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nEXHIBITOR BOOTH SET-UP /  DISMANTLE INFORMATION

There are two options available to exhibitors to have their displays set-up and taken down at McCormick Place.  
Exhibitors can either set-up / dismantle their display with their own employees, or the exhibitor can hire union 
labor.  The guidelines for both options are detailed below.  If you have any questions, please contact Freeman.

(1)  Consistent with safety and the skills and training necessary to perform the task, as determined by the Authority, 
an exhibitor and exhibitor employees (“Exhibitor employee” means any person who has been employed by the 
exhibitor as a full-time employee for a minimum of 6 months before the show’s opening date) are permitted in a 
booth of any size with the use of the exhibitor’s ladders and hand tools to:
     (i)   Set-up and dismantle exhibits displayed on Authority premises; 
     (ii)  Assemble and disassemble materials, machinery, or equipment on Authority premises; and
       (iii) Install all signs, graphics, props, balloons, other decorative items, and the exhibitor’s own drapery, including
            the skirting of exhibitor tables, on the Authority’s premises.

(2)  An exhibitor and exhibitor employees are permitted in a booth of any size to deliver, set-up, plug in, interconnect, 
and operate an exhibitor’s electrical equipment, computers, audio-visual devices, and other equipment.

(3)  An exhibitor and exhibitor employees are permitted in a booth of any size to skid, position, and re-skid all 
exhibitor material, machinery, and equipment on Authority premises.

Please note:  (4) An exhibitor and exhibitor employees are prohibited at any time from using 
scooters, forklifts, pallet jacks, condors, scissor lifts, motorized dollies, or similar motorized or 
hydraulic equipment on Authority premises.

UNION JURISDICTIONS AT McCORMICK PLACE
Should you choose to utilize a contractor for your labor, the following guidelines apply at McCormick Place.  
(see McCormick Place forms for jurisdictions pertaining to services provided by McCormick Place):

McCormick Place is a union building, and jurisdictions are clearly established. 

Above all, there should be no need for disputes. If there is a disagreement, contact your Floor Manager.  They 
will contact the appropriate contractor, who will take up the matter with the appropriate union offi cial. There 
are established procedures for settling disagreements and using them will prevent problems.

RIGGERS
Responsible for uncrating, unskidding, positioning and reskidding of all machinery.

TEAMSTERS
Responsible for the handling of all material (except machinery) in and out of the exhibit hall.   

DISPLAY LABOR (Unifi ed Labor Force Combining Carpenters and Decorators)
Responsible for uncrating of exhibits and display materials; installing and dismantling exhibits, including cabinets, 
fi xtures, shelving units, furniture; laying of fl oor tile and carpets; hanging and installation of non-electric signs; recrating 
of exhibits and machinery; installing and dismantling scaffolding, bleachers and ganging of chairs; installing of all drape, 
cloth and/or tacked fabric panels; and velcro signs.

HANGING SIGNS
Depending on the type of hanging sign, it will be assembled & installed by decorators or electricians. See Freeman 
hanging sign form and/or McCormick Place forms for jurisdictions.

CLEANING/PORTER SERVICE
Freeman is the exclusive cleaning contractor. No other cleaning services, including exhibitor appointed contractors  
are allowed to perform these services. 

SPECIAL NOTES: All labor is entitled to certain break times and lunch breaks.  
 Below is an approximate schedule:

 Morning Breaks (approximately):   9:30 a.m. to   9:45 a.m.
 Lunch Schedules (approximately): 12:00 Noon to 12:30 p.m.
 Afternoon Breaks (approximately):   2:30 p.m. to   2:45 p.m.

Chgo McP Revs. Revised 09/10
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  Advance Show Site
 Description    Price Per Hour Price Per Hour

DISPLAY LABOR (Half Hour Minimum per Worker)

Straight Time  ..................................................................................................................................... $ 111.55 $ 145.00
Overtime  ............................................................................................................................................ $ 170.00 $ 221.00
Double Time. ...................................................................................................................................... $ 214.20 $ 278.45

PLEASE NOTE:
Straight Time, Overtime and Double Time rates apply per Illinois Law.  Please contact 
Freeman Exhibitor Services at (773) 473-7080 for details.

• Show Site prices will apply to all labor orders placed at show site.
• Price is per person/per hour
• Start time guaranteed only when labor is requested for the start of the working day (8:00 a.m.), unless the offi cial set up time begins later 
 in the day.
• Half hour minimum per man--labor thereafter is charged in half (1/2) hour increments.
• Supervisor must check in at Service Desk to pick up laborers.  Upon completion of work, supervisor must return to Service Desk to release 
 laborers.
• Labor must be cancelled in writing, 24 hours in advance to avoid a half (1/2) hour cancellation fee per worker.
• When scheduling dismantle labor, be sure to allow suffi cient time for empty containers to be returned to your booth. 
• Freeman supervising jobs will be completed at our discretion prior to show opening and before the hall must be cleared.  
   
 Please include setup plan/photo, special instructions and inbound shipping information with this order. 
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DISCOUNT PRICE
DEADLINE DATE  

SEPTEMBER 13, 2011
INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

NAME OF SHOW: ____________________________________________________________________________________________________

COMPANY NAME ______________________________________________________________ BOOTH #: _____________________________

CONTACT NAME: ______________________________________________________________ PHONE #: _____________________________

E-MAIL ADDRESS____________________________________________________________________________________________________

For Assistance, please call 773-473-7080 to speak with one of our experts.
For fast, easy ordering go to www.freemanco.com/store

5040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email:  FreemanChicagoES@freemanco.com

MPEA Straight Time, Overtime, Double Time Window
Time Window Monday - Friday Saturday Sunday & Holidays

6am to 10pm Straight time for fi rst 8 
consecutive hours and 
Overtime after 8 hours Overtime for fi rst  8 

consecutive hours and 
Double Time after 8 

hours Double Time10:01pm - 11:59pm Overtime

12am to 5:59am Double Time Double Time

The above explains the ST, OT, and DT available.
The designated Straight Time Window for NACS SHOW 2011 is:

8:00 a.m. - 4:30 p.m.

