provided by LES to work in a manner that violates any of the above rules, regulations, and/or ordinances.

IMPORTANT
PLEASE REFER TO LES’s MATERIAL HANDLING TERMS AND CONDITIONS AS THEY RELATE TO MATERIAL HANDLING
SERVICES. CONTRACTUAL TERMS DEPEND ON THE NATURE OF SERVICES SECURED BY EXHIBITOR THROUGH LES.
TERMS & CONDITIONS MAY VARY FOR EACH TYPE OF SERVICE ORDERED THROUGH LES.

EXPOSITION SERVICES INC.

Payment & Labor.cdr



O N E  R AT E .  O N E  F E E .

• Receiving and unloading your materials at the advance warehouse.

• Secure storage of materials for up to 30 days before the show.

• Transfer to show-site, unload, and deliver materials to your booth.

• Removal and storage of empty containers during the show.

• Returning empties from storage at the close of the show.

• Outbound loading of your materials onto your carrier of choice or Levy’s official carrier.

THE SIMPLIFIED PRICING OF PAYING PER POUND INCLUDES:



As the o��cial service contractor‚ LEVY is the exclusive provider of freight  
services. Material handling includes unloading your exhibit material‚ storing up 
to 30 days in advance at the warehouse address‚ delivering to the booth‚ the 
handling of empty containers to and from storage‚ and removing of material from 
the booth for reloading onto outbound carriers. It should not be confused with the 
cost to transport your exhibit material to and from the convention or event. You 
have two options for shipping your advance freight — either to the warehouse or 
directly to show site.
HOW DO I SHIP TO THE ADVANCE WAREHOUSE?
�  We will accept freight beginning 30 days prior to show move-in.
�  To check on your freight arrival‚ call Exhibitor Services at the number listed on 

the Quick Facts.
�  To ensure timely arrival of your materials at show site‚ freight should arrive by 

the deadline date listed on the Quick Facts and Shipping Instructions pages. Your
freight will still be received after the deadline date‚ but additional charges will 

�  The warehouse will receive shipments Monday through Friday, except holidays. 
Refer to the Shipping Instructions page for warehouse receiving hours.

�  The warehouse will accept crates‚ cartons‚ skids‚ trunks/cases and carpets. 
Loose or pad-wrapped materials must be sent directly to show site.

�  All shipments must have a bill of lading or delivery slip indicating the number of 
pieces‚ type of merchandise and weight.

�  Cer����d weight tickets must accompany all shipments.
�  Warehouse freight will be delivered to the booth prior to exhibitor setup.
�  Please call the number located on the  Quick Facts if you want to ship

oversized material that requires special equipment to the warehouse.
HOW DO I SHIP TO SHOW SITE?
�  Freight will be accepted only during exhibitor move-in. Please refer to the 

Quick Facts for the speci�c exhibitor move-in dates and times.
�  All shipments must have a bill of lading or delivery slip indicating the number of 

pieces‚ type of merchandise and weight.
�  Cer����d weight tickets must accompany all shipments.
WHAT ABOUT PREPAID OR COLLECT SHIPPING CHARGES?
�  Collect shipments will be returned to the delivery carrier.
�  To ensure that your freight does not arrive “collect‚” mark your bill of lading  

“prepaid.”
�  “Prepaid” designates that the transportation charges will be paid by the exhibitor  

or a third party.
HOW SHOULD I LABEL MY FREIGHT?
�  The label should contain the exhibiting company name‚ the booth number and 

the name of the event.
�  The speci�c shipping address for either the warehouse or show site can be

found on the Quick Facts and Shipping Instructions pages.
HOW DO I ESTIMATE MY MATERIAL HANDLING CHARGES?
�  Charges will be based on the weight of your shipment. Each shipment received 

is considered separately. The shipment weight will be multiplied by the applicable 
per pound rate with no round-ups. All shipments are subject to reweigh. 

�  On the Order Form‚ select whether the freight will arrive at the warehouse or be 
sent directly to show site.
   Crated: material that is skidded or is in any type of shipping container that can 
be unloaded at the dock with no additional handling required.

� Add the late delivery charge listed on the Order Form if the shipment is accepted 
at the warehouse or at show site after the deadline date listed on the Quick Facts
and Shipping Instructions pages.

 

 

 

 
 
 

 

�  The above services‚ whether used completely or in part‚ are offered as a package 
and the charges will be based on the total inbound weight of the shipment.

�  Shipments received without receipts or freight bills, such as UPS and Federal 
Express, will be delivered to the booth without guarantee of piece count or condition.

WHAT HAPPENS TO MY EMPTY CONTAINERS DURING THE SHOW?

�  Pick up “Empty Labels” at the Service Center. Place a label on each container. 
Labeled containers will be picked up periodically and stored in non-accessible 
storage during the show.

�  At the close of the show‚ the empty containers will be returned to the booth in 

� Please note that LEVY will assume no liability for interrupted travel plans due to the
length of time required for the empty container return.  It is the responsibililty of the
exhibitor to schedule travel plans accordingly.

random order. Depending on the size of the show‚ this process may take several 
hours.

HOW DO I PROTECT MY MATERIALS AFTER THEY ARE DELIVERED TO THE 
SHOW OR BEFORE THEY ARE PICKED UP AFTER THE SHOW?
�  Consistent with trade show industry practices‚ there may be a lapse of time 

between the delivery of your shipment(s) to your booth and your arrival. The 
same is true for the outbound phase of the show — the time between your 
departure and the actual pick-up of your materials. During these times‚ your 
materials will be left unattended. We recommend that you arrange for a 
representative to stay with your materials or that you hire security services to 
safeguard your materials.

HOW DO I SHIP MY MATERIALS AFTER THE CLOSE OF THE SHOW?
�  Each shipment must have a completed Material Handling Agreement in order to 

ship materials from the show. All pieces must be labeled individually.
�  To save time‚ complete and submit the Outbound Shipping Form in advance‚ or 

you may contact the Service Center at show site for your shipping documents. 
The Material Handling Agreement and labels will be processed and available 
prior to show closing.

�  After materials are packed‚ labeled‚ and ready to be shipped‚ the completed 
Material Handling Agreement must be turned in at the Service Center.

�  Call your designated carrier with pick-up information. Please refer to the Quick Facts
and Shipping Instructions pages for spec��c dates and times.  In the event your   
selected carrier fails to show on �nal move-out day‚ your shipment will either be  
rerouted to LEVY’s carrier choice or delivered back to the warehouse at
exhibitor’s expense. 

�  For your convenience‚ show-recommended carriers will be on site to handle 
outbound transportation.

WHERE DO I GET A FORKLIFT?
�  Forklift orders to install or dismantle your booth after materials are delivered 

may be ordered in advance or at show site. We recommend that you order in 
advance to avoid additional charges at show site. Refer to the Order Form for 
available equipment.

�  Advance and show-site orders for equipment and labor will be dispatched once a 
company representative signs the labor order at the Service Center.

�  Start time is guaranteed only when equipment is requested for the start of the 
working day.

DO I NEED INSURANCE?
�  Be sure your materials are insured from the time they leave your ��m until 

they are returned after the show. It is suggested that exhibitors arrange all-risk 
coverage. This can be done by riders to your existing policies.

�  All materials handled by LEVY are subject to the enclosed Terms and Conditions.
OTHER AVAILABLE SERVICES  (may not be available in all locations)
�  Cranes
�  Scissor lifts‚ condors
�  Access storage at show site
�  Exhibit transportation services (see enclosed Liberty Convention Freight form)
�  Security storage at show site
�  Short-term and long-term warehouse storage
�  Local pick-up and delivery

 

  

MATERIAL HANDLING FAQs

be incurred.

The following is a list of frequently asked questions pertaining to material handling and freight services.  We strongly recommend that
you read this document in its entirety to better familiarize yourself with the processes relating to material handling and freight services.
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SOLO RATE MATERIAL HANDLING ORDER FORM & INVOICE

RATE ADJUSTMENT (OFFICE USE ONLY)

SUBTOTAL

TOTAL US DOLLARS

SOLO RATE MATERIAL HANDLING SERVICES

DUE TO LIMITED MATERIAL HANDLING SERVICES AT THE HYNES CONVENTION CENTER, WE HIGHLY
RECOMMEND THAT ALL MATERIALS BE SHIPPED TO OUR ADVANCE WAREHOUSE IN ORDER TO AVOID
POTENTIAL DELAYS IN UNLOADING AT SHOW SITE.

Description Weight in LBS Price Per lb.
Estimated

Total Charges

Advance Receiving  - 1 crate, 2 boxes 298 $3.25 $968.50

Advance and Direct Shipment Rates                                                                    Price Per lb.

Advance Warehouse & Show Site Receiving Rate ...............................................    $3.25
Early/Late to Warehouse & Off Target Rate...........................................................    $4.00
Dedicated Delivery from Advance Warehouse .............   $675.00(in addition to material handling rates) (flat fee)

EXHIBITOR INFORMATION

COMPANY

CONTACT BOOTH#

PLEASE NOTE:
Acceptance of Terms & Conditions will be construed when the Material Handling ServiceAgreement is signed; or when exhibitor’s materials
are delivered to Levy Exposition Services Inc. warehouse or to a SHOW / EXPOSITION SITE for which Levy Exposition Services Inc. is the
official show contractor.

PLEASE REFER TO THE PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM
**ORDERS WILL NOT BE PROCESSED WITHOUT PAYMENT**

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

SOLO RATE MATERIAL HANDLING DESCRIPTIONS

Normal Warehouse Hours for Receiving Freight: 8:00 A.M. to 3:00 P.M. Monday through Friday, Holidays excluded.

Shipment(s) received at the Advance Warehouse and .Advance Receiving: February 9, 2023 March 9, 2023between

:  Shipment(s) received at the Advance Warehouse orEarly/Late to Warehouse & Off Target February 9, 2023prior too

after . Shipments received at show site prior to on .March 9, 2023 8:00 am Thursday, March 16, 2023

Shipment(s) shipped to and received at the Shipments cannot beShow Site Receiving: Hynes Convention Center.
received at the prior to onHynes Convention Center 8:00 am Thursday, March 16, 2023.

Dedicated Delivery from Advance Warehouse: Any freight received at the Advance Warehouse after March 15, 2023
could incur a $675.00 delivery fee if a dedicated truck is required to deliver freight to show site.

Material Handling Service:

Levy Exposition Services Inc. is the exclusive provider of Solo Rate Material Handling Services for AAS 2023 Annual
Conferece. Solo Rate Material Handling Services include:

- receiving and unloading your exhibit materials at the advance warehouse
- storage of exhibit materials for up to 30 days prior to the show
- transportation to show site, unloading and delivery of exhibit materials to your booth space,
- removal and storage of your empty containers during the event
- return of your empty containers at the close of the event
- outbound loading of your materials onto your carrier vehicle of choice at show site

You have the choice to ship to the advance warehouse prior to the show or to ship directly to the show site where your
materials must arrive within the exhibitor move-in dates and times.

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



SHIPPING INSTRUCTIONS

SHIPMENTS CAN BE SENT DIRECTLY TO THE SHOW-SITE ON MOVE-IN DAY, OR TO THE ADVANCE
WAREHOUSE UP TO THIRTY DAYS PRIOR TO MOVE-IN.

All freight shipped to the advance receiving warehouse must be properly crated, boxed, or stretch wrapped on
pallets.

For advance receiving, mail or fax the Material Handling Order Form & Invoice with pre-payment to
LEVY EXPOSITION SERVICES INC.  Shipments sent collect be accepted.WILL NOT

Advance receiving includes the following:

- receiving your material at the warehouse up to thirty days in advance of the move-in day

- delivering the shipment to your booth at the facility

- removing empty crates from your booth to a designated storage area

- returning your empty crates to your booth at the close of the show

- loading your crates onto your designated carrier at the close of the show

The material handling services provided by LEVY EXPOSITION SERVICES INC. end with the close of the
show.  It is the responsibility of the exhibitor to make appropriate arrangements with a carrier for shipping
following the close of the show.  Please make special note of the allotted move-out times and days, and
confirm with your carrier that they are able to meet these allotted times.

Please remove all old shipping labels and ensure that all freight destined for the advance warehouse
is labeled with the following information:

AAS 2023 Annual Conference
COMPANY NAME  & BOOTH #
Levy Exposition Services Inc.
c/o Liberty CFS NV, Inc.
95 Concord Street
North Reading, MA 01864

Shipments may be sent to the advance warehouse up to thirty days prior to the move-in day for the show.
All shipments however, must be received at the warehouse a minimum of one week (seven days) in advance
of the show move-in date.  Shipments received less than seven days prior to the move-in day are subject
to extra charges and delivery time be guaranteed. All shipments must be received at the advancewill not
warehouse between the hours of 08:00 and 15:00, Monday to Friday, no earlier than andFebruary 9, 2023
no later than March 9, 2023. Shipments that arrive prior to February 9, 2023 or after
March 9, 2023 will be subject to the rate of $4.00 per pound. Shipments must include an official weight
ticket or bill of lading.

ADVANCE RECEIVING

xpo21_mhinstructions

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

ANY FREIGHT RECEIVED AT THE ADVANCE WAREHOUSE AFTER MARCH 15, 2022 COULD INCUR A
$650.00 DELIVERY FEE (IN ADDITION TO LATE TO WAREHOUSE FEES) IF A DEDICATED TRUCK IS
REQUIRED TO DELIVER FREIGHT TO SHOW SITE.

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA



See Material Handling Terms & Conditions Sheet enclosed.

LIMITS OF LIABILITY

xpo21_mhinstructions

SHIPPING INSTRUCTIONS (CONT’D.)SHIPPING INSTRUCTIONS (CONT’D.)

SHOW-SITE RECEIVING

For show-site receiving, mail or fax the Material Handling Order Form & Invoice with pre-payment to
LEVY EXPOSITION SERVICES INC.  Shipments sent collect be accepted.WILL NOT

Show-site receiving includes the following:

- receiving and signing for your shipment on your behalf

- delivering the shipment to your booth at the facility

- removing empty crates from your booth to a designated storage area

- returning your empty crates to your booth at the close of the show

- loading your crates onto your designated carrier at the close of the show

The material handling services provided by LEVY EXPOSITION SERVICES INC. end with the close of the
show. It is the responsibility of the exhibitor to make appropriate arrangements with a carrier for shipping
following the close of the show.  Please make special note of the allotted move-out times and days, and confirm
with your carrier that they are able to meet these allotted times.

Please remove all old shipping labels and ensure that all freight destined for show-site receiving
is labeled with the following information:

AAS 2023 Annual Conference
COMPANY NAME & BOOTH #
Hynes Convention Center
c/o Levy Exposition Services Inc.
900 Boylston Street
Boston, MA 02115

PLEASE NOTE THAT SHIPMENTS CANNOT BE RECEIVED AT THE HYNES CONVENTION CENTER PRIOR
TO 8:00 AM ON THURSDAY, MARCH 16, 2023. ALL SHIPMENTS MUST INCLUDE A CERTIFIED WEIGHT
TICKET OR BILL OF LADING. IN THE EVENT THAT YOUR SHIPMENT ARRIVES WITHOUT APPROPRIATE
PAPER WORK, IT WILL BE WEIGHED ON SITE AND AN ADDITIONAL FEE OF $0.20 PER POUND WILL BE
ASSESSED.

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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Acceptance of said terms and conditions will be constructed when any of the following conditions are met:
~ THE MATERIAL HANDLING ORDER FORM AND INVOICE IS SIGNED; OR
~ WHEN EXHIBITOR’S MATERIALS ARE DELIVERED TO LES’S WAREHOUSE OR TO A SHOW/ EXPOSITION SITE

FOR WHICH LEVY EXPOSITION SERVICES INC. IS THE OFFICIAL SHOW CONTRACTOR; OR
~ WHEN AN ORDER FOR LABOR AND/ OR RENTAL EQUIPMENT IS PLACED BY AN EXHIBITOR WITH LEVY

EXPOSITION SERVICES INC.

1. DEFINITIONS. “Levy Exposition Services Inc” (”LES”), and
any sub-contractors affiliated within the show.

2. PACKAGING AND CRATES. LES shall not be responsible for
damage to loose, uncrated materials, pad-wrapped or shrink-
wrapped materials, glass breakage, concealed damage,
carpets in bags or poly, or materials improperly packed. In
addition, LES shall not be responsible for crates and packaging
which are unsuitable for handling, in poor condition, or have
prior damage. Crated and packaging should be of a design to
adequately protect contents for handling by forklift and similar
means.

3. EMPTY CONTAINERS. Empty container labels will be
available at the show site service desk. Affixing labels to the
containers is the sole responsibility of EXHIBITOR or his
representative. All previous labels must be removed or
obliterated. LES assumes no responsibility for: Error in the
above procedures; Removal of containers with old empty labels
& without LES labels; or Improper information on empty labels.
LES WILL NOT BE LIABLE FOR LOSS OR DAMAGE TO
CRATES AND CONTAINERS OR THEIR CONTENTS WHEN
SAID ITEMSARE IN EMPTY CONTAINER STORAGE.

4. INBOUND SHIPMENT(S). Consistent with trade show
industry practices, there may be a lapse of time between the
delivery of shipment(s) to the booth and the arrival of
EXHIBITOR or his representative, and during such time the
materials will be left unattended. LES WILL NOT BE
RESPONSIBLE OR LIABLE FOR ANY LOSS, DAMAGE,
THEFT, OR DISAPPEARANCE OF EXHIBITOR’S
MATERIALS AFTER SAME HAVE BEEN DELIVERED TO
EXHIBITOR’S BOOTH AT SHOW SITE. LES highly
recommends the securing of security services for Facility or
Show Management.

5. OUTBOUND SHIPMENT(S). Consistent with trade show
industry practices, there may be a lapse of time between the
completions of packing and the actual pickup of materials from
the booths for loading onto a carrier and during such time the
materials will be left unattended. LES WILL NOT BE
RESPONSIBLE OR LIABLE FOR ANY LOSS, DAMAGE,
THEFT, OR DISAPPEARANCE OF EXHIBITOR’S
MATERIALS BEFORE SAME HAVE BEEN PICKED UP FOR
RELOADING AT THE CONCLUSION OF THE EVENT. LES
highly recommends the securing of security services from
Facility or Show Management. All Material Handling
Agreements submitted to LES by EXHIBITOR will be checked
at the time of pickup from booth and corrections will be made
where discrepancies exist between the quantities of times
listed by EXHIBITOR and the actual count of such items in the
booth at the time of pickup.

6. LES’S RESPONSIBILITIES. LES shall be responsible only for
those services which it directly provides. LES assumes no
responsibility for any persons, parties, or other contracting firms
not under LES’s direct supervision and control. LES shall not
be responsible for loss, delay, or damage due to strike,
lockouts, work stoppages, natural elements, vandalism, acts of
God, civil disturbances, power failure, explosion, acts of
terrorism or war, other causes beyond LES’s reasonable
control, nor for ordinary wear & tear in the handling of materials.

7. INSURANCE. It is understood that LES is not an insurer.
Insurance on exhibit materials, if any, shall be obtained by
EXHIBITOR in amounts and for perils determined by
EXHIBITOR. EXHIBITOR agrees to provide LES with a release
of subrogation to the extent of any insurance settlement
received.

8. CLAIM(S) FOR LOSS. Claims for loss or damage must be
reported at show-site.
A. PAYMENT FOR SERVICES MAY NOT BE WITHHELD. In

the event of any dispute between the EXHIBITOR shall not
be entitled to and shall not withhold payment, or any partial
payment due to LES for its services, as an offset against the
amount of any alleged loss or damage.

If found damaged LES’s soleB. MAXIMUM RECOVERY.
and exclusive MAXIMUM liability for loss or damage to
EXHIBITOR’s materials and EXHIBITOR’s sole and
exclusive remedy is limited to $.50 per pound article with a
maximum liability of $100.00 per item, or $1,500.00 per
shipment.

9. JURISDICTION. THIS CONTRACT SHALL BE CONSTRUED
UNDER THE LAWS OF THE STATE OF MASSACHUSETTS
WITHOUT GIVING EFFECT TO ITS CONFLICT OF LAWS
RULES. EXCLUSIVE VENUE FOR ALL DISPUTES ARISING
OUT OF OUR RELATING TO THIS CONTRACT SHALL
RESIDE IN A COURT OF COMPETENT JURISDICTION IN
BOSTON, MASSACHUSETTS.

10. INDEMNIFICATION. EXHIBITOR agrees to indemnify, forever
hold harmless and defend LES, its employees, directors,
officers, and agents from and against any and all demands,
claims, causes of action, fines, penalties, damages (including
consequential), liability, judgments, and expenses (including
but not limited to reasonable attorney’s fees and investigation
costs) on account of personal injury, death, or damage to or loss
of property or profits arising out of, or contributed to, by any of
the following:
- EXHIBITOR’s negligent supervision of any labor secured
through LES, or the negligent supervision of such labor by any
of EXHIBITOR’s employees, agents, representative,
customers, invitees and/or Exhibitor Appointed Contractor
(EAC).
- EXHIBITOR’s negligence, willful misconduct, or deliberate act
of EXHIBITOR’s employees, agents, representatives,
customers, invitees and/or any Exhibitor Appointed Contractor
(EAC) at the show or exposition to which this contract relates.
- EXHIBITOR’s violation of U.S.A. or Local ordinances or the
violation of Show Regulations and/or Rules as published and
set forth by Facility and/or Show Management.
- EXHIBITOR’s inclusion of illegal substances, hazardous
materials or waste in any shipment placed with LES and for the
violation of the representations and warranties made regarding
hazardous materials made on the front of thisAgreement.

11. MISCELLANEOUS. EXHIBITOR, as a material part of the
consideration LES for material handling and transportation
services, waives and releases all claims against LES, its
employees, agents, officers, and directors, with respect to all
matters for which LES has disclaimed liability pursuant to the
provisions of this contract. The EXHIBITOR acknowledges
that he or she has read this agreement, understands it and
agrees to be bound by its terms, and further agrees that it is the
complete and exclusive agreement between the parties. The
invalidity or enforceability of any provision hereof shall not
affect, modify, or impair the validity and enforceability of all
provisions herein.

EXPOSITION SERVICES INC.

Material Terms.cdr
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Ground Freight (LTL)
Full Load
International Freight Forwarding
Customs Brokerage Services
Exclusive Use Full Trailer

���� ����� ����� �	�
����
�	��� ��� �	�����
��� � ����� �	�����
�	���
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" D e l i v e r i n g  F r e e d o m   "

������������������ �!��

Dedicated to delivering safely and on time every time. 

100% satisfaction guaranteed or your money back. That's the Liberty CFS promise. 


"���#�$�%���&"�����

Door to door service 
Catering to your specific needs
Single point of contact
24/7 customer attention
Committed to excellence

Putting service first and leveraging our 42 years of freight & customs experience
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REQUEST FOR SET-UP BY NON-OFFICIAL CONTRACTOR

A 25% CANCELLATION FEE

ORIGINAL CERTIFICATES ONLY
PHOTOSTATS OR FACSIMILES WILL NOT BE ACCEPTED

ORIGINAL CERTIFICATES ONLY
PHOTOSTATS OR FACSIMILES WILL NOT BE ACCEPTED

Name of Exhibiting Company: _______________________________ Booth Number: __________________________

Contracting Company Name: _______________________________________________________________________

Contracting Company Address: ______________________________________________________________________

City: ________________ State: ________________ Zip: _______ Telephone: ___________________ Fax__________

Estimated Arrival at Show_________________________________ Number of Workers: _________________________

Authorized By: _________________________________________Title: ______________________________________
(Sign & Print Name)

The unpacking, erection, assembling, dismantling, and packing of displays and equipment must be done
by the correct type of labor. Levy Exposition Services Inc., the official contractor, will have skilled
craftsmen available to assist Exhibitors. Arrangements for labor should be made through Levy
Exposition Services in advance whenever possible. Official labor forms are included in the Exhibitor
Service Manual.

