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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.

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 30 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.

How to Ship to Exhibit Site

•
•

•
•
•
•

•
•

•

•

Consign all domestic shipments c/o GES Exposition Services.
Do not consign international shipments c/o GES Exposition Services; 
however, please contact our international division at: 
GESLogistic_international@ges.com.
Remove all old shipping and empty storage labels. 
Fill out and attach enclosed Direct Shipping labels. 
Complete the enclosed Material Handling Information Sheet. 
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. 
If you are shipping your carpet and/or lighting trusses, make sure it is loaded 
last so it can be unloaded first. 
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.

Estimating Material Handling Charges, continued

• 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.

• 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.

011004995 Order directly with GES ONLINE at:  www.ges.comNEED ASSISTANCE?
Toll Free: 800.475.2098 Tel: 702.515.5970 www.ges.com/chat
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One-Way Rate Discount Informational Form R-1c
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

New for 2010!  International Hospitality Week 
is offering a One-Way Rate Discount for

Sampling Product.

In order to receive a 20% discount, off your material handling 
rates, on your product, eligible shipments must:

* Be received with a separate Bill of Lading and Certified Weight Ticket. The 
samples can be on the same truck load, but must be packaged separately from 
other freight and identified by a separate Bill of Lading, otherwise it will be 
charged at regular material handling rates.

* Be identified as "sample" using the shipping labels included in the Exhibitor 
Services Manual.

011004995 Order directly with GES ONLINE at:  www.ges.comNEED ASSISTANCE?
Toll Free: 800.475.2098 Tel: 702.515.5970 www.ges.com/chat
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With decades of tradeshow experience, GES Logistics understands your transportation needs. As the Official Services Provider for your show, we offer a variety of fully integrated services at competitive rates.
GES Transportation Plus provides: •  Priority move in / move out •  On-site GES support team •  Online tracking 24/7 •  Domestic and international coverage

Get an instant quote today at: www.ges.com/logistics/quote

Note: Round-trip shipping is required to qualify for Transportation Plus rates. Transportation Plus does not apply to shipments that are considered small package, local or shipments over 5,000 lbs.
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Transportation Plus & Material Handling Form R-2
RETURN TO: GES Exposition Services • 7050 Lindell Road, Las Vegas, NV 89118-4702 • Fax: 866.329.1437 or 702.263.1520 for international exhibitors

Contact us Online: www.ges.com/chat     Phone: 800.475.2098 or 702.515.5970 for international exhibitors

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

Form Deadline Date:
February 14, 2010

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

COMPANY NAME EMAIL ADDRESS BOOTH NUMBER

Transportation Plus:  Ship With GES Logistics To Receive A 10% Savings On Material Handling.  To set up your saving with Transportation Plus for domestic 
shipments please call 888.454.4437, or complete the GES Logistics - Domestic Shipping Order Form (R-8) included in this exhibitor services manual and fax it to 
702.515.5972, or email us at logistics@ges.com.  For international shipments please call 877.828.4445, or complete the GES Logistics - International Shipping Order 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 5,000 lbs.  Transportation Plus does not apply to shipments that are considered Small Package, Local or shipments over 5,000 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

Rate $ 86.00 cwt $ 77.40 cwt

Special Handling Materials

Standard Rates
Transportation

Plus Saving Rates

Rate $ 104.06 cwt $ 93.65 cwt

Direct Shipment to Exhibit Site (200 lbs. minimum per shipment)

Crated Materials

Standard Rates
Transportation

Plus Saving Rates

Rate $ 80.75 cwt $ 72.68 cwt

Special Handling Materials

Standard Rates
Transportation

Plus Saving Rates

Rate $ 97.71 cwt $ 87.94 cwt

Uncrated Materials

Standard Rates
Transportation

Plus Saving Rates

Rate $ 98.52 cwt $ 88.67 cwt

Certified Weight Tickets Are Required For All Shipments:
Drivers with inbound shipments must check in at the GES warehouse or exhibit site 
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 $ 18.25 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 33 days (any 
materials stored beyond 33 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.

Direct Shipments to Exhibit Site: Price includes: 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.  However, any materials shipped back to warehouse from exhibit 
site will incur additional costs applied to your invoice.

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% ($0.00 minimum) late 
arrival surcharge based on the above rates will apply to each shipment 
received not within the below deadlines.

Advance Dates: 
Tue, Feb 2, 2010: Advance shipments may begin arriving at warehouse.
Wed, Mar 3, 2010: Last day for shipments to arrive at warehouse. 

Direct Dates:
Sun, Mar 7, 2010: Direct shipments may begin arriving at exhibit site after 8:00 AM.
Mon, Mar 8, 2010: Last day for shipments to arrive at exhibit site by 6:00 PM.

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:
Exhibit Site 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)

With a certified weight ticket, there are no marshaling yard fees. If there is 
no certified weight ticket, a $18.25 per shipment fee will be added to 

SMALL PACKAGE DESCRIPTION          PRICE        X QUANTITY  = TOTAL PRICE 

Small Package, 1st Carton $ 50.00 1 $

Small Package, Each Additional Package $ 11.30 $

MATERIAL HANDLING DESCRIPTION          PRICE        X       CWT       = TOTAL PRICE 

$

A. Payment Enclosed $

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

011004995 Order directly with GES ONLINE at:  www.ges.comNEED ASSISTANCE?
Toll Free: 800.475.2098 Tel: 702.515.5970 www.ges.com/chat
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