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PAYMENT POLICIES 

 

NO SERVICES WILL BE RENDERED UNTIL THIS DOCUMENT IS 
COMPLETED, SIGNED AND RETURNED TO CAPITAL 

 
ADVANCE FLOOR ORDERS: All orders require advance payment for initial estimate of charges for services AND a VALID 
CREDIT CARD with proper authorization be provided to Capital. You may prepay with a check written on your company, but a 
credit card is required by Capital to ensure any unexpected charges, such as additional freight, clean-up costs, etc. are paid at 
the time the Show closes. 
 
THIRD PARTY ORDERS: If you choose to contract work to a display or Exhibit House/company and/or require services from 
Capital, the Payment Policy presented above shall apply. Capital must be notified, in writing, from exhibiting company or any 
other display or Exhibit Company involved in the set-up or dismantle of exhibits. 
 
DRAYAGE TO WAREHOUSE OR SHOW SITE AND/OR LABOR: Capital’s Payment Policy must be adhered to by exhibitor 
prior to any freight being shipped to Capital. All charges for freight, assembling, disassembling, shipping, handling and any 
other must be prepaid. If adjustments or additional charges are required at Show Close, they will be charged to the enclosed 
Credit Card provided, unless Exhibitor disputes charges in writing. Capital is not responsible for any damage or loss of your 
freight, please secure round trip insurance from your company insurance carrier. 
 
ALL CHARGES: All charges/costs requested by Exhibitor MUST be PAID IN FULL before services are rendered, and any 
adjustment and/or additional charges must be paid by Show Close. Such costs will be charged to Exhibitor’s credit card 
provided unless prior arrangements have been made. All Checks must be drawn on a U.S. bank, and there will be a minimum 
charge for each NSF check written to Capital. 
 
ADJUSTSMENTS: Exhibitors are responsible for ensuring services rendered as ordered prior to Show opening. All requests 
for adjustments must be made on site prior to the Shows closing. Capital will not be responsible for adjustments after the 
Show closes unless prior arrangements have been made in writing to Capital. 
 
SALES TAX: Applicable city, county and state taxes will apply. If any Exhibitor is exempt from paying sales tax, it is the 
Exhibitor’s responsibility to provide Capital with its tax exempt number prior to beginning the Show. 
 
COLLECTION POLICY: In the event this contract is turned over to an attorney for collection or dispute, Capital will be entitled 
to reasonable attorney fees. 
 

RETURN VIA FAX: 978-562-9600 
 

We accept:  American Express - Visa - MasterCard (circle one) 
 

Exhibitor ________________________________________________________ Booth ___________________ 
 
Address __________________________________________________________________________________ 
 
City ________________________________________ State ___________ Zip __________________________ 
 
Email _______________________________________________________ Contact ______________________ 
 
Credit Card Used for Payment: No _____________________________________________ Expires ________ 
 
Card Holder (Print Name) ______________________________ Signature _____________________________ 
 
Cardholder hereby authorizes Capital to charge credit card described herein for all charges incurred by Exhibitor and has read, 
understands, and agrees to all forms in the exhibitor manual and agrees to pay all charges as described in Cardholder Agreement. 
All estimated charges must be paid ADVANCE, AND a valid credit card must be on file with Capital authorizing payment for modified 
and/or additional charges. All Charges must be paid by the end of Show. 

 
o IMPORTANT: PLEASE PROVIDE YOUR BOOTH REPRESENTATIVE WITH A COPY OF THIS 

PAYMENT POLICY FORM TO AVOID ANY MISUNDERSTANDING. 
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ORDER SUMMARY 
 
PAYMENT POLICY: All orders faxed or mailed to Capital must be accompanied by a 
Credit Card Authorization. Payment in full is due at show site. Absolutely no show site 
orders will be executed prior to full payment of all customer’ bills.  