NACS SHOW 2011 / OCTOBER 02-04, 2011



 SUPERVISION BY FREEMAN I & D   Please complete the information on the reverse side
  • Installation of your exhibit will be completed at our discretion prior to show opening.
  • The charge for this service is 30% of the total installation labor bill, with a minimum of $45.00.
 Emergency Contact: ___________________________________ Phone Number: _____________________________

 SUPERVISION BY EXHIBITOR PERSONNEL
 Supervisor will be: _____________________________________ Phone Number: _____________________________

 Date Time No. of People Approx.Hours Total Hours Hourly Rate   Total   
       Estimated Cost
________   _________   ___________  x    ___________ =  ________  @ $ ___________  =  $ ___________
________   _________   ___________  x  ___________ =  ________  @ $ ___________  =  $ ___________
 Freeman Supervision (30%/$45.00) = $ ___________
 Total Installation = $ ___________
 

INSTALLATION LABOR

 SUPERVISION BY FREEMAN I & D   Please complete the information on the reverse side
  • Freeman is not responsible for product or literature that is not properly packed and labeled by exhibitor.
  • The charge for this service is 30% of the total dismantle labor bill, with a minimum of $45.00.
 Emergency Contact: ___________________________________ Phone Number: _____________________________

 SUPERVISION BY EXHIBITOR PERSONNEL
 Supervisor will be: _____________________________________ Phone Number: _____________________________

 Date Time No. of People Approx.Hours Total Hours Hourly Rate   Total   
       Estimated Cost
  ______   _________   ___________  x   ___________ =  ________  @ $ ___________  =  $ ___________
  ______   _________   ___________  x  ___________ =  ________  @ $ ___________  =  $ ___________
 Freeman Supervision (30%/$45.00) = $ ___________
 Total Dismantle = $ ___________
 

DISMANTLE LABOR

Page 2 of 3
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NACS 2011  Project #:  14-263828

NAME OF SHOW:

COMPANY NAME: BOOTH #:  BOOTH SIZE: X

CONTACT NAME:  PHONE #: 

NACS SHOW 2011 / OCTOBER 02-04, 2011



NAME OF SHOW:

COMPANY NAME: BOOTH #:  BOOTH SIZE: X

CONTACT NAME:  PHONE #: 

IN ORDER TO BETTER SERVE YOU--PLEASE COMPLETE THE FOLLOWING INFORMATION IF YOUR 
DISPLAY IS TO BE SET-UP AND/OR DISMANTLED BY FREEMAN AND YOU WILL NOT BE PRESENT TO 
SUPERVISE THE INSTALLATION AND/OR DISMANTLE.

Page 3 of 3

Freight will be shipped to:  Warehouse _____________ Show Site ____________ Date ___________________
Total No. of:   Crates _________________Cartons __________________ Fiber Cases ___________________
Other (Specify) _____________________________________
Setup Plan/Photo:  Attached ________ To Be Sent With Exhibit ________ In Crate No. ___________________
Carpet:  With Exhibit ______________ Rented From Freeman _________ Color ____________ Size _________
Electrical Placement:  Drawing Attached _______ Drawing With Exhibit ______ Electrical Under Carpet _______
Comments: _______________________________________________________________________________
_________________________________________________________________________________________
Graphics:  With Exhibit ____________ Shipped Separately ___________
Comments: _______________________________________________________________________________
_________________________________________________________________________________________
Special Tools/Hardware Required: _____________________________________________________________
_________________________________________________________________________________________  

INBOUND SHIPPING INFORMATION AND SET-UP INFORMATION:

Ship To:  ________________________________________________________________________________ 
  ________________________________________________________________________________
  ________________________________________________________________________________
METHOD OF SHIPMENT

  FREEMAN EXHIBIT TRANSPORTATION
    Common Carrier

    Air Freight   Next Day   2nd Day   Deferred   Expedited

  OTHER CARRIER: (Please indicate the carrier’s name)

    Other Common Carrier: _____________________________________________________________________

   Other Air Freight: ___________________________________________________________________________

    Van Line: _________________________________________________________________________________  

FREIGHT CHARGES
  Prepaid  Collect
 Bill To:  _________________________________________________________________________________
   _________________________________________________________________________________
   _________________________________________________________________________________

In the event your selected carrier fails to show on fi nal move-out day, please select one of the following 
options:

  Reroute via Freeman’s choice

  Delivery back to warehouse at Exhibitor’s Expense.
PLEASE  NOTE:  Freeman will not be responsible for product or literature that is not properly packed and labeled by exhibitor personnel.

OUTBOUND SHIPPING INFORMATION:

FREEMAN SUPERVISED LABOR
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RECYCLED
RECYCLABLE

HANGING SIGNS
Hanging of Signs in McCormick Place

Procedures and Rules

Hanging of signs, both electrical and non-electrical, is permitted in McCormick Place facilities with permission, under 
the following conditions and limitations.  These conditions have been reviewed and provide absolute limits which 
cannot be exceeded under any conditions.

1. The top of the sign may not exceed the height limitation specifi c to your booth type and building.  Please 
refer to the General Information Bulletin to determine your height limitation.

2. All hanging signs must be sent to the Freeman warehouse, 2500 West 35th Street, Chicago, IL 60632, and 
be received by TUESDAY, SEPTEMBER 20, 2011.

3. The total weight limit of the sign or materials is not to exceed 1500 lbs.  The weight of signs or materials 
is not to exceed 1000 lbs. per hanging point.

4. All signs, regardless of size, should be constructed of lightweight metals and plastics to allow greater 
fl exibility and ease of installation.

5. The placement of all "hanging signs" shall be determined by McCormick Place and/or Freeman prior to 
installation to insure minimum stress to the supporting framework.

