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Show Information G-1

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

Official Service Provider
Global Experience Specialists, Inc. (GES)
7624 Boone Avenue North
Minneapolis, MN  55428

Phone (in USA): 763.488.5380
FAX (in USA): 763.488.5343

International Calls: 763.488.5380

GES will be onsite at your show to assist you in coordinating any last minute services, ordering additional products and answering any questions you 
may have.

Show Information

8' x 10'Booth Size:
BlackBackwall Drape:
BlackSidewall Drape:
BeigeFacility Carpet Color:
BlackTable Skirt Color:

1 - 6' Draped Table
2 - Plastic Contour Chairs
1 - Wastebasket
Custom ID sign

Important Dates Be sure to check all order forms for additional deadlines

Discount Deadline Date

Friday, April 12 GES orders must be received with payment by this date.

Installation
Monday, May 6 12:00 PM  - 5:00 PM

Show Hours
Tuesday, May 7 10:00 AM  - 6:00 PM
Wednesday, May 8 9:00 AM  - 4:00 PM

Dismantle
Wednesday, May 8 4:00 PM  - 6:00 PM
Thursday, May 9 8:00 AM  - 12:00 PM  (ONLY for exhibitor self-loading - no shipping services)

Empty Container Return
Wednesday, May 8 4:00 PM Start time for Empty Container Return.

Carrier Check-in Post-Show 
Wednesday, May 8 5:00 PM Carriers post-show must be checked-in by this time.

Facility Clear
Wednesday, May 8 6:00 PM All outbound shipping materials must be removed.
Thursday, May 9 12:00 PM All remaining exhibitor materials must be removed.

Shipping Addresses Use Provided Shipping Labels in this Exhibitor Services Manual to Expedite Handling

Consign all domestic shipments c/o GES. Please do not consign international shipments c/o GES. Contact our international division at:
GESLogistic_international@ges.com.

Advance Shipments to Warehouse:

Direct Shipments to Exhibit Site:

c/o GES
2013 IEEE I2MTC
(Your Company Name & Booth Number)

You may ship your materials directly to the facility provided your materials are 50 lbs or less per package and 30” square or smaller...
due to storage restrictions at the hotel, anything heavier or larger than this must be shipped to the GES Advance Warehouse.
Packages may start arriving directly to the facility on Saturday, May 4, 2013...no earlier.

When shipping direct, be sure to list the show name on the labels, and ship to “Attn: Banquets”.  GES will not be responsible for such shipments.

7624 Boone Avenue North
Minneapolis, MN 55428 
USA

Shipments should arrive on or between:
April 2 - May 3, 2013
Hours for receiving are Monday - Friday, 8:00 AM - 4:30 PM
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GES Terms and Conditions of Contract G-7

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

GES Terms & Conditions are subject 
to change at GES' sole discretion 

without notice to any parties.

I. Definitions 
GES: Global Experience Specialists, Inc., is hereinafter referred to as GES and/or GES Logistics, and/or 
Trade Show Electrical (a/k/a TSE) and/or Trade Show Rigging (a/k/a TSR) and their employees; Agents:
GES' agents, sub-contractors, carriers, and the agents of each; Customer: Exhibitor or other party 
requesting Services from GES; Goods: Exhibits, property, and commodities of any type for which GES is 
requested to perform Services; Carrier: Motor carrier, van line, air carrier, or air or surface freight 
forwarder; Shipper: Party who tenders Goods to Carrier for transportation; Cold Storage: Holding of 
Goods in a climate controlled area; Accessible Storage: Holding of Goods in an area from which Goods 
may be removed during shows; Services: Warehousing, transportation, drayage, un-supervised labor, 
supervised labor and/or related services; Show Site:  The venue or place where an exposition or event 
takes place; Supervised Labor (OK TO PROCEED):  Union labor that is provided to a Customer to install 
or dismantle a booth or exhibit space, and is supervised and/or directed by GES; Un-Supervised Labor 
(DO NOT PROCEED):  Union labor that is provided to a Customer to install or dismantle a booth or exhibit 
space and pursuant to Customer's election is not supervised and/or directed by GES.  Customer assumes 
the responsibility and any liability arising therefrom, for the work of union labor when Customer elects to 
use un-supervised labor. 
II. Scope 
These Terms and Conditions shall be binding upon Customer, GES, and their respective Agents and 
representatives, including but not limited to Customer contracted labor such as Customer Appointed 
Contractors and Installation and Dismantle Companies, and any other party with an interest in the Goods.
Each shall have the benefit of and be bound by all provisions stated herein, including but not limited to 
time limits and limitations of liability. 