Calculate your orders: 

Service     Amount Due 
 

*    Exhibitor Booth Labor   $__________ 
 

*    Material Handling    $__________ 
 

      Furnishings & Accessories  $__________ 
 

      Standard & Deluxe carpet  $__________ 
 

      Custom Exhibit Rental   $__________ 
 

      Special Signs and Banners  $__________ 
 

*     Cleaning     $__________ 
 
     Tax CT 6%     $ __________ 

 

       TOTAL ESTIMATED CHARGES  $ __________ 
 

* Indicates nontaxable services 
 

PLEASE BE AWARE OF OUR PAYMENT AND PRICING POLICIES 
 

ALL CHARGES MUST BE PAID PRIOR TO THE CLOSE OF THE SHOW 
 

Orders received without full payment or credit card information will not be processed. 
 

MAKE CHECKS PAYABLE TO: Capital Convention Contractors 
Checks must include exhibiting firm name and booth number 

 
RETURN VIA FAX: 978-562-9600 

PLEASE FILL OUT THE INFORMATION BELOW 
 
Exhibitor ____________________________________________ Booth _____________ 
 

Address _______________________________________________________________ 
 

City _________________________________ State __________ Zip _______________ 
 

Phone _______________________________ Fax _____________________________ 
 

Email ________________________________ Contact _________________________ 
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LIABILITY AND INSURANCE 
 

Capital Convention Contractor’s liability shall be limited to the physical loss or damage to the 
specific article, which is lost or damaged as described below. 

 
1. Capital Convention Contractors shall not be responsible for damage to uncrated materials; 

materials improperly packed or concealed damage. 
 

2. Capital Convention Contractors shall not be responsible for loss, theft, or disappearance of 
exhibitor’s materials after same have been delivered to exhibitor’s booth. 

 
3. Capital and its subcontractors shall not be responsible for loss, theft, and disappearance of 

exhibitor’s materials before it’s picked up from exhibitor’s booth for reloading after the close of the 
show. Outbound Bills of Lading are available at the Capital Exhibitor Service Desk. Outbound 
Bills of Lading will be checked at the time of actual pickup of freight from the booth. Piece counts 
will be adjusted and corrections will be made to the Bill of Lading where discrepancies may occur. 

 
4. Capital and its subcontractors will not be responsible for ordinary wear and tear in handing of 

equipment. Neither will they be responsible for loss, damage or delay of shipments due to fire, 
theft, water, vandalism, acts of God, strikes, lockouts, work stoppages of any kind or any other 
circumstances beyond their control. 

 
5. Capital and its subcontractors’ liability shall be limited to physical loss or damage to the specific 

article which is lost or damaged, and in any event Capital’s maximum liability shall be limited to 
$.30 per pound per article with a maximum liability of $50.00 per item or $1,000.00 per shipment, 
whichever is less. 

 
6. If Capital is found negligent for the damage of materials, the exhibitor’s sole remedy will be to 

have Capital repair or replace the defective materials with that of like kind and quality. In no event 
shall Capital be liable for incidental or consequential damages, which may result or arise out of 
the damaged materials. This shall include those losses or damages, which may arise out of the 
inability of an exhibitor to show their product. 

 
7. The consignment for delivery of a shipment to Capital by an exhibitor, or by any shipper on behalf 

of the exhibitor, shall be construed as an acceptance by such exhibitor (and/or other shipper) of 
the terms and conditions set forth in this notice. It is understood that Capital and its 
subcontractors are not insurers. Insurance, if any, shall be based on the value of the material 
handling services and the scope of liability is unrelated to the value of the Exhibitor’s property 
being handled. It is suggested that exhibitors insure all shipments from the time they leave your 
company until they are returned from the show. If a shipment must be re-routed due to incorrect 
or unclear shipping instructions on the Outbound Bill of Lading, Capital assumes no liability as a 
result of such rerouting or handling. 

 
8. Capital and its subcontractors shall not be liable to any extent whatsoever for any actual, potential 

or assumed loss of profits or revenues or for any collateral costs, which may result from any loss 
or damage to an Exhibitor’s materials, which may make it impossible or impractical to, exhibit 
same. 