6. No signs are to be hung from any electrical fi xtures, raceways, any water, gas, air, fi re protection piping, 
supports or hangers.

7.   All electrical and neon signs must conform to electrical codes of the City of Chicago.

8. All signs (not limited to electrical) and materials weighing more than 500 lbs., that are to be attached or 
hung from any structural member, will be hung by Freeman Electrical electricians, and will utilize a Freeman 
Electrical electric hoist, operated by Freeman Electrical electricians.

9. McCormick Place management and/or Freeman are responsible for all hanging signs.  Freeman will pre-
assemble all signs. No display house will be allowed to assemble any hanging sign.  This pertains only to 
assembly.  Dismantling can be done by a display house.

10. Set-up instructions must be included with the Order Form and with sign crates.

11. Because of the structure of the ceiling, and the location of exhibits, in relation to support beams, your sign 
may have to be moved from your original specifi cations.

12. McCormick Place reserves the right to refuse signs which do not meet safety specifi cations and to install 
signs only with approved devices and cable, to ensure a safely hung sign.

13. Exhibitor personnel or your display house may supervise on your behalf.  Exhibitors who do NOT provide 
supervision  (either company personnel or display house) agree to accept the charges for time, materials 
and equipment as determined by Freeman and/or McCormick Place.

14. YOU ARE REQUIRED TO MAKE ALL ARRANGEMENTS PRIOR TO MOVE-OUT FOR THE OUTBOUND 
DISMANTLING, PACKING AND SHIPPING OF YOUR HANGING SIGN.  FREEMAN CANNOT BE HELD LIABLE 
FOR DAMAGES OR MISPLACEMENT OF SIGN(S) SHOULD OUTBOUND DISMANTLING ARRANGMENTS 
NOT BE MADE.  ALL PERTINENT INFORMATION AND ARRANGEMENTS MUST BE GIVEN TO THE FREEMAN 
SERVICE CENTER IN EACH FACILITY.  

MP-rev  09/96

5040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email: FreemanChicagoES@freemanco.com

NACS SHOW 2011 / OCTOBER 02-04, 2011



INSTRUCTIONS
• All ceiling rigging must conform to Show Management 
rules and regulations and facility limitations.

• All overhead hanging signs or banners must be 
assembled, installed and removed by Freeman.  
Exhibitors, display company and/or I&D representatives  
may supervise, but will not be allowed to assemble or 
install and remove the hanging sign. Please complete 
the enclosed Labor Order Form to assemble your 
hanging sign.

• All overhead electrical hanging signs must be certifi ed
 for structural integrity and safety in order to be approved
 and hung by FREEMAN. Hanging signs greater than
 500 lbs. must be certifi ed for structural integrity and
 safety in order to be approved by FREEMAN, SHOW
 MANGEMENT AND McCORMICK PLACE.

• Set up instructions must be provided for signs needing 
assembly.

• Hanging anchor points must be pre-fabricated and ready 
for use.

• Electrical signs must be in working order and in 
accordance with the National Electrical Code. 
ELECTRICAL SERVICE requirements must be ordered 
in advance on the enclosed ELECTRICAL SERVICE 
Order Form.

• If any hang point supports over 250 lbs., notify Freeman  
immediately for special authorization.

• Overhead hanging signs are to be sent in separate 
containers directly to advance warehouse using the 
enclosed Hanging Sign Labels. This container MUST 
arrive no later than SEPTEMBER 20, 2011. If these 
procedures are not followed‚ Freeman cannot guarantee 
the hanging of your sign. Ship to:

  Exhibiting Company & Booth #
  NACS SHOW 2011
  Freeman 
  2500 W. 35th St.
  Chicago, IL 60632

DISCOUNT PRICE
DEADLINE DATE  

SEPTEMBER 13, 2011
INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

NAME OF SHOW: ____________________________________________________________________________________________________

COMPANY NAME ______________________________________________________________ BOOTH #: _____________________________

CONTACT NAME: ______________________________________________________________ PHONE #: _____________________________

E-MAIL ADDRESS____________________________________________________________________________________________________

For Assistance, please call 773-473-7080 to speak with one of our experts.

HANGING SIGN LABOR AND EQUIPMENT

FR
E
E
M
A
N
 h
an

gi
ng

 s
ig
n 

la
bo

r

For fast, easy ordering go to www.freemanco.com/store

5040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email: FreemanChicagoES@freemanco.com

McP 11-12-Electric Rev. 04-11  Project #:  14-263828 Page 1 of 3

EQUIPMENT AND LABOR RATES 
TO HANG SIGNS

PLEASE SEE PAGE TWO FOR MPEA 
STRAIGHT TIME WINDOW INFORMATION.

Crew Size
All hanging signs using condor equipment shall 
be hung by two person crews.
Materials
Cable, clamps, etc. additional and charged 
accordingly

 Equipment With Crew
 • Rates are per lift and crew per hour
 • Half hour minimum per lift and crew
 • Straight Time cannot be guaranteed.
 STRAIGHT  DOUBLE
 TIME OVERTIME TIME                
Condor
Condor With 2 Man Crew  . $ 454.25 $ 568.75 $ 683.35
Show Site Pricing ............ $ 521.85 $ 670.05 $ 818.45

Condor With 3 Man Crew  . $ 566.85 $ 737.60 $ 908.50
Show Site Pricing ............ $ 668.25 $ 889.55 $ 1111.15

Assembly Crew/Additional Labor
Display Assembly Labor .... $ 112.60 $ 168.85 $ 225.15
(Per Person/Per Hour)
Show Site Pricing ............ $ 146.40 $ 219.50 $ 292.70

Electrical Assembly/Additional Labor
Electrical Assembly Labor . $ 89.00 $ 133.50 $ 178.00
(Per Person/Per Hour)
Show Site Pricing ............ $ 115.70 $ 173.55 $ 231.40

Please indicate method of supervision you 
require for assembly and disassembly:
____No Supervision Required

____Freeman I&D 

____Exhibitor Personnel 

____Display House

** Additional crew and/or equipment will be used if the 
supervisor deems it necessary to safely complete the 
installation and/or dismantling of a job and it will be 
charged accordingly.