III. Customer Obligations 
a. Payment for services.  Customer shall be liable for all unpaid charges for services performed by GES 
or Agents. Customer authorizes GES to charge its credit card directly for services rendered on Customer's 
behalf after departure, by placing an order on-line, via fax, phone or through a work order on site.
b. Credit Terms.  All charges are due before Services are performed unless other arrangements have 
been made in advance.  GES has the right to require prepayment or guarantee of the charges at the time 
of request for Services. A failure to pay timely will result in Customer having to pay in cash in advance for 
future services.  GES retains its right to hold Customer Goods for non-payment.   If a credit card is 
provided to GES, GES is authorized to bill to such credit card any unpaid charges for services provided to 
Customer, including charges for return shipping. Any charges not paid within 30 days of delivery will be 
subject to interest at 1 ½% per month until paid. 
IV. Mutual Obligation Indemnification 
a. Customer to GES:  Customer shall defend, hold harmless and indemnify GES from and against any 
claims, lawsuits, demands, liability, costs and expenses, including reasonable attorney's fees and court 
costs, resulting from any injury to or death of persons, or damage to property other than Goods, relating to 
or arising from performance of Services herein.  Customer agrees to indemnify and hold GES harmless for 
any and all acts of its representatives and agents, including but not limited to Customer Appointed 
Contractors and Installation and Dismantle Companies, any subtenant or other user of its space or any 
agents or employees engaged in business on behalf of Customer or present at Customer's invitation, 
including supervision of labor secured through GES.  Customer's obligations under this provision shall not 
apply to GES' own negligence and/or willful misconduct. CUSTOMER ACKNOWLEDGES THAT THE 
SHOW SITE IS AN ACTIVE WORK ZONE AND CUSTOMER, ITS AGENTS, EMPLOYEES AND 
REPRESENTATIVES ARE PRESENT AT THEIR OWN RISK.
b. GES to Customer:  To the extent of GES' own negligence and/or willful misconduct, and subject to the 
limitations of liability below, GES shall defend, hold harmless and indemnify Customer from and against 
any claims, lawsuits, demands, liability, costs and expenses, including reasonable attorney's fees and 
court costs, resulting from any injury to or death of persons, or damage to property other than Goods. 
GES' obligations under this provision shall not apply to claims for bodily injury arising a) from Customer's 
presence in areas which have been marked as “off limits to exhibitors”; and b) when exhibitors are present 
in the facility prior or subsequent to the effective dates or hours of Exhibitor's space lease with show 
management.
V. DISCLAIMER AND LIMITATION OF LIABILITY
UNDER NO CIRCUMSTANCES WILL ANY PARTY BE LIABLE FOR SPECIAL, INCIDENTAL, 
CONSEQUENTIAL INDIRECT OR PUNITIVE DAMAGES, INCLUDING BUT NOT LIMITED TO 
LOSS OF PROFITS OR INCOME.  GES SHALL BE LIABLE, SUBJECT TO THE LIMITATIONS 
CONTAINED HEREIN, FOR LOSS OR DAMAGE TO GOODS ONLY IF SUCH LOSS OR 
DAMAGE IS CAUSED BY THE DIRECT NEGLIGENCE OR WILLFUL MISCONDUCT OF GES.
CLAIMS PRESENTED FOR LOSS OR DAMAGE ARISING OUT OF INCIDENTS REFERENCED 
IN SECTION VI HEREIN WILL BE DENIED.
VI. No Liability for Loss or Damage to Goods 
a. Condition of Goods:  GES shall not be liable for damage, loss, or delay to uncrated freight, freight 
improperly packed, glass breakage or concealed damage.  GES shall not be liable for ordinary wear and 
tear in handling of Goods or for damage to shrink wrapped Goods.  All Goods shall be able to withstand 
handling by heavy equipment, including but not limited to forklifts, cranes, or dollies. It is the Customer's 
responsibility to ensure that Goods are packaged correctly prior to shipment or movement on or off the 
Show floor. 
b. Receipt of Goods:  GES shall not be liable for Goods received without receipts, freight bills, or 
specified piece count on receipts or freight bills, or for bulk shipments (i.e., UPS, air freight, or van lines).
Such Goods shall be delivered to booth without the guarantee of piece count or condition. 
c. Force Majeure: GES shall not be liable for loss or damage that results from Acts of God, weather 
conditions, act or default of Customer, shipper, or the owner of the Goods, inherent nature of the Goods, 
public enemy, public authority, labor disputes, and acts of terrorism or war. 
d. Cold Storage. Goods requiring cold storage are stored at Customer's own risk.  GES assumes no 
liability or responsibility for Cold Storage. 
e. Accessible Storage:  GES assumes no liability for loss or damage to Goods while in Accessible 
Storage. Storage charges are for the use of space and are not a form of insurance, or a guarantee of 
security.
f. Unattended Goods:  GES assumes no liability for loss or damage to unattended Goods received at 
Show Site at any time from the point of receipt of inbound Goods until the loading of the outbound Goods, 
including the entire term of the respective show or exhibition. Customer is responsible for insuring its own 
Goods for any and all risk of loss. 
g. Empty Storage:  GES assumes no liability for loss or damage to Goods or crates, or the contents 
therein, while containers are in Empty Storage.  It is Customer's sole responsibility to affix the appropriate 
labels available at the GES Service Desk for empty container storage, and ensures that any pre-existing 
empty labels are removed. 
h. Forced Freight: GES is not liable for Customer Goods left on the show floor after the show closing 
deadline, with or without a Material Handling Services/Straight Bill of Lading signed by Customer.  It is 
Customer's responsibility to complete accurate paperwork for shipping and to 

ensure Customer Goods are properly labeled.  If Customer Goods remain on the floor after the show 
closing deadline, GES has the right to remove the Customer Goods.  GES is authorized by Customer to 
proceed in the manner chosen by Customer on the Order of Material Handling Services/Straight Bill of 
Lading, if one has been completed, or otherwise to ship Customer Goods at the discretion of GES and at 
Customer's expense.  GES shall incur no liability for such shipment.  GES retains the right to dispose of 
Customer Goods without liability if left on the show floor unattended, without labels or not correctly labeled.
i. Concealed Damage:  GES shall not be liable for concealed loss or damage including but not limited to; 
glass, electronic equipment, prototypes, original art, uncrated Goods, or improperly packaged or labeled 
Goods.
j. Unattended Booth:  GES shall not be liable for any loss or damage occurring while the Goods are 
unattended in Customer's booth at any time, including, but not limited to, the time the Goods are delivered 
to the dock until the time the Goods are received by Customer's chosen carrier.  All Material Handling 
Forms and/or Straight Bills of Lading covering outgoing Goods submitted to GES will be checked at the 
time of pickup from the booth and corrections to the count or condition will be documented where 
discrepancies exist. 
k. Hanging items from Booth: Customer shall not hang any articles, merchandise, product, 
advertisements, or other similar items from GES supplied booth materials (this includes but is not limited 
to GES panels or pipe and drape), utilized in Customer's own booth set up or in areas occupied by the 
show organizer or third parties.  If Customer does hang any prohibited items, Customer alone shall be 
held liable for any damages, costs, actions or injuries resulting from the hanging of such item(s).  GES 
shall have no liability for any damages, costs, actions or injuries arising out of Customer's failure to comply 
with this provision. 
VII. Measure of Damage 
a. Sole Relief: If found liable for any loss, GES' sole and exclusive maximum liability for loss or damage 
to Customer's Goods is limited to $.50 (USD) per pound with a maximum liability of $100.00 (USD) per 
container, or $1,500.00 (USD) per shipment whichever is less. 
b. Labor:  GES assumes no liability for loss, damage, or bodily injury arising out of Customer's 
supervision of GES provided union labor. If GES supervises labor for a fee, GES shall be liable only for 
actions or claims arising out of its negligent supervision. Such liability shall be limited to the cost to 
Customer of the supervised labor or the depreciated value of the Goods, whichever is less. If Customer 
elects to use unsupervised labor, then Customer assumes all liability for the actions or claims that arise 
out of such work, including but not limited to loss, damage or bodily injury and shall provide GES and 
show management with an indemnity, including defense costs, for any claims that result from Customers' 
supervision or failure to supervise assigned labor. 
VIII. Miscellaneous 
a. Insurance. GES IS NOT AN INSURANCE COMPANY AND DOES NOT OFFER OR PROVIDE 
INSURANCE. It is the obligation of Customer to ensure Goods are insured at all times. Loss or theft of the 
Goods in storage or in transit to and from the show and or while on the show floor is the sole responsibility 
of Customer.  GES recommends Customer arrange for all Risk Coverage. 
b. Notice of Loss or Damage: In order to have a valid claim, notice of loss or damage to Goods must be 
given to GES or its agent within 24 hours of occurrence (as evidenced in an Incident Report completed at 
Show Site by GES) or delivery of outbound Goods. 
c. Filing of Claim: Any claim for loss or damage to Goods must be in writing, containing facts sufficient to 
identify the Goods, asserting liability for alleged loss or damage, and making claim for the payment of a 
specified or determinable amount of money. Such claim must be filed with the appropriate party within the 
time limits specified herein. Damage reports, incident reports, inspection reports, notations of shortage or 
damage on freight bills or other documents, do not constitute filing of a claim. 
Claims for Goods alleged to be lost, stolen or damaged at the Show Site must be received in writing by 
GES within thirty (30) days after the close of the show.
Claims for Goods alleged to be lost or damaged during transit must be received by the responsible party 
within nine (9) months of date of delivery of Goods. GES Logistics subcontracts the movement of Goods 
to third party carriers. Claims for damage in transit should be made directly with your carrier as shown on 
the Material Handling form/ Bill of Lading. 
In the event of a dispute with GES, Customer will not withhold payment or any amount due GES for 
Services as an offset against the amount of the alleged loss or damage.  Customer agrees to pay GES 
prior to the close of the show for all such charges and further agrees that any claim Customer may have 
against GES shall be pursued independently by Customer as a separate action to be resolved on its own 
merits. GES retains the right to pursue collection on amounts owed after show close, without regard to any 
amount alleged to be owed for damage, or loss.
d. Filing of Suit: Any action at law regarding loss or damage to Goods must be filed within one (1) year of 
the date of declination of any part of a claim (logistics claims excluded). 
IX. Jurisdiction, Choice of Forum
These Terms and Conditions of Contract shall be governed by and construed in accordance with the 
applicable laws of the United States or, alternatively, and depending on jurisdiction, the laws of the State 
of Nevada.  The parties hereby submit to jurisdiction and venue in the United States Federal District Court 
of Nevada, or as applicable depending upon jurisdiction, the County Circuit Court in Clark County, 
Nevada.
X. Advanced Warehousing/Temporary Storage/Long Term Storage 
All terms and conditions relative to Advanced Warehousing/Temporary Storage/Long Term Storage are 
contained in separate agreements titled “Storage Agreement”.  In the event that a Storage Agreement is 
not executed between the parties, the following shall apply with respect to GES' liability for Customer 
Goods. The responsibility of GES with respect to Customer Goods is limited to the exercise of ordinary 
care and diligence in handling and storing of Customer Goods.  GES shall be liable only for loss or 
damage to Goods caused by GES' sole negligence.  GES' liability is limited to $.60 (USD) per pound with 
a maximum liability of $100.00 (USD) per container, or $1,500.00 (USD) per shipment whichever is less.
In case of partial loss or damage, the maximum liability shall be prorated based on weight.  GES is not
responsible for any loss or damage to Goods caused by, but not limited to fire, theft, the elements, 
vandalism, moisture, vermin, mechanical breakdown or failure, freezing or changes in temperature, as 
well as any other causes beyond GES' immediate control.  GES is not responsible for the marring, 
scratching or breakage of glass or other fragile items.  GES is not liable for the mechanical functions of 
instruments or appliances even if such articles are packed or unpacked by GES.  In no event shall GES 
be liable for special, incidental, indirect or consequential damages, including business loss of any kind, 
resulting from any damage to or loss of the Goods or from any act or failure to act. Customer pays storage 
fees or costs for advance warehousing for use of the space only. There is no guarantee of security or 
representations made by GES as to appropriateness of the conditions for Customer Goods. The risk of 
loss remains Customer's alone and GES recommends the Customer carry and maintain insurance in 
amounts sufficient to cover its risk.