 
9. Loss or damage must be submitted to Capital prior to the close of the show on which the loss or 

damage occurred or shall be considered waived. No suit or action shall be brought against 
Capital or its subcontractors more than one (1) year after the accrual of the cause of action 
therefore. 

 
(Continued on the next page) 
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LIABILITY AND INSURANCE 
(CONTINUED) 

 
10. Shipment received without receipts, freight bills or specified unit counts on receipts or freight bills 

such as UPS or van lines will be delivered to the exhibitor’s booth without guarantee of piece 
count or condition. No liability will be assumed by Capital for such shipments. 

 
11. Empty container labels are available at the service desk. Affixing the labels is the sole 

responsibility of the exhibitor or his/her representative. All previous labels should be removed or 
completely covered. Capital assumes no responsibility for errors to the aforementioned 
procedure, removal of containers with old empty labels and without Capital’s labels, improper 
information on empty labels, or valuable stored in containers with empty labels. 

 
12. Freight handling charges are the responsibility of the exhibitor to whom the shipments have been 

consigned. Also, charges for loading out freight shipments are the responsibility of the exhibitor 
from whose shipments are made. Exhibitors may not assign this responsibility to suppliers or 
customers. 

 
The exhibitor agrees, in the event of a dispute with Capital relative to any loss or damage to any 
of their materials or equipment that they will not withhold payment of any amount due to Capital 
for Drayage or any other service provided by Capital as an offset against the amount of the 
alleged loss or damage. Instead, they shall agree to pay Capital at the close of the show for all 
such charges, and they further agree that any claim they may have against Capital shall be 
pursued independently by them as a completely separate transaction to be resolved on its own 
merits. 

 
13. Where an exhibitor indicates choice of carrier for pickup, it is the exhibitor’s responsibility to 

arrange with such carrier for said pickup service. If the carrier does not pick up within the time 
limited for the removal of exhibitor’s materials at the Exhibit Hall, we reserve the right to forward 
such materials by the shipping method of our choice or to remove said materials to our 
warehouse for disposition, at an additional charge to the exhibitor in accordance with prevailing 
rates for the service performed. 

 
14. Materials left behind without orders placed at the Service Desk may be classified as abandoned. 

The Service Contractor shall not be responsible for same. We are not responsible for any delay of 
rush shipments. We will expedite such rush shipments to the best of our ability, but will not 
assume any financial responsibility for shipments, which do not arrive at their destination at a 
dated time. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



  RCS 08 Residential Construction Show 
  Connecticut Expo Center 1 0  T e c h n o l o g y  D r  

S u i t e  4 0    Hartford, CT 
  January 10, 2008 

H u d s o n ,  M A  0 1 7 4 9  
( P )  8 7 7 - 3 3 5 - 3 7 0 0   ( F )  9 7 8 - 5 6 2 - 9 6 0 0  

 

BOOTH FURNISHING ORDER FORM 
DEADLINE ORDER DATE: December 27, 2007 

Select accessories for your booth. 
 

QTY  Description  Discount Price Standard Price  Total 
 
______ Padded side chair     $39.00                 $48.00              _______ 
 

______ Padded armchair     $43.00       $65.00  _______ 
 

______ Upholstered bar stool     $48.00        $60.00  _______ 
 

______ Wastebasket      $16.00       $20.00  _______ 
 

______ Tripod Easel      $18.00       $22.50  _______ 
 

______ Literature Stand     $75.00       $93.75  _______ 
 

______ 4’x 8’ Display Board       $115.00       $143.00  _______ 
 

______ 6’ Showcase w/ shelves $325.00       $406.00  _______ 
 

______ Raffle Drum      $70.00       $87.50  _______ 
 

______ Cocktail table      $55.00          $67.50  _______ 
 

______ Back rack      $32.00       $42.00  _______ 
 

______ Garment Rack      $55.00       $68.75  _______ 
 

______ Free-standing spotlights     $35.00       $46.00  _______ 
 

         Sub Total_________ 
               

      Tax CT 6% _________ 
                                                                            

      Total Amount Due_________  
 

ADVANCE DISCOUNT ORDERS MUST INCLUDE PAYMENT. PAYMENT MUST BE RECEIVED 14 DAYS PRIOR 
TO MOVE-IN. 