Exceptions to the foregoing will be considered only in cases where permission has been requested in
writing by the Exhibitor and received by Levy Exposition Services Inc. no later than February 24,
2023. Exceptions will be granted only if it will not interfere with or prejudice the orderly set-up, interim
service, or dismantling of the Exposition. An exception will not be granted if it is inconsistent with the
commitments made and obligations assumed by Management in any contract with service contractors or
its lease with the For services such as electrical, plumbing, telephone,Hynes Convention Center.
drayage, rigging and booth cleaning, no exception will be made, and the contractor designated by
Management will be used.

All agents representing the Exhibitor must be fully identified by the official Management badge. All
agents or representatives who are performing services other than the Exhibitor’s own employees must
provide Levy Exposition Services with Certificates of Insurance naming Levy Exposition Services
Inc., Association of Asian Studies, AAS 2023 Annual Conference, and the Hynes Convention
Center as additional insured’s February 24, 2023.by These Certificates of Insurance must include
public liability and property damage insurance for at least $1,000,000, and workmen’s compensation
insurance in accordance with local law.

Exhibitors wishing to use a contractor other than Levy Exposition Services Inc. to set
up and dismantle their exhibits must fill out this form and return to  us no later than
February 24, 2023.  If this form and the certificate of insurance from the non-official
contractor is not received by February 24, 2023, your non-official contractor will be
allowed to supervise only. All labor must then be hired from Levy Exposition Services
Inc. for installation and dismantle of the exhibit.

Fax:  253 437 0032
14900 Interurban Avenue South, Suite 271
Seattle, WA
USA 98168
Telephone: 253 437 0031
E-mail:  operations@levyexpo.com

AAS 2023 Annual Conference
March 17 - 19, 2023

Hynes Convention Center

Boston, MA
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Blanc Bench Ottoman
Bright White Leather 

48”W x 24”D x 18”H

Blanc Sofa
Bright White Leather

75”W x 35”D x 35”H

Blanc Loveseat
Bright White Leather 

54”W x 35”D x 35”H

Blanc Chair
Bright White Leather 

33”W x 35”D x 35”H

Blanc Cube Ottoman
Bright White Leather 
17”Square x 17”H

Whisper Sofa
White Leather

87”W x 37”D x 35”H

Whisper Loveseat
White Leather 

61”W x 37”D x 35”H

Whisper Chair
White Leather 

35”W x 37”D x 35”H

W H I S P E R
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Whisper Bench Ottoman
White Leather 

60”W x 24”D x 17”H

Whisper Round Ottoman
White Leather 

46”Round x 17”H

Whisper Square Ottoman
White Leather 

40”Square x 17”H

Function Armless Chair
White Leather

28”Square x 29”H

Function Corner
White Leather

28”Square x 29”H

F U N C T I O N
Modular Seating Collection

Continental Wedge Ottoman
Bright White Leather 

30”W x 34”D x 19”H

Continental Reverse  
Curved Loveseat

Bright White Leather 
72”W x 34”D x 31”H

Continental Curved Loveseat
Bright White Leather 

82”W x 34”D x 31”H

C O N T I N E N T A L
Modular Seating Collection

W H I S P E R
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Continental Half Moon  
Ottoman

Bright White Leather
33”W x 19”D x 19”H

Continental Curved Bench
Bright White Leather

70”W x 26”D x 19”H

Sophistication Sofa
White Leather

72”W x 31”D x 48”H

Sophistication Loveseat
White Leather

48”W x 31”D x 48”H

Sophistication Chair
White Leather

24”W x 31”D x 48”H

S O P H I S T I C A T I O N
Modular Seating Collection

Sophistication Corner
White Leather

31”Square x 48”H

Sophistication Ottoman
White Leather

31”Square x 19”H

C O N T I N E N T A L
Modular Seating Collection
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Metro Sofa
Black Leather

85”W x 35”D x 35”H

Metro Loveseat
Black Leather

60”W x 35”D x 35”H

Metro Chair
Black Leather

35”Square x 35”H

M E T R O

Boca Corner
Black Leather

22”W x 27”D x 30”H

Boca Armless
Black Leather

27”Square x 30”H

B O C A
Modular Seating Collection

Metro Square Ottoman
Black Leather

40”Square x 17”H

Metro Bench Ottoman
Black Leather

60”W x 24”D x 17”H
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Grammercy Sofa
Charcoal Leather

82”W x 36”D x 36”H

Grammercy Loveseat
Charcoal Leather

57”W x 36”D x 36”H

Grammercy Chair
Charcoal Leather

28”W x 36”D x 36”H

G R A M M E R C Y
Modular Seating Collection

Grammercy Square Ottoman
Charcoal Leather

40”Square x 17”H
Also Available in Bench Ottoman

60”W x 24”D x 17”H

Grammercy Corner
Charcoal Leather

36”Square x 36”H

Grammercy Round Ottoman
Charcoal Leather
46”Round x 17”H

S U A V E  M I D N I G H T

Suave Midnight Sofa
Midnight Suede

77”W x 36”D x 33”H

Suave Midnight Loveseat
Midnight Suede

54”W x 36”D x 33”H

Suave Midnight Chair
Midnight Suede

32”W x 36”D x 33”H
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P A R M A

Parma Bench Ottoman
Brown Leather

60”W x 24”D x 17”H

Parma Sofa
Brown Leather

79”W x 37”D x 36”H

Parma Loveseat
Brown Leather

56”W x 37”D x 36”H

Parma Chair
Brown Leather

33”W x 37”D x 36”H

Montana Mocha Sofa
Mocha Tan Fabric

79”W x 35”D x 34”H

Montana Mocha Loveseat
Mocha Tan Fabric

57”W x 35”D x 34”H

Montana Mocha Chair
Mocha Tan Fabric
35”Square x 34”H

M O N T A N A  M O C H A
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Madison Ottoman - Willow
Green Fabric 

24”Square x 17”H

M A D I S O N

Madison Sofa
Tan Fabric

86”W x 34”D x 34”H

Madison Chair
Tan Fabric 

33”W x 34”D x 34”H

Madison Sky Bench
Teal Fabric 

48”W x 24”D x 17”H

Madison Ottoman - Sand Dollar
Tan Fabric 

24”Square x 17”H

Madison Ottoman - Apricot
Orange Fabric 

24”Square x 17”H

Madison Ottoman - Sunflower
Yellow Fabric 

24”Square x 17”H
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Chandler Sofa
Red Leather

76”W x 37”D x 35”H

Chandler Loveseat
Red Leather

53”W x 37”D x 35”H

Chandler Chair
Red Leather

31”W x 37”D x 35”H

C H A N D L E R

Chandler Bench Ottoman
Red Leather

60”W x 24”D x 17”H

E V O K E

Evoke Chair
Coffee Resin Frame with Tan Cushions

33”W x 35”D x 27”H

Evoke Sofa
Coffee Resin Frame with Tan Cushions

81”W x 35”D x 27”H

Evoke Cocktail Table
Coffee Resin Frame

48”W x 24”D x 18”H
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Evoke End Table
Coffee Resin Frame

24”W x 28”D x 25”H

Evoke Cube Table
Coffee Resin Frame
18”Square x 18”H

E V O K E

Niko Sofa
Grey Microfiber

81”W × 30”D × 38”H

Niko Loveseat
Grey Microfiber

58”W × 30”D × 38”H

Niko Chair
Grey Microfiber

31”W × 30”D × 38”H

N I K O

Midnight Stage Chair
Midnight Microfiber

25”W x 26”D x 37”H

Chamois Stage Chair
Beige Microfiber

25”W x 26”D x 37”H

Buckskin Stage Chair
Tan Microfiber

25”W x 26”D x 37”H

S T A G E  C H A I R S
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O T T O M A N S  &  B E N C H E S

Essentials Storage Ottoman
White Leather with Locking Mechanism 

48”W x 24”D x 20”H
Lock Not Included

Round Ottoman
Grammercy Charcoal Leather
Whisper White Leather

46”Round x 17”H

1/4 Round Ottoman
Grammercy Charcoal Leather
Whisper White Leather
34”W x 19”D x 17”H

Curved Bench
Continental White Leather

70”W x 26”D x 19”H

Square Ottoman
Metro Black Leather
Whisper White Leather
Grammercy Charcoal Leather

40”Square x 17”H

Bench Ottoman
Metro Black Leather
Whisper White Leather
Chandler Red Leather
Grammercy Charcoal Leather
Parma Brown Leather

60”W x 24”D x 17”H

S T A G E  C H A I R S

Empire Chair
Black Leather
White Leather

28”W x 32”D x 32”H

Monarch Chair
Bright White Leather
28”Square x 30”H
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Essentials Turning Bed 
White Leather

96”W x 48”D x 36”H

Essentials Banquette 
White Leather

60”Round x 48”H (2 Pieces)

Whisper Banquette 
White Leather

59”Round x 38”H (2 Pieces)

Grammercy Banquette 
Charcoal Leather

59”Round x 38”H (2 Pieces)

B A N Q U E T T E S

O T T O M A N S  &  B E N C H E S

Madison Ottomans
Left to Right: Willow, Sand Dollar, Apricot, Sunflower

24”Square x 17”H

Madison Sky Bench
Teal Fabric 

48”W x 24”D x 17”H
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C U B E  O T T O M A N S

Rubix Cube Ottomans 
Cherry 
Cromwell 
Grape
18”Square x 18”H

Lemon
Lime
Mango  

Blanc Cube Ottoman
Bright White Leather 
17”Square x 17”H

Whisper Cube Ottoman 
White Leather

18”Square x 18”H

Metro Cube Ottoman 
Black Leather

18”Square x 18”H
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C H A R G E D

Essentials Turning Bed 
- Charged
White Leather

96”W x 48”D x 25”H
*White slip cover available for black charging unit.

*Maximum of 1 bed per power source.

Aspen Bar Table - Charged
White / Brushed Steel
72”W x 26”D x 42”H

*Maximum of 1 table per power source.

Boca Corner - Charged
Bright White Leather
27”Square x 30”H

*Maximum of 4 daisy linked together per power source.

Aspen Cocktail Table - 
Charged

White / Brushed Steel
48”W x 24”D x 18”H

*Maximum of 1 table per power source.

White Conference Table - 
Charged

White
96”W x 43”D x 30”H

*Maximum of 1 table per power source.

Boca Chair - Charged
Bright White Leather

22”W x 27”D x 30”H
*Maximum of 4 daisy linked together per power source.

Patrice Table Chair 
- Charged

Bright White Leather
28”W x 31”D x 31”H

*Maximum of 6 daisy linked together per power source.

Lincoln Bench - Charged
Bright White Leather

59”W x 39”D x 17”H
*Maximum of 3 daisy linked together per power source.
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Tribeca Tables
End Table Wood/Black
24”W x 28”D x 22”H

Console Table Wood/Black
48”W x 18”D x 30”H

Cocktail Table Wood/Black
48”W x 28”D x 19”H

O C C A S I O N A L  T A B L E S

Aria Tables Red
End Table Red/Brushed Steel

24”W x 20”D x 22”H
Cocktail Table Red/Brushed Steel

44”W x 20”D x 18”H

Aria Tables Blue
End Table Blue/Brushed Steel

24”W x 20”D x 22”H
Cocktail Table Blue/Brushed Steel

44”W x 20”D x 18”H

Aria Tables Green
End Table Green/Brushed Steel

24”W x 20”D x 22”H
Cocktail Table Green/Brushed Steel

44”W x 20”D x 18”H

Novel Tables
End Table Satin Steel
15”Square x 16”H

Cocktail Table Satin Steel
46”W x 15”D x 16”H

Aria Tables Purple
End Table Purple/Brushed Steel

24”W x 20”D x 22”H
Cocktail Table Purple/Brushed Steel

44”W x 20”D x 18”H

Aria Tables White
End Table White/Brushed Steel

24”W x 20”D x 22”H
Console Table White/Brushed Steel

44”W x 20”D x 30”H
Cocktail Table White/Brushed Steel

44”W x 20”D x 18”H

Aria Tables Charcoal
End Table Storm Grey/Brushed Steel

24”W x 20”H x 22”H
Console Table Storm Grey/Brushed Steel

44”W x 20”D x 30”H
Cocktail Table Storm Grey/Brushed Steel 

44”W x 20”D x 18”H
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O C C A S I O N A L  T A B L E S

Rose Table
17”Round x 17”H

Vivid Tables
End Table - Smoked Powder Coat Finish

26”Square x 21”H
Console Table - Smoked Powder Coat Finish

50”W x 24”D x 30”H
Cocktail Table - Smoked Powder Coat Finish

50”W x 24”D x 16”H

Fuze Tables
End Table Chrome/Zebrawood Laminate

24”Square x 23”H
Console Table Chrome/Zebrawood Laminate

60”W x 16”D x 34”H
Cocktail Table Chrome/Zebrawood Laminate

40”Square x 16”H

London Tables
End Table Chrome/Marble

24”Square x 23”H
Console Table Chrome/Marble

60”W x 16”D x 34”H
Cocktail Table Chrome/Marble

40”Square x 16”H

Brooklyn Tables
End Table Square - Chrome

22”Square x 20”H
End Table Round - Chrome

20”Round x 20”H
Cocktail Table Rectangle - Chrome

42”W x 24”D x 16”H
Cocktail Table Round - Chrome

30”Round x 16”H

Zanzibar Table
17”Square

Cube End Tables 
Black 24”
White 24” 

24”Square x 21”H

Cube Cocktail Tables 
Black 24” 
White 24” 

24”Square x 16”H

Hylton Tablet Table
White/Brushed Steel

18”W x 12”D x 28”H
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B A R S  &  B A R  B A C K S

VIP Glow Bar 6’ 
Frosted Plexi with Built-in Wireless LED Kit 

72”W x 24”D x 42”H(Bar) 
13”D x 18”H (Shelf) 

*Includes remote control

VIP Glow Bar 4’ 
Frosted Plexi with Built-in Wireless LED Kit 

48”W x 24”D x 42”H(Bar) 
13”D x 18”H (Shelf) 

*Includes remote control

Piazza Bar Back
Black
White

44”W x 12”D x 79”H 
13”W x 14”H (Inside Shelf)

Blox Bar Back
Walnut/Brushed Metal
30”W x 16”D x 86”H

Please Inquire About Shelf Dimensions

Bar
Black with 2 shelves in back
White with 2 shelves in back

48”W x 16”D x 42”H
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S T O O L S

Colin Stool
Natural Maple

20”W × 19”D × 46”H

Euro Bar Stool
Black

22”W x 24”D x 42”H

Criss Cross Bar Stool
Espresso Leather
White Leather

15”W x 19”D x 41”H

Hourglass Bar Stool
Black
White

18”W x 20”D x 43”H

Silk Back Bar Stool
Black 
White 
Blue

17”W x 18”D x 42”H

Green 
Purple
Red  

Vienna Stool
Gray Acrylic
Orange Acrylic
Teal Acrylic

17”Square x 39”H

Equino Stool
Black
White

15”W x 13”D x 35”H



19

A
F

R
T

R
A

D
E

S
H

O
W

.C
O

M
2

0
2

3
 T

R
A

D
E

 S
H

O
W

 F
U

R
N

IS
H

IN
G

S
 /

 K
IT

 C
A

T
A

L
O

G

S T O O L S

Regal Stool
Brown Leather

19”W x 24”D x 45”H

Marcus Bar Stool
Steel

17”Square (at footbase) x 29”H

C A F E  C H A I R S

Silk Back Chair
Black 
White 
Blue

17”W x 18”D x 34”H

Vienna Chair
Gray Acrylic 
Orange Acrylic
Teal Acrylic

21”Square x 32”H

Green 
Purple
Red 

Caprice Stool
Black Fabric

25”W x 26”D x 44”H

Clara Stool
White

17”W x 21”D x 41”H

Sonic Stool
Black

22”W x 23”D x 42”H

Nexus Stool
White

19”W × 20”D × 44”H
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C A F É C H A I R S

Comet Chair
Black

23”W x 22”D x 32”H (With Arms)
19”W x 22”D x 32”H (Without Arms)

Regal Dining Chair
Brown Leather

19”W x 23”D x 38”H

Caprice Chair
Black

25”W x 24”D x 32”H

Elio Chair
Steel

17”Square x 33”H

Sonic Chair
Black

20”W x 21”D x 32”H

Leslie Chair
White

17”W x 21”D x 31”H

Clara Chair
White

18”W x 21”D x 34”H

Criss Cross Chair
Espresso Leather
White Leather

17”W x 21”D x 35”H

Nexus Chair
White

19”W × 22”D × 32”H
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B A R  T A B L E S

Park Ave Bar Table
Maple/Chrome 30” 
30”Round x 42”H

Maple/Chrome 36” 
36”Round x 42”H 

Silk Bar Table
Black/Chrome 30” 
30”Round x 42”H
Black/Chrome 36” 
36”Round x 42”H

Euro Bar Table
Black/Black 30” 

30”Round x 42”H
Black/Black 36” 

36”Round x 42”H

Blanco Round Bar Table
White/Chrome 30” 
30”Round x 42”H

White/Chrome 36” 
36”Round x 42”H

City Bar Table
Maple/Black 30” 
30”Round x 42”H
Maple/Black 36” 
36”Round x 42”H

Summit Bar Table
White/Black 30” 
30”Round x 42”H
White/Black 36” 
36”Round x 42”H

C A F É C H A I R S

Colin Chair
Natural Maple

22”W × 19”D × 33”H
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B A R  T A B L E S

Spectrum Bar Table Red
Red/Chrome

24”Square x 42”H

Spectrum Bar Table Blue
Blue/Chrome 

24”Square x 42”H

Spectrum Bar Table Purple
Purple/Chrome 

24”Square x 42”H

Spectrum Bar Table Green
Green/Chrome 

24”Square x 42”H

Fuze Bar Table
Zebrawood Laminate/Chrome

36”Square x 42”H

Blanco Square Bar Table
White/Chrome

24”Square x 42”H

Blanco Rectangle Bar Table
White/Chrome

72”W x 24”D x 42”H

Zinc Bar Table
Chrome

24”Round x 42”H
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C A F É TABLES

Euro Café Table
Black/Black 30” 

30”Round x 30”H
Black/Black 36” 

36”Round x 30”H

Silk Café Table
Black/Chrome 30” 
30”Round x 30”H
Black/Chrome 36” 
36”Round x 30”H

Park Ave Café Table
Maple/Chrome 30” 
30”Round x 30”H

Maple/Chrome 36” 
36”Round x 30”H 

Aspen Bar Table
White/Brushed Steel

72”W x 26”D x 42”H

B A R  T A B L E S

Blanco Café Table
White/Chrome 30” 
30”Round x 30”H

White/Chrome 36” 
36”Round x 30”H

Summit Café Table
White/Black 30” 
30”Round x 30”H
White/Black 36” 
36”Round x 30”H

City Café Table
Maple/Black 30” 
30”Round x 30”H
Maple/Black 36” 
36”Round x 30”H
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Blanco Square Café Table
White/Chrome Rectangle

24”Square x 30”H

Blanco Rectangle Café Table
White/Chrome Rectangle

72”W x 24”D x 30”H

Brio Dining Table
Reclaimed Grey Stone Finish/Brushed Bronze

96”W x 48”D x 30”H

Spectrum Café Table Purple
Purple/Chrome

24”Square x 30”H

Spectrum Café Table Red
Red/Chrome

24”Square x 30”H

Spectrum Café Table Green
Green/Chrome

24”Square x 30”H

Spectrum Café Table Blue
Blue/Chrome

24”Square x 30”H

Aspen Dining Table
White/Brushed Steel

72”W x 30”D x 30”H

C A F É TABLES

Fuze Café Table
Zebrawood Laminate/Chrome

36”Square x 30”H
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Goal Task Chair 
Black

25”W x 24”D x 39”H

Goal Task Chair Armless
Black

21”W x 24”D x 39”H

O F F I C E  S E A T I N G

Tamiri Guest Chair
Black Leather

25”W x 27”D x 37”H

Tamiri Mid Back Chair
Black Leather

25”W x 27”D x 39”H

Tamiri High Back Chair
Black Leather

25”W x 27”D x 45”H

Accord Chair
Black
White

25”Square x 44”H

Enterprise High Back  
Conference Chair

Black Fabric
25”W x 27”D x 45”H

Enterprise Mid Back 
Conference Chair

Black Fabric
24”W x 26”D x 39”H

Enterprise Guest Chair
Black Fabric

25”W x 27”D x 37”H
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Goal Drafting Stool Armless
Black

21”W x 24”D x 48”H

Goal Drafting Stool
Black

25”W x 24”D x 48”H

O F F I C E  S E A T I N G

Conference Table Round
Black
Mahogany

42”Round x 29”H

Command 6’ 
Conference Table

Black
Sirona
White

72”W x 36”D x 31”H

Command 8’ 
Conference Table

Black
Sirona
White

96”W x 48”D x 31”H

Command 10’ 
Conference Table

Black
Sirona
White

120”W x 48”D x 31”H

C O N F E R E N C E  T A B L E S
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Black Credenza
Black

60”W x 20”D x 29”H

Black Double Pedestal Desk
Black

60”W x 30”D x 29”H

O F F I C E  F U R N I T U R E

Computer Kiosk
Black
White

24”Square x 42”H

5 Shelf Bookcase
Black
Mahogany

36”W x 12”D x 72”H

Genoa Storage Credenza
Mahogany 2 Filing Cabinets 

2-Drawers-Inside Shelves
66”W x 20”D x 29”H

Genoa Kneespace Credenza
Mahogany 2 Filing Cabinets/2-Drawers

66”W x 20”D x 29”H

Genoa Executive Desk
Mahogany Double Pedestal-Locking Drawers

72”W x 36”D x 29”H
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O F F I C E  F U R N I T U R E

Vivid Café Table Square
Clear Glass/Smoked Powder Coat Finish

42”Square x 30”H

Vivid Café Table Rectangle
Clear Glass/Smoked Powder Coat Finish

60”W x 36”D x 30”H

Brooklyn Round
Dining Table

Clear Glass/Chrome
42”Round x 30”H 

Brooklyn Rectangle
Dining Table

Clear Glass/Chrome
60”W x 36”D x 30”H 

Aspen Dining Table
White/Brushed Steel

72”W x 30”D x 30”H

Brio Dining Table
Reclaimed Grey Stone Finish/Brushed Bronze

96”W x 48”D x 30”H
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4-Drawer Lateral File
Black 

36”W x 18”D x 54”H

2-Drawer Lateral File
Black (Pictured) 

36”W x 18”D x 27”H
Black (Not Pictured)

36”W x 20”D x 29”H

4-Drawer File
Black Letter

15”W x 25”D x 52”H
Black Legal

18”W x 25”D x 52”H

2-Drawer File
Black Letter

15”W x 25”D x 29”H
Black Legal

18”W x 25”D x 29”H

M E T A L  F I L E  &  S T O R A G E  C A B I N E T S

Storage Cabinet
Black

36”W x 18”D x 72”H
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P E D E S T A L S

Locking Pedestal
Black
White

24”Square x 42”H

Display Pedestals 30”
Black

14”Square x 30”H
Black

24”Square x 30”H
Black

18”Square x 30”H
White

14”Square x 30”H

Display Pedestals 36”
Black

14”Square x 36”H
Black 

24”Square x 36”H
White

14”Square x 36”H
White

24”Square x 36”H

Display Pedestals 42”
Black

14”Square x 42”H
Black

24”Square x 42”H
Black

18”Square x 42”H
White

14”Square x 42”H

Fuze Pedestal
Zebrawood Laminate/Chrome

16”Square x 44”H

London Pedestal
Marble/Chrome

16”Square x 44”H
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M I S C E L L A N E O U S  I T E M S

Compact Refrigerator
Black 4 Cu Ft

21”W x 22”D x 32”H

Alto Literature Rack
Black/Metal

11”W x 10”D x 57”H

Nero Literature Rack
Black

15”W x 12”D x 54”H

Argento Literature Rack
Aluminum

15”W x 12”D x 54”H

Stanchion
Chrome
41”H

Stanchion Rope
Red Velour

6’L

Neutrino Floor Lamp
Steel
67”H

Silo Grey Lamps
Table Lamp

25”H
Floor Lamp

70”H

Silo White Lamps
Table Lamp

25”H
Floor Lamp

70”H

L I G H T I N G
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DESIGN YOUR BOOTH SPACE YOUR WAY