079600066

© 2013 Global Experience Specialists, Inc. (GES)
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Petroleum Surcharge Information G-4

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

ATTENTION:
PETROLEUM SURCHARGE 

INFORMATION

Increased petroleum costs have impacted every facet of 
our business, from the cost of carpeting, plastics, 
visqueens, graphic substrates, propane & diesel fuel. 

While the cost of gasoline has fluctuated greatly in recent 
months, the costs for other petroleum based products still 
are at record levels. GES has enacted a petroleum 
surcharge to partially recover the increased costs related to 
petroleum.

The Petroleum Surcharge will result in a 3% increase on all 
services published in the exhibitor services manual with the 
exception of GES Logistics, which already has a fuel 
surcharge built into the rates. These charges will be shown 
as a separate line item on your GES invoice. 

GES thanks you for your continued support and patience 
during this critical time.
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Material Handling Information R-1

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

Material Handling is the unloading of your exhibit materials, delivery to your booth, handling of empty containers to and from storage, and removal of 
your materials from your booth for reloading onto your outbound carrier. This is not to be confused with the cost to transport your exhibit material to and 
from the event.

Benefits of Advance Shipping to the GES Warehouse
•
•
•

•

Storage of materials for up to 34 days prior to your show. 
Delivery of Shipments to your booth by your published set-up time. 
Some convention centers and hotels do not have facilities for receiving or 
storing freight. 
Saves valuable set-up time.

How to Ship in Advance to the GES Warehouse
•
•
•
•
•

•
•

•
•

Remove all old shipping and empty storage labels. 
Fill out and attach enclosed Advance Shipping labels. 
Complete the enclosed Material Handling Order Form. 
Remember to confirm receipt of your shipment prior to leaving for the show. 
All shipments must have a bill of lading or delivery slip showing the number 
of pieces, weight, and type of merchandise. 
Certified weight tickets must accompany all shipments. 
Take the time to ensure that your display and products are packed neatly 
and securely. 
Do not ship uncrated materials to warehouse. 
For a rate quote please call GES Logistics at 1.888.454.4437.

Freight Carriers
Select a carrier with experience in handling exhibition materials. Make sure to 
give your carrier explicit information as to where and when to check in. Delivery 
and pick up times are often out of the range of "normal" delivery hours, make 
sure your carrier is committed to meeting your target dates and times. While 
making shipping plans to the Show, also plan for the return shipment. For a 
rate quote please call GES Logistics at 1.888.454.4437.

Tracking Shipments
Confirm your delivery date and time with your carrier, and have all pertinent 
shipping information in the hands of your representative at show site. You may 
also want to review the return of your Goods at the end of the show. GES 
Logistics domestic shipments can be tracked online by going to: 
www.ges.com/everything/logistics/tracking/.

Estimating Material Handling Charges
Handling charges are based on the weight of the freight. Shipments are billed 
by the hundred weight and rounded up to the nearest hundred. Minimum per 
Shipment may apply, see enclosed Material Handling Order Form for details. 
Please prepay all shipping charges - GES cannot accept or be responsible for 
collect shipments. Crated and uncrated shipments must be separated and 
clearly identified on separate bills of lading with separate weight tickets - 
otherwise GES will invoice the entire load at the Uncrated rate.
•

•

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.
Uncrated – Material that is shipped loose or pad-wrapped, and/or 
unskidded machinery without proper lifting bars or hooks.

• Special Handling - Defined as shipments that are loaded by cubic space 
and/or packed in such a manner as to require special handling, such as 
ground loading, side door loading, constricted space loading and designated 
piece loading or stacked shipments. Also included are mixed shipments and 
shipments without proper delivery receipts.

• Overtime Surcharges - Shows that move-in or move-out on weekends or 
after 4:30 PM during the weekday, may be subject to additional overtime 
surcharges. See enclosed Material Handling Order Form for details.

• Late Surcharges – May be charged an additional overtime surcharge
a.

b.
c.

If advance freight is received before or after the published deadline date 
for shipments to arrive at the warehouse. See enclosed Material Handling 
Order Form for details. 
Freight shipments sent to the show after it has opened. 
Freight shipments that are received at showsite that do not meet their 
published date & time.

Estimating Material Handling Charges, continued

• Shipment Surcharges – A surcharge will be incurred per shipment for 
those that are received with incomplete information on shipping labels 
identifying company name and booth number and/or shipments that are left 
on the show floor at the end of the show with no labels and no bill of lading 
turned in.