NACS SHOW 2011 / OCTOBER 02-04, 2011



PLACEMENT DIAGRAM

• Use diagram below to represent your booth space. 
Indicate how far in from each boundary you would 
like your sign placed.

• The ceiling structure and relation to the support 
beams may require your sign to be moved from 
your specifi ed location.

SIGN DESCRIPTION, SIZE & WEIGHT
• For signs other than banners, include blueprint or 
drawing with detailed information so hanging anchor 
points can be determined.

Type:  Cloth Banner ______________
 Metal or Wood _____________
 Other ____________________

Shape:  Square ___________________
 Triangle __________________
  Rectangle ________________
 Other ____________________

Size:  Height ___________________
 Length ___________________
  Width ____________________
 Weight of Sign _____________

Does Your Sign Require:
 Electricity _________________
 Assembly _____________________

Number of feet from fl oor to top of sign:  ___________ 

Supervision for assembly and disassembly of overhead  
hanging can be provided by Freeman at an additional 
cost, or by your company representative, display house, 
independent or lighting contractor.

Installation Estimate
 Approx Hours Hourly Rate Total Estimated Cost

________________ @ _____________  =  ____________________

Dismantle Estimate
 Approx Hours Hourly Rate Total Estimated Cost

________________ @ _____________  =  ____________________

_____ Feet in from the front Aisle # ____  

_____Feet in
from the left
Aisle # ____

_____ Feet in from the back Aisle # ___
_____

_____Feet in
from the right
Aisle # ____

Page 2 of 3

MPEA Straight Time, Overtime, Double Time Window
Time Window Monday - Friday Saturday Sunday & Holidays

6am to 10pm Straight time for fi rst 8 
consecutive hours and 
Overtime after 8 hours Overtime for fi rst  8 

consecutive hours and 
Double Time after 8 

hours Double Time10:01pm - 11:59pm Overtime

12am to 5:59am Double Time Double Time

The above explains the ST, OT, and DT available.
The designated Straight Time Window for NACS SHOW 2011 is:

8:00 a.m. - 4:30 p.m.

PLEASE NOTE:
Straight Time, Overtime and Double Time rates apply per Illinois Law.  Please contact 
Freeman Exhibitor Services at (773) 473-7080 for details.



DEADLINE DATE
SEPTEMBER 13, 2011

PLEASE INCLUDE THIS FORM
WITH YOUR HANGING SIGN 

ORDER FORM

Complete and return form to address listed at the top of this form.

11/06

STRUCTURAL INTEGRITY STATEMENT
THIS FORM MUST BE RETURNED

FOR ALL SUSPENDED STRUCTURES

_______________________________________________ , the contracted exhibitor 
at the  NACS SHOW 2011 and (if applicable), the display house or builder for the 
aforementioned exhibitor, do hereby certify and guarantee that the stress points for 
the hanging structure have been properly engineered and tested. We further certify 
that the structure can be hung safely and has been constructed to meet all applicable 
regulations and safety measures. 
We hereby release, indemnify and forever hold harmless the NATIONAL ASSOCIATION 
OF CONVENIENCE STORES, McCORMICK PLACE, FREEMAN, and its subsidiaries, 
their directors, offi cers, employees, representatives, agents and contractors from and 
against any and all liability, claims, damage, loss, fi nes, or penalties arising from the 
installation, use or dismantling of this structure.  All hang points supporting in excess 
of 250 lbs. may be verifi ed (metered) on site at exhibitor’s expense.

Exhibiting Company: _________________________________ Booth #: _______ 

Authorized Signature: _______________________________________________

Printed Name: _______________________________________ Date: _________

E-Mail:  ____________________________________________________________

Display House/Builder (if applicable): __________________________________

Authorized Signature: _______________________________________________

Printed Name: _______________________________________ Date: _________

E-Mail:  ____________________________________________________________ 

(Project #) 14-263828

5040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email: FreemanChicagoES@freemanco.com
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NAME OF SHOW:

COMPANY NAME: BOOTH #:  

CONTACT NAME: PHONE #: 

E-MAIL ADDRESS: 

For Assistance, please call 773-473-7080 to speak with one of our experts.

NACS SHOW 2011 / OCTOBER 02-04, 2011

INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

DISCOUNT PRICE
DEADLINE DATE

SEPTEMBER 13, 20115040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email:  FreemanChicagoES@freemanco.com

HANGING TRUSS & THEATRICAL LIGHTING  EQUIPMENT AND LABOR

Revised 05-11(263828) 11-12 Stand
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For fast, easy ordering, go to www.freemanco.com/store

RIGGING EQUIPMENT
•   Rates are blended to include any overtime to accomplish the hanging of all signs in a timely manner prior to  
     the opening of the show
•   Rates are per lift and crew, per hour

 • Crew consists of 1 Operator and 1 Ground Man
 Condor w/crew - ST ...................................................................................................................... $ 448.00 $ 582.40
 Condor w/crew - OT ........................................................................................................................ 562.00  730.60
 Condor w/crew - DT ......................................................................................................................... 676.00  878.80
 Scissor Lift w/crew - ST ................................................................................................................... 357.60 464.90
 Scissor Lift w/crew - OT ................................................................................................................... 402.10 552.75
 Scissor Lift w/crew - DT ................................................................................................................... 446.60 580.60

RIGGING LABOR (high riggers, ground riggers and electricians)
  Straight Time, Overtime and Double Time rates apply per MPEA Legislation. Please contact Freeman Exhibitor   
  Services at (773) 473-7080 for details.  
 Electrical Rigger,  - ST .....................................................................................................................$ 89.00 $ 115.70
 Electrical Rigger - OT ...................................................................................................................... 133.50  173.55
 Electrical Rigger - DT ...................................................................................................................... 178.00  231.40
 