20x20 Booth Footprint
Blanc Loveseat • Blanc Chair • Blanc Cube Ottoman
Brooklyn Round End Table • Brooklyn Cocktail Table

Aspen Bar Table - Charged • Nexus Stool
VIP Glow Bar 6’ • Argento Literature Rack

20x20 Booth Footprint
Aspen Dining Table • Colin Chair

Lincoln Bench - Charged • VIP Glow Bar 4’

10x10 Booth Footprint
Niko Chair • Novel End Table • Fuze Pedestal

30” Round Bar Table With Tulip Base - White • Vienna Stool

20x10 Booth Footprint
 Chandler Loveseat • Brushed Steel Lamp
Continental Curved Bench • Rose Table

Aria End Table - White • London Console Table
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Show Name Company Name

Show Dates Onsite Contact Name

Venue Name Onsite Contact Cell #

Delivery Date Time

Pickup Date Time

Booth # and Name Show Contractor

Terms & Conditions: Payments:

Item Number Weight Dimensions Standard Qty. Total

Blanc (Pg. 2)

18228‐0847 100 lbs. Blanc Bright White Leather Sofa 75”W x 35”D x 35”H $814.00 ‐$                              

18167‐0614 90 lbs. Blanc Bright White Leather Loveseat 54”W x 35”D x 35”H $777.00 ‐$                              

18284‐0834 75 lbs. Blanc Bright White Leather Chair 33”W x 35”D x 35”H $649.00 ‐$                              

18024‐0072 40 lbs. Blanc Bright White Leather Bench Ottoman 48”W x 24”D x 18”H $390.00 ‐$                              

18184‐0274 15 lbs Blanc Bright White Leather Cube Ottoman 17"Square $136.00 ‐$                              

Whisper (Pg. 2 & 3)

18228‐0607 115 lbs. Whisper White Leather Sofa 87"W x 37"D x 35"H $777.00 ‐$                              

18167‐0471 90 lbs. Whisper White Leather Loveseat 61"W x 37"D x 35"H $745.00 ‐$                              

18284‐0487 60 lbs. Whisper White Leather Chair 35"W x 37"D x 35"H $618.00 ‐$                              

18024‐0003 43 lbs. Whisper White Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                              

18184‐0034 65 lbs. Whisper White Leather Square Ottoman 40"Square x 17"H $345.00 ‐$                              

18184‐0038 64 lbs. Whisper White Leather Round Ottoman 46"Round x 17"H $345.00 ‐$                              

Function (Pg. 3)

18284‐0554 38 lbs. Function Bright White Leather Armless Chair 28"Square x 29"H $415.00 ‐$                              

18066‐0016 27 lbs. Function Bright White Leather Corner 28"Square x 29"H $446.00 ‐$                              

Continental (Pg. 3 & 4)

18303‐0006 105 lbs. Continental Bright White Leather Curved Loveseat 82"W x 34"D x 31"H $802.00 ‐$                              

18304‐0002 105 lbs. Continental Bright White Leather Reverse Curved Lovese 72"W x 34"D x 31"H $777.00 ‐$                              

18296‐0006 35 lbs. Continental Bright White Leather Wedge Ottoman 30"W x 34"D x 19"H $345.00 ‐$                              

18184‐0283 75 lbs. Continental Bright White Leather Curved Bench 70"W x 26"D x 19"H $407.00 ‐$                              

18184‐0284 30 lbs. Continental Bright White Leather Half Moon Ottoman 33"W x 19"D x 19"H $345.00 ‐$                              

Sophistication (Pg. 4)

18228‐0674 100 lbs. Sophistication White Leather Sofa 72"W x 31"D x 48"H $802.00 ‐$                              

18167‐0466 90 lbs. Sophistication White Leather Loveseat 48"W x 31"D x 48"H $542.00 ‐$                              

18284‐0563 60 lbs. Sophistication White Leather Chair 27"W x 31"D x 48"H $407.00 ‐$                              

18066‐0017 60 lbs. Sophistication White Leather Corner 31"Square x 48"H $407.00 ‐$                              

18184‐0130 40 lbs. Sophistication White Leather Ottoman 31"Square x 19"H $306.00 ‐$                              

Boca (Pg. 5)

18066‐0026 38 lbs. Boca Black Leather Corner 27"W x 27"D x 30"H $446.00 ‐$                              

18284‐0786 28 lbs. Boca Black Leather Armless 22"W x 27"D x 30"H $415.00 ‐$                              

Metro (Pg. 5)

18228‐0602 110 lbs. Metro Black Leather Sofa 85"W x 35"D x 35"H $669.00 ‐$                              

18167‐0467 90 lbs. Metro Black Leather Loveseat 60"W x 35"D x 35"H $644.00 ‐$                              

18284‐0482 75 lbs. Metro Black Leather Chair 35"Square x 35"H $503.00 ‐$                              

18184‐0179 65 lbs. Metro Black Leather Square Ottoman 40"Square x 17"H $345.00 ‐$                              

18024‐0008 43 lbs. Metro Black Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                              

Suave Midnight (Pg. 6)

18228‐0085 105 lbs. Suave Midnight Sofa 77"W x 36"D x 33"H $586.00 ‐$                              

18167‐0069 80 lbs. Suave Midnight Loveseat 54"W x 36"D x 33"H $509.00 ‐$                              

18284‐0151 65 lbs. Suave Midnight Chair 32"W x 36"D x 33"H $382.00 ‐$                              

Grammercy (Pg. 6)

18228‐0605 90 lbs. Grammercy Charcoal Leather Sofa 82"W x 36"D x 36"H $745.00 ‐$                              

18167‐0469 90 lbs. Grammercy Charcoal Leather Loveseat 57"W x 36"D x 36"H $649.00 ‐$                              

18284‐0485 40 lbs. Grammercy Charcoal Leather Chair 28"W x 36"D x 36"H $415.00 ‐$                              

18066‐0015 51 lbs. Grammercy Charcoal Leather Corner 36"Square x 36"H $478.00 ‐$                              

18184‐0036 64 lbs. Grammercy Charcoal Leather Round Ottoman 46"Round x 17"H $345.00 ‐$                              

18184‐0033 65 lbs. Grammercy Charcoal Leather Square Ottoman 40"Square x 17"H $345.00 ‐$                              

Parma (Pg. 7)

18228‐0789 100 lbs. Parma Brown Leather Sofa 79"W x 37"D x 36"H $669.00 ‐$                              

18167‐0577 90 lbs. Parma Brown Leather Loveseat 56"W x 37"D x 36"H $644.00 ‐$                              

18284‐0710 75 lbs. Parma Brown Leather Chair 33"W x 37"D x 36"H $503.00 ‐$                              

18024‐0061 43 lbs. Parma Brown Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                              

Montana Mocha (Pg. 7)

18228‐0784 100 lbs. Montana Mocha Sofa 79"W x 35"D x 34"H $630.00 ‐$                              

18167‐0573 90 lbs. Montana Mocha Loveseat 57"W x 35"D x 34"H $554.00 ‐$                              

18284‐0704 75 lbs. Montana Mocha Chair 35"Square x 34"H $427.00 ‐$                              

Madison (Pg. 8)

18228‐0823 100 lbs. Madison Sofa 86"W x 34"D x 34"H $777.00 ‐$                              

                  2023 Trade Show Order Form
AFR Sales Representative:

Email/Fax:

Diana Gonzalez | Angie Carlson

dgonzalez@rentfurntiure.com | acarlson@rentfurniture.com

TRADE SHOW INFORMATION

***All Furniture Subject to Availability***

100% payment due prior to delivery to secure the order unless credit approved with AFR. You may be subject to additional charges by the drayage company for 

moving the furniture from the loading dock to the exhibit space. Please check your Exhibitor Manual.

If cancelled within 3 days prior to delivery, a 100% charge will be applied.  

AAS 2023 Annual Conference

March 17 ‐ 19, 2023

Venue Address

Hynes Convention Center

900 Boylston Street

Boston, MA    02115

Cancellation Fee:

Late Fee:

Confirmation:

All orders received within 14 days of the show opening will receive at 25% late lee. Show site orders will be based on availability and charged a 30% late fee.

Please email your sales team if you do not receive confirmation within 1‐2 days of submitting this order form.



18284‐0794 75 lbs. Madison Chair 33"Wx 34"D x 34"H $453.00 ‐$                               

18184‐0256 35 lbs. Madison Sky Bench 4"W x 24"D x 17"H $319.00 ‐$                               

18184‐0252 20 lbs. Madison Ottoman ‐ Willow 24"Square x 17"H $204.00 ‐$                               

18184‐0253 20 lbs. Madison Ottoman ‐ Sand Dollar 24"Square x 17"H $204.00 ‐$                               

18184‐0254 20 lbs. Madison Ottoman ‐ Apricot 24"Square x 17"H $204.00 ‐$                               

18184‐0255 20 lbs. Madison Ottoman ‐ Sunflower 24"Square x 17"H $204.00 ‐$                               

Chandler (Pg. 9)

18228‐0795 100 lbs. Chandler Red Leather Sofa 76"W x 37"D x 35"H $669.00 ‐$                               

18167‐0581 90 lbs. Chandler Red Leather Loveseat 53"W x 37"D x 35"H $644.00 ‐$                               

18284‐0717 75 lbs. Chandler Red Leather Chair 31"W x 37"D x 35"H $503.00 ‐$                               

18024‐0062 43 lbs. Chandler Red Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                               

Evoke (Pg. 9 & 10)

13229‐0007 80 lbs.  Evoke Sofa 81"W x 35"D x 27"H $1,011.00 ‐$                               

13041‐0015 40 lbs. Evoke Chair 33"W x 35"D x 27"H $542.00 ‐$                               

13054‐0011 20 lbs. Evoke Cocktail Table 48"W x 24"D x 18"H $345.00 ‐$                               

13110‐0009 20 lbs. Evoke End Table 24"W x 28"D x 25"H $306.00 ‐$                               

13110‐0008 10 lbs. Evoke Cube Table 18"Square $217.00 ‐$                               

Niko  (Pg. 10)

18228‐0858 100 lbs. Niko Sofa 81"W x 30"D x 38"H $828.00 ‐$                               

18167‐0622 85 lbs. Niko Loveseat 58"W x 30"D x 38"H $757.00 ‐$                               

18284‐0856 70 lbs. Niko Chair 31"W x 30"D x 38"H $630.00 ‐$                               

Stage Chairs (Pg. 10 & 11)

18284‐0478 29 lbs. Midnight Stage Chair 25"W x 26"D x 37"H  $249.00 ‐$                               

18284‐0477 29 lbs. Chamois Stage Chair 25"W x 26"D x 37"H  $249.00 ‐$                               

18284‐0476 29 lbs. Buckskin Stage Chair 25"W x 26"D x 37"H  $249.00 ‐$                               

18284‐0621 80 lbs. Empire Chair ‐ Black Leather 28"W x 32"D x 32"H $446.00 ‐$                               

18284‐0564 80 lbs. Empire Chair ‐ White Leather 28"W x 32"D x 32"H $446.00 ‐$                               

18284‐0785 24 lbs. Monarch Chair 28"Square x 30"H $285.00 ‐$                               

Ottomans & Benches (Pg. 11 & 12)

18184‐0283 75 lbs. Continental Bright White Leather Curved Bench 70"W x 26"D x 19"H $407.00 ‐$                               

18184‐0179 65 lbs. Metro Black Leather Square Ottoman 40"Square x 17"H $345.00 ‐$                               

18184‐0034 65 lbs. Whisper White Leather Square Ottoman 40"Square x 17"H $345.00 ‐$                               

18184‐0033 65 lbs. Grammercy Charcoal Leather Square Ottoman 40"Square x 17"H $345.00 ‐$                               

18024‐0008 43 lbs. Metro Black Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                               

18024‐0003 43 lbs. Whisper White Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                               

18024‐0062 43 lbs. Chandler Red Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                               

18024‐0002 43 lbs. Grammercy Charcoal Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                               

18024‐0061 43 lbs. Parma Brown Leather Bench Ottoman 60"W x 24"D x 17"H $345.00 ‐$                               

18184‐0192 70 lbs. Essentials Storage Ottoman 48"W x 24"D x 20"H $478.00 ‐$                               

18184‐0036 64 lbs. Grammercy Charcoal Leather Round Ottoman 46"Round x 17"H $345.00 ‐$                               

18184‐0038 64 lbs. Whisper White Leather Round Ottoman 46"Round x 17"H $345.00 ‐$                               

18184‐0028 15 lbs. Grammercy Charcoal Leather 1/4 Round Ottoman 34"W x 19"D x 17"H $212.00 ‐$                               

18184‐0030 15 lbs. Whisper White Leather White 1/4 Round Ottoman 34"W x 19"D x 17"H $212.00 ‐$                               

18184‐0256 35 lbs. Madison Sky Bench 4"W x 24"D x 17"H $319.00 ‐$                               

18184‐0252 20 lbs. Madison Ottoman ‐ Willow 24"Square x 17"H $204.00 ‐$                               

18184‐0253 20 lbs. Madison Ottoman ‐ Sand Dollar 24"Square x 17"H $204.00 ‐$                               

18184‐0254 20 lbs. Madison Ottoman ‐ Apricot 24"Square x 17"H $204.00 ‐$                               

18184‐0255 20 lbs. Madison Ottoman ‐ Sunflower 24"Square x 17"H $204.00 ‐$                               

Banquettes & Turning Beds (Pg. 12)

18011‐0011 185 lbs. Essentials White Leather Banquette (2 pcs) 60"Round x 48"H $1,011.00 ‐$                               

18011‐0001 130 lbs. Whisper White Leather Banquette (2 pcs) 59"Round x 38"H $1,011.00 ‐$                               

18011‐0002 130 lbs. Grammercy Charcoal Leather Banquette (2 pcs) 59"Round x 38"H $1,011.00 ‐$                               

02082‐0033 200 lbs. Essentials White Leather Turning Bed 96"W x 48"D x 34"H $1,215.00 ‐$                               

Cube Ottomans (Pg. 13)

18184‐0294 10 lbs. Rubix Cube ‐ Cherry 17"Square x 18"H $139.00 ‐$                               

18184‐0295 10 lbs. Rubix Cube ‐ Cromwell 17"Square x 18"H $139.00 ‐$                               

18184‐0296 10 lbs. Rubix Cube ‐ Grape 17"Square x 18"H $139.00 ‐$                               

18184‐0293 10 lbs. Rubix Cube ‐ Lemon 17"Square x 18"H $139.00 ‐$                               

18184‐0297 10 lbs. Rubix Cube ‐ Lime 17"Square x 18"H $139.00 ‐$                               

18184‐0298 10 lbs. Rubix Cube ‐ Mango 17"Square x 18"H $139.00 ‐$                               

18184‐0274 15 lbs Blanc Bright White Leather Cube 17"Square x 17"H $136.00 ‐$                               

18184‐0129 15 lbs. Whisper White Leather Cube Ottoman 18"Square x 18"H $136.00 ‐$                               

18184‐0128 15 lbs. Metro Black Leather Cube Ottoman 18"Square x 18"H $136.00 ‐$                               

Charged (Pg. 14)

22100‐0001 192 lbs. Essentials Turning Bed w/Charging Station Insert  96"W x 48"D x 19"H $1,348.00 ‐$                               

22051‐0001 40 lbs. Boca Bright White Corner ‐ Charged 27"W x 27"D x 30"H $509.00 ‐$                               

22050‐0001 40 lbs. Boca Bright White Armless ‐ Charged 22"W x 27"D x 30"H $471.00 ‐$                               

22001‐0001 80 lbs. Aspen Bar Table  ‐ Charged 72"W x 26"D x 42"H $789.00 ‐$                               

22002‐0002 55 lbs.  Aspen Cocktail Table ‐ Charged 48"W x 24"D x 18"H $446.00 ‐$                               

22200‐0001  230 lbs. White Conference Table ‐ Charged 96"W x 43"D x 30"H $1,062.00 ‐$                               

18284‐0861 52 lbs. Patrice Tablet Chair 28"W x 30.5"D x 31"H $491.00 ‐$                               

22052‐0001 60 lbs.  Lincoln Bench ‐ Charged 59"W x 39"D x 17"H $745.00 ‐$                               

Occasional Tables (Pg. 15 & 16)

12107‐0008 30 lbs. Tribeca End Table 24"W x 28"D x 22"H $242.00 ‐$                               

12230‐0005 40 lbs. Tribeca Console Table 48"W x 18"D x 30"H $269.00 ‐$                               

12055‐0008 50 lbs. Tribeca Cocktail Table 48"W x 28"D x 19"H $255.00 ‐$                               

18024‐0010 30 lbs. Novel End Table 15"Square x 16"H $306.00 ‐$                               

18024‐0011 50 lbs. Novel Cocktail Table 46"W x 15"D x 16"H $345.00 ‐$                               

99‐12304‐05 10 lbs. Aria Red End Table 24"W x 20"D x 22"H $242.00 ‐$                               

99‐12050‐05 20 lbs. Aria Red Cocktail Table 44"W x 20"D x 18"H $255.00 ‐$                               

99‐12304‐03 10 lbs. Aria Green End Table 24"W x 20"D x 22"H $242.00 ‐$                               

99‐12050‐03 20 lbs. Aria Green Cocktail Table 44"W x 20"D x 18"H $255.00 ‐$                               



99‐12304‐06 10 lbs. Aria Blue End Table 24"W x 20"D x 22"H $242.00 ‐$                               

99‐12050‐06 20 lbs. Aria Blue Cocktail Table 44"W x 20"D x 18"H $255.00 ‐$                               

99‐12304‐04 10 lbs. Aria Purple End Table 24"W x 20"D x 22"H $242.00 ‐$                               

99‐12050‐04 20 lbs. Aria Purple Cocktail Table 44"W x 20"D x 18"H $255.00 ‐$                               

99‐12304‐01 10 lbs. Aria White End Table 24"W x 20"D x 22"H $242.00 ‐$                               

99‐12305‐01 35 lbs. Aria White Console Table 44"W x 20"D x 30"H $269.00 ‐$                               

99‐12050‐01 20 lbs. Aria White Cocktail Table 44"W x 20"D x 18"H $255.00 ‐$                               

99‐12304‐02 10 lbs. Aria Charcoal End Table 24"W x 20"D x 22"H $242.00 ‐$                               

99‐12305‐02 35 lbs. Aria Charcoal Console Table 44"W x 20"D x 30"H $269.00 ‐$                               

99‐12050‐02 20 lbs. Aria Charcoal Cocktail Table 44"W x 20"D x 18"H $255.00 ‐$                               

12107‐0512 27 lbs. Fuze End Table 24"Square x 23"H $262.00 ‐$                               

12230‐0116 49 lbs. Fuze Console Table 60"W x 16"D x 34"H $319.00 ‐$                               

12055‐0453 55 lbs. Fuze Cocktail Table 40"Square x 16"H $294.00 ‐$                               

12107‐0493 27 lbs. London End Table 24"Square x 23"H $262.00 ‐$                               

12230‐0110 49 lbs. London Console Table 60"W x 16"D x 34"H $319.00 ‐$                               

12055‐0428 55 lbs. London Cocktail Table 40"Square x 16"H $294.00 ‐$                               

12107‐0494 21 lbs. Brooklyn II Square End Table 22"W X 22"D X 20"H $224.00 ‐$                               

12107‐0495 15 lbs. Brooklyn II Round End Table 20"Round X 20"H $224.00 ‐$                               

12055‐0429 35 lbs. Brooklyn II Rect Cocktail Table 42"W X 24"D X 16"H $249.00 ‐$                               

12055‐0430 25 lbs. Brooklyn II Round Cocktail Table 30"Round X 16"H $249.00 ‐$                               

12107‐0282 35 lbs. Vivid End Table 26"Square  x 21"H $242.00 ‐$                               

12230‐0081 62 lbs. Vivid Console Table 50"W x 24"D x 30"H $269.00 ‐$                               

12055‐0273 50 lbs. Vivid Cocktail Table 50"W x 24"D x 16"H $255.00 ‐$                               

12003‐0038 15 lbs. Rose Table 17"Round x 17"H $269.00 ‐$                               

12003‐0039 20 lbs. Zanzibar Table 17"Square $269.00 ‐$                               

12107‐0296 50 lbs. 24" Cube End Table ‐ Black 24"Square x 21"H $249.00 ‐$                               

12107‐0297 55 lbs. 24" Cube End Table ‐ White 24"Square x 21"H $249.00 ‐$                               

12055‐0285 40 lbs. 24" Cube Cocktail Table ‐ Black 24"Square x 16"H $242.00 ‐$                               

12055‐0286 40 lbs. 24" Cube Cocktail Table ‐ White 24"Square x 16"H $242.00 ‐$                               

12107‐0467 13 lbs. Hylton Tablet Table 18"W x 12"D x 28"H $217.00 ‐$                               

Bars & Bar Backs (Pg. 17)

05012‐0076 185 lbs. VIP Glow Bar 6' 72"W x 24"D x 42"H $884.00 ‐$                               

05012‐0075 130 lbs. VIP Glow Bar 4' 48"W x 24"D x 42"H $745.00 ‐$                               

05012‐0053 70 lbs. Black Bar ‐ 2 Shelf 48"W x 16"D x 42"H $407.00 ‐$                               

05012‐0054 70 lbs. White Bar ‐ 2 Shelf 48"W x 16"D x 42"H $407.00 ‐$                               

12112‐0010  60 lbs. Blox Bar Back 30"W x 16"D x 86"H $509.00 ‐$                               

05001‐0017 150 lbs. Piazza Bar Back ‐ Black 44"W x 12"D x 80"H $478.00 ‐$                               

05001‐0018 150 lbs. Piazza Bar Back ‐ White 44"W x 12"D x 80"H $478.00 ‐$                               

Bar Stools (Pg. 18 & 19)

05237‐0264 15 lbs.  Vienna Stool ‐ Gray 17"Square x 39"H $255.00 ‐$                               

05237‐0263 15 lbs.  Vienna Stool ‐ Orange 17"Square x 39"H $255.00 ‐$                               

05237‐0262 15 lbs.  Vienna Stool ‐ Teal 17"Square x 39"H $255.00 ‐$                               

05237‐0038 15 lbs. Criss Cross Bar Stool ‐ Espresso 15"W x 19"D x 41"H $229.00 ‐$                               

05237‐0039 15 lbs. Criss Cross Bar Stool ‐ White 15"W x 19"D x 41"H $229.00 ‐$                               

05237‐0305 17 lbs. Colin Stool 20"W x 19"D x 46"H $192.00 ‐$                               

99‐05237‐01 20 lbs. Silk Back Bar Stool ‐ Black 17"W x 18"D x 42"H $217.00 ‐$                               

99‐05237‐02 20 lbs. Silk Back Bar Stool ‐ White 17"W x 18"D x 42"H $217.00 ‐$                               

99‐05237‐06 20 lbs. Silk Back Bar Stool ‐ Blue 17"W x 18"D x 42"H $217.00 ‐$                               

99‐05237‐03 20 lbs. Silk Back Bar Stool ‐ Green 17"W x 18"D x 42"H $217.00 ‐$                               

99‐05237‐04 20 lbs. Silk Back Bar Stool ‐ Purple 17"W x 18"D x 42"H $217.00 ‐$                               

99‐05237‐05 20 lbs. Silk Back Bar Stool ‐ Red 17"W x 18"D x 42"H $217.00 ‐$                               

05237‐0221 20 lbs. Euro Bar Stool ‐ Black 22"W x 24"D x 42"H $217.00 ‐$                               

05237‐0270 40 lbs. Hourglass Bar Stool ‐ Black 18"W x 20"D x 43"H $237.00 ‐$                               

05237‐0271 40 lbs. Hourglass Bar Stool ‐ White 18"W x 20"D x 43"H $237.00 ‐$                               

05237‐0160 35 lbs. Equino Bar Stool ‐ Black 15"W x 13"D x 35"H $237.00 ‐$                               

05237‐0041 35 lbs. Equino Bar Stool ‐ White 15"W x 13"D x 35"H $237.00 ‐$                               

05237‐0298 16 lbs. Clara Stool 17"W x 21"D x 41"H $229.00 ‐$                               

05237‐0215 15 lbs. Marcus Stool 18"Square x 29"H $173.00 ‐$                               

05237‐0156 20 lbs. Regal Stool 19"W x 24"D x 45"H $237.00 ‐$                               

05237‐0169 25 lbs. Caprice Stool 25"W x 26"D x 44"H $237.00 ‐$                               

05237‐0042 15 lbs. Sonic Stool 22"W x 23"D x 42"H $192.00 ‐$                               

05237‐0300 6 lbs. Nexus Stool 19"W x 20"D x 44"H $198.00 ‐$                               

Café Chairs (Pg. 19, 20, & 21)