Machinery Labor and Equipment
Labor and equipment for uncrating, unskidding, positioning, leveling, 
dismantling, recrating, and reskidding machinery and/or equipment must be 
ordered separately. Place your order for this labor using the In-Booth Forklift & 
Labor Order Form. If your material requires specialized rigging equipment, 
please notify us promptly so that we can make arrangements. When possible, 
supply your own rigging equipment with shipments and pre-rig your material.

Storing Empty Containers
Properly labeled empty shipping cartons will be picked up, stored, and returned 
after the show. Labels are available at the GES Servicenter® or from your
GES Service Executive and are for empty storage only. Depending on the size 
of the show, it can take from two to twelve hours to return empty crates. Do not 
store any items in crates marked "empty."  GES has no liability for damage to 
crates or items sent to empty storage in crates.

Outgoing Shipments
An OMHF (Outbound Material Handling Form / Bill of Lading) must accompany 
all outgoing shipments. Shipping information, outbound forms and labels will be 
available at the GES Servicenter®. Exhibitors selecting non-official carriers will 
need to make their own arrangements for pickup. Make sure that someone 
from your company will be on-site to oversee the outbound shipment of your 
display and product.

Measure of Damage
•

•

Liability – GES is liable for loss or damage to your Goods only if the loss or 
damage is caused by GES negligence.
Sole Relief – If found liable for any loss, GES' sole and exclusive maximum 
liability for loss or damage to Customer's Goods is limited to $.50 (USD) per 
pound with a maximum liability of $100 (USD) per container, or $1,500.00 
(USD) per shipment, whichever is less.

Insurance
All of your Goods should be insured by your own insurance policy. Although we 
do our best to handle your Goods as our own, there are many variables in 
shipping and handling that can affect your exhibit and products. GES has 
published GES Terms & Conditions of Contract that are in this exhibitor service 
manual. Please read them carefully. It is recommended that your Goods be 
insured.

Work Zone
Customer acknowledges that the show site and surrounding areas are active 
work zones.  Customer, its agents, employees and representatives are present 
at their own risk.

079600066

© 2013 Global Experience Specialists, Inc. (GES)
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Transportation Plus and Material Handling Form R-2

Global Experience Specialists, Inc. (GES) • 7624 Boone Avenue North, Minneapolis, MN 55428 • Fax: 763.488.5343RETURN TO:
Contact us Online: null     Phone: 763.488.5380

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013
COMPANY NAME EMAIL ADDRESS BOOTH NUMBER

Transportation Plus: Ship With GES Logistics To Receive A 10.00% Savings On Material Handling. To set up your savings with Transportation Plus for domestic
shipments please call 888.454.4437, or complete the GES Logistics - Domestic Shipping Quote Form (R-8) included in this exhibitor services manual and fax it to
702.515.5972, or email us at GESLogistics@ges.com. For international shipments complete the GES Logistics - International Shipping Quote Form (R-20) in this exhibitor
services manual and fax it to 866.329.1437 or 702.263.1520, or email us at GESlogistic_International@ges.com. Call 888.454.4437 for a quote for any shipments that are
under 5000 lbs. Transportation Plus does not apply to shipments that are considered Small Package, Local or shipments over 5000 lbs. Round Trip shipping is required
to qualify for Transportation Plus rates.

Price List

Advance Shipment to Warehouse (200 lbs. minimum per shipment)

Crated Materials

Standard Rates Transportation
Plus Saving Rates

ST/ST $ 87.50 cwt $ 78.75 cwt
ST/OT $ 106.50 cwt $ 95.85 cwt
OT/OT $ 131.00 cwt $ 117.90 cwt

Special Handling Materials

Standard Rates Transportation
Plus Saving Rates

ST/ST $ 113.75 cwt $ 102.38 cwt
ST/OT $ 138.45 cwt $ 124.60 cwt
OT/OT $ 170.30 cwt $ 153.27 cwt

ATTENTION EXHIBITORS:
You may ship your materials directly to the facility provided your materials are
50 lbs or less per package and 30” square or smaller... due to storage
restrictions at the hotel, anything heavier or larger than this must be shipped to
the GES Advance Warehouse.  Packages may start arriving directly to the
facility on Saturday, May 4, 2013...no earlier.

How To Know What Rates To Use Based On Show Move-In/Move-Out:
Straight Time: Monday through Friday 8:00 AM to 4:30 PM. Trucks loaded / unloaded 
after 4:30 pm will be charged at the overtime rate.
Overtime: All other times, Saturdays, Sundays, Holidays.
ST/ST: If freight will be handled on straight time into the show and out of the show.
ST/OT: If freight will be handled one way on straight time and one way on overtime, either
into the show or out of the show.
OT/OT: If freight will be handled on overtime into the show and out of the show.

Certified Weight Tickets Are Required For All Shipments:
Drivers with inbound shipments must check in at the GES warehouse by 2:00
PM to be guaranteed same day unloading.  Warehouse receiving hours are 
Monday - Friday, 8:00 AM - 4:30 PM; Closed 12:00 PM - 1:00 PM & Holidays.
In the event of weight discrepancies or shipments received without a certified 
weight certificate, a $ 35.75 fee will be charged per shipment.

Important Information
Advance Shipments to Warehouse: GES will receive uncrated carpet and 
pad at the warehouse. A special handling charge will apply on these 
shipments. Price includes: unloading crated freight (the warehouse cannot 
receive uncrated shipments); storing at warehouse for up to 34 days (any 
materials stored beyond 34 days will incur additional costs applied to your 
invoice); reloading onto trucks and delivery to the exhibit site; unloading freight 
and delivery to your booth; picking up, storing, and returning empty shipping 
containers; and reloading freight for return to your specified destination from 
exhibit site.
Small Packages: Cartons and envelopes received without documentation will 
be delivered without guarantee of piece count or condition.  Maximum weight is 
50 lbs. per shipment, per delivery. This includes UPS and Federal Express 
shipments. All shipments received via air carrier that do not fall under the small 
package category may be subject to special handling charges.
Measure of Damage: If found liable for any loss, GES' sole and exclusive 
maximum liability for loss or damage to Customer's Goods is limited to $.50 
(USD) per pound with a maximum liability of $100 (USD) per container, or 
$1,500.00 (USD) per shipment, whichever is less.
Arrival Dates and Surcharges for Shipments: A 30% ($50.00 minimum) late 
arrival surcharge based on the above rates will apply to each shipment 
received not within the below deadlines.
Advance Dates: 
Tue, Apr 2, 2013: Advance shipments may begin arriving at warehouse.
Fri, May 3, 2013: Last day for shipments to arrive at warehouse. 

Please Indicate Below
Calculate Total CWT (Enter in increments of 100's only; round up 
to the next 100 mark if your weight is more than 8 lbs. over the 
previous 100 mark. 200 pound minimum per shipment.)
____________ pounds ÷ 100 = _____________ Total CWT

Shipment Will Be Sent To Warehouse:
On Date:________________________________________ 
By Carrier:_______________________________________ 
Total Number of Pieces:____________________________ 

We understand that your calculation is only an estimate. Invoicing 
will be done from the actual weight. Adjustments will be made 
accordingly.