MISCELLANEOUS LABOR

•   Charges do not apply if your electrical needs consist of 20 amps or less.
 Turn-On / Turn-Off Charge - ST.......................................................................................................$ 89.00 $ 115.70
 Turn-On / Turn-Off Charge - OT .......................................................................................................133.50 173.55
 Turn-On / Turn-Off Charge - DT .......................................................................................................178.00 231.40

MISCELLANEOUS EQUIPMENT
________ One Ton Hoist (power not included - complete Electrical Order Form) ............................. $ 417.00 $ __________
________ Half Ton Hoist (power not included - complete Electrical Order Form) ................................ 402.00 $ __________
________ 20.5” Box Truss (per foot) ...................................................................................................... 20.00 $ __________
________ 12” x 18” Box Truss (per foot) ................................................................................................ 19.00 $ __________
________ 12” Box Truss (per foot) ......................................................................................................... 18.00 $ __________
________ Small Rotator ....................................................................................................................... 211.00 $ __________
________ Large Rotator ....................................................................................................................... 421.00 $ __________

Total for Miscellaneous Equipment .........................................................................................................  $ __________

Please attach a detailed production schedule that includes a
daily list of labor and equipment needed for the duration of the show.

• All rigging must comply with MPEA and Show Management rules and regulations and facility limitations.
• All overhead rigging and fl own objects must be assembled and disassembled by FREEMAN. Exhibitor’s display company and/or I & D representatives 

may supervise only and will not be allowed to assemble/disassemble or install and remove rigging or fl own objects. No one other than Freeman  
employees will be permitted in lifts.

• FREEMAN requires an engineered print of all truss and lighting rigging, including rigging point loads per our facility agreement. Failure to provide 
a DWG fi le of the rigging plot with load and required information three (3) weeks prior to move-in may prohibit your rig from being hung.

• All electrical components provided by outside vendors are considered freight and may be subject to material handling charges.
• Time will commence per exhibitors request. Failure to start at the requested time will result in a 4 hour minimum charge per labor person requested, 

unless 24-hour advance notice is provided in writing.
• Freeman labor installs/dismantles all programmable dimmable lighting fi xtures, video walls, audio, and projection unless provided by exhibitor 

full time employees.
• For Pre Rigging: Please contact FREEMAN for availability.
LIGHTING DESIGNER INFORMATION - NOTE:  MPEA RIGGING REGULATIONS MUST BE ADHERED TO
Name: __________________________________________________________ Phone: (   ) _______________________
Company Name: ______________________________________________________________________________________
____________________________________________________________________________________________________

  Description Advance Show Site  
       Price      Price  



5040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email:  FreemanChicagoES@freemanco.com

IMPORTANT INFORMATION - PLEASE READ PRIOR TO ORDERING

HANGING TRUSS & LIGHTING EQUIPMENT

OFFICIAL SERVICES CONTRACTOR RESPONSIBILITIES 
• Freeman personnel/employees must operate all chain motors, including the fi nal trim.
• Freeman personnel/employees only will be allowed in aerial lifts.
• Freeman personnel/employees only will be allowed to operate mechanized equipment.
• Freeman personnel/employees must assemble and disassemble any and all overhead   
 rigging.  This includes, but is not limited to:
 *  The assembly of all truss
 *  The attachment and disassembly of light fi xtures to truss
 *  The installation and dismantle of power sources, programmable dimmable lighting   
 packages, chain motors and span sets.
• Freeman Electricians will run all initial power sources and Freeman personnel will make all  
 connections to the dimmable power sources.
• Freeman Electricians install/dismantle all programmable dimmable lighting fi xtures, video  
 walls, audio, and projection.

PLACING YOUR ORDER (please include these items when placing your order) 
• Complete the Method of Payment
• Complete the Hanging Truss & Chain Hoist Order Form
• Complete the Electrical Order Form for chain hoist power
• Complete the Electrical Labor Order Form for chain hoist power
• Include Rigging Plot in a DWG format with the order forms - plot must refl ect the following:
 1.  Hang point locations
 2.  Height above the fl oor of each hang point
 3.  Weight that will be suspended from each hang point
 4.  Exhibit plan showing the location of the hang points and the structure as it pertains to  
  the exhibit plan 
• Complete the Structural Integrity Statement - See enclosed MPEA Rigging 
 Regulations.
• Send the above information to Freeman at the address on the order forms

GROUND-SUPPORTED TRUSS & LIGHTING EQUIPMENT

OFFICIAL SERVICES CONTRACTOR RESPONSIBILITIES 
•   Freeman Electricians will provide installation and dismantle labor of self-climbing and/or   
 mechanized truss systems.
• Freeman Electricians must install and dismantle any programmable dimmable lighting   
 fi xtures that are attached to any ground-supported truss.
• Freeman Electricians must assemble and disassemble as well as install and dismantle all  
 electrical hanging signs.

PLACING YOUR ORDER (please include these items when placing your order) 
• Complete the Method of Payment
• Complete the Hanging Truss & Chain Hoist Order Form
• Complete the Structural Integrity Statement
• Send the above information to Freeman at the address on the order forms FR
E
E
M
A
N
 c
ha

in
 h

oi
st
 /
 t
ru
ss
 /
 s
ig
n 

rig
gi
ng

 i
nf
or
m
at
io
n

Page 1 of 2



IMPORTANT INFORMATION (continued)

NON-ELECTRICAL HANGING SIGNS (UNDER 250 POUNDS)
 
OFFICIAL SERVICES CONTRACTOR RESPONSIBILITIES 
•   Freeman personnel/employees must assemble and disassemble, install and dismantle all  
 hanging signs.