05035‐0032 15 lbs. Vienna Chair ‐ Gray 21"Square x 32"H $161.00 ‐$                               

05035‐0031 15 lbs. Vienna Chair ‐ Orange 21"Square x 32"H $161.00 ‐$                               

05035‐0030 15 lbs. Vienna Chair ‐ Teal 21"Square x 32"H $161.00 ‐$                               

99‐05035‐10 20 lbs. Silk Back Armless Chair ‐ Black 17"W x 18"D x 34"H $136.00 ‐$                               

99‐05035‐11 20 lbs. Silk Back Armless Chair ‐ White 17"W x 18"D x 34"H $136.00 ‐$                               

99‐05035‐15 20 lbs. Silk Back Armless Chair ‐ Blue 17"W x 18"D x 34"H $136.00 ‐$                               

99‐05035‐12 20 lbs. Silk Back Armless Chair ‐ Green 17"W x 18"D x 34"H $136.00 ‐$                               

99‐05035‐13 20 lbs. Silk Back Armless Chair ‐ Purple 17"W x 18"D x 34"H $136.00 ‐$                               

99‐05035‐14 20 lbs. Silk Back Armless Chair ‐ Red 17"W x 18"D x 34"H $136.00 ‐$                               

05035‐0051 11 lbs. Clara Chair 18"W x 21"D x 35"H $153.00 ‐$                               

05035‐0008 10 lbs. Leslie Chair 17"W x 21"D x 31"H $121.00 ‐$                               

05035‐0010 15 lbs. Criss Cross Chair ‐ Espresso 17"W x 21"D x 35"H $153.00 ‐$                               

05035‐0011 15 lbs. Criss Cross Chair ‐ White 17"W x 21"D x 35"H $153.00 ‐$                               

05035‐0023 24 lbs. Elio Chair 17"Square x 33"H $136.00 ‐$                               

14233‐0025 20 lbs. Caprice Chair ‐ Black 25"W x 24"D x 32"H $136.00 ‐$                               

14233‐0005 20 lbs. Comet Stack Chair ‐ Arms 23"W x 22"D x 32"H $186.00 ‐$                               

14233‐0006 15 lbs. Comet Stack Chair ‐ Armless 19"W x 22"D x 32"H $173.00 ‐$                               

05221‐0039 20 lbs. Regal Dining Chair 19"W x 23"D x 38"H $192.00 ‐$                               

14233‐0016 10 lbs. Sonic Chair 20"W x 21"D x 32"H $136.00 ‐$                               



05035‐0050 5 lbs. Nexus Chair 19”W x 22”D x 32”H $161.00 ‐$                               

05035‐0052 12 lbs. Colin Chair 22"W x 19"D x 33"H $136.00 ‐$                               

Bar Tables  (Pg. 21, 22, & 23)

99‐05245‐01 34 lbs.  Euro Bar Table Black/Black 30" Round 30"Round x 42"H $242.00 ‐$                               

99‐05245‐02 41 lbs. Euro Bar Table Black/Black 36" Round 36"Round x 42"H $249.00 ‐$                               

99‐05245‐04 30 lbs. Silk Bar Table Black/Chrome 30” Round 30"Round x 42"H $242.00 ‐$                               

99‐05245‐05 37 lbs. Silk Bar Table Black/Chrome 36” Round 36"Round x 42"H $249.00 ‐$                               

99‐05245‐14 34 lbs. City Bar Table Maple/Black 30" Round 30"Round x 42"H $242.00 ‐$                               

99‐05245‐15 41 lbs. City Bar Table Maple/Black 36” Round 36"Round x 42"H $249.00 ‐$                               

99‐05245‐07 30 lbs. Park Ave Bar Table Maple/Chrome 30” Round 30"Round x 42"H $242.00 ‐$                               

99‐05245‐08 37 lbs. Park Ave Bar Table Maple/Chrome 36” Round 36"Round x 42"H $249.00 ‐$                               

99‐05245‐16 34 lbs. Summit Bar Table White/Black 30” Round 30"Round x 42"H $242.00 ‐$                               

99‐05245‐17 41 lbs. Summit Bar Table White/Black 36” Round 36"Round x 42"H $249.00 ‐$                               

99‐05245‐10 30 lbs. Blanco Bar Table White/Chrome 30” Round 30"Round x 42"H $242.00 ‐$                               

99‐05245‐11 37 lbs. Blanco Bar Table White/Chrome 36” Round 36"Round x 42"H $249.00 ‐$                               

99‐05245‐22 43 lbs. Fuze Bar Table 36"Square x 42"H $274.00 ‐$                               

99‐05245‐12 28 lbs. Blanco Bar Table ‐ White/Chrome 24"Square 24"Square x 42"H $242.00 ‐$                               

99‐05245‐13 69 lbs. Blanco Rectangle Bar Table ‐  White/Chrome  72"W x 24"D x 42"H $376.00 ‐$                               

99‐05245‐20 28 lbs. Spectrum Bar Table ‐ Red 24"Square x 42"H $262.00 ‐$                               

99‐05245‐21 28 lbs. Spectrum Bar Table ‐ Blue 24"Square x 42"H $262.00 ‐$                               

99‐05245‐18 28 lbs. Spectrum Bar Table ‐ Purple 24"Square x 42"H $262.00 ‐$                               

99‐05245‐19 28 lbs. Spectrum Bar Table ‐ Green 24"Square x 42"H $262.00 ‐$                               

05202‐0049 50 lbs. Zinc Bar Table 24"Round x 42"H $363.00 ‐$                               

05204‐0001 75 lbs. Aspen Bar Table 72"W x 26"D x 42"H $675.00 ‐$                               

Café Tables  (Pg. 23 & 24)

99‐05036‐01 30 lbs. Euro Café Table Black/Black 30” Round 30"Round x 30"H $242.00 ‐$                               

99‐05036‐02 37 lbs. Euro Café Table Black/Black 36” Round 36"Round x 30"H $249.00 ‐$                               

99‐05036‐04 27 lbs. Silk Café Table Black/Chrome 30” Round 30"Round x 30"H $242.00 ‐$                               

99‐05036‐05 34 lbs. Silk Café Table Black/Chrome 36” Round 36"Round x 30"H $249.00 ‐$                               

99‐05036‐07 27 lbs. Park Ave Café Table Maple/Chrome 30” Round 30"Round x 30"H $242.00 ‐$                               

99‐05036‐08 34 lbs. Park Ave Café Table Maple/Chrome 36” Round 36"Round x 30"H $249.00 ‐$                               

99‐05036‐14 30 lbs. City Café Table Maple/Black 30” Round 30"Round x 30"H $242.00 ‐$                               

99‐05036‐15 37 lbs. City Café Table Maple/Black 36” Round 36"Round x 30"H $249.00 ‐$                               

99‐05036‐16 30 lbs. Summit Café Table White/Black 30” Round 30"Round x 30"H $242.00 ‐$                               

99‐05036‐17 37 lbs. Summit Café Table White/Black 36” Round 36"Round x 30"H $249.00 ‐$                               

99‐05036‐10 27 lbs. Blanco Café Table White/Chrome 30” Round 30"Round x 30"H $242.00 ‐$                               

99‐05036‐11 34 lbs. Blanco Café Table White/Chrome 36” Round 36"Round x 30"H $249.00 ‐$                               

99‐05036‐22 40 lbs. Fuze Café Table 36"Square x 30 $274.00 ‐$                               

99‐05036‐12 25 lbs. Blanco Café Table White/Chrome 24"Square 24"Square x 30"H $242.00 ‐$                               

99‐05036‐13 63 lbs. Blanco Café Table White/Chrome Rectangle 72"W x 24"D x 30"H $376.00 ‐$                               

99‐05036‐20 25 lbs. Spectrum Café Table ‐ Red 24"Square x 29"H $262.00 ‐$                               

99‐05036‐21 25 lbs. Spectrum Café Table ‐ Blue 24"Square x 29"H $262.00 ‐$                               

99‐05036‐18 25 lbs. Spectrum Café Table ‐ Purple 24"Square x 29"H $262.00 ‐$                               

99‐05036‐19 25 lbs. Spectrum Café Table ‐ Green 24"Square x 29"H $262.00 ‐$                               

05090‐0001 90 lbs. Aspen Dining Table  72"W x 30"D x 30"H $579.00 ‐$                               

05088‐0505 200 lbs. Brio Dining Table 96”W x 48”D x 30”H $777.00 ‐$                               

Office Seating (Pg. 25 & 26)

14136‐0002 38 lbs. Tamiri High Back Chair 25"W x 27"D x 45"H $306.00 ‐$                               

14176‐0007 37 lbs. Tamiri Mid Back Chair 27"Square x 39"H $269.00 ‐$                               

14128‐0002 41 lbs. Tamiri Guest Chair 25"W x 26"D x 37"H $249.00 ‐$                               

14136‐0081 40 lbs. Accord High Back Chair ‐ Black 25"Square x 44"H $382.00 ‐$                               

14136‐0010 40 lbs. Accord High Back Chair ‐ White 25"Square x 44"H $382.00 ‐$                               

14250‐0013 36 lbs. Goal Task Chair ‐ Arms 25"Square x 39"H $204.00 ‐$                               

14250‐0014 38 lbs. Goal Task Chair Armless 21"W x 25"D x 39"H $186.00 ‐$                               

14136‐0080 40 lbs. Enterprise High Back Conference Chair 25"W x 27"D x 45"H $269.00 ‐$                               

14176‐0046 35 lbs. Enterprise Mid Back Conference Chair 24"W x 26"D x 39"H $249.00 ‐$                               

14128‐0096 33 lbs. Enterprise Guest Chair 25"W x 27"D x 37"H $229.00 ‐$                               

14307‐0003 36 lbs. Goal Black Drafting Stool ‐ Arms 25"W x 24"D x 48"H $217.00 ‐$                               

14307‐0004 30 lbs. Goal Black Drafting Stool ‐ Armless 21"W x 24"D x 48"H $204.00 ‐$                               

Conference Tables (Pg. 26)

14062‐0105 97 lbs. 42" Round Conference Table ‐ Black 42" Round x 29"H $338.00 ‐$                               

14062‐0106 97 lbs. 42" Round Conference Table ‐ Mahogany 42" Round x 29"H $338.00 ‐$                               

14062‐0297 90 lbs. Command Conference Table ‐ 6' Black 72"W x 36"D x 31"H $604.00 ‐$                               

14062‐0303 90 lbs. Command Conference Table ‐ 6' Sirona 72"W x 36"D x 31"H $604.00 ‐$                               

14062‐0300 90 lbs. Command Conference Table ‐ 6' White 72"W x 36"D x 31"H $604.00 ‐$                               

14062‐0298 125 lbs. Command Conference Table ‐ 8' Black 96"W x 48"D x 31"H $649.00 ‐$                               

14062‐0304 125 lbs. Command Conference Table ‐ 8' Sirona 96"W x 48"D x 31"H $649.00 ‐$                               

14062‐0301 125 lbs. Command Conference Table ‐ 8' White 96"W x 48"D x 31"H $649.00 ‐$                               

14062‐0299 182 lbs. Command Conference Table ‐ 10' Black 120"W x 48"D x 31"H $745.00 ‐$                               

14062‐0305 182 lbs. Command Conference Table ‐ 10' Sirona 120"W x 48"D x 31"H $745.00 ‐$                               

14062‐0302 182 lbs. Command Conference Table ‐ 10' White 120"W x 48"D x 31"H $745.00 ‐$                               

Office Furniture (Pg. 27 & 28)

14309‐0001 125 lbs. Computer Kiosk ‐ Black 24"Square x 42"H $497.00 ‐$                               

14179‐0005 125 lbs. Computer Kiosk ‐ White 24"Square x 42"H $497.00 ‐$                               

14072‐0108 225 lbs. Black Credenza 60"W x 20"D x 29"H $446.00 ‐$                               

14083‐0105 290 lbs. Black Double Pedestal Desk 60"W x 30"D x 29"H $509.00 ‐$                               

14029‐0098 56 lbs. 5 Shelf Bookcase ‐ Black 36"W x 12"D x 72"H $478.00 ‐$                               

14029‐0091 56 lbs. 5 Shelf Bookcase ‐ Mahogany 36"W x 12"D x 72"H $478.00 ‐$                               

14072‐0039 200 lbs. Genoa Kneespace Credenza 66"W x 20"D x 29"H $446.00 ‐$                               

14083‐0117 290 lbs. Genoa Executive Desk 72"W x 36"D x 29"H $528.00 ‐$                               

14072‐0038 225 lbs. Genoa Storage Credenza 66"W x 20"D x 29"H $446.00 ‐$                               

05088‐0365 70 lbs. Vivid Café Table ‐ Square 42"Square x 30"H $415.00 ‐$                               



05088‐0364 90 lbs. Vivid Café Table ‐ Rectangle 60"W x 36"D x 30"H $478.00 ‐$                              

05088‐0498 77 lbs. Brooklyn II Rect Dining Table 60"W x 36”D x 30”H $497.00 ‐$                              

05088‐0499 59 lbs. Brooklyn II Round Dining Table 42" Round x 30"H $390.00 ‐$                              

05090‐0001 90 lbs. Aspen Dining Table  72"W x 30"D x 30"H $579.00 ‐$                              

05088‐0505 200 lbs. Brio Dining Table 96”W x 48”D x 30”H $777.00 ‐$                              

Metal File & Storage Cabinets (Pg. 29)

14148‐0001 35 lbs. 2 Drawer Vertical File ‐ Letter Size Black 15"W x 25"D x 29"H $167.00 ‐$                              

14147‐0001 35 lbs. 2 Drawer Vertical File ‐ Legal Size Black 18"W x 25"D x 29"H $217.00 ‐$                              

14148‐0002 45 lbs. 4 Drawer Vertical File ‐ Letter Size Black 15"W x 25"D x 52"H $224.00 ‐$                              

14147‐0002 45 lbs. 4 Drawer Vertical File ‐ Legal Size Black 18"W x 25"D x 52"H $249.00 ‐$                              

14143‐0006 100 lbs. 2 Drawer Lateral File ‐ Black 36"W x 18"D x 27"H $224.00 ‐$                              

14143‐0144 125 lbs. 2 Drawer Lateral File ‐ Black 36"W x 20"D x 29"H $224.00 ‐$                              

14143‐0008 170 lbs. 4 Drawer Lateral File ‐ Black 36"W x 18"D x 54"H $274.00 ‐$                              

14034‐0015 135 lbs. Storage Cabinet ‐ Black 36"W x 18"D x 72"H $274.00 ‐$                              

Pedestals (Pg. 30)

12091‐0023 50 lbs. Display Pedestal 14" x 42" Black 14"Square x 42"H $332.00 ‐$                              

12091‐0004 120 lbs. Display Pedestal 24" x 42" Black 24"Square x 42"H $402.00 ‐$                              

12091‐0002 55 lbs. Display Pedestal 18" x 42" Black 18"Square x 42"H $370.00 ‐$                              

12091‐0030 50 lbs. Display Pedestal 14" x 42" White 14"Square x 42"H $332.00 ‐$                              

12091‐0024 45 lbs. Display Pedestal 14" x 36" Black 14"Square x 36"H $281.00 ‐$                              

12091‐0034 75 lbs. Display Pedestal 24" x 36" Black 24"Square x 36"H $402.00 ‐$                              

12091‐0031 45 lbs. Display Pedestal 14" x 36" White 14"Square x 36"H $281.00 ‐$                              

12091‐0033 75 lbs. Display Pedestal 24" x 36" White 24"Square x 36"H $402.00 ‐$                              

12091‐0025 40 lbs. Display Pedestal 14" x 30" Black 14"Square x 30"H $262.00 ‐$                              

12091‐0003 80 lbs. Display Pedestal 24" x 30" Black 24"Square x 30"H $382.00 ‐$                              

12091‐0001 45 lbs. Display Pedestal 18" x 30" Black 18"Square x 30"H $269.00 ‐$                              

12091‐0032 40 lbs. Display Pedestal 14" x 30" White 14"Square x 30"H $262.00 ‐$                              

14309‐0001 125 lbs. Locking Pedestal Black 24"Square x 42"H $497.00 ‐$                              

14179‐0005 125 lbs. Locking Pedestal White 24"Square x 42"H $497.00 ‐$                              

12091‐0055 24 lbs. Fuze Pedestal 16"Square x 44"H $274.00 ‐$                              

12091‐0043 24 lbs. London Pedestal 16"Square x 44"H $274.00 ‐$                              

Miscellaneous Items (Pg. 31)

14189‐0066 30 lbs. Stanchion Chrome 41"H $77.00 ‐$                              

11526‐0001 2 lbs. Stanchion Rope ‐ Red Velour 6' L $40.00 ‐$                              

14308‐0009 8 lbs. Nero Literature Stand ‐ Black 15"W x 12"D x 53.5"H $186.00 ‐$                              

14308‐0010 8 lbs. Argento Literature Rack 15"W x 12"D x 53.5"H $186.00 ‐$                              

14308‐0005 7 lbs. Alto Literature Rack 10.5"W x 9.5"D x 57"H $192.00 ‐$                              

01209‐0003 50 lbs. Compact Refrigerator Black ‐ 4.0 Cu Ft 21"W x 22"D x 32"H $345.00 ‐$                              

Lighting (Pg. 31)

09392‐0019 15 lbs. Silo Grey Floor Lamp 70"H $169.00 ‐$                              

09417‐0037 7 lbs. Silo Grey Table Lamp 25"H $123.00 ‐$                              

09392‐0018 15 lbs. Silo White Floor Lamp 70"H $169.00 ‐$                              

09417‐0036 7 lbs. Silo White Table Lamp 25"H $123.00 ‐$                              

09392‐0001 7 lbs. Neutrino Steel Floor Lamp ‐ Steel 67"H $173.00 ‐$                              



‐$                              

Late Fee % ‐$                              

‐$                              

American Furniture Rentals, Inc. Sales Tax % 6.25% ‐$                              

PO BOX 778962 ‐$                              

Chicago, IL 60677‐8962

Company Name Credit Card Type

Street Address Credit Card #

City Card Holder

State Expiration Date Security Code

Zip Code

Name / Date of Show

Booth Number Date

Contact Name Email Address

Contact Cell Fax #

Special Instructions:

Signature

‐                                                                                                                      

Total Amount Due

‐                                                                                                                      

Total Product
DO NOT MAIL ORDER FORM ‐ Email / Fax Form ONLY

Sub Total
Please make payments payable to: 
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Introduction
On behalf of the Massachusetts Convention Center Authority, 
welcome to Boston!

This Ordering Guide is designed to make planning and ordering easy for all exhibitors.  
Each service section contains the following:

• Description of Services & Equipment and Pricing; 

• Installation & Connection Information;

• Terms & Conditions, and; 

• Frequently Asked Questions. 

In addition to the orderable services listed in this guide, the MCCA also offers the following services for you 
to take advantage of on-site:

• Exhibitor Service Desk with assigned Event Associate 

• Internet Support Services

• Free Wireless Internet Service

• FedEx Business Center

If you have any unanswered questions, please contact Exhibitor Services at 1.617.954.2230  
or exhibitorservices@SignatureBoston.com, and we will be happy to assist you!

We are excited to have you exhibit at our state- of-the-art facilities and look 
forward to working together to help you achieve your most ambitious goals. 
We are proud to offer the service, technology, and resources that will help 
you bring your vision to life. Our Exhibitor Services Team is an invaluable 
resource to assist you with transforming your ideas into an unforgettable 
event for your guests.

World-class customer service has become our signature as a meetings 
destination, which is why we have given our meetings and conventions 
experience a new name: Signature Boston. Unique and personal, a 
signature represents a promise that defines who we are and what we stand 
for. It speaks to our unwavering commitment to making every event we  
host in our city a success beyond your expectations. 
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General Information
ordering policies & procedures

Pricing

Discount, Standard and On-Site rates are available for most 
services. To qualify for the discount rate, order requests and 
payment must be received 21 days prior to the show opening. 
Standard rates will apply to orders received after this discount 
cut-off date and be effective tuntil move-in begins. On-site 
rates will apply to orders received once move in has begun.

Ordering 

Exhibitors are encouraged to submit orders online at our secure 
and easy-to-use website, www.SignatureBoston.com. Credit 
card payment is required for all online orders. Exhibitors 
who prefer to mail in their orders and pay by check will find 
our Service Order Forms in the Appendix of this guide. No 
telephone orders will be accepted.

Exhibitors should be aware of the following when 
placing orders:

• All payments must be in US currency;

• The date payment is received determines the applicable 
rate (see Pricing above);

• Incomplete order or payment information will delay 
processing;

• Booth number(s) must be identified on all order forms.

Payments 

Payment for services must be received in advance. Service 
will be delivered only after payment is received. All out-
standing charges must be paid before the close of the show. 
Please note that there will be no additional taxes added to 
service charges.

Refunds

Claims for refunds must be submitted by the exhibitor to 
Exhibitor Services prior to event close. Credit will not be given 
for services installed and not used. Refunds are issued in the 
same manner in which payment was received.

General Terms & Conditions

• All booth number changes must be communicated by the 
exhibitor to Exhibitor Services prior to exhibitor move-in. 
Additional charges may result, if services must be moved 
after initial set-up.

• All equipment and material furnished by the MCCA shall 
remain the property of the MCCA and shall be removed 
only by MCCA personnel.

• Standard wall outlets and other permanent building 
outlets (e.g., electrical, telephone, plumbing, etc.) are  
not part of the booth space and may not be used by 
anyone other than MCCA personnel or designated  
service provider.

• Service connections must be made by MCCA personnel  
or designated service provider.

• Connection services generally cover the installation of 
service to the booth area in the most convenient manner 
to the MCCA.

• All equipment must comply with state and local safety 
codes. MCCA will refuse connection to any equipment 
that constitutes a safety hazard.

• Unless otherwise directed, MCCA personnel are 
authorized to cut floor coverings to permit installation  
of services.
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Electrical Services
The MCCA offers a variety of electrical services through our experienced in-house team of electricians.

standard 
connections 
(120 volt power)

discount standard on-site

500 watt box
One 5 amp circuit and one  
receptacle or plug point

 $145.00  $175.00  $205.00 

1000 watt box
One 10 amp circuit and two  
receptacles or plug points

 $185.00  $225.00  $275.00 

2000 watt box
One 20 amp circuit and a 
minimum of three  
receptacles or plug points

 $225.00  $280.00  $340.00 

4000 watt box
Two 20 amp circuits and a 
minimum of three  
receptacles or plug points

 $265.00  $330.00  $390.00 

special connections 
(208 volt & 480 volt power) discount standard on-site

Unless otherwise indicated in parentheses ( ), all special power connections 
will be hard-wire connected. To order Three Phase 100 amp service and  
higher, please contact MCCA exhibitor services for availability.

208v single phase 30 amp 
(nema l21-30p)

 $400.00  $495.00  $590.00 

208v single phase 60 amp  $760.00  $940.00  $1,135.00 

208v single phase 100 amp  $1,165.00  $1,455.00  $1,745.00 

208v three phase 30 amp 
(nema l21-30p)

 $715.00  $895.00  $1,075.00 

208v three phase 60 amp  $1,085.00  $1,355.00  $1,635.00 

Note: Any 100+ amp connection must be approved by MCCA Exhibitor 
Services. Please call 617.954.2230.