ü Equipment is provided on a rental basis and remains the property of Capital. 
ü No credits will be issued after the close of the show. 
ü Items ordered and delivered, but subsequently cancelled, will be charged at 50% of the standard 

price to cover the cost of the labor involved. 
ü If you claim Tax Exempt status, you must include a Tax Exempt Certificate with the order. 
ü PLEASE, NO TELEPHONE ORDERS. 

 
RETURN VIA FAX: 978-562-9600 
 
Exhibitor ___________________________________________________ Booth ___________________ 
 

Address ____________________________________________________________________________ 
 

City __________________________________________ State _________ Zip ____________________ 
 

Phone ________________________________________ Fax __________________________________ 
 

Email _________________________________________ Contact ______________________________ 
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LABOR ORDER FORM 

 

Labor is available for installation and dismantling of exhibits, shrink- wrapping and banding of materials. 
 
RATES: 

Ç Straight Time: $56.00 per man-hour. 8:00 a.m. to 4:30 p.m. Monday through Friday. 
Ç Overtime:        $84.00 per man-hour before 8:00 a.m. and after 4:30 p.m., and all hours on Saturday, 

Sunday and observed holidays, where applicable. 
 
CALCULATE LABOR             DATE TIME  NUMBER OF MEN     TOTAL HOURS   RATE PER MAN TOTAL COST 
 
 INSTALLATION:               [_______] [________]   [________________] X [______________] X [_____________] = [___________] 
 
 DISMANTLE:               [_______] [________]   [________________] X [______________] X [_____________] = [___________] 
 
                  TOTAL LABOR COST:  [_________________] 

  
ON-SITE LABOR ORDERS WILL BE CHARGED AN ADDITIONAL 30% 

 
Ç EXHIBITOR SUPERVISION 

All labor is performed under the direction of the exhibitor. Exhibitor must meet the scheduled labor at the 
Capital Service Desk. Failure to check in at the scheduled time will result in a one-hour minimum charge 
per person requested. Starting times are guaranteed only in those instances where labor is requested for 
the start of the workday. Twenty-four hour notice is required for cancellation of labor services.  
 
[_Company Representative:____________________________________________________________] 

 
Ç CAPITAL SUPERVISION 

This plan allows for exhibits to be set up prior to exhibitor’s arrival. The charge for this service is 50% of 
the exhibitor’s total labor bill, with a minimum of $45.00 on installation and $45.00 on dismantles. In 
order to perform this service without the exhibitor’s representative present, Capital must have detailed 
set-up instructions (blueprints/ floor plans, etc.) with this labor order. Exhibitors must also include 
outbound shipping instructions with this labor order. Please see the next page for outbound shipping 
instructions.
 
Total labor cost:……………………………………………………………………[________________] 
 
Capital Supervision Fee (total labor cost x 50%):…………………………..….[________________] 

 
             Total Booth Labor:      [________________] 

 
CAPITAL SUPERVISION - PLEASE PROVIDE THE FOLLOWING INFORMATION

 
Set Up Information:  

Booth display being shipped to:   [___] Warehouse or [___] Show site Scheduled delivery date [_____] 
  

   Shipments consist of:   _______ crates _______carpets/pads _____cartons 
  
If no carpet is being shipped, is carpet ordered through Capital? _____Yes ____No 

 
    Blueprints & Exhibit instructions: _____Attached _____ Shipped with display 
 

FULL PAYMENT MUST ACCOMPANY ALL ORDERS 
 
EXHIBITOR NAME: _________________________________________________________TELEPHONE: ____________________ 
 
BILLING ADDRESS: _________________________________________________________FAX: ___________________________ 
 
CITY/STATE/ZIP: ___________________________________________________________AUTHORIZED BY: _________________ 
 
BOOTH #: ______________________________EMAIL: _____________________________________________________________ 
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LABOR ORDER FORM (PAGE 2) 
OUTBOUND SHIPPING INSTRUCTIONS 

 
Only exhibitors hiring Capital to dismantle their booth should complete this form. 