Place Order Here 
(Please Complete R-8 or R-20 for Using GES Logistics)

SMALL PACKAGE DESCRIPTION          PRICE        X QUANTITY  = TOTAL PRICE 

Small Package, 1st Carton $ 47.50 1 $

Small Package, Each Additional Carton $ 23.75 $

MATERIAL HANDLING DESCRIPTION          PRICE        X       CWT       = TOTAL PRICE 

$

A. Total All Items Ordered $

B. Petroleum Surcharge Assessment: 3% A x 3% = B $

C. Subtotal A + B  = C $

D. Labor Tax: 7.775% C. x 7.775%  =  D $

E. Payment Enclosed C + D = E $

I agree in placing this order that I have accepted GES Payment Policy and 
GES Terms & Conditions of Contract.

Authorized Signature - Please Sign: X
AUTHORIZED NAME - PLEASE PRINT DATE

079600066

© 2013 Global Experience Specialists, Inc. (GES)



USE THESE SHIPPING LABELS AS THEY WILL EXPEDITE HANDLING. Copies of these labels are acceptable if additional labels are needed. R-5

A RUSH!
EXHIBITION FREIGHT

FROM:

ADVANCE SHIPMENT
TO:

FULL EXHIBITING COMPANY NAME AT SHOW

2013 IEEE I2MTC
NAME OF EXHIBITION 0790600066

BOOTH NUMBER

C/O GES
7624 Boone Avenue North
Minneapolis, MN  55428 
USA

SHIPMENT SHOULD ARRIVE ON OR BETWEEN:
Tuesday, April 2, 2013  - Friday, May 3, 2013

CERTIFIED WEIGHT TICKETS ARE REQUIRED FOR ALL SHIPMENTS. Drivers must check in by 2:00 PM
to be guaranteed same day unloading. Warehouse receiving hours are Monday - Friday, 8:00 AM - 4:30 PM;
Closed 12:00 PM - 1:00 PM & Holidays.

Carrier
Number of pieces

A RUSH!
EXHIBITION FREIGHT

FROM:

ADVANCE SHIPMENT
TO:

FULL EXHIBITING COMPANY NAME AT SHOW

2013 IEEE I2MTC
NAME OF EXHIBITION 0790600066

BOOTH NUMBER

C/O GES
7624 Boone Avenue North
Minneapolis, MN  55428 
USA

SHIPMENT SHOULD ARRIVE ON OR BETWEEN:
Tuesday, April 2, 2013  - Friday, May 3, 2013

CERTIFIED WEIGHT TICKETS ARE REQUIRED FOR ALL SHIPMENTS. Drivers must check in by 2:00 PM
to be guaranteed same day unloading. Warehouse receiving hours are Monday - Friday, 8:00 AM - 4:30 PM;
Closed 12:00 PM - 1:00 PM & Holidays.

Carrier
Number of pieces
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Cartload Service Order Form R-14

Global Experience Specialists, Inc. (GES) • 7624 Boone Avenue North, Minneapolis, MN 55428 • Fax: 763.488.5343RETURN TO:
Contact us Online: null     Phone: 763.488.5380

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

Form Deadline Date:
April 12, 2013

COMPANY NAME EMAIL ADDRESS BOOTH NUMBER

Special Freight Services — Small Passenger Vehicles Only!
Maximum Weight 200 lbs

•     To facilitate the move-in and move-out of Exhibitors with small exhibit material shipments, Global Experience Specialists, 
Inc. (GES) is pleased to make available for hire, one (1) laborer with one (1) pushcart, for one (1) trip. Services can be made
one way from the dock to your booth or your booth to the dock. Charges for these services are $40.00 Straight time, and 
$60.00 Overtime.

•     This service is for those who have small hand carry items all of which must fit on a 2’ x 6’ push cart, in one trip only. If you 
arrive with a truck, van, trailer, or truck with trailer filled with exhibit material you will not qualify for this service 
and will be redirected. 

•     A cartload is eight (8) pieces or less, weighing less than 200 lbs. total. There is one cartload allowed per booth.

•     Your vehicle must unload on the receiving dock of the exhibit hall. GES personnel will direct vehicles. The cart is not 
authorized to enter or go to any parking structure. There must be two (2) people with the vehicle; one person to go with your 
product to the booth space and one person to remove your vehicle from the unloading area to the parking area.

• Freight that is too large or heavy will be charged Material Handling rates. No personal trucks (one (1) ton & over), no 
rental trucks, trailers, or bobtails will be unloaded through cartload service. 

•     To receive this service, go to the loading dock and ask for the Cartload Service area. Pre-orders will receive preferential 
service at show site, you may also order this service at the GES Servicenter.

Place Order Here
ITEM# DESCRIPTION           PRICE                 QUANTITY            TOTAL PRICE 

200506 Dock to Booth 1 $

200506 Booth to Dock 1 $

A. Total All items Ordered $

B. Petroleum Surcharge Assessment: 3% A  x  3 %  =  B $

C. Subtotal A + B  = C $

D. Rental Tax: 7.775% C  x 7.775%  =  D $

E. Payment Enclosed C + D = E $

I agree in placing this order that I have accepted GES Payment Policy and 
GES Terms & Conditions of Contract.

Authorized Signature - Please Sign: X
AUTHORIZED NAME - PLEASE PRINT DATE

079600066

© 2013 Global Experience Specialists, Inc. (GES)



Furniture and Accessories

Colors may vary due to facility lighting, printing limitations and dye lot di�erences. Some items may not be available at all locations. See order 
form for details. Styles of items portrayed on this brochure may vary in some locations.

Chairs

300051 - Chair, Contemporary 
Arm, 23"W 18"D 31"H

300052 - Chair, Contemporary 
Side, 19.5"W 18"D 31"H

300050 - Chair, Plastic Contour, 
18"W 18.5"D 32"H

300053 - Stool, Contemporary, 
17"W 18"D 48"H

Tables

300057 - Table, Rectangle, 
24"x36"x30" High

300056 - Table, Square, 
24"x24"x30" High

300059 - Table, Starbase, 
30" Diameter x 40" High

300058 - Table, Starbase, 
40" Diameter x 30" High

Skirted Tables

3004 - Table 4', Skirted 4 
Sides, 24" x 30" High

3006 - Table 6', Skirted 3 
Sides, 24" x 30" High

3008 - Table 8', Skirted 3 
Sides, 24" x 30" High

3007 - Table, Skirt 4th Side

Table Skirt Colors

Beige (54) Black (41) Blue (42) Burgundy (43)

Forest Green (45) Gold (46) Gray (40) Mauve (47)

Purple (48) Red (49) Teal (55) White (50)



Furniture and Accessories

Colors may vary due to facility lighting, printing limitations and dye lot di�erences. Some items may not be available at all locations. See order 
form for details. Styles of items portrayed on this brochure may vary in some locations.