208v three phase 100 amp  $1,725.00  $2,160.00  $2,590.00 

208v three phase 200 amp  $3,290.00  $4,115.00  $4,940.00 

208v three phase 400 amp  $5,815.00  $7,265.00  $8,720.00 

480v three phase 30 amp  $1,095.00  $1,365.00  $1,645.00 

480v three phase 60 amp  $1,905.00  $2,380.00  $2,860.00 

480v three phase 100 amp  $3,510.00  $4,395.00  $5,276.00 

480v three phase 200 amp  $6,975.00  $8,720.00  $10,470.00 

additional electrical 
services & equipment discount standard on-site

25’ round extension cords 
25’ round, yellow extension 
cords for use in exhibit 
booths. Each cord has three, 
three-prong receptacles on 
the end. 

w

 $40.00  $45.00  $55.00 

6 Port Power Strip Purchase $30.00  $30.00  $35.00 

24 hour power  
If booth equipment requires 
electricity 24 hrs a day (for 
example, a Refrigerator), 
then the exhibitor should 
order 24 hr power. 

In general, electrical service 
begins half an hour before 
the show and ends one hour 
after the show closes.

Add 50% to Initial  
Connection Rate

3
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overhead power 

Overhead power is available upon approval by the MCCA:

• At the Hynes Convention Center, overhead 120v electrical 
service is available in Halls A, B, C and certain areas of Hall 
D and Auditorium. 

• If an overhead sign, truss, banner or other rigged item 
requires overhead 120v power, the MCCA can provide this 
service in any area of the Hynes. 

• If an overhead sign, truss, banner or other rigged item 
requires overhead 208v or 480v power, the MCCA can 
provide this service in limited areas of the Hynes. Please 
contact the MCCA Exhibitor Services team for availability.

• Overhead power must accompany a rigging order.

Installation & Distribution

• MCCA Electricians will provide the initial electrical  
power source.

• Electrical Service is brought from the nearest column or 
floor port into the booth. The electrical outlets or boxes  
are placed in the rear of the booth along the pipe &  
drape line.

• Electrical boxes are left accessible inside floor ports 
for island booths with no pipe and drape lines and no 
columns in their booth space.

• For 208V & 480V connections, we require floor  
plans so that we may provide the electrical service  
in a convenient location within the booth.

• Exhibitors are responsible for distributing their own 120V 
electrical cords and plugging in their booth equipment. 
Exhibitors may choose to:

» Hire labor from the General Service Contractor;

» Hire a third-party Installation & Dismantle (I&D)  
team to perform the distribution work;

» Bring their own company electrician to perform 
distribution and hardwire connections as long as he/ 
she is a full time employee of the exhibiting company.

Terms & Conditions

• The MCCA is the exclusive provider of electrical service. 
All electrical equipment shall remain the property of the 
MCCA and may not be installed or removed by anyone 
other than MCCA personnel. 

• All services listed include labor to install and remove said 
service. Rates do not include connecting of equipment, 
tracing of malfunctions, special wiring, or repairs. If an 
exhibitor requires additional electrical labor outside of the 
standard service, services will be billed at an hourly rate 
with a minimum of one hour. Labor rates are based on 
current wage and benefit rates and are subject to change 
without notice:

» Hourly Rate (All times) $100.00

• The use of open clip sockets, duplex or triplex attachment 
plugs, latex or lamp cord is prohibited. All cords must be 
of the 3 wire grounded type and UL approved. Cords can 
be no smaller than 12 wire or 12 gauge. Any exposed non-
current carrying metal parts of fixed equipment must  
be grounded. 

• Electrical equipment must be properly tagged  
and wired with complete information as to type  
of current, voltage, phase, cycle, horsepower, etc.

• The MCCA cannot be responsible for voltage variations of 
the power company.

frequently asked questions

If the MCCA doesn’t run my electrical cords, and I can’t do 
it myself, who should I send my electrical layout plan to? 
If you have booth floor plans that include electrical layouts, 
you should share that information with your preferred setup 
personnel. If you are working with a third-party exhibit 
company, they may run the cords for you. If you need to 
hire labor to run cords for you, the show’s General Service 
Contractor can help you. Typically, the General Service 
Contractor will include an Electrical Cord Labor Form in the 
Exhibitor Kit. The MCCA is happy to keep any floor plans on 
file for reference. In fact, we recommend that you forward 
your electrical layouts to Exhibitor Services for all 208V and 
480V connections so that we may place the initial drop in the 
most convenient location possible. 
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How do I know if I need a 208V or 480V connection? 
Most exhibitors do not require special connections like a 208V 
or 480V connection. Many times, these types of electrical 
services are required for heavy equipment and/or specialized 
machinery. Kindly consult with the equipment manufacturer, 
name plate rating or installation technician for specific 
details. Exhibitors who bring their own distribution panels 
may need one of these special connections. 

How do I know how much power I need to order?
When determining how much power to order for a booth, 
it is helpful to know how much total power is required for 
the equipment in your booth space. Below, we have outlined 
some standard electrical requirements (requirements may vary).

• Standard Laptop ······ 250-550 watts

•  Lead Retrieval ········ 300-500 watts

•  Standard Plasma TV ···· 300-400 watts

Items like laptops, standard booth lights, and televisions may 
be grouped together on one circuit provided they do not 
exceed the overall limit of the circuit or the surge protection 
device. There is some equipment that requires its own circuit 
to run properly. For example, a microwave or refrigerator 
requires its own dedicated circuit, so a laptop and refrigerator 
should not use the same power source. 

I am an International Exhibitor and my equipment requires 
a converter to step down from 220V to 208V. Can I rent a 
converter from the MCCA?
The MCCA does not rent or supply power conversion 
equipment. Exhibitors are required to bring their own to  
the show. 

I can’t find 208V or 480V overhead service listed on your 
online ordering site. How can I order this service?
208V & 480V overhead services are limited in our convention 
centers. All requests for such connections must be approved by 
an MCCA electrician; please contact MCCA Exhibitor Services 
for more information. 



Telephone Services
The MCCA offers a variety of telephone services through our experienced in-house technicians.

standard telephone services discount standard on-site

Single-Line Phone Service 
Service includes one phone number and rental of one hard wired digital display 
phone. Equipment must be returned at the close of show.   

 $315.00  $385.00  $475.00 

Multi-Line Phone Service
Service includes one phone number with multiple line appearances and rental of one 
hard wired digital display phone.  Equipment must be returned at the close of show.

 $460.00  $565.00  $685.00 

Vonage Single Line App Service
Service includes one phone number, no handset. This is an app based service 
available by downloading the Vonage app on a personal mobile device.   
Available for iPhone and Android

 $190.00  $235.00  $285.00 

Vonage Multi-Line App Service
Service includes one phone number, no handset. This is an app based service 
available by downloading the Vonage app on a personal mobile device. 
Available for iPhone and Android

$265.00 $340.00 $395.00

additional telephone services and equipment discount standard on-site

Call Forward (per phone line) 
Allows user to send calls to another phone.

 $55.00  $70.00  $90.00 

Voicemail (per phone line)
Allows user to setup a custom greeting and receive messages from incoming callers.

 $50.00  $65.00  $80.00 

Call Waiting (per phone line) $55.00 $70.00 $90.00

Unreturned Device Fee
Phone device delivered with service. Only charged if not returned post show.

 $175.00  $175.00  $175.00 

6



7telephone services       | 

installation & connections
•  MCCA technicians typically provide a line that is long 

enough to run anywhere in your booth. Exhibitors may 
have their preferred setup personnel run their phone 
cord(s) under the carpet to desired locations, or they may 
hire the General Service Contractor to do so.

•  All telephone equipment can be picked up at the MCCA 
Exhibitor Services Desk.

Terms & Conditions

•  The MCCA is the exclusive provider of all telephone 
services. All telephone equipment shall remain the 
property of the MCCA and may not be installed or 
removed by anyone other than MCCA personnel.

•  The MCCA does not offer any analog phone line services.

•  All MCCA telephone equipment must be returned to the 
Exhibitor Service Desk prior to the close of the show. 
Failure to return MCCA phones will result in  
a replacement fee.

•  All services listed include labor to install and remove said 
service. Rates do not include connecting of equipment, 
tracing of malfunctions, special wiring, or repairs. If an 
exhibitor requires additional telephone labor outside of 
the standard service, services will be billed at an hourly 
rate with a minimum of one hour. Labor rates are based 
on current wage and benefit rates and are subject to 
change without notice:

 » Telephone Tech Rep (All times) $100.00

frequently asked questions 

How do I receive my phone number, dialing instructions, 
and phone equipment?

Please visit the MCCA Exhibitor Services desk onsite to pick 
up your equipment. At this time you will receive assigned 
phone numbers and dialing instructions. This information 
can also be provided ahead of time if requested through 
Exhibitor Services.

How can I place international calls on my phone line?
All phone lines will have the ability to place local, US and 
International calls.



Internet & Technical Services

Wired Internet Connections

Exhibitors who order wired internet drops are provided with one internet connection and assistance, as needed, from our internal IT 
Support Services staff. All MCCA Internet services include one initial line regardless of how many IPs are ordered with the service. To have 
more than one computer connected at one time, exhibitors may bring their own switch or hub device and cables, or they may purchase 
a switch from the MCCA. Exhibitors are asked to read through the following service descriptions closely to ensure that the purchased 
service level is sufficient to meet their bandwidth requirements during the entirety of the show. Below are basic guidelines for ordering 
wired Internet services.

All services are delivered DHCP.  Public IP addresses are available upon request with all of our managed services listed below. Public 
IP addresses are not available with our Basic Service Package. Managed Services requesting public IP addresses require manual 
configuration to each machine.

Custom orders for bandwidth above listed service levels below can be ordered on a case-by-case basis through the MCCA’s Exhibitor 
Services Department at 617-954-2230 or exhibitorservices@signatureboston.com.

The MCCA offers a variety of Internet and Technical services through our experienced in-house team 
of technicians.

managed services
Manually configured services require entry of IP addresses into the device before 
the device may access the internet. discount standard on-site

Basic Service Package
The Basic Service Package includes a private VLAN and subnet. This level is sufficient if the 
main use is for a basic internet connection, such as for e-mail or internet browsing. The 
Basic Service package may not be fast enough for streaming video or multi-purpose use. 
Public IP addresses are not available with this service.

$1,045.00 $1,110.00 $1,335.00 

1.54 Mbps Managed Service
The 1.54 Mbps Managed Service Package includes a private VLAN and subnet. This level 
is sufficient if the main use is for a basic internet connection, such as e-mail, internet 
browsing, or standard definition video streaming.  It may not be fast enough for multi-
purpose use. Public IP addresses available upon request.

$2,115.00 $2,510.00 $3,000.00 

3 Mbps Managed Service
The 3 Mbps has more bandwidth than the 1.54 Mbps service and includes a private VLAN 
and subnet. Public IP addresses are available upon request. This level is sufficient for basic 
e-mail and web browsing, standard definition video streaming, or can accommodate 
multiple Internet connections.

$5,150.00 $5,910.00 $7,090.00 

6 Mbps Managed Service
The 6 Mbps has more bandwidth than the 3 Mbps service and includes a private VLAN and 
subnet. Public IP addresses are available upon request. This level is sufficient for 4 standard 
definition video streams, or a single HD video stream, or can accommodate multiple 
Internet connections.

$8,710.00 $10,030.00 $12,040.00 

10 Mbps Managed Service
The 10 Mbps service includes a private VLAN and subnet. Public IP addresses are available 
upon request. This level is sufficient for 6 standard definition video streams, a single HD 
video stream, or can accommodate multiple Internet connections.

$11,655.00 $13,380.00 $16,055.00 

8
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* For advanced Technical Service offerings, consult the online ordering site or contact MCCA Exhibitor Services.

technical services discount standard on-site

Cable TV Service
Cable TV service is basic business cable service provided by Comcast Cable. Service is 
provided to booths from floor boxes or columns.

$275.00 $340.00 $410.00 

15 Mbps Managed Service
The 15 Mbps service includes a private VLAN and subnet. Public IP addresses are available 
upon request. This level is sufficient for 2 HD video streams, or a single 4K stream, or can 
accommodate multiple Internet connections.

$17,170.00 $19,735.00 $23,680.00 

20 Mbps Managed Service
The 20 Mbps service includes a private VLAN and subnet. Public IP addresses are available 
upon request. This level is sufficient for 3 HD video streams, or a single 4K stream, or can 
accommodate multiple Internet connections.

$22,810.00 $26,235.00 $31,480.00 

25 Mbps Managed Service
The 25 Mbps service includes a private VLAN and subnet. Public IP addresses are available 
upon request. This level is sufficient for 4 HD video streams, or a single 4K stream, or can 
accommodate multiple Internet connections.

$28,335.00 $32,610.00 $39,135.00 

30 Mbps Managed Service
The 30 Mbps service includes a private VLAN and subnet. Public IP addresses are available 
upon request. This level is sufficient for 5 HD video streams, or up to two 4K video streams, 
or can accommodate multiple Internet connections.

$33,720.00 $38,800.00 $46,555.00 

35 Mbps Managed Service
The 35 Mbps service includes a private VLAN and subnet. Public IP addresses are available 
upon request. This level is sufficient for 5 HD video streams, or up to two 4K video streams, 
or can accommodate multiple Internet connections.

$39,250.00 $45,155.00 $54,185.00 

40 Mbps Managed Service
The 40 Mbps service includes a private VLAN and subnet. Public IP addresses are available 
upon request. This level is sufficient for 6 HD video streams, or up to two 4K video streams, 
or can accommodate multiple Internet connections.

$44,395.00 $51,060.00 $61,275.00 

additional internet services & equipment discount standard on-site

Copper Patch/ Booth to Booth Connection
Copper Patch is a method of connecting computers or network equipment that may be in 
different locations in the facility. Copper patches can transmit data, audio, and video. This 
is not available with the shared service.

$370.00 $475.00 $565.00 

Fiber Patch/ Booth to Booth Connection
Fiber Patch is a method of connecting computers or network equipment that may be in 
different locations in the facility. Fiber patches can transmit data, audio, and video.

$525.00 $650.00 $785.00 

Switch-8 Port
This switch can connect up to 7 computers or devices together, giving all access to the 
internet service ordered.

$110.00 $155.00 $185.00 

Switch-16 Port
This switch can connect up to 15 computers or devices together, giving all access to the 
internet service ordered.

$155.00 $185.00 $225.00 

Switch-24 Port
This switch can connect up to 23 computers or devices together, giving all access to the 
internet service ordered.

$385.00 $500.00 $595.00 

25’ CAT 5e Cable $50.00 $65.00 $75.00 

50’ CAT 5e Cable $70.00 $90.00 $105.00 

100’ CAT 5e Cable $110.00 $135.00 $160.00 

Ethernet Cable Coupler $19.00 $23.00 $30.00 
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will facilitate communications between the company’s 
authorized users and entities reachable through the 
national internet.

•  The Exhibitor will promote efficient use of provided 
networks to minimize and avoid unnecessary network 
traffic and interference with the work of other users on 
interconnected networks.

•  Users of MCCA networks shall not disrupt any of the 
MCCA networks or any other MCCA associated networks.

•  MCCA networks shall not be used to transmit any 
communication where the meaning of the message, or its 
transmission or distribution, would violate any applicable 
law or regulation or would be highly offensive to the 
recipient or recipients thereof. Mass distribution of any 
message, including advertising, may not be broadcast 
or otherwise sent on an intrusive basis to any user of 
the MCCA network or any directly or indirectly attached 
network. When requested by a user of the networks, 
product information and other commercial messages are 
permitted to be transmitted. Discussion of a product’s 
relative advantages and disadvantages by users of the 
product and vendors’ response to those who pose 
questions about their products may be made available 
over the MCCA networks. Interpretation application and 
possible modification shall be within the sole discretion  
of MCCA.

•  MCCA does not make any express of implied warranty of 
any kind specifically. There is no express or implied warranty 
of merchantability or fitness for a particular purpose for the 
services to be provided. The protocol used on the MCCA 
network call for end to end verification of the accuracy of 
any message and such verification is the sole responsibility 
of the purchasing company. Similarly, these protocols 
provide for end to end verification of the receipt of all the 
data that is transmitted. MCCA will not be responsible 
for any loss of data from delays, non-deliveries, incorrect 
deliveries, service interruptions, including those caused by 
the negligence, errors or omissions of the MCCA, or other 
losses or damages. Use of information obtained via the 
services provided hereunder is at purchasing company’s 
own risk. Exhibitor is responsible for (a) the accuracy and/
or quality of the information obtained or data transmitted 
through the MCCA network and (b) assuring that each 
message purchasing company sends or receives has been 
received.

installation & connections

•  MCCA technicians will provide one initial network cable.

•  Internet Service is brought from the nearest column or 
floor port into the booth.

•  All MCCA internet services come with one initial line 
regardless of how many IPs are ordered with the service. 
To have more than one computer connected at one time, 
exhibitors may bring their own routing device and cables 
or may purchase a switch and purchase cables from the 
MCCA.

•  Exhibitors are required to distribute their own internet 
cables.

•  Exhibitors may choose to:

» Hire labor from the General Service Contractor  
  or;

» Hire a third-party Installation & Dismantle 
(I&D) team to perform the distribution work.

Terms & Conditions

•  The MCCA is the exclusive provider of internet services.

•  All services listed include labor to install and remove said 
service. Services do not include connecting of equipment, 
tracing of malfunctions, special wiring, or repairs. If an 
exhibitor requires additional internet labor outside of the 
standard service, services will be billed at an hourly rate 
with a minimum of one hour. Labor rates are based on 
current wage and benefit rates and are subject to change 
without notice:

» Tech Rep (All times) $135.00

» Network Engineer (All times) $165.00

•  The MCCA will provide an Ethernet connection to a 
shared data network attachment for the use of Exhibitor’s 
directors, officers, employees and guests during the 
official dates of specified show.

•  Exhibitor will be responsible for providing all hardware, 
software and other equipment and facilities needed to 
connect to the Ethernet and to use network attachment.

•  The network attachment provided by the MCCA may be 
used only by the Exhibitor’s directors, officers, employees 
and guest, agents, or consultants. The MCCA network 
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• MCCA shall not be liable to Exhibitor for any damage 
arising from any event that is out of the control of the 
MCCA. Neither shall the MCCA be liable to Exhibitor for 
indirect, special, incidental, exemplary, consequential 
or any other form of money damage, including, but 
not limited to, lost profits, or of the loss of data or 
information of any kind, however caused, and arising 
out of or in connection with the performance of MCCA, 
or the provision of services or performance hereunder, 
whether based in contract, tort, or any other legal theory, 
and whether or not MCCA has been made aware of the 
possibility of such damages.

• In no event shall liability exceed a refund of amounts 
actually paid to MCCA by Exhibitor for this network 
attachment.

• The network attachment shall be made available to 
Exhibitor by MCCA before the beginning through the end 
of the specified conference.

• The MCCA will provide a network attachment via an 
Ethernet connection at the Exhibitor’s booth. At its own 
expense, the Exhibitor is responsible for providing the 
computer, attachment to Ethernet, electric power and all 
other hardware and software required to use the network 
attachment.

frequently asked questions

I ordered a Managed Service that required IP Addresses. 
How and when do I receive this information?
When you are onsite and ready to configure your computers, 
please visit the Exhibitor Services desk to retrieve your  
IP Information.

Do you have wireless internet?
The MCCA offers free wireless internet service throughout 
meeting rooms, lobbies, and expo halls; just open your 
internet browser and look for the Hynes Wireless Network. 
This service is designed for casual users and not guaranteed. 
If you are relying on the internet to showcase your product or 
services we strongly recommend a wired internet connection 
for guaranteed service.

I see that you don’t offer hubs for sale. What is the 
difference between a hub and a switch? Can I bring my own 
hub or switch?
The MCCA offers switch devices for sale instead of hubs 
because switches are known to provide better performance 
with a lower failure rate. Exhibitors are welcome to provide 
their own hub or switch for all internet services.

What is bandwidth and how do I know how much I need?
Bandwidth is the “size of the pipe” that data can traverse. The 
bigger the bandwidth, the faster data can be transferred. To 
find out how much bandwidth you require, please consult 
with a technical representative in your company or look for 
program specifications listed with any demonstrations or 
downloads you plan to run.

I need to access my company’s network while I’m exhibiting 
at your facility. Which service will allow me to do this?
Exhibitors who need to connect remotely to their company’s 
network using a VPN (Virtual Private Network) with 
authentication information like passwords, certificates, or 
“tokens” can do so with any of our services, however they 
should confirm with their IT department for the use of DHCP 
or public IP address requirements.

What is a VLAN?
A VLAN (Virtual Local Area Network) allows a network of 
computers to behave as if they are connected to the same 
service even though they may actually be physically located 
in different areas around the facility. One of the biggest 
advantages of a VLAN is that when a computer is physically 
moved to a different location, it can stay on the same VLAN 
without any hardware reconfiguration.

I ordered a switch and cables, how and when do I get them?
When you are ready for your switch and internet cables, 
please visit the Exhibitor Services Desk.



Rigging Services
The MCCA provides rigging and overhead lighting services through our service contractor, JCALPRO.

Planning Ahead for Rigging & Lighting Services

Diagrams and booth layouts are essential for planning rigging and lighting services. In order to ensure efficient delivery of required 
services, Exhibitors must submit rigging plots, drawing, blueprints, or engineers’ certification with their orders. Diagrams must 
include the location, dimensions and weight, and the height from the floor to the top of the suspended item. Diagrams must also 
show booth outline with aisles or neighboring booths marked for reference and orientation.

Custom Rigging & Lighting Solutions

The MCCA/JCALPRO also offers customized rigging and lighting solutions for Exhibitors with more complex or unique 
requirements. This option is best suited for Exhibitors with larger signs, multiple signs, and/or overhead lighting needs.

Custom Rigging and Lighting Solutions still require flexibility in load in and load out time. If you require a specific load  
in or load out day and/or time, hourly rates may apply (see Terms and Conditions – Page 15).

package rigging solutions
The MCCA offers package rigging solutions for exhibitors with basic and 
straight forward sign hanging needs. To qualify for the packages, exhibitors 
must be flexible with regards to days and times of load-in and take-down.

discount standard on-site

Basic Rigging Package
This package includes all lifts, labor, and rigging equipment (cables, pipes, and 
hardware) necessary to install and take down one sign/banner weighing less than  
150 lbs, measuring less than 20’ in length, less than 15’ diameter, and less than 175 
square feet.

 $1,910.00  $2,387.00  $2,864.00 

Electrical Rigging Package
This package includes the Basic Rigging Package plus labor to connect electrical 
service to an Exhibitor sign/banner. Overhead electrical service for rotator, motor  
or lighted sign must be ordered separately. Please see Electrical services section  
for details.

 $2,190.00

 

 $2,737.00 $3,284.00 

Cable Bridge Package
This package includes all lifts, labor, and equipment for a truss cable bridge for
overhead power orders 60 amps and above, and for all 480 v overhead power. This
package does NOT include the electrical service. Service must be added separately.
The package service is provided during standard service hours, Monday-Saturday
7am – 12am, except holidays.

$3,485.00  $4,182.00  $5,018.00 

Overtime Charges
Exhibitors may request rigging services on weekends, holidays or outside the 
package service hours (Monday-Friday 8AM – 5PM). In this case, an Overtime  
Charge must be added for each rigging package ordered. 

  $458.00  

12
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Custom Rigging & Lighting solutions may only be ordered with a pre-arranged quote. 

Please contact JCALPRO at 1.617.954.2345 to initiate this process. Quotes will be issued in an easy-to-order format, and will  
typically include a base Rigging Package for labor charges and some combination of the following items as necessary.

custom rigging solutions discount standard on-site

Truss
A truss is an aluminum structure used to create a lower “ceiling” to hang lighting or other suspended items. Additional
lengths available as needed.