PLACING YOUR ORDER (please include these items when placing your order) 
• Complete the Method of Payment
• Complete the Hanging Sign Order Form
• Include Assembly Instructions
• Complete the Structural Integrity Statement
• Ship sign to Freeman warehouse using the “Hanging Sign” shipping labels provided 
• Send the above information to Freeman at the address on the order forms 

NON-ELECTRICAL HANGING SIGNS (OVER 250 POUNDS - CHAIN HOIST REQUIRED)

OFFICIAL SERVICES CONTRACTOR RESPONSIBILITIES 
•   Freeman personnel/employees must assemble and disassemble all hanging signs.
•   Freeman personnel/employees must install and dismantle all hanging signs.
•   Electrical contractor will install chain hoist and attach sign to the hoist.

PLACING YOUR ORDER (please include these items when placing your order) 
• Read enclosed MPEA Rigging Regulations
• Complete the Method of Payment
• Complete the Hanging Sign Order Form
• Complete the Hanging Truss & Chain Hoist Order Form
• Complete the Electrical Order Form for chain hoist power
• Complete the Electrical Labor Order Form for chain hoist power
• Include Assembly Instructions
• All rigging plans must be submitted to Freeman Rigging Manager three (3) weeks prior to  
 move-in in a DWG format.
• Complete the Structural Integrity Statement
• Ship sign to Freeman warehouse using the “Hanging Sign” shipping labels provided
• Send the above information to Freeman at the address on the order forms

ELECTRICAL HANGING SIGNS  

OFFICIAL SERVICES CONTRACTOR RESPONSIBILITIES 
•   Electrical contractor will assemble and disassemble all electrical hanging signs.
•   Electrical contractor will install and dismantle all electrical hanging signs.
•   Electrical contractor will install chain hoist and attach sign to the hoist for signs over 250  
 pounds.
•   Power for chain hoist must be included with your order for electrical services.

PLACING YOUR ORDER (please include these items when placing your order) 
• Complete the Hanging Sign Order Form
• Complete the Electrical Labor Order Form
• Complete the Electrical Services Order Form
• Include Assembly Instructions
• Complete the Structural Integrity Statement
• Ship sign to Freeman warehouse using the “Hanging Sign” shipping labels provided.
• Send the above information to electrical contractor at the address on the order forms
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NAME OF SHOW:

COMPANY NAME: BOOTH #:  

CONTACT NAME: PHONE #: 

E-MAIL ADDRESS: 

For Assistance, please call 773-473-7080 to speak with one of our experts.

INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

DISCOUNT PRICE
DEADLINE DATE

SEPTEMBER 13, 2011

For fast, easy ordering, go to www.freemanco.com/store

Page 1 of 211-12 (Proj.# 263828)  Chgo.ElecStand_Rev. 05-11

                                                QTY        QTY         Discount         Standard 
                                              Show      24 Hr.           Price               Price              TOTAL
     
500 Watts (5 amps)  ______   ______  89.00 133.50   = $ ________
1000 Watts (10 amps)  ______   ______  159.00  238.50  = $ ________
2000 Watts (20 amps)  ______   ______  209.00  313.50 = $ ________

20 Amps  ______   ______  395.00 592.50 = $ ________
30 Amps   ______   ______  415.00  622.50 = $ ________
60 Amps  ______   ______  454.00 681.00 = $ ________
100 Amps  ______   ______  909.00 1,363.50 = $ ________

20 Amps  ______   ______  495.00  742.50 = $ ________
30 Amps   ______   ______  543.00  814.50 = $ ________
60 Amps  ______   ______  588.00 882.00 = $ ________
100 Amps  ______   ______  959.00 1,438.50 = $ ________
200 Amps  ______   ______  1,918.00 2,877.00 = $ ________
400 Amps  ______   ______  3,300.00 4,950.00 = $ ________
Transformer to Boost 208V to Approx. 230V - $5.35 per Amp (20 Amp Min.)
 Qty  _______  Amps  ________ = $ ________

20 Amps   ______   ______  595.00  892.50 = $ ________
30 Amps  ______   ______  627.00  940.50 = $ ________
60 Amps  ______   ______  851.00  1,276.50 = $ ________
100 Amps  ______   ______  986.00  1,479.00 = $ ________
200 Amps  ______   ______  1,960.00 2,940.00 = $ ________

1000 Watt Quartz Light   ______   ______  353.00 529.50 = $ ________
Arm Light  ______   ______  115.00  172.50 = $ ________
Single Light Stand  ______   ______  120.00  180.00 = $ ________
Double Light Stand  ______   ______  185.00  277.50 = $ ________

 Advance Show Site    
 Price Price

Straight Time (per hour) ...........................$   89.00 $ 115.70

Overtime (per hour) ..................................$ 133.50 $ 173.55

Double time (per hour) .............................$ 178.00 $ 231.40

• Straight Time, Overtime and Double Time rates apply per   
MPEA Legislation. Please contact Freeman  Exhibitor Services  
at (773) 473-7080 for details.

*      Dismantle labor is charged at 50% of the install labor.

110/120 VOLT

208 VOLT SINGLE PHASE (Labor Required for Connection)

208 VOLT THREE PHASE (Labor Required for Connection)

480 VOLT THREE PHASE (Labor Required for Connection)

LABOR (Minimum Charge for Orders - 1/2 hour)

ADDITIONAL INFORMATION
ELECTRICAL OUTLETS (Double Price for 24 Hour Service)

5040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email:  FreemanChicagoES@freemanco.com

LIGHTING (Includes Power and Labor)

• To honor discount prices we must receive your 
order with full payment prior to the deadline 
date along with a fl oor plan indicating the 
main power location and distribution points, 
if applicable.  (see below)

• Outlet prices for 120 Volt power include         
delivery of the service to one location at 
the rear of the booth in peninsula and                      
in-line booths.  If you require outlets in other               
locations, have lights or electrical items 
to hang or erect, or have other electrical            
requirements please see the Electrical Labor 
order form for rates and instructions.

• A scaled fl oor plan is required for orders with 
multiple outlet locations and/or island booths.  
Detailed examples are provided on reverse.  
If a power location in an island booth is not 
provided prior to show move-in, a location 
will be determined by Freeman in order to 
maintain delivery schedules.  Relocation of 
the service will be charged on a time and 
material basis.