Accessories

300124 - Aisle Stanchion 
Chain, Plastic, Per Foot

300123 - Aisle Stanchion, 
without Chain

300103 - Aluminum Easel 300111 - Bag Stand

300102 - Coat Rack 300104 - Garment Rack 300106 - Literature Rack 300201 - Pegboard, White,
4'x8'

305182 - Refrigerator, 
White, 20"L 22"D 33"H

300120 - Sign Holder, Bell 
Base

300108 - Sign Holder, 
Chrome, 22"x28"

300211 - Tackboard, 4'x8'

300112 - Ticket Tumbler, 
Small, Table Top

300118 - Waterfall Stand
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Furniture and Accessories Order Form A-1

RETURN WITH G-2: PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM TO:
Global Experience Specialists, Inc. (GES) • 7624 Boone Avenue North, Minneapolis, MN 55428 • Fax: 763.488.5343

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

Discount Deadline Date:
April 12, 2013

COMPANY NAME EMAIL ADDRESS BOOTH NUMBER

Price List

ITEM# DESCRIPTION
DISCOUNT

PRICE
REGULAR

PRICE ITEM# DESCRIPTION
DISCOUNT

PRICE
REGULAR

PRICE

079600066

© 2013 Global Experience Specialists, Inc. (GES)

Chairs
300051 Chair, Contemporary Arm, 23"W 18"D 31"H $ 102.00 $ 153.00
300052 Chair, Contemporary Side, 19.5"W 18"D 31"H $ 94.00 $ 141.00
300050 Chair, Plastic Contour, 18"W 18.5"D 32"H $ 62.25 $ 93.50
300053 Stool, Contemporary, 17"W 18"D 48"H $ 110.00 $ 165.00

Tables
300057 Table, Rectangle, 24"x36"x30" High $ 110.00 $ 165.00
300056 Table, Square, 24"x24"x30" High $ 94.00 $ 141.00
300059 Table, Starbase, 30" Diameter x 40" High $ 190.00 $ 285.00
300058 Table, Starbase, 40" Diameter x 30" High $ 190.00 $ 285.00

Skirted Tables
Skirting for Tables - White Vinyl Top and Pleated Skirt
3004 Table 4', Skirted 4 Sides, 24" x 30" High $ 117.00 $ 176.00
3006 Table 6', Skirted 3 Sides, 24" x 30" High $ 142.00 $ 213.00
3008 Table 8', Skirted 3 Sides, 24" x 30" High $ 166.00 $ 249.00
3007 Table, Skirt 4th Side $ 46.25 $ 69.50

Skirted Counters
Skirting for Counters - White Vinyl Top and Pleated Skirt
3014 Counter 4', Skirted 4 Sides, 24" x 42" High $ 142.00 $ 213.00
3016 Counter 6', Skirted 3 Sides, 24" x 42" High $ 157.00 $ 236.00
3018 Counter 8', Skirted 3 Sides, 24" x 42" High $ 174.00 $ 261.00
3017 Counter, Skirt 4th Side $ 46.25 $ 69.50

Risers
300193 Riser 4', Double Tier, 48"x8"x16" High $ 59.25 $ 89.00
300191 Riser 4', Single Tier, 48"x8"x8" High $ 41.75 $ 62.75
300194 Riser 6', Double Tier, 72"x8"x16" High $ 76.50 $ 115.00
300192 Riser 6', Single Tier, 72"x8"x8" High $ 59.25 $ 89.00

Custom Booth Drape
3001 Drape,  3' High, Per Foot, 4' Minimum $ 17.55 $ 26.25
3002 Drape,  8' High, Per Foot, 4' Minimum $ 21.15 $ 31.75

Accessories
300124 Aisle Stanchion Chain, Plastic, Per Foot $ 5.10 $ 7.65
300123 Aisle Stanchion, without Chain $ 51.00 $ 76.50
300103 Aluminum Easel $ 68.00 $ 102.00
300111 Bag Stand $ 94.50 $ 142.00
300102 Coat Rack $ 94.50 $ 142.00

Accessories
300104 Garment Rack $ 94.50 $ 142.00
300106 Literature Rack $ 121.00 $ 182.00
300201 Pegboard, White,  4'x8' $ 165.00 $ 248.00
305182 Refrigerator, White, 20"L 22"D 33"H $ 375.00 $ 563.00
300120 Sign Holder, Bell Base $ 85.75 $ 129.00
300108 Sign Holder, Chrome, 22"x28" $ 85.75 $ 129.00
300211 Tackboard, 4'x8' $ 174.00 $ 261.00
300112 Ticket Tumbler, Small, Table Top $ 148.00 $ 222.00
300113 Wastebasket $ 21.15 $ 31.75
300118 Waterfall Stand $ 94.50 $ 142.00
Prices include delivery, installation, rental, and removal.

Please Indicate Choice Place Order Here

Drape / Skirt Color (3004, 3006, 3008, 3007, 3014, 3016, 3018, 3017, 3002 ONLY)
Gray will be provided if no color is indicated below:

Beige (54) Black (41) Blue (42)
Burgundy (43) Forest Green (45 Gold (46)
Gray (40) Mauve (47) Purple (48)
Red (49) Teal (55) White (50)

4th Side Table Skirt ( 3007 ONLY)

6' Table 8' Table

4th Side Counter Skirt ( 3017 ONLY)

6' Counter 8' Counter

Tackboard/Perfboard Alignment (300201 and 300211 ONLY)

Horizontal Vertical

Please include Booth Layout form (H-3) for placement of items. 

Orders received after the discount deadline date are 
subject to availability and/or substitutions.

ITEM# DESCRIPTION           PRICE                 QUANTITY            TOTAL PRICE 

$

$

A. Total All Items Ordered $

B. Petroleum Surcharge Assessment: 3% A  x  3 %  =  B $

C. Subtotal A + B  = C $

D. Rental Tax: 7.775% C  x 7.775 %  =  D $

E. Payment Enclosed C + D = E $

I agree in placing this order that I have accepted GES Payment Policy 
and GES Terms & Conditions of Contract.

Authorized Signature - Please Sign: X
AUTHORIZED NAME - PLEASE PRINT DATE

Cancellation Policy: Items cancelled will be charged 50% of original price after move-in 
begins and 100% of original price after installation.
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Installation and Dismantling Order Form L-1

RETURN WITH G-2: PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM TO:
Global Experience Specialists, Inc. (GES) • 7624 Boone Avenue North, Minneapolis, MN 55428 • Fax: 763.488.5343

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

Discount Deadline Date:
April 12, 2013

Go to below link to view images and information: 
http://ges.com/ecomm/info/IandD.pdf

COMPANY NAME EMAIL ADDRESS BOOTH NUMBER

SHOWSITE CONTACT SHOWSITE CONTACT PHONE #     DATE/TIME OF ARRIVAL CONTACT'S HOTEL (OPTIONAL)

PLEASE COMPLETE THIS FORM FOR ALL DISPLAY LABOR NEEDED.
TO DETERMINE IF YOU NEED DISPLAY LABOR, PLEASE READ THIS FORM CAREFULLY.
•        Exhibitor may unpack and place merchandise. 
•        Full-time employees of an exhibiting firm may install and dismantle their own company displays. Any outside or additional labor required is to 

be performed by local union personnel under contract with GES, the official General Service Contractor, or under the guidelines established by 
the Rules and Regulations in this Service Manual for Exhibitor Appointed Contractors.