Truss 5’ Section – Silver 12”x12” Box  $33.00  $41.25  $49.50 

Truss 8’ Section – Silver 12”x12” Box $52.80 $66.00 $79.20

Truss 10’ Section – Silver 12”x12” Box  $66.00  $82.50  $99.00 

Truss 5’ Section – Black 12”x12” Box  $43.00  $52.00  $61.00 

Truss 8’ Section – Black 12”x12” Box  $68.00  $83.00  $99.00 

Truss 10’ Section – Black 12”x12” Box  $87.00  $103.00  $123.00 

Truss 5’ Section – Silver 20.5”x20.5” Box  $55.00  $65.00  $79.00 

Truss 8’ Section – Silver 20.5”x20.5” Box  $90.00  $106.00  $126.00 

Truss 10’ Section – Silver 20.5”x20.5” Box  $110.00  $132.00  $159.00 

Corner Block
A corner block is an aluminum piece that attaches to truss to create a right angle.

Corner Block – Silver 12”x12” Box  $61.00  $72.00  $90.00 

Corner Block – Black 12”x12” Box  $79.00  $96.00  $114.00 

Corner Block – Silver 20.5”x20.5” Box  $87.00  $103.00  $123.00 

Base Plate
A base plate is used as a stand for ground supported truss or poles.  $43.00  $52.00  $61.00 

Rotator
A rotator is a motor used to rotate a hanging sign.  $182.00  $220.00  $265.00 

Motor
A motor is a motorized hoist that is rigged to the ceiling and attached to truss to
achieve a desired height. Motors are also used to safely suspend heavier items that
cannot be supported by cables alone. Motors are available in ¼ ton, ½ ton, and 1
ton capacities.

 $182.00  $220.00  $265.00 
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Cheeseboro - Silver
A cheeseboro is a clamp used to attach two pieces of truss or pipe together. $7.00 $8.00 $10.00

Cheeseboro - Black 
A cheeseboro is a clamp used to attach two pieces of truss or pipe together. $9.00 $12.00 $15.00

Grapple
A grapple is a connector that allows you to make a 90 degree connection between 
trusses.

$13.00 $16.00 $20.00

custom lighting solutions
Lighting kits include a combination of Lekos, and Source 4 Pars based on
layout and design requirements. Price includes fixtures, fixture accessories 
and all necessary cables. Dimmer/control and labor are not included and 
must be ordered separately. Special Orders for larger kits including  
moving lights and LEDs are available upon request.

discount standard on-site

Small Lighting Kit (4-6 lights). Requires truss and motors  $225.00  $275.00  $325.00 

Medium Lighting Kit (7-11 lights) Requires truss and motors  $395.00  $480.00  $570.00 

Large Lighting Kit (12-15 lights) Requires truss and motors  $550.00  $660.00  $795.00 

X-Large Lighting Kit (16-20 lights) Requires truss and motors  $675.00  $810.00  $970.00 

dimmer racks & lighting controls
These items are optional with small lighting kits, but mandatory with
larger lighting kits. The dimmer rack is a large “outlet” that all lights plug
into to create a central control location. A dimmer rack, depending upon
size, can be placed in a booth or attached to the truss and kept in the air.
The lighting console/control plugs into the dimmer rack to dim or control
individual lights, groups of lights, or all lights at once.

Electrical service is not included and must be ordered separately.

discount standard on-site

Dimmer Control 1.2 x 4  $100.00  $120.00  $145.00 

Dimmer Control 2.4 x 12  $180.00  $220.00  $265.00 

Dimmer Control 2.4 x 24  $390.00  $470.00  $565.00 
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Terms & Conditions

• JCALPRO is the exclusive rigging vendor at the Hynes 
Convention Center if a sign requires a motor, electrical 
rigging, and/or truss, otherwise, the exhibitor may hire the 
general service contractor to hang signage.

• If an Exhibitor requires specific load-in/load-out dates 
and/or times, then a base rigging package may not be 
applicable. In this case, a special quote for required crew 
and lift equipment will be prepared using the following 
hourly labor and weekly lift rental rates:

hourly  
labor  
items

mon-fri  
7am-5pm
(except  
holidays)

weekends 
& holidays  
7am-5pm
mon-fri
5pm-12am

weekends  
after 5pm
everyday  
12am-7am

Crew 
Chief  $122.00  $183.00  $244.00 

Head 
Rigger  $122.00  $183.00  $244.00 

Rigger  $107.00  $160.50  $214.00 

Dept Head  $94.00  $141.00  $188.00 

Stagehand  $86.00  $129.00  $172.00 

• All rigging must conform to the rules, regulations, 
and facility limitations of the MCCA and any show 
management regulations.

• All equipment, signs, products, etc. must be designed 
to suspend safely. Care must be taken to use only rated 
rigging hardware when designing, constructing or 
purchasing such items. Any equipment, signs, products 
etc. deemed to be unsafe for overhead suspension by 
MCCA/JCALPRO will be substituted or denied.

• The use of any type of tape/adhesive for attaching signs, 
banners, or decorations to the building walls or decorative 
surfaces is not permitted.

• All assembly of equipment, signs, products necessary prior 
to hanging, etc., will be the responsibility of the Exhibitor. 

• Failure by Exhibitor to submit accurate diagrams prior to 
load-in will delay set-up and could incur additional cost.

weekly lift rental items rate

24’- 32’ Scissor Lift  $890.00 

40’- 45’ Boom Lift  $1,285.00 

60’ Boom Lift  $1,780.00 
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frequently asked questions

How do I know if I qualify for the Basic Rigging  
Package Rate?
Find out the dimensions and weight of your sign. If your sign 
weighs less than 150 pounds and is less than 20’ in length 
and less that 175 square feet and does not require electrical 
rigging, truss, or motors, you will qualify for the Basic 
Rigging Package. If your sign is motorized or needs electrical 
rigging (for example a rotating sign or a sign with lights), you 
qualify for the Electrical Rigging Package.

Can I order lighting to be suspended from the ceiling?
If you would like to order lights to brighten up your booth 
or illuminate specific objects, you will need to get a quote 
from JCALPRO. In most cases, lights cannot be attached to 
our ceilings. Instead we can provide you with truss, using 
motors, to create a lower “ceiling” and then hang lights from 
that truss. We will require a diagram showing your booth 
layout and exactly what you want illuminated in order to put 
together a quote. 

Do I ship my sign to you to put it together?
No. Although JCALPRO provides labor to hang the sign, the 
General Service Contractor (GSC) handles all shipments.  
You may build your sign or hire the GSC to put it together  
for you. When the sign has arrived at the building and has 
been assembled, we will hang it for you. Be sure to keep  
this in mind when making your time and day requests for  
sign hanging.

Can I request load in and load out times?
Yes, the Rigging Order Form has a space for you to indicate 
your preferred up and down times. Please note that your 
preferred timing is not guaranteed; however, we do try our 
best to cater to your requests. If you absolutely need a specific 
install or take down time, additional charges will apply. If you 
do not provide a diagram or layout prior to load-in, then you 
may experience set-up delays and additional cost.

What type of diagrams should I send?
The most useful diagrams are on a proportioned grid to show 
the dimensions of the booth, the exact desired placement of 
hanging items, and orientation of the booths around yours. 
As a general rule, pictures from previous shows and pictures 
of the sign only are not as helpful as current diagrams of the 
entire booth space with the placement, height, and weight of 
the sign(s) or hanging item(s). 



Plumbing Services
The MCCA offers a variety of plumbing services through our experienced in-house team of plumbers.

water and drain services discount standard on-site

Water – Individual Connection
Water service is available at approximately 75 PSI with up to ¾” supply line. Water 
flows at five gallons per minute. Please note that this is cold water.

 $360.00  $465.00  $555.00 

Additional Water Connections
Clients requiring more than an individual water connection should order each  
additional connection as needed.

 $215.00  $270.00  $320.00 

Drain – Individual Connection
The MCCA can provide waste drain connections up to ¾” line size.  $360.00  $465.00  $555.00 

Additional Drain Connections
Clients requiring more than an individual drain connection should order each 
additional connection as needed.

 $200.00  $245.00  $295.00 

Fill and Drain 0-100 Gallons
Clients that need equipment to be filled with water at the beginning of a show and 
emptied at the end of a show should order a Fill and Drain service. Please contact your 
MCCA Event Services Manager when equipment is ready to be filled.

 $190.00  $230.00  $280.00 

Each Additional 500 Gallons
 $120.00  $165.00  $195.00 

sink rentals discount standard on-site

Cold Water Sink Rental
Cold water sink rental includes a single-tub basin (20”L x 24”W x 34”H), one water 
connection, and one drain connection. Legs allow the units to sit 34” above the floor.

 $725.00  $895.00  $1,075.00 

Small Hot & Cold Water Sink Rental
Small Hot & Cold water sink rental includes a single-tub basin (20”L x 24”W x 34”H), a 
hot water heater (6 gallon capacity), dedicated power, two water connections, and one 
drain connection.

 $990.00  $1,225.00  $1,475.00 

Large Hot & Cold Water Sink Rental
Large Hot & Cold water sink rental includes a 3-tub basin (57”L x 24.5”W x 43”H), a 
hot water heater (6 gallon capacity), dedicated power, two water connections, and one 
drain connection. This service is available in specific areas of the exhibition hall. Please 
contact your MCCA Event Services Manager for more information.

 $1,225.00  $1,540.00  $1,850.00 

17
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installation & connections
• Plumbing Service is brought from the nearest column or 

floor port into the booth.

• Air and Water connections are available in limited 
locations on the exhibit floor. Connection sizes and booth 
locations all factor into planning to supply air and water  
to exhibitors. Please provide a floor plan of the exhibit 
space indicating locations that require air or water service 
as well as connection requirements well in advance of  
exhibitor move-in.

Terms & Conditions

• The MCCA is the exclusive provider of all plumbing 
services. All plumbing equipment shall remain the 
property of the MCCA and may not be installed or 
removed by anyone other than MCCA Personnel.

• Exhibitors are not permitted to fill or drain their own 
equipment, use individual air compressors, or bring their 
own compressed gases from an outside vendor.

• All services listed include labor to install and remove said 
service. Rates do not include connecting of equipment, 
tracing of malfunctions, special wiring, or repairs. If an 

exhibitor requires additional plumbing labor outside of 
the standard service, services will be billed at an hourly 
rate with a minimum of one hour. Labor rates are based 
on current wage and benefit rates and are subject to 
change without notice:

» Hourly Rate (All times)  $100.00

frequently asked questions 

Do all water connections need a drain?
While most water connections do require a drain service, 
there are some cases where the drain is unnecessary. When 
the water provided is being consumed or evaporated, a drain 
is not needed. For example, exhibitors using water service for 
a coffee machine do not need to order a drain because the 
water is being consumed.

Will you provide the fittings and hoses for my water and 
drain connections?
To ensure that your booth’s equipment runs properly we ask 
that you supply your own regulators, filters, and hoses.

compressed air and gasses discount standard on-site

Compressed Air – Individual Connection
Compressed Air is delivered at approximately 110 psi and a dew point of 35 degrees F  
(medical instrument quality).

 $455.00  $555.00  $670.00 

Additional Connection
Clients who require more than an individual connection should order additional  
connections as needed.

 $230.00  $290.00  $345.00 

Other Compressed Gases
The MCCA provides a variety of bottled gases. The most commonly ordered gases are listed below. If other gases not listed are required, 
the client should contact their MCCA Event Services Manager. Flammable gases are not permitted in MCCA facilities.

20 Lbs Dry or Liquid CO2  $190.00  $225.00  $275.00 

50 Lbs Dry or Liquid CO2  $210.00  $245.00  $295.00 

Dry Nitrogen 300 ft3  $250.00  $305.00  $365.00 
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When would I need to order a Fill and Drain Service?
Some of the most common reasons exhibitors order fill and 
drain are for items like fish tanks, pools, tubs for display, or 
running water displays. We use large hoses to fill vessels 
requiring water and then use existing drains in the floor to 
remove the water at the end of the show. Exhibitors are not 
permitted to bring their own water or use MCCA sinks to fill 
their own equipment.

My booth requires a sprinkler system. What plumbing 
service should I order?
If your booth requires a sprinkler system, you will need to 
order an individual water connection specifically for this 
purpose.

My exhibitor kit says I need to order a hand washing unit 
because I am planning to prepare food in my booth. Do you 
provide these units? 
Levy Restaurants, our exclusive in-house catering company, 
can provide a hand washing unit that includes a small hand 
washing sink, paper towels, soap, and a discard bucket. Please 
consult your exhibitor kit for Levy Restaurants information or 
contact them directly at the Hynes (617.954.2284).

Do you allow Exhibitors to bring Helium balloons into  
your buildings?
No, unfortunately we do not allow exhibitors to bring helium 
balloons into the buildings.



Security Services
The MCCA is the “preferred” provider of security booth coverage for exhibitors. If your event designates 
another security vendor for booth coverage, you may choose to order through the event’s preferred  
provider as detailed in your exhibitor kit. 

frequently asked questions 

When do you recommend ordering security for an  
exhibitor booth?
Our public safety department strongly suggests ordering 
security for booths planning to have VIP celebrity 
appearances, book signings etc., to monitor crowd control 
and escort as needed. Also, exhibitors with expensive or rare 
equipment in their booths may consider security for the 
overnight hours between show end and the next day’s  
show start.

Is there general overnight security in the exhibit hall?
The MCCA provides 24 hour security coverage for the facility; 
however, security coverage for the exhibit hall is determined 
by the show organizer and may vary from event to event.

security guard (booth) discount standard on-site

Per Hour Per Officer
The MCCA offers uniformed public safety officers to cover shows and events. Officers 
are scheduled at a 4-hour minimum and are available from move-in to move-out, 
around the clock. Orders need to be placed 21 days in advance of the show/event 
opening in order to guarantee your requested coverage. Any orders received after the 
21 day cut-off are subject to approval and are not guaranteed.

 $35.50  $42.75  $51.50

Per Hour Per Supervisor  $42.25  $54.50  $66.00 

20
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Effective January 1, 2023

Exhibitor Order Form
Electrical Services

Incomplete information will delay processing.

By submitting this order form, Exhibitor acknowledges and accepts all Policies, 
Terms & Conditions for service as set forth in the MCCA Exhibitor Ordering Guide 
available at http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx.  
To qualify for discount rate, request and payment must be received 21 days  
prior to show/event opening.
*Overhead electrical services must accompany a rigging order.

Event or Show: Booth no. (s)

Event or show date(s): Exhibiting firm:

Billing address:  City: State: Zip: Country:

Phone: Email:

Ordered by/title: Show site contact:

Date: Contact phone:

exhibitor service center | massachusetts convention center authority | 415 summer street | boston, massachusetts 02210
617.954.2230 exhibitorservices@signatureboston.com tax id# : 042768982

for mcca use only

Date Received: Received by: Check Number: Discover/MC/Visa/Amex: 

To pay with a Discover, MasterCard, Visa or American Express, you may order online at www.signatureboston.com. 
To pay with a check, send a check payable to Massachusetts Convention Center Authority and this form to:

signature

standard electrical connections: 120 volt

Description
Regular Service Additional Services Available as Add–Ons

Total Due: $
QTY Discount

Rate
Standard

Rate QTY 24-Hour 
Service QTY Overhead 

Service* QTY Combined 24-
hour & Overhead*

500 Watt Box (5 amps)  $145.00  $175.00 +50% rate  $175.00  $265.00 

1000 Watt Box (10 amps)  $185.00  $225.00 +50% rate  $225.00  $340.00 

2000 Watt Box (20 amps)  $225.00  $280.00 +50% rate  $280.00  $415.00 

4000 Watt Box (20 amps x 2)  $265.00  $330.00 +50% rate  $330.00  $490.00 

standard electrical connections: 208 volt & 480 volt

Description
Regular Service Additional Services Available as Add–Ons

Total Due: $
QTY Discount

Rate
Standard

Rate QTY 24-Hour 
Service QTY Overhead 

Service* QTY Combined 24-hour 
& Overhead*

208V Single Phase 30 Amp  $400.00  $495.00 +50% rate  $495.00  $745.00 

208V Single Phase 60 Amp  $760.00  $940.00 +50% rate  $940.00  $1,415.00 

208V Single Phase 100 Amp  $1,165.00  $1,455.00 +50% rate  $1,455.00  $2,185.00 

208V Three Phase 30 Amp  $715.00  $895.00 +50% rate  $895.00  $1,345.00 

208V Three Phase 60 Amp  $1,085.00  $1,355.00 +50% rate  $1,355.00  $2,035.00 

208V Three Phase 100 Amp  $1,725.00  $2,160.00 +50% rate  $2,160.00  $3,240.00 

208V Three Phase 200 Amp  $3,290.00  $4,115.00 +50% rate  $4,115.00  $6,175.00 

208V Three Phase 400 Amp  $5,815.00  $7,265.00 +50% rate  $7,265.00  $10,905.00 

480V Three Phase 30 Amp  $1,095.00  $1,365.00 +50% rate  $1,365.00  $2,050.00 

480V Three Phase 60 Amp  $1,905.00  $2,380.00 +50% rate  $2,380.00  $3,570.00 

480V Three Phase 100 Amp  $3,510.00  $4,395.00 +50% rate  $4,395.00  $6,585.00 

480V Three Phase 200 Amp  $6,975.00  $8,720.00 +50% rate  $8,720.00  $13,080.00 

25’ Round Extension Cord $40.00 $45.00

6 Port Power Strip Purchase $30.00

Total Due: $ 

http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx
mailto:exhibitorservices%40signatureboston.com?subject=


23

Effective January 1, 2023

Exhibitor Order Form 
Telephone Services

Incomplete information will delay processing.

By submitting this order form, Exhibitor acknowledges and accepts all Policies, 
Terms & Conditions for service as set forth in the MCCA Exhibitor Ordering Guide 
available at http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx.  
To qualify for discount rate, request and payment must be received 21 days  
prior to show/event opening.

Event or Show: Booth no. (s)

Event or show date(s): Exhibiting firm:

Billing address:  City: State: Zip: Country:

Phone: Email:

Ordered by/title: Show site contact:

Date: Contact phone:

exhibitor service center | massachusetts convention center authority | 415 summer street | boston, massachusetts 02210
617.954.2230 exhibitorservices@signatureboston.com tax id# : 042768982

To pay with a Discover, MasterCard, Visa or American Express, you may order online at www.signatureboston.com. 
To pay with a check, send a check payable to Massachusetts Convention Center Authority and this form to:

for mcca use only

Date Received: Received by: Check Number: Discover/MC/Visa/Amex: 

signature

standard telephone services qty discount rate standard rate total due: $

Single-Line Phone Service  $315.00  $385.00 

Multi-Line Phone Service  $460.00  $565.00 

Vonage Single Line App Service  $190.00  $235.00 

Vonage Multi-Line App Service $265.00 $340.00

additional telephone services  
& equipment qty discount rate standard rate total due: $

Call Forward (per phone line)  $55.00  $70.00 

Voicemail (per phone line)  $50.00  $65.00 

Call Waiting (per phone line)  $55.00  $70.00 

Total Due: $

http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx
mailto:exhibitorservices%40signatureboston.com?subject=
http://www.signatureboston.com
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Effective January 1, 2023

Exhibitor Order Form 
Internet & Technical 
Services

Incomplete information will delay processing.

By submitting this order form, Exhibitor acknowledges and accepts all Policies, 
Terms & Conditions for service as set forth in the MCCA Exhibitor Ordering Guide 
available at http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx.  
To qualify for discount rate, request and payment must be received 21 days  
prior to show/event opening.

continued on page 25

Event or Show: Booth no. (s)

Event or show date(s): Exhibiting firm:

Billing address:  City: State: Zip: Country:

Phone: Email:

Ordered by/title: Show site contact:

Date: Contact phone:

wired internet connections: 
manual configuration qty discount rate standard rate total due: $

Basic Service Package
(includes a private VLAN and subnet, public 
IP addresses not available)

$1,045.00 $1,110.00 

1.54 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$2,115.00 $2,510.00 

3 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$5,150.00 $5,910.00 

6 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$8,710.00 $10,030.00 

10 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$11,655.00 $13,380.00 

15 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$17,170.00 $19,735.00 

20 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$22,810.00 $26,235.00 

25 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$28,335.00 $32,610.00 

30 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$33,720.00 $38,800.00 

35 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$39,250.00 $45,155.00 

40 Mbps Managed Service
(includes a private VLAN and subnet, public  
IP addresses available upon request )

$44,395.00 $51,060.00 

http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx
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exhibitor service center | massachusetts convention center authority | 415 summer street | boston, massachusetts 02210
617.954.2230 exhibitorservices@signatureboston.com tax id# : 042768982

To pay with a Discover, MasterCard, Visa or American Express, you may order online at www.signatureboston.com. 
To pay with a check, send a check payable to Massachusetts Convention Center Authority and this form to:

for mcca use only

Date Received: Received by: Check Number: Discover/MC/Visa/Amex: 

signature

additional services & equipment qty discount rate standard rate total due: $

Copper Patch / Booth to Booth Connection $370.00 $475.00 

Fiber Patch/ Booth to Booth Connection $525.00 $650.00 

Switch 8 port $110.00 $155.00 

16 port $155.00 $18s5.00

24 port $385.00 $500.00 

25’ CAT 5e Cable $50.00 $65.00 

50’ CAT 5e Cable $70.00 $90.00 

100’ CAT 5e Cable $110.00 $135.00 

Ethernet Cable Coupler $19.00 $23.00 

technical services qty discount rate standard rate total due: $

Cable TV Service $275.00 $340.00 

Total Due: $

mailto:exhibitorservices%40signatureboston.com?subject=
http://www.signatureboston.com
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Effective January 1, 2023

Exhibitor Order Form 
Rigging Services

Incomplete information will delay processing.

By submitting this order form, Exhibitor acknowledges and accepts all Policies, 
Terms & Conditions for service as set forth in the MCCA Exhibitor Ordering Guide 
available at http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx.  
To qualify for discount rate, request and payment must be received 21 days  
prior to show/event opening.

Event or Show: Booth no. (s)

Event or show date(s): Exhibiting firm:

Billing address:  City: State: Zip: Country:

Phone: Email:

Ordered by/title: Show site contact:

Date: Contact phone:

continued on page 27

item description & information

**Description of Item (Sign, Banner, Truss, etc.)

Quantity: Size: Weight:
Height desired from floor 
to top of suspended item:

Do any items require Electrical service (circle one)? yes no Indicate Service Ordered on Electrical Form:

Date When Your Item Will Be Ready for Hanging: Preferred Move-Out Date:

package rigging solutions

Service Description QTY Discount Rate Standard Rate Total Due: $

Basic Rigging Package (Per Sign/Banner)  $1,910.00  $2,387.00 

Electrical Rigging Package (Per Sign/Banner)  $2,190.00  $2,737.00 

Cable Bridge Package  $3,485.00  $4,182.00 

custom rigging solutions - rigging equipment rental (requires quote*)

*For any of the services below, please contact JCALPRO at 617.954.2345.

Equipment Description QTY Discount Rate Standard Rate Total Due: $

Silver 12” x 12” Box Truss 

5’ Section  $33.00  $41.25 

8’ Section  $52.80  $66.00 

10’ Section  $66.00  $82.50

Black 12” x 12” Box Truss

5’ Section  $43.00  $52.00 

8’ Section  $68.00  $83.00 

10’ Section  $87.00  $103.00 

Silver 20.5” x 20.5” Box Truss

5’ Section  $55.00  $65.00 

8’ Section  $90.00  $106.00 

10’ Section  $110.00  $132.00 

Corner Block

Silver 12” x 12” box  $61.00  $72.00 

Black 12” x 12” box  $79.00  $96.00 

Silver 20.5” x 20.5” box  $87.00  $103.00 

Base Plate  $43.00  $52.00 

Rotator  $182.00  $220.00 

Motor  $182.00  $220.00 

Cheeseboro - Silver  $7.00  $8.00 

Cheeseboro - Black  $9.00  $12.00 

Grapple  $13.00  $16.00 

http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx


27

exhibitor service center | massachusetts convention center authority | 415 summer street | boston, massachusetts 02210
617.954.2230 exhibitorservices@signatureboston.com tax id# : 042768982

To pay with a Discover, MasterCard, Visa or American Express, you may order online at www.signatureboston.com. 
To pay with a check, send a check payable to Massachusetts Convention Center Authority and this form to:

for mcca use only

Date Received: Received by: Check Number: Discover/MC/Visa/Amex: 

signature

custom lighting solutions – lighting equipment rental (requires quote*)

*For any of the services below, please contact JCALPRO at 617.954.2345.