• Electricity is turned on 30 minutes prior to 
show opening and turned off 30 minutes 
after show closes on show days.  Power will 
be turned off immediately after fi nal show      
closing.  If you require power outside actual 
show hours, special arrangements should be 
made in advance.  Additional charges may 
apply.

• If an uninterrupted power supply is required 
for the full duration of the show, please order 
24 hour power. 

• If a dedicated circuit is required, please order 
2000 watts/20 amps.

• Separate outlets should be ordered for 
each piece of equipment and/or each power            
location.

• A 50% refund will be applied to electrical 
services cancelled after installation.  Refunds 
will not be issued for materials and/or labor 
charges related to the installation.

• Extension cords and power strips are        
available at the Show Service Desk.

• All electrical components provided by outside 
vendors are considered freight and may be 
subject to material handling charges.

TOTAL COST

Outlet(s) $ ______________

Lighting $ ______________

Tax 8% Rental $  ______________         

GRAND TOTAL $  ______________

NACS SHOW 2011 / OCTOBER 02-04, 2011



ELECTRICAL INSTRUCTIONS & CONDITIONS
HOW TO CALCULATE YOUR ELECTRICAL REQUIREMENTS:
1. To order power for your lights, take the wattage on the bulb and multiply by the number of lights you are 
 using.

2. For equipment, you may place your order by reading the rating plate on each individual piece of equipment.    
A separate outlet should be ordered for each piece of equipment as well as each location you require power.  

 Rating plates are located on all pieces of electrical equipment and will indicate wattage, amperage or horsepower, 
voltage and phasing.

3.  Dedicated outlets require a minimum 20 amp outlet and are double the price.

WHERE YOUR OUTLET WILL BE LOCATED IN YOUR BOOTH:
1. Your power will be installed in one location as indicated in the following diagrams, typically outlets will be placed 

on the fl oor in the back of the booth.  

2. If power is required in locations other than those indicated below, secondary distribution will be billed on a time 
and material basis.  

3.  If a location for power in island booths is not provided prior to show move-in, you will be charged time & material 
for installation of main power as well as secondary distribution.

OTHER:
1. Labor is required for:  all under-carpet distribution of electrical wiring, all overhead distribution of electrical wiring and 

the distribution of same from product to booth and from booth to booth, installation of lighting, electrical equipment, 
lighted signs, etc., when voltage is higher than 120 volts, for inspection of exhibitors power panels and equipment 
prewired to plug into our system.  Billing will be done on a time and material basis.  Please see Electrical Labor Order 
Form to place your order.

2. All material and equipment provided by Freeman Electrical Services is for rental purposes only and remains the 
property of Freeman Electrical Services.  The provisions will be removed at the close of the show.

3. All equipment regardless of power source, must comply with Federal, State, and local codes.  Freeman Electrical 
Services reserves the right to inspect all electrical devices and connections to ensure compliance with all codes.  
Freeman Electrical Services is required to refuse connections where the exhibitor wiring is not in accordance 
with local electrical code.

4. Standard wall and other permanent building utility outlets or sockets are not part of booth space and may not 
be used by exhibitors unless electrical services have been ordered.

5. Exhibitors’ cords must be a minimum of 14 gauge 3 wire with ground and must be fl at when used for fl oorwork.  
All multi-outlet devices shall have circuit protection.  All exposed non-current carrying metal parts of fi xed  
equipment, which are liable to be energized, shall be grounded.

6. Exhibitors’ equipment will be modifi ed to conform to Freeman Electrical Service’s cord caps and will be billed 
on a time and material basis.

7. Exhibitors with hardwall displays must arrange for power to be dropped inside the booth or provide access.

8. The fi rst ninety feet of cabling provided to deliver power to your booth is free.  If additional cable is necessary 
to power your booth, it will be charged on a time and material basis.

9. Power sharing is not permitted between exhibitors.

x x xx

   LINE BOOTHS / PENINSULA BACK TO BACK PENINSULA

PLEASE SEND A 
FLOOR PLAN INDI-
CATING PRIMARY 

POWER LOCATION

ISLAND BOOTH

Please see 
#3 above

Page 2 of 2
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For fast, easy ordering, go to www.freemanco.com/store

ELECTRICAL LABOR

STEP 1
Exhibitors and their FULL TIME employees may perform most booth work associated with the set up and dismantle of their booth.  
This work includes mounting of plasmas/LCD monitors, lights, and plugging in and connection of most exhibitor equipment.  

Labor is required for the following items:

1. Floor work -    Distribution of electrical under carpet and fl ooring.
2. Booth work -    Distribution of electrical overhead (more than one drop location in your booth) and or through booth structure.
3. Hook Up -    Connection and hard wiring of all 208v or higher services, electrical motors, dimmers, disconnects or sound  
    and projection equipment.
4. Truss Work -   Assembly and installation of all lighting hung from truss or beams, including the assembly and hanging of the  
    truss, overhead lighting and distribution of power cables throughout the truss.
5. Signage -    Installation of ground supported or hanging or rotating electrical signage.
6. Lift Services -  All electrical work requiring scissor or boom lifts.

If you have any questions regarding the work rules, or clarifi cation of the labor requirements, please contact Freeman Electrical 
Services at (773) 473-7080.

STEP 2 (Applicable to Floor work only)
Complete the authorization below and submit a scaled floor plan indicating a main power drop, exact outlet locations (with wattage or 
amperage) complete with dimensions and booth orientation indicating surrounding aisle or booth numbers. See example on reverse.  
Please also submit the Freeman Method of Payment Form with credit card information.  Floor work can only be completed in advance 
with a credit card on file and upon receipt of an acceptable floor plan and authorization to proceed.  It is highly recommended to 
choose this option so that work is completed prior to your arrival and booth set up can begin immediately.

 Authorized to proceed without supervision based on accompanying fl oor plan.  Method of Payment attached.  