Important Information & Rates
Starting time can be guaranteed only when labor is requested for the start of the working day. All exhibit labor scheduled at the start of the working day will be 
dispatched to booth space. For all other starting times, check in at the labor desk one-half (½) hour before time requested. Labor cancelled without a 24 hour 
notice shall be charged a one (1) hour cancellation fee per worker. If Exhibitor fails to use the workers at the time confirmed, a one (1) hour “No-Show” charge per 
worker will apply. 

The minimum charge for labor is one (1) hour per worker.  Labor thereafter is charged in half (½) hour increments. Gratuities in any form, including cash, gifts, or 
labor hours for work not actually performed are prohibited by GES.  GES requires the highest standards of integrity from all employees.  Please call our 
confidential Always Honest hotline at 866.225.8230 to report fraudulent or unethical behavior.  All rates are subject to change if necessitated by increased labor 
and material costs.

LABOR RATES ARE AS FOLLOWS:
Worker per Hour Discount Regular Show Site
Install & Dismantle, ST Code: 705000 $ 91.35 $ 114.20 $ 137.05
Install & Dismantle, OT Code: 705000 $ 159.85 $ 199.80 $ 239.75

Straight Time: Monday through Friday from 8:00 AM to 4:30 PM.
Overtime: All other times Monday through Friday. All day Saturday, Sunday 

& Holidays.

Discount Rate: Rate applies to orders placed on or before the above Discount 
Deadline Date.

Regular Rate: Rate applies to orders placed after the above Discount Deadline 
Date, but before the first day of exhibitor move-in.

Show Site Rate: Rate applies to orders placed at show site

Please Indicate Service

GES Supervised (OK to Proceed)
Please complete "Key Information" form (L-2) 
GES will supervise labor to: 
•     Unpack and install display before Exhibitor arrival at show site. 
•     Dismantle and pack the display after show closing.
•     Subject to terms and conditions of all GES policies, including terms 

and conditions of contract, including but not limited to sub-paragraph 
VII, b., Labor.

A 25% ($50.00 minimum) surcharge will be added to the labor rates above 
for this professional supervision.

LOCATION OF BOOTH/DIMENSION OF BOOTH:  Use the Booth Layout Form to 
represent your booth, indicate from each boundary how you would like your booth placed.

Exhibitor Supervised (Do Not Proceed)
Exhibitor will supervise. 
• Indicate workers needed for installation and dismantling
•     GES assumes no liability for loss, damage or bodily injury 

arising out of the installation and/or dismantling of Exhibitor's 
property by GES provided union labor.  Exhibitor assumes the 
responsibility and any liability arising therefrom, for the work 
performed by union labor under Exhibitor's supervision.
Exhibitors must stay clear during movement of freight.

GES is responsible for the following type of booth:
Pop-Up Two Story Custom
Other:  ____________________________________

Place Order Here

SCHEDULE
DATE(S)

SCHEDULE
START TIME

 SCHEDULE
END TIME 

TOTAL # OF
          HOURS

TOTAL # OF
X    WORKERS

LABOR
X          RATE =          TOTAL

AM
PM

AM
PM

AM
PM

AM
PM

X         3%  PSP =       SUBTOTAL X     7.775% TAX =    GRAND TOTAL

$

$

I agree in placing this order that I have accepted GES Payment Policy and GES Terms &
Conditions of Contract. 

Authorized Signature - Please Sign:

X
AUTHORIZED NAME - PLEASE PRINT DATE

A. Total Labor Ordered $

B. 25% ($50.00 min) GES Supervision $

C. Payment Enclosed $

Please estimate the number of workers and hours per worker needed for installation and dismantling above. Invoice will be calculated according to actual hours worked,
relative to the original estimate and based upon the date received.  Additional labor required will be calculated and invoiced at the show site rate.

079600066

© 2013 Global Experience Specialists, Inc. (GES)
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Payment and Credit Card Charge Authorization G-2

Global Experience Specialists, Inc. (GES) • 7624 Boone Avenue North, Minneapolis, MN 55428 • Fax: 763.488.5343Credit Card Authorization:
Global Experience Specialists, Inc. (GES) • Bank of America P.O. Box 96174, Chicago, IL 60693Check Payments:

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013

MANDATORY FORM*

COMPANY NAME EMAIL ADDRESS BOOTH NUMBER

STREET ADDRESS CITY STATE       ZIP COUNTRY

PHONE FAX PURCHASE ORDER NUMBER

BOOTH PRIMARY CONTACT NAME AND PHONE NUMBER                                                                                                                          SHOWSITE CONTACT NAME AND PHONE NUMBER

Payment Policy
Payment for Services — GES requires payment in full at the time services are ordered. 
Further, GES requires that you provide a credit card authorization with your initial order. 
For your convenience, we will use this authorization to charge your account for services, 
which may include labor, material handling, or any applicable fuel or energy surcharge.
Discount Prices — To qualify for discount pricing, orders must be received with payment 
on or before the discount price deadline(s).
Method of Payment — GES accepts MasterCard, Visa, American Express, check and 
bank wire transfer. Purchase orders are not considered payment. All payments must be 
made in U.S. funds drawn on a U.S. Bank. Exhibitors will be charged a $50.00 fee for 
returned NSF checks.
Third Party Billing — Each exhibiting firm is ultimately responsible for all charges 
incurred on its behalf. GES reserves the right to institute collection action against the 
exhibitor if the authorized third party does not pay. See Third Party Billing Request form.
Tax Exempt — If you are tax exempt in the state in which you will be exhibiting, you must 
provide a Sales Tax Exemption Certificate for that state. Please send the above 
information to the GES office for this show. Taxes vary by location and will be added to 
your invoice, if you do not submit your tax exempt certificate prior to the deadline.
Adjustments and Cancellations — No adjustments to invoices will be made after the 
close of the show.  Please refer to the individual forms for labor, etc., for cancellation fees.
All orders cancelled by the Exhibitor or due to the cancellation of an event or their non-
participation may be subject to cancellation fees equal to 50% - 100% of the total order, 
based upon the status of move-in, work performed and/or GES set-up costs or expenses.
A minimum non-refundable deposit of $25.00 will be applied towards the invoice, unless 
there is a cancellation of your order.  Additionally, GES retains the right to implement/
assess a fuel or energy surcharge on all services as necessary based upon market 
conditions.
Bank wire transfer payment information:
Beneficiary: Global Experience Specialists 

c/o Bank of America Account #: 7188-1-01819
901 Main Street, TX1-492-07-14 ABA Routing #: 0260-0959-3
Dallas, TX 75202-3714 USA SWIFT Address: BOFAUS3N
Telephone # 888-715-1000 ext 50118 CHIPS Address: 0959

If requested, following is the physical address for routing identifiers: 
Bank of America, Wire Transfer-Customer Services 
2000 Clayton Road, Concord, CA 94520 USA 

To properly credit your account, send the following information to the GES 
address listed on the order forms:
• exhibiting company name, show name, show facility, and booth number 
• date and amount of wire transfer 
• bank and country where transfer originated
• If you have any questions regarding our payment policy, please call GES National 

Servicenter® at 800.475.2098 or visit the GES Servicenter® at the show.
• Please complete the information and return payment in full with this form and your 

orders. You may choose to pay by credit card, check, or bank wire transfer, however, we
require your credit card charge authorization to be on file with GES.