Lighting Kits QTY Discount Rate Standard Rate Total Due: $

Small Lighting Kit  $225.00  $275.00 

Medium Lighting Kit  $395.00  $480.00 

Large Lighting Kit  $550.00  $660.00 

X-Large Lighting Kit  $675.00  $810.00 

Dimmer Racks & Lighting Controls QTY Discount Rate Standard Rate Total Due: $

Dimmer Control 1.2 x 4  $100.00  $120.00 

Dimmer Control 2.4 x 12  $180.00  $220.00 

Dimmer Control 2.4 x 24  $390.00  $470.00 

Total Due: $

We require diagrams and booth layouts for all 
rigging and lighting orders. See sample on left.

mailto:exhibitorservices%40signatureboston.com?subject=
http://www.signatureboston.com
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Effective January 1, 2023

Exhibitor Order Form 
Plumbing Services

Incomplete information will delay processing.

By submitting this order form, Exhibitor acknowledges and accepts all Policies, 
Terms & Conditions for service as set forth in the MCCA Exhibitor Ordering Guide 
available at http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx.  
To qualify for discount rate, request and payment must be received 21 days  
prior to show/event opening.

exhibitor service center | massachusetts convention center authority | 415 summer street | boston, massachusetts 02210
617.954.2230 exhibitorservices@signatureboston.com tax id# : 042768982

To pay with a Discover, MasterCard, Visa or American Express, you may order online at www.signatureboston.com. 
To pay with a check, send a check payable to Massachusetts Convention Center Authority and this form to:

for mcca use only

Date Received: Received by: Check Number: Discover/MC/Visa/Amex: 

Event or Show: Booth no. (s)

Event or show date(s): Exhibiting firm:

Billing address:  City: State: Zip: Country:

Phone: Email:

Ordered by/title: Show site contact:

Date: Contact phone:

signature

water and drain services

Service Description QTY Size Discount Rate Standard Rate Total Due: $ 

Water  
Approx 75 PSI Up to ¾” line

Individual Connection  $360.00  $465.00 

Additional Connection  $215.00  $270.00 

Drain 
Up to ¾” line

Individual Connection  $360.00  $465.00 

Additional Connection  $200.00  $245.00 

Fill & Drain
0-100 Gallons  $190.00  $230.00 

Each additional 500 gallons  $120.00  $165.00 

sink rentals
Service Description QTY Size Discount Rate Standard Rate Total Due: $

Cold Water Sink Rental
Includes: sink, one water and 
one drain connection

 $725.00  $895.00 

Small Hot & Cold Water  
Sink Rental

Includes: sink, hot water  
heater (6 gallon cap.), ded-
icated power, 2 water and 
one drain connection

 $990.00  $1,225.00 

Large Hot & Cold Water 
Sink Rental

Includes: 3-tub basin, hot 
water heater (6 gallon cap.), 
dedicated power, 2 water 
and one drain connection

 $1,225.00  $1,540.00 

compressed air and gasses*

Service Description QTY Size Discount Rate Standard Rate Total Due: $

Air 
Approx 110 PSI

Individual Connection  $455.00  $555.00 

Additional Connection  $230.00  $290.00 

CO2
20 lb Cylinder (Dry or Liquid)  $190.00  $225.00 

50 lb Cylinder (Dry or Liquid)  $210.00  $245.00 

Nitrogen 300 ft3 Tank (Dry)  $250.00  $305.00 

Total Due: $

http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx
mailto:exhibitorservices%40signatureboston.com?subject=
http://www.signatureboston.com
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Effective January 1, 2023

Exhibitor Order Form 
Security Services

Incomplete information will delay processing.

By submitting this order form, Exhibitor acknowledges and accepts all Policies, 
Terms & Conditions for service as set forth in the MCCA Exhibitor Ordering Guide 
available at http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx.  
To qualify for discount rate, request and payment must be received 21 days  
prior to show/event opening.

exhibitor service center | massachusetts convention center authority | 415 summer street | boston, massachusetts 02210
617.954.2230 exhibitorservices@signatureboston.com tax id# : 042768982

To pay with a Discover, MasterCard, Visa or American Express, you may order online at www.signatureboston.com. 
To pay with a check, send a check payable to Massachusetts Convention Center Authority and this form to:

for mcca use only

Date Received: Received by: Check Number: Discover/MC/Visa/Amex: 

Event or Show: Booth no. (s)

Event or show date(s): Exhibiting firm:

Billing address:  City: State: Zip: Country:

Phone: Email:

Ordered by/title: Show site contact:

Date: Contact phone:

signature

security services

Date # Of Officers Scheduled hrs. 
(4 hr. min.) Total Man hrs.

Discount Rate
(per man hrs.)

Standard Rate
(per man hrs.)

Total Due: $

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

 $35.50  $42.75

Total Man Hours: Total Due: $

http://www.signatureboston.com/hynes/hynes-ordering-guide.aspx
mailto:exhibitorservices%40signatureboston.com?subject=
http://www.signatureboston.com


access control and credentialing

Exhibitors accessing the Hynes – including exhibitors 
traveling to the Hynes, unloading exhibitor-related cargo, 
and parking at the Hynes – must be credentialed by the 
Hynes Public Safety Department before entering the facility. 
Issued Exhibitor Credentials must be worn on the outermost 
garment (or on the right wrist if an ID band is issued) of the 
exhibitor (employees and contractors) at all times while inside 
the facility. 

Exhibitors should check in with the General Service Contractor 
(GSC) before entering the facility Upon request and as a 
requirement to be issued a MCCA ID, all employees and 
contractors working within an MCCA facility must identify 
themselves with a current and valid, government-issued photo 
identification (preferably a valid state-issued motor vehicle 
operator’s license). Once positively identified by MCCA Public 
Safety, the exhibitor will be referred to the Licensee in order 
to register and receive event credentials.

ESCA identification badges are required for all General Service 
Contractors (GSC). Temporary MCCA credentials will not be 
issued to GSC employees and they will be turned away.

Lost/missing credentials must be reported to, and recorded 
by, MCCA Public Safety. The MCCA, in its sole discretion, 
reserves the right to revoke credentials for violations of 
law, facility policies and procedures, and/or injuries against 
persons or property, and/or when the revocation of those 
credentials is in the best interests of the MCCA.

afffixing to the facility structure

The MCCA does not allow exhibitors to:

• Rig cable/hanging devices or affix any materials to the 
ceiling, electrical bus ducts and conduits, sprinkler pipes, 
ventilation equipment, windows, columns or any other 
physical structure at the Hynes

• Cause or permit any nails, staples, hooks, tacks, screws,  
or the like to be driven into the facility structure 
(including, but not limited to, any wall, ceiling, column, 
stone, window, drape, painted, carpeted or concrete 
surfaces of the premises)

• Erect any decorations or use adhesive materials, including 
tape that can deface the walls, ceilings, floors, facilities and 
equipment contained on the premises

• Paint or permanently cover walls, floors, ceilings, or other 
areas of the facility or its furnishings or fixtures

booth set-up and dismantle

The unpacking, assembling, dismantling and packing of 
displays and equipment may be done by full-time employees  
of an exhibiting company. Exhibitors are allowed to set-up 
and/or dismantle their own booths, provided that they use 
their own bona fide, full-time employees. It is acceptable 
for exhibitors to safely use power tools to set-up and/or 
dismantle their own booths.

No one under the age of 18 is permitted on the loading 
docks, in truck bays or in the loading dock yard. Additionally, 
no one under the age of 18 is permitted in the exhibit halls 
during move-in or move-out operations. The Licensee will 
determine age restrictions, if any, for hours when the exhibit 
hall is open for attendees

booth staging

1.  In addition to equipment and furniture placed within  
a booth space, subject to show management limitations, 
exhibitors are allowed to stage the following items:

exhibitor participation regulations

Exhibitor Guidelines, Information 
and Regulations

30



31EXHIBITOR GUIDELINES, INFORMATION AND REGULATIONS      | 

a. Boxed or loose product, materials or literature

b. Fiber cases used to ship pop-up displays

c. Personal items such as luggage, purses, briefcases  
or coats

2. The following restrictions must be observed when staging 
these additional items:

a. The amount of product, materials or literature that may 
be staged within a booth space must not exceed a one 
day supply.

b. Items may be placed either in a display case, on a 
counter, on a shelving unit, in a closet, on a table, under 
a table or stacked neatly within the booth space.

c. Items that are stacked must not create a tripping hazard 
or hamper easy movement within the booth space. 

d. Items may not be placed on or within six inches of floor 
ports, electrical wiring or cabling.

e. Pallets, empty crates, cartons and boxes may not be 
stored in the booth space.

f. Staging will not be allowed behind the back wall of 
the booth and behind the drape within the booth or 
exhibit area.

cabling

No cables (telephone, Internet, electrical, audio, video, etc.) 
should be run in front of any doorways at any time. If cables 
must cross a doorway, cables must be flown — cable trays are 
not an acceptable substitute.

caution tape

Use of ‘Caution Tape’ is prohibited. Yellow or red plastic tape 
with black stripes, or printed with ‘Caution,’ ‘Do Not Enter’ 
or other warning messages may only be placed by the MCCA 
to warn individuals of a hazardous condition. The MCCA 
prohibits the use of yellow or red plastic tape to restrict access 
to an event or exhibit display. Rope and stanchion may be 
available from the General Service Contractor.

cooking demonstrations

If cooking or heating appliances will be used, the MCCA 
prefers they are powered by electricity, use UL listed/approved 
equipment and be adequately ventilated. 

An exhibitor may use butane for cooking purposes with 
prior approval of the MCCA Public Safety Department. 

Quantity inside the facility is limited to: two (2) 1-pound UL 
listed/approved non-refillable canisters per cooking device; 
one canister attached to the cooking device; and one spare 
canister. To prevent excessive amounts of butane within the 
facility, exhibitors may only use butane canisters purchased 
directly through the MCCA’s exclusive food provider, Levy 
Restaurants.

Single-well cooking equipment (deep fryer type device) using 
combustible oils and solids shall: 
1. Have lids available for immediate use

2. Be limited to 288 sq. in. (.19 sq. m) of cooking surface
 
3. Be placed in noncombustible surface materials
 
4.  Be separated from each other by a minimum horizontal 

distance of 2 ft. (61 cm); multiple single-well cooking units 
may be placed together if the aggregate cooking surface 
does not exceed 288 sq. in. (.19 sq. m)

5.  Be kept a minimum horizontal distance of 2 ft. (61 cm) 
from any combustible material

Exhibitor must provide a UL listed/approved fire extinguisher 
no less than 30 feet (9.15 meters) from the cooking device. 

Exhibitor shall provide a 6 liter, Class K fire extinguisher 
for hazards where there is a potential for fires involving 
combustible cooking media (vegetable oils, animal oils  
or fats in cooking appliances) for each device.

Fire extinguishers must be mounted in a visible location and 
accessible at all times. All extinguishers shall be currently 
inspected and tagged by a licensed fire extinguisher company.

Open flames, cooking or other sources of heat are prohibited 
under any tent, canopy or tarp.

exclusive services

The MCCA will be the exclusive provider of the following 
services: food & beverage, electrical, business center, 
telephone, Internet, rigging, the operation of ground-
supported crank-ups, the operation and provision of lifts for 
theatrical purposes, plumbing, the use of the house sound 
system, and the supply of compressed airs and gases.

The MCCA is the preferred provider of security booth 
coverage for exhibitors. If your event designates another 
security vendor for booth coverage, you may choose to order 
through the event’s preferred provider as detailed in your 
exhibitor kit.



32EXHIBITOR GUIDELINES, INFORMATION AND REGULATIONS      | 

exhibitor product 

Exhibitors are prohibited from offering or selling 
any product(s) to any employee, agent, contractor or 
subcontractor working at the MCCA.

At the conclusion of the event, all products must be either:

• Removed from MCCA facilities by the exhibitor;

• Properly disposed of; 

• Donated to a previously identified nonprofit organization; 
or 

• Sold to an established business, with sales receipts 
supplied and produced on demand.

Any MCCA employee, agent, contractor or subcontractor 
working in MCCA facilities who is determined to be removing 
and/or accepting event-related product(s) is subject to 
immediate termination of employment or prohibition from 
working at all MCCA facilities.

All persons, vehicles, bags, containers, etc. are subject to search.

fire safety regulations

Exhibits and decorative materials must meet the 
requirements of the Code of Massachusetts Regulations –  
780 CMR EIGHT EDITION (Building Code). The 
Massachusetts Department of Public Safety (DPS) has 
jurisdiction over all safety matters of the MCCA. The DPS, in 
conjunction with the City of Boston Fire Department (BFD), 
provide guidance to the MCCA for a safe venue for all guests 
and employees at our facilities.

Prior to the show opening or at any time during the event, 
the MCCA Public Safety Department or other agency may 
inspect booths and other assembly areas to ensure these 
requirements are met. If they are not, adjustments can be 
costly – if a display is determined to be a hazard it may be 
ordered removed from the facility at the exhibitor’s expense.

These requirements shall apply whether the event is open or 
closed to the public. The below topics are the minimum fire 
safety requirements for all events and are designed to provide 
an overview; the MCCA Public Safety Department reserves the 
right to make any final decision for life safety issues. Our sole 
effort is to ensure the success of your event and safeguard the 
safety and experience of all our visitors.

fire safety limitations

The following limitations apply to all exhibits located in the 
exhibition halls in the Hynes: 

1.  The following items are fire hazards and are prohibited for 
use in the Hynes:

a. Compressed flammable gases. Exception: Butane 
for cooking purposes with prior approval of the 
MCCA Public Safety Department (see Cooking 
Demonstrations) 

b. Pyrotechnics, flammable/combustible liquids, hazardous 
chemicals/materials, blasting agents and explosives

c. Cut Christmas trees, cut evergreens or similar trees

d. Fireplace logs, charcoal and similar materials

e. Untreated mulch and Spanish moss or similar 
vegetation 

f. Untreated hay or straw 

2.  Any interior finish, either permanent or temporary, will 
be required to meet the requirements of the Code of 
Massachusetts Regulations – 780 CMR EIGHT EDITION 
(Building Code).

3.  The following rules apply regarding flame-retardant 
treatments: 

a. All curtains, drapes, banners, decorations and acoustical 
material (including but not limited to cotton, hay, 
paper, straw, moss, split bamboo and wood chips) must 
be flame-retardant treated to the satisfaction of the 
Massachusetts Department of Public Safety. Material 
that cannot be treated for flame retardancy shall not be 
used. The GSC or individual exhibitor must have on-site 
a copy of the Certificate of Flame Resistance for all floor 
covering, curtains and rigged signage. The use of carpet 
on walls, ceilings, seating products or as decorative 
material is prohibited.

b. Combustible materials, an inch or more in thickness, 
glass or asbestos cloth may be used without flame-
retardant treatment. 

c. The use of oilcloth, tarpaper, sisal paper, nylon, Orlon®, 
and certain other plastic materials that are not flame-
retardant is prohibited.

4.  Open flame devices may be permitted when they are 
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a necessary part of the exhibit, with prior approval of 
the MCCA Public Safety Department. Devices must be 
isolated from attendees by either four (4) feet or a barrier; 
be placed on a non-combustible surface; be separated 
from other devices by five (5) horizontal feet; and have a 
10 lb. ABC fire extinguisher present within the exhibit. 
Fire extinguishers must be mounted in a visible location 
and be accessible at all times. All extinguishers shall 
be currently inspected and tagged by a licensed fire 
extinguisher company.

5.  The hanging or rigging of signs, displays or banners, etc. 
shall not interfere with the building fire sprinkler system. 

6.  Exhibitors are prohibited from covering displays with  
drop cloths, sheets, table cloths or other non-flame  
resistant material.

7.  Storage of combustible materials in meeting rooms, 
ballrooms or service corridors is prohibited.

8.  Exhibitors shall move, remove or arrange with the General 
Service Contractor to remove wooden pallets, shipping 
crates, cardboard boxes and other packing materials from 
the exhibit hall area as soon as possible. These items are 
not permitted in the exhibit halls during events. See Booth 
Staging.

exhibit hall life safety equipment

Fire extinguishers and fire hoses are located on the perimeter 
wall of the exhibit halls and main floor of the auditorium.  
General Service Contractors (GSC) and exhibitors are required 
to maintain a minimum unobstructed path of no less than 
48 inches (122 cm), 24 inches (61 cm) on center for fire 
extinguishers.

Fire extinguishers shall not be removed or temporarily 
relocated by any exhibitor, the Licensee or the GSC. The GSC 
is responsible for ensuring that egress paths, emergency exits, 
fire extinguishers, fire pull stations, fire department value 
boxes, fire alarm flashers and AEDs are not obstructed or 
obscured from view at any time in the facility. Anyone found 
responsible for moving, removing or blocking fire safety 
equipment is subject to a fine.

flame-retardant treated materials

The following rules apply regarding flame-retardant 
treatments:

1. All decorations, drapes, signs, banners, acoustical 
materials, hay, straw, moss, split bamboo, plastic cloth, and 
similar decorative materials shall be flame-retardant to the 
satisfaction of the Boston Fire Department and State Fire 
Marshal.

2. Combustible materials, inch or more in thickness, glass 
or asbestos cloth may be used without flame-retardant 
treatment.

3. The use of oilcloth, tarpaper, sisal paper, nylon, Orlon®, 
and certain other plastic materials that are not flame-
retardant, is prohibited.

4. Table coverings used in exhibit halls must be flame-
retardant treated, unless they lie flat, and have an 
overhang of no more than six (6) inches.

5. All materials must be certified by the Boston Fire 
Department within six (6) months of the event. The Boston 
Fire Department does not accept certificates from other 
jurisdictions. Materials may be sent directly to the Boston 
Fire Department for testing.

6. The City of Boston Fire Code prohibits the use of:

•  Fabric attached to a ceiling or used to cover any portion  
of an exhibit

•  Carpet on ceilings, walls, seating products, or as 
decorative material

lasers

The use of lasers for exhibit demonstrations or visual effects 
for entertainment must be approved by the Licensee and the 
MCCA Public Safety Department. All lasers must comply with 
Code of Massachusetts Regulations 105 CMR 120.000, and be 
registered and approved by the Massachusetts Department of 
Public Health. Regulations and applications are available from 
the Massachusetts Department of Public Health.

food & beverage samples

The MCCA prohibits any food or beverages from being brought 
into the building, except by Levy Restaurants, the exclusive 
food & beverage service provider. The distribution of food 
and beverages, regardless of type and/or quantity, is the sole 
responsibility of Levy Restaurants.

Levy Restaurants is the official caterer for all food and 
beverage services within the Hynes. All arrangements for the 
service of food and/or beverages must be made through the 
catering office. Food and beverage sampling in conjunction 
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with specific exhibits may be permitted, but only to the extent 
approved in writing, in advance, by a Levy Restaurants Catering 
Sales Manager. 

In order to obtain authorization from your Catering Sales 
Manager to distribute food and beverage items, one of the 
following conditions must exist: 

(1) The party interested in distributing food and/or beverage 
must be the manufacturer of said product. The interested 
party must only distribute sample sizes (2 ounces of 
pre-packaged food items or 4 ounces of non-alcoholic 
beverages) of his/her product, and cannot participate  
in cash sales of said product during the show. 

-OR- 

(2) The party interested in distributing food and/or 
beverage items must pay a fee, which is based on a 
percentage of retail pricing for the item and is subject 
to all applicable administrative fees and taxes, in order 
to waive its right to exclusivity under the MCCA/Hynes 
License Agreement. 

If a party brings unauthorized food and/or beverage items 
into the Hynes and does not subsequently meet one of the 
conditions listed above, the party must immediately remove  
the unauthorized item(s) from their exhibit or meeting space. 

Temporary Food Service Permit Application 

The City of Boston Inspectional Services Division requires a 
temporary food service permit for any food & beverage served 
at the Hynes that is not sourced through Levy Restaurants. 
Permit fees begin at $30.00 for a one-day permit, with $5.00  
for each additional day of sampling (example: a 3-day permit 
costs $40.00). 

glitter, confetti, popcorn and other 
materials

The use of glitter, confetti, sand, or simulated snow types of 
material is not permitted in the Hynes. Additionally, adhesive-
backed decals may not be given away or utilized. 

Popcorn is not permitted without prior written approval from 
the MCCA. Additional cleaning charges may apply.

gratuities policy

It is against the MCCA’s policy for any employee or service 
contractor to accept gratuities or gifts from the Licensee 
and/or any exhibitors. Offering of tips and gratuities to 
personnel employed by the MCCA, or its contractors, agents 
or suppliers, is not necessary and strictly prohibited. If you are 

approached or solicited by any MCCA or service contractor 
personnel for gratuities, please report this violation to the 
Chief of Public Safety at 617.954.2111.

guardrails and stairs

Any platforms exceeding 30” in height will require a 
Massachusetts-State-building-code-compliant guardrail 
system. The guardrail shall be 42” in height, with balusters 
or solid material such that a sphere with a four-inch (4”) 
diameter cannot pass through any opening.

The guardrails shall not have an ornamental pattern that 
would provide a ladder effect. This includes a guardrail on 
stairs.

The guardrail system shall be capable of withstanding a load  
of 200 pounds (minimum).

Stair construction shall meet Massachusetts State building  
code for riser height of 7” maximum and a tread depth of  
11” minimum. These stairs shall have a handrail that shall  
be continuous, without interruption by newel posts, other  
structure elements or obstructions. Handrails shall not be less 
than 34” or more than 38”. The handrail ends shall be returned  
to a wall or post. All stairway handrails shall have a circular  
cross section with an outside diameter of at least 1-1/4” and  
not greater than 2”.

Stair width shall be a minimum of 36”. Many multi-level 
displays are designed without risers, which is not permitted 
by the Massachusetts State building code as the stairway is 
part of a means of egress. The easiest way to address this 
issue with minimal cost is to secure a fitted piece of fire-rated 
plywood or sheet rock between the stringers against the back 
of the treads.

hand-carry policy

The MCCA reserves the right to restrict all freight and 
package deliveries to the loading dock. MCCA Public Safety 
personnel will be on site to direct and assist exhibitors during 
move-in and move-out.

For the convenience and safety of exhibitors and patrons, all 
freight and material handling must enter and exit the facility 
through the loading dock. The Licensee and its exhibitors 
will be allowed to hand carry one item, one time, in or out 
of the facility without having to access the loading dock. 
(Hand-carried freight is defined as one item that can be easily 
carried by an individual, without the need for dollies or other 
mechanized equipment.)
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No parking is allowed at the Boylston Street entrance of the 
facility, and the use of passenger elevators for movement of 
freight is not allowed. All packages are subject to inspection  
by facility personnel.

lights

Only Underwriters Laboratories (UL) approved, clamp-on 
types of portable spotlights are allowed. All display lights must 
be turned off when the exhibitor leaves for the day. Only UL 
approved extension cords 12 gauge or greater, rated for 20 
amp, are allowed. Note: Household extension cords are not 
permitted. These are generally 14 or 16 gauge and only rated  
at 15 amp.

means of egress

The travel distance within an exhibit booth or exhibit 
enclosure (including temporary office/meeting spaces) to an 
exit access aisle shall not exceed 50 feet (15 meters). There 
should be a minimum of two (2) separate exits from any point 
in the hall or room where the occupant load is less than 500 
persons. Where occupant loads are between 500 and 999 
persons, there shall be a minimum of three (3) separate exit 

doors. Where occupant loads are 1,000 persons or greater, 
there shall be a minimum of four (4) separate exit doors.

Exits must be so located and exit access arranged so that exits 
are readily accessible at all times. Where more than one exit is 
required, exits must be remotely located from each other and 
arranged and constructed to minimize any possibility that 
more than one may be blocked by a fire or other emergency 
condition. 