*YOUR SIGNATURE ABOVE DENOTES ACCEPTANCE OF ALL TERMS AND CONDITIONS INCLUDED IN YOUR SERVICE MANUAL.
              See Reverse Side For Additional Information And Conditions

Installation to be complete by: Date ___________________________ Time: _____________________________________

Authorized Signature: ______________________________________ Print Name: ________________________________
If a company representative prefers to be present during electrical distribution, please reference Step 1 to determine what type 
of labor you require for your booth.  Once your requirement has been determined, please complete Step 3 on reverse side with 
your choice.

LABOR RATES  (rates are per hour per person)       Advance   Show Site 
Straight Time......................................................................................... $   89.00          $ 115.70

Overtime................................................................................................ $ 133.50          $ 173.55

Double Time.......................................................................................... $ 178.00          $ 231.40

• Straight Time, Overtime and Double Time rates apply per MPEA Legislation. Please contact Freeman  
Exhibitor Services at (773) 473-7080 for details.

• 1/2 hour minimum charge for electrical labor orders
• Dismantle labor is charged at 50% of the install labor.

NAME OF SHOW:

COMPANY NAME: BOOTH #:  

CONTACT NAME: PHONE #: 

E-MAIL ADDRESS: 

For Assistance, please call 773-473-7080 to speak with one of our experts.

INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

5040 West Roosevelt Road
Chicago, Illinois 60644-1436

(773) 473-7080 • Fax (469) 621-5603
Email:  FreemanChicagoES@freemanco.com

Revised 4-11(Proj.# 263828) Chgo.ElecLabor.Stand_11-12
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EXAMPLE OF PLAN AND INFORMATION REQUIRED TO COMPLETE FLOOR WORK

Please indicate the following on the fl oor plan.
     1.  Location of the main power drop - 
          please provide specifi c dimensions and 
          wattages/amperages.

     2.  Location and load of all outlets - please 
          provide specifi c dimensions and 
          wattages/amperages.

     3.  Booth orientation - please provide 
          surrounding aisle and/or booth numbers.

TERMS & CONDITIONS

STEP 3
Indicate the preferred date and time that labor and/or lift is required.  (Start times cannot always be guaranteed).  If no time is 
provided, work will be performed on a fi rst-come, fi rst served basis only upon request.  Please visit the Freeman service desk 
to confi rm that you are ready for service.  If electricians are dispatched at time of request and no supervision is available, a 
minimum 1/2 hour labor charge per electrician will apply.
NAME OF ON-SITE AUTHORIZED REPRESENTATIVE:________________________________________________________

Labor Request  Day ___________ Date _________Time __________ # of Electricians _____Type of Work ____________

 Day ___________ Date _________Time __________ # of Electricians _____Type of Work ____________

Lift Request Day ___________ Date _________Time __________ Est. #  of  Hours _____Type  of  Lift   ____________

(Enter applicable # from Step 1)

 CANCELLATION POLICY
A 50% refund will be applied to electrical outlets cancelled after installation.  Refunds will not be issued for materials 
and/or labor charges related to the installation.

Booth 462

Booth 654Booth 352

Booth 446

6 ft

6 ft

500 watts
x

500 watts

6 ft

6 ft

x Main Power Drop

10 ft

10 ft

1000 watts

x

NAME OF SHOW: 

COMPANY NAME: BOOTH#: 

CONTACT NAME: PHONE#:
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 1 Straight Time, Overtime and Double Time rates apply per MPEA Legislation. Please contact Freeman Exhibitor Services 
at (773) 473-7080 for details.

 2 Labor rates are based on current wage scales and are subject to change in the event of a wage increase after rates have been 
published.

 3 A minimum charge of 1/2 hour is applicable to all labor requests.  Additional time on the same day is billed in 1/2 hour increments.  
Continuations to another day are a minimum of 1/2 hour.  Labor charges for dismantle will be one-half of the installation charge 
and will be automatically applied to your invoice.

 4 Charges for labor commence at time of dispatch to service the labor call.  A one hour minimum will apply if an exhibitor representative 
is not present at the time of call or reschedules the call, unless 24 hour advance notice is received in writing.

 5 Labor charges will include the time for electricians to gather the necessary tools and material for the job, have their work 
checked by the client and return the tools and material to the supply area.

 6 Every effort will be made to dispatch electricians as requested but start times cannot be guaranteed.  
 8:00 am calls will be fi lled on a fi rst-come fi rst served basis as orders are received.
 7 Electrical services provided to Island booths require labor and material charges for distribution.  Exhibitors may supply their 

own 14 gauge, 3 wire extension cords and/or power strips, both of which must be grounded and UL approved.
 8 Lift equipment required for installation and dismantle purposes can be rented on an hourly basis, with a one hour minimum.  

At least one crew will be required to operate the equipment.
 9 Claims will not be considered, or adjustments made, unless fi led in writing, by Exhibitor, prior to the close of the event.
10 Freeman is not responsible for any damage or loss caused by the loss of power beyond its control and Exhibitor agrees to 

hold Freeman, it offi cers, directors, employees and agents harmless from such power loss. IN NO EVENT SHALL FREEMAN 
BE LIABLE FOR ANY INDIRECT OR CONSEQUENTIAL DAMAGES (INCLUDING WITHOUT LIMITATION LOST PROFITS) 
EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, WHETHER UNDER THEORY OF CONTRACT, TORT (INCLUDING 
NEGLIGENCE), PRODUCTS LIABILITY OR OTHERWISE. Exhibitor shall indemnify and hold harmless Freeman, its offi cers, 
directors, employees, and agents from and against any and all claims, liabilities, damages, fi nes penalties or costs of whatsoever 
nature (including reasonable attorneys’ fees) arising out of or in any way connected with Exhibitor’s actions or omissions under 
this Agreement. 

Revised 4-11(Proj.# 263828) Chgo.ElecLabor.Stand_11-12
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