• All balances must be paid at the conclusion of the event.  You agree to late fees up to 
1.5% per month on any balance not paid at the conclusion of the event, or balance left 
without appropriate credit card on file. 

• For your convenience, we will use this authorization to charge your credit card for any 
additional amounts ordered by your representative or services rendered to your company 
for this event. 

• GES will charge a convenience fee for each request to reprocess payment to an alternate 
credit card in order to cover incremental processing costs. An alternate credit card is a 
credit card different than the one used to process your initial payment in accordance with
GES payment policy. The convenience fee will be quoted at the time your request is 
made to reprocess payment. The convenience fee will be added to your account balance 
and settled utilizing the new credit card provided. 

GES requires the highest standards of integrity from all employees.  Please call our 
confidential Always Honest hotline at 866.225.8230 to report fraudulent or unethical 
behavior.

*This form must be returned to GES for your orders to be processed.

Credit Card Charge Authorization
All information must be provided. Your order will not be processed if any information is 
missing. (i.e., Expiration Date, Account Number, Contact Information, Type of Card, 
Signature) We require your credit card charge authorization to be on file with GES 
even if you are paying by check or bank wire transfer.

Account Number Corporate Card Personal Card

- - -

PROVIDE
EXPIRATION
DATE

EXPIRATION DATE MasterCard
VISA
American Express

*Signature
Required Below

CARDHOLDER'S NAME PLEASE PRINT 

CARDHOLDER'S BILLING ADDRESS CITY

STATE ZIP COUNTRY

Calculation of Orders TOTAL

Material Handling $

Carpet $

Furniture & Accessories $

Specialty Furniture $

Graphics & Signage $

Installation & Dismantling Labor $

Cleaning $

Other GES Services (Specify) $

Other GES Services (Specify) $

Other GES Services (Specify) $

Other GES Services (Specify) $

Other GES Services (Specify) $

$
FULL PAYMENT in U.S. funds drawn on a U.S. Bank
Global Experience Specialists Federal ID #59-1008863 
GES is exempt from backup withholding tax.

To simplify payment, send a check payable to Global Experience Specialists for 
your entire order or note the amount to be charged to your credit card.

$Charge my credit card in the amount of:

$Enclosed is a check in the amount of: 

Check Number: Dated:

Please note payment return addresses at top of form.
I agree in placing this order that I have accepted GES Payment
Policy and GES Terms & Conditions of Contract. *Credit card
charge authorization signature required below.
PLEASE
SIGN X

AUTHORIZED SIGNATURE / CARDHOLDER'S SIGNATURE

AUTHORIZED NAME - PLEASE PRINT                                                                              DATE

079600066

© 2013 Global Experience Specialists, Inc. (GES)
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3rd Party Billing Request G-3

Global Experience Specialists, Inc. (GES) • 7624 Boone Avenue North, Minneapolis, MN 55428 • Fax: 763.488.5343RETURN TO:
Contact us Online: null     Phone: 763.488.5380

All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

2013 IEEE I2MTC
The Depot Minneapolis
May 7 - 8, 2013
COMPANY NAME EMAIL ADDRESS BOOTH NUMBER

If you would like to arrange a third party to handle your display, please complete the below steps:
• Step 1: Fill in the appropriate information and select the services to be charged to the Exhibiting Firm. A signature is required to authorize these services.
• Step 2: Complete and sign the Exhibiting Firm Credit Card Authorization.
• Step 3: Fill in the appropriate information and select the services to be charged to the Third Party. A signature is required to authorize these services.
• Step 4: Complete and sign the Third Party Credit Card Authorization.
GES reserves the right to deny any Third Party Billing Request that is not complete or received 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 the exhibiting firm. All invoices are due and payable upon receipt. GES Terms & Conditions of Contract apply to both the Exhibiting
Firm and Third Party Representative.
STEP 1: Exhibiting Firm - Complete Below Information
EXHIBITING FIRM

STREET ADDRESS 

CITY STATE ZIP

PHONE FAX

The items checked below are to be invoiced to the Exhibiting Firm:
Booth Cleaning I & D Labor Material Handling In & Out
Rental Carpet Rental Furniture Signs
Transportation Charges
Other (Please Specify)

I agree in placing this order that I am responsible for the above selected services
and that I have accepted GES Payment Policy and GES Terms & Conditions of
Contract.

PLEASE
SIGN X

AUTHORIZED SIGNATURE

AUTHORIZED NAME - PLEASE PRINT                                                                             DATE

STEP 2: Exhibiting Firm Credit Card Charge Authorization
CARDHOLDER'S NAME PLEASE PRINT 

CARDHOLDER'S BILLING ADDRESS CITY

STATE ZIP COUNTRY

Account Number

- - -

EXPIRATION DATE MasterCard
VISA
American Express

Corporate Card
Personal Card

All information must be provided. Your order will not be processed if any information 
is missing. (i.e. Expiration Date, Account Number, Contact Information, Type of Card, 
and Signature.) We require your credit card charge authorization to be on file with 
GES even if you are paying by check or bank wire transfer.

PLEASE
SIGN X

CARDHOLDER'S SIGNATURE

CARDHOLDER NAME - PLEASE PRINT                                                                         DATE

Check here if the Third Party or its sub-contractors will be providing services to Exhibiting Firm at show site.
(EAC Notification Form and insurance requirements must be completed for admission)

STEP 3: Third Party - Complete Below Information
THIRD PARTY

STREET ADDRESS 

CITY STATE ZIP

PHONE FAX

The items checked below are to be invoiced to the Third Party:
Booth Cleaning I & D Labor Material Handling In & Out
Rental Carpet Rental Furniture Signs
Transportation Charges All Services
Other (Please Specify)

I agree in placing this order that I am responsible for the above selected services 
and that I have accepted GES Payment Policy, GES Terms & Conditions of 
Contract, and Agreement and Rules and Regulations between GES and EAC (L4).

PLEASE
SIGN X

AUTHORIZED SIGNATURE

AUTHORIZED NAME - PLEASE PRINT                                                                             DATE

STEP 4: Third Party Credit Card Charge Authorization
CARDHOLDER'S NAME PLEASE PRINT 

CARDHOLDER'S BILLING ADDRESS CITY

STATE ZIP COUNTRY

Account Number

- - -

EXPIRATION DATE MasterCard
VISA
American Express

Corporate Card
Personal Card

All information must be provided. Your order will not be processed if any information is 
missing. (i.e. Expiration Date, Account Number, Contact Information, Type of Card, and 
Signature.) We require your credit card charge authorization to be on file with GES 
even if you are paying by check or bank wire transfer.

PLEASE
SIGN X

CARDHOLDER'S SIGNATURE

CARDHOLDER NAME - PLEASE PRINT                                                                         DATE
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