Where exits are not immediately accessible from an open 
floor area, safe and continuous unobstructed passageways, 
aisles or corridors leading directly to every exit must be 
maintained and arranged, to provide access for each occupant 
to at least two exits by separate ways of travel. At no time 
should an exit door or exit access door be locked, blocked 
or obstructed in a manner that will confuse or slow the 
movement of any people within the area. This requirement 
will also be in effect during the “move in” and “move out” of 
events.

During certain events, the total occupancy of larger meeting 
rooms and the ballrooms meeting room(s) being used may 
not require all the exit capacity provided for that area. In 
these cases, a special review will be done on the request to 
close some of the exit doors. An explanation, along with 
detailed drawings showing these doors, must be submitted 
for approval. If approved, the doors and exit signs must be 
covered to prevent any confusion to the occupants. 

move-in procedures 

All exhibitor move-in is restricted to the Hynes loading areas. 
No exhibitor will be allowed access with his or her move-in 
materials via any other entrance to the facility. Please note 
the hand carry rule within the Exhibitor Participation Rules/
General Conditions Section of the Event Guide.

material handling

Exhibitors are allowed to perform their own material 
handling, providing all of the following criteria are met: 

• Exhibit personnel performing the work must be bona fide, full-
time employees (“authorized personnel”) of said company.

• Exhibitors may choose to off-load from a company-owned 
truck or rental vehicle, or from a car, van or truck owned by 
personnel of the company provided the vehicle is co-owned or 
rental vehicles must be less than 24 feet in length.

• Exhibitors may use only hand-operated equipment, which they 
have provided; two-wheeled hand trucks and four-wheeled flat 
trucks are permitted as well.

• At no time can vendors (A/V, furniture design firm, etc.) unload 
their items. An approved General Service Contractor (GSC) or 
the Exclusive Rigging Service Provider (ERSP) must be hired by 
the Licensee to unload/re-load and push in all vendors..
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multi-level booths and ceilings/canopies

Guidelines for Covered Exhibits With Less Than Three 
Hundred (300) Covered Square Feet

All materials used in the construction of covered exhibits and all 
decorative materials within the exhibit must be non-combustible 
or limited combustible (flame-retardant) materials. Certification 
of flame retardant treatment, along with samples of said materi-
als, must be submitted, if requested by the MCCA Public Safety 
Department or the Massachusetts Department of Public Safety. It is 
strongly recommended that certifications of flame retardant treat-
ments be available at show site to avoid on-site testing of materials.

Fabric must pass the NFPA-701 Code for flame spread and smoke 
development – Class A, Flame Spread less than or equal to 25, 
Smoke Developed less than or equal to 450. Canopies and tarps 
must be fire resistant and meet CPAI 84 (Canvas Products Asso-
ciation International) specifications. The original flame retardant 
compliance tag must be attached to tent, canopy or tarp.

The use of tents inside the Convention Center requires a special 
permit from the Massachusetts Department of Public Safety. Please 
contact the MCCA Public Safety Department at 617-954-2222 for 
assistance.

Exhibitor must install a single station and battery operated smoke 
detector on the interior of each covered exhibit or structure, in-
cluding enclosed storage closets, regardless of the square footage. 
The detector must sound an audible alarm and be installed per the 
manufacturer’s instructions.

Exhibitor must provide at least one (1) 10 lb. ABC, dry chemical fire 
extinguisher. Fire extinguishers must be mounted in a visible loca-
tion and accessible at all times. All extinguishers shall be currently 
inspected and tagged by a licensed fire extinguisher company.

A single exhibit or group of exhibits with ceilings that do not re-
quire sprinklers shall be separated by a distance of not less than 10 
feet (3050 mm) where the aggregate ceiling exceeds 300 square feet 
(28 square meters).

Open flame, cooking or other sources of heat are prohibited under 
any tent, canopy or tarp.

multi-level booths and ceilings/canopies

Guidelines for Multi-level Exhibits (regardless of the size) 
and Covered Exhibits With Larger Than Three Hundred 
(300) Covered Square Feet

Requests for construction of multi-level exhibits (regardless of 
the size) must be authorized by show management before being 
reviewed by the MCCA Engineering and Maintenance Division and 
the MCCA Public Safety Department. To ensure the success of your 
exhibit, please read and comply with the following guidelines:

1. Plans should be submitted a minimum of 90 days before the 
move-in date of the event and must adhere to the following:

a. They must be scaled, signed and dated by a registered 
architect or professional engineer.

b. They must include the show name and dates.

c. They must include exhibitor’s name and assigned booth 
number.

d. They must include directional information (i.e. indicate 
neighboring aisles and/or booth numbers).

e. They must indicate maximum exhibit height, within the 
booth. Height guidelines are established, per event, by 
show management.

f. They must include connection details for the elevated floor 
and stairs, and permitted loading for furnishings, storage 
units, work surfaces or occupants who will be permitted 
access to the upper level. 

g. They must include a floor loading schedule that identifies 
the maximum safe floor loading, fixture loads (dead loads) 
and occupant loading (live loads), establishing what shall 
be the effective limits.

2. All materials used in the construction of multi-level and/
or covered exhibits and all decorative materials within the 
exhibit must be non-combustible or limited combustible 
(flame-retardant) materials. If requested, certification of flame-
retardant treatment, along with samples of said materials, 
must be submitted to the Massachusetts Department of Public 
Safety for testing. It is recommended that certifications of flame 
retardant treatments be available at show site.

continued on page 37
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automatic fire extinguishing system

1. The following shall be protected by an automatic 
extinguishing system:

a. Any home or house constructed within the exhibit 
hall; and it must also include smoke/fire alarms and a 
10 lb. ABC fire extinguisher on each level

b.  The lowest level of a multi-level exhibit, regardless of 
size, and/or a single-story covered exhibit where the 
covered area exceeds 300 sq. ft. (27.9 sq. m), and/or 
any covering over a multi-level exhibit exceeding 300 
sq. ft. (27.9 sq. m)

c. Exception: Exhibitors installing these approved flame 
retardant materials as coverings may avoid the need  
to install a fire extinguishing system:

• A flame retardant material with fusible seams that 
under low temperatures (176° F / 80° C) will split 
and open the canopy to allow smoke to rise, activate 
sprinklers and allow water through the opening

• A flame retardant open mesh material with a 
minimum 70% opening

• Ceilings that are constructed of open grate design 
or listed dropout ceilings in accordance with 
NFPA 13, Standard for the Installation of Sprinkler 
Systems, shall not be considered ceilings within the 
context of this section

• Vehicles, boats and similar exhibited products having 
over 100 sq. ft. (9.3 sq. m) of roofed area shall be 
provided with smoke detectors (Single station 
and battery operated or portable smoke detectors 
meeting the requirements for Household Fire 
Warning Devices in NFPA 74 are acceptable.)

2. A temporary sprinkler system must be connected to the 
Convention Center’s domestic water system. The MCCA 
maintains a list of approved, state-licensed fire sprinkler 
companies authorized to install temporary fire sprinkler 
systems. The vendor must submit a sprinkler coverage plan  
to the MCCA Engineering & Maintenance Department  
for approval.

3. To order a plumbing connection for the sprinkler  
system before you arrive, click on the “Exhibitor  
Online Ordering” link from the main MCCA Webpage  
(www.massconvention.com).

multi-level booths and ceilings/canopies

Guidelines for Multi-level Exhibits (regardless of the size) 
and Covered Exhibits With Larger Than Three Hundred 
(300) Covered Square Feet

3. Exhibits with an enclosed room or occupied second story must 
post notice at the bottom of the stairway, indicating maximum 
permitted occupancy (or total permitted weight load of the 
second level).

4. If second level is to be occupied and greater than three hundred 
(300) square feet, or is designed to hold 10 or more persons, 
two (2) stairways are required, remote from each other. If second 
level is to be occupied and less than three hundred (300) square 
feet, one (1) set of stairs is permitted. 

a. Stair construction shall meet Massachusetts State building 
code for riser height of 7” maximum and a tread depth of 
11” minimum. 

b. These stairs shall have a handrail that shall be continuous, 
without interruption by newel posts, other structure 
elements or obstructions.

c. Handrails shall not be less than 34” or more than 38”. The 
handrail ends shall be returned to a wall or post. All stairway 
handrails shall have a circular cross-section with an outside 
diameter of at least 1-1/4” and not greater than 2”. 

d. Stair width shall be a minimum of 36”. Many multi-
level displays are designed without risers, which is not 
permitted by the Massachusetts State building code as the 
stairway is part of a means of egress.

5. Individual areas of upper decks or covered areas must be limited 
to dimensions that do not exceed one thousand (1,000) square 
feet.

6. Exhibitor must install a single station and battery-operated 
smoke detector on the interior of each covered exhibit or 
structure, regardless of the square footage. The detector must 
sound an audible alarm and be installed per the manufacturer’s 
instructions.

7. Exhibitor must provide a portable, dry chemical fire extinguisher 
for each level or each covered exhibit or structure. At least one 
(1) 10 lb. ABC portable type fire extinguisher must be provided 
for each three hundred (300) square feet. Fire extinguishers 
must be mounted in a visible location and accessible at all 
times. All extinguishers shall be currently inspected and tagged 
by a licensed fire extinguisher company.

continued from previous page

http://www.massconvention.com
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4. Exhibitor must install at least one (1) single station and 
battery operated smoke detector on the interior of each 
covered exhibit or structure regardless of the square 
footage. The detector must have an audible alarm and be 
installed per the manufacturer’s instructions.

5. Exhibitor must provide a portable, dry chemical fire 
extinguisher for each level or each covered exhibit or 
structure. At least one (1) 10 lb. ABC portable type fire 
extinguisher must be provided for each three hundred (300) 
square feet. Fire extinguishers must be mounted in a visible 
location, and be accessible at all times. All extinguishers 
shall be currently inspected and tagged by a licensed fire 
extinguisher company.

The Massachusetts Department of Public Safety does not 
permit the use of a fire watch ordered in lieu of a temporary 
fire sprinkler system as an alternative method for fire safety 
compliance.

credentialing/positive id required 

All employees and contractors are required to wear MCCA 
or Exhibitor Services Contractor Association (ESCA) issued 
identification badge on their outermost garment at all times 
while working at an MCCA facility. Upon request and as a 
requirement to be issued a MCCA ID, all employees and 
contractors working within an MCCA facility must carry on 
their persons a current and valid government issued photo 
identification (i.e. driver’s license) at all times. 

ESCA identification badges are required for all General Service 
Contractors (GSC). Temporary MCCA credentials will not be 
issued to GSC employees and they will be turned away. 

Exhibitor staff arriving at the facility must identify themselves 
with a photo ID (preferably a valid state issued motor vehicle 
operator’s license) by the Loading Dock Officer. Once 
positively identified by MCCA Public Safety, the Exhibitor will 
be referred to the Licensee in order to register and receive 
event credentials. 

Lost/missing credentials shall be reported to, and recorded 
by, MCCA Public Safety. The MCCA, in its sole discretion, 
reserves the right to revoke credentials for violations of 
law, facility policies and procedures, and/or injuries against 
persons or property, and/or when the revocation of those 
credentials.

protect your exhibit and materials

The MCCA is not liable for, nor does the MCCA carry any 
insurance on, exhibitor property or fixtures. Please bear in mind 
that all of your exhibit material and displays are your property. 
Therefore, it is important that you take every precaution to 
protect this material. Below are some suggestions toward this 
end:

1. Ship your materials with a qualified carrier and be sure  
to lock trunks/crates.

2.  If cartons are used, be sure that they are securely taped 
or banded and under no circumstances marked with the 
name or type of articles contained therein.

3.  Be sure to furnish your shipping company with an 
accurate account and complete bill of lading.

4.  Do not leave your booth unattended during the set-up 
period.

5.  Do not leave exhibit material under tables or displays.

6.  Do not include exhibit material in containers to be stored 
with empties.

7.  At the close of the exhibit, be sure to pack as quickly as 
possible and under no circumstances leave your space 
unattended during this period.

8.  If at all possible, have one of your staff remain in your 
space with your shipment, until it is actually picked up by 
the drayage contractor’s personnel.

9.  Promptly report any missing items or suspicious person(s) 
to Public Safety.

8. If at all possible, have one of your staff remain in your 
space with your shipment, until it is actually picked up by 
the drayage contractor’s personnel.

9. Promptly report any missing items or suspicious person(s) 
to Public Safety.

smoking 

The Hynes is a non-smoking facility. Smoking of any tobacco 
product or electronic cigarette (“e-cigarettes”) is NOT allowed 
in the building at any time. Designated smoking areas are 
located outside the building. 

solicitations

No solicitations or collections are permitted in the Hynes.
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vehicles and other motorized equipment

Vehicles that are to be brought into the Hynes must be pre-
approved. In some cases, vehicles will not be allowed in the 
building, and there are restricted areas that vehicles cannot 
enter. Keys to start the vehicle, as well as any deactivation 
codes for security features, must be left with the Public Safety 
Department. 

Motorized vehicles are defined as any vehicle that is propelled 
by an internal combustion engine, such as, but not limited 
to: automobiles, trucks, buses, farm equipment, construction 
equipment, motorcycles, snow mobiles, aircraft, watercraft 
and lawnmowers.

Motorized vehicles shall: 

1. Be equipped with a locking (or taped) gas cap to prevent 
the escape of vapors. Fuel tanks shall not have more than 
three (3) gallons of fuel, or 1/8 tank, whichever is less.

a. Exceptions:

i. Recreational vehicles (RVs) may have up to ¼ tank of 
fuel

ii. Aircraft that is on standby status and is required 
to have a minimal fuel level as determined by 
the Federal Aviation Administration (FAA) such as 
MedFlight®

2. Have at least one (1) battery cable used to start the engine, 
disconnected and the end of the disconnected battery 
cable, taped. It is preferred that the positive or “hot” cable 
be disconnected.

3. Not be moved during exhibit hours. Vehicles may not 
be started or operated within the exhibit hall for the 
first 15 minutes after the exhibit hall closes to the public 
for the day or final closing of the event. No vehicle may 
be operated on the exhibit hall without a lead person 
walking in front of the vehicle warning people of vehicle 
movement.

4. Fueling or defueling of vehicles is prohibited.

MCCA Services
The MCCA and its contracted entities are the exclusive 
providers of the following services: food & beverage, electrical, 
business center, telephone, Internet, rigging, the operation of 
ground-supported truss trucks, plumbing, and the supply of 
compressed air and gases. Most of these services are available 
directly to exhibitors and can be provided through the Exhibitor 
Services Center. They are subject to prices and conditions 
detailed in our Exhibitor Ordering Guide. Our services cannot 
be resold or bundled as a package without prior written 
approval from the General Manager. Discounts may apply to 
some services by meeting the advance payment deadlines and 
conditions notes on the forms.

The MCCA is the preferred provider of security booth 
coverage for exhibitors. If your event designates another 
security vendor for booth coverage, you may choose to order 
through the event’s preferred provider as detailed in your 
Exhibitor Kit.

atms

Guests will find an ATM on the lower level inside the Boylston 
Street entrance and inside the Prudential Center entrance.

audio/visual services

The Hynes offers in-house A/V services on a preferred 
basis, with a preferred audio/visual provider to help provide 
comprehensive event support and services. All types of audio 
and visual display devices, screens and computer interfaces 
are available, along with skilled operators. The Hynes features 
a digital audio system and extensive use of fiber optic cabling 
to distribute signals throughout the facility. The Hynes has a 
clear line of sight to all satellites and dedicated truck parking 
spaces, complete with power and signal distribution. The 
preferred audio/visual provider is the exclusive provider for the 
use of the in-house sound systems. All other A/V companies 
must bring  
in a stand-alone speaker system.

booth packages

Services cannot be resold or bundled as a package without 
prior written approval.  
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business center 

The MCCA in-house vendor is the exclusive service provider 
of the Business Center. From simple documents to complex 
projects and on-going programs, the MCCA business center 
will provide document management solutions to meet 
your needs. The document solutions capabilities include: 
copying and digital printing, document production, supplies, 
computer services, electronic file submission, signage, 
custom printing services, document distribution, pack and 
ship options, express and ground service, fax service with 
delivery of incoming messages, and desktop/word processing.

satellite services

The Hynes has a clear line of sight to all satellites and 
convenient parking spots for uplink and downlink trucks.  
Power and signal distribution is available at all truck locations. 
Please contact Exhibitor Services for more details and pricing.

Transportation

public transportation

We strongly encourage you to promote public transportation 
as an efficient option for your attendees and exhibitors. 
Public transportation in the Boston area is provided by the 
Massachusetts Bay Transportation Authority (MBTA or  
“The T”). A number of excellent public transportation options 
are available for service to and from the Hynes.  

taxi information

MCCA staff will coordinate with the individual taxicab 
companies and the Boston Hackney Division for the needs  
of each event. Assigned staff will manage taxi service logistics. 
There is a taxi stand outside the Boylston Street entrance for 
taxicab drop-off and pick-up. 

Taxis will arrive at the designated taxi stand and wait in 
a short queue for customers as long as necessary for a 
passenger to board. The only limitation is that the taxis at 
the end of the queue do not block open lane traffic. Taxis 
unable to enter the designated curb lane will be required to 
proceed to the designated taxi pool area and will be called 
as service requires.For a complete list of taxi companies 
and their contact information, please visit the Hynes 
transportation website.

private charter service  

Any exhibitor wishing to pick up or drop off a private charter 
shuttle on-site must request a staging area from the MCCA 
Transportation Department.  All requests must be made 
in advance by emailing MCCATransportationServices@
signatureboston.com. Requests must include the name of the 
event, the date & time of the trip, name of the bus company, 
and number of vehicles being used. 

Exhibitors may contract directly with the MCCA to provide 
charter services.  Please email MCCATransportationServices@
signatureboston.com to request a quote for services.  

parking

There are several local parking garages/lots in the vicinity of 
the Hynes. The facility does not have on-site parking available. 

parking on loading dock 

Exhibitor staff members parking on the loading dock and 
displaying their loading dock parking pass on the dashboard 
of the motor vehicle for the purpose of unloading cargo 
have a limit of 20 minutes in order to do so. Exhibitor staff 
remaining in the loading dock area beyond the 20-minute 
limit, and/or who do not properly display a valid loading dock 
parking pass, subject themselves to towing at the vehicle 
owner/operator’s risk and expense. 



Levy Restaurants Hynes  
Authorization Request
Sample Food and/or Beverage Distribution

Please complete this form to receive authorization to distribute food or beverages not purchased through Levy Restaurants. Levy 
Restaurants has exclusive food and beverage distribution rights within the Hynes Convention Center and has the responsibility 
to the City of Boston to strictly regulate any food and beverage activity within the Hynes. Due to strict regulations, any vendor 
sampling product within the above mentioned parameters must submit a sampling form to Levy Restaurants for approval.

The Selling of Food and/or Beverage products by any other entity is strictly prohibited.

Sponsoring Organizations of expositions and trade shows, and/or their exhibitors, may distribute SAMPLE SIZE food and/or 
beverage products ONLY upon written authorization and adherence to ALL of the conditions outlined below.

general conditions - food industry  
related shows
1.  Items dispensed are limited to products Manufactured, 

Processed or Distributed by exhibiting companies.

2.  All items are limited to SAMPLE SIZE and must be 
dispensed/distributed in accordance to Local and State 
Health Codes:

 a.  Non-Alcoholic Beverages limited to maximum of 4 
oz. Sample Size, served in biodegradable (or plastic) 
cups. No cans or bottles will be permitted.

 b.  Alcoholic beverage sampling is permitted only if you 
are the manufacturer or distributor of the beverage. 
Alcoholic beverages must be “sample” sizes (2 oz. for 
beer/wine, .25 oz for liquor) and can only be served 
by a licensed Levy Restaurants bartender.

 c.  Food items are limited to “bite size”, not to exceed 2 
oz. portions or a 2 oz. prepackaged samples.

 d.  All food/beverage items brought in are required by 
the Boston Health Department to have a temporary 
Health Permit. This includes prepackaged food sam-
ples, samples not intended for consumption on the 
show floor, and bottled water.

3.  Vendors are responsible for all booth rental fees, elec-
trical, plumbing, drayage and all other Levy Restaurants 
and/or Hynes services.

if you do not meet the conditions 
listed above, the following policies 
apply:
TAKE-AWAY ITEMS AND BUY-OUT FEES. Any Food and 
Beverage brought on premises without the written authori-
zation from Levy Restaurants, the Hynes and [NAME Show] 
Management is strictly prohibited.

1.  Take-away items will be assessed and approved on a 
case by case basis by Levy Restaurants. Take-away items 
are items that are distributed to attendees but are not 
intended for immediate consumption at the time of 
receipt. 

2.  Requests for all Food or Beverage Products brought 
on the premises for consumption at hosted banquet/
booth events or that do not fall within the Sampling 
parameters listed above may incur a Buy-out Fee by 
Levy Restaurants. An appropriate buy-out fee will be 
determined by Levy Restaurants on a case by case basis; 
however, the buy-out fee will be based on a percentage 
of the retail pricing for the food and/or beverage item 
and is subject to all applicable taxes and service charges.

UNUSED FOOD OR BEVERAGE PRODUCT that requires 
pick-up or shipment after the show/event is the responsibil-
ity of the Company that is sampling the product. Absolutely 
NO REFUNDS of Buy-out Fees will be given for Food or 
Beverage Product if not consumed during show/event.
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please specify:   item / distribution purpose / quantity / portion size / method of dispensing

FOOD AND BEVERAGE RELATED SERVICES including 
storage, delivery, or any other service required for Food 
and/or Beverage products brought from the outside are 
not the responsibility of and will NOT be provided by Levy 
Restaurants.

If these services are required the following charges will 
assessed:
 1. $150.00 for a small visi cooler, per day
 2. $300.00 for a large double visi cooler, per day
 3. $25.00 per drop off and per pick-up for steward
 4.  $150.00 per day minimum for dry or refrigerated 

storage, per pallet
 5. $6.00 per 5 pound bag of ice

Both the refrigerator and cooler require stewarding labor to 
drop off and retrieve the equipment. A security deposit of $250 
per piece of equipment will also apply.

SHIPPING/RECEIVING Please note that only product you 
expect to be prepared by, stored by and delivered by Levy 
Restaurants should be shipped to Levy Restaurants. Please 
see the Shipping Label, fill it out and ensure it is used prop-
erly to ensure proper receiving of your product. You must 
contact Levy Restaurants prior to shipping items – items not 
expected will not be received. For all Food and Beverage not 
purchased through Levy Restaurants, all standard fees men-
tioned above will be charged where applicable, including 
20% Administrative Fee and Applicable Sales Tax.

The Company named below acknowledges they have sole 
responsibility for the use, servicing or other disposition  
of such items in compliance with all applicable laws. 
Accordingly, the firm agrees to indemnify and forever hold 
harmless Levy Restaurants and the Hynes from all liabili-
ties, damages, losses, costs or expenses resulting directly 
or indirectly from their use, serving or other disposition of 
such items.

Exhibiting firm must provide Levy Restaurants with a Certificate of Insurance showing evidence of Commercial General  
Liability with an each occurrence limit of $1,000,000 and naming Levy Premium Foodservice Limited Partnership and  
Massachusetts Convention Center Authority as additional insured. Information must be received no later than close of  
business (5:00 PM EST) on

PLEASE RETURN FORM TO LEVY RESTAURANTS BY                                      TO ENSURE CONFIRMATION AND APPROVAL.

For additional services and information, please contact: Levy Restaurants | Exhibitor Catering Sales Department
900 Boylston Street | Boston MA 02215 | Tel. 617.954.2189 | Fax 617.954.2281

Before returning this document, please sign the “Agreed” indicating you have read and you agree with all conditions. 

Agreed Approved Date
                Exhibiting Firm                      Levy Restaurants

Event or Show: Event or show date(s):

Exhibiting firm: Booth no. (s):

Billing address:  City: State: Zip: Country:

Phone: Email:

Ordered by/title: Show site contact:

Date: Contact phone:
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