 

OUTBOUND SHIPPING INSTRUCTIONS 
 At the close of the show, exhibitor freight will be shipped to the following address: 

If your freight is being shipped to another tradeshow, be sure to include the show name and your 
booth number. 

 
Company Name: _______________________________________________________Booth #: _______ 
 
Address: ____________________________________________________________________________ 
 
City/State/Zip: ________________________________________________________________________ 
 
Attention: ____________________________________________________________________________ 
 

SELECT SHIPPING METHOD 
Ç Exhibitor Carrier Choice: 

_____________________________________________________________ 
 

Ç Official Show Carrier: UPS Freight 
* Must arrive by: ___________ 

o Ground 
o Air Select Service Preferred: ________________________________ 

PLEASE NOTE: 
Á If an exhibitor is using a carrier of his/her choice (not using the official show freight carrier) the 

exhibitor is responsible for arranging for the carrier to pick up at the close of the show. 
Á Capital cannot guarantee pick up time for exhibitor appointed carriers, all shipments are moved out 

of the exhibit hall at Capital’s discretion. 
 
BILLING INFORMATION 
Bill Shipping Charges to (if different from above): 
 
Shipper (signature) ____________________________________Shipper (print name)_________________ 
 
Freight Charges Billed To 
(Company)____________________________________________________________________________ 
 
Address:______________________________________________________________________________ 
 
City/State/Zip:__________________________________________________________________________ 
 
Telephone: __________________________________________________Attention: __________________ 
 
 
 
EXHIBITOR NAME: ________________________________________________________TEL #: ________________________________
 
BILLING ADDRESS: ________________________________________________________FAX #: _______________________________
 
CITY/STATE/ZIP: __________________________________________________________AUTHORIZED BY: ______________________
 
BOOTH #: ____________________________EMAIL: ___________________________________________________________________

FULL PAYMENT MUST ACCOMPANY ORDER 
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CONNECTICUT EXPO CENTER 
LABOR GUIDELINES & NON-OFFICIAL CONTRACTOR 

RULES FOR EXHIBITOR PARTICIPATION 
 

To assist you in planning for your participation in this upcoming exposition, we are certain you will 
appreciate knowing in advance that Capital labor is required for certain aspects of your exhibit handling. 
To help you understand, we ask that you read the following: 

MATERIAL HANDLING 
 

Exhibitors may perform their own drayage (material handling) provided that they use their own bona fide 
company employees and their own hand operated equipment (two-wheeled hand trucks and four-
wheeled carts) to move exhibit materials to their booth. Exhibitors handling their own equipment are 
responsible for storage of the materials. The use of fork trucks, pallet jacks and lift gates are 
permitted by personnel of the official drayage contractor. 
 

EXHIBIT INSTALLATION AND DISMANTLING 
 

Full time employees of the exhibiting companies may set their own exhibits without assistance from the 
union employees. Any labor services that may be required beyond what your regular full employees can 
provide must be rendered by the Union. Labor can be ordered in advance by returning the Labor Order 
Form, or at show site, at the service desk.  
 

NON-OFFICIAL CONTRACTOR RULES 
 

Non-Official Installation and Dismantling Contractors must use labor supplied by Capital Convention 
Contractors. Supervision by Non-Official is allowed. 
 The following is required: 

Á Non-Official must furnish Show Management the names of employees. 
Á All personnel must be properly badged at show site. 

This statement and insurance rider is not required by the exhibitors who plan to set-up and dismantle 
their own booths or equipment with their own employees. 
 
All Non-Officials Installation and Dismantle Contractor (supervisors) will be allowed on the exhibit floor 
only during official installation and dismantle hours, and must be identified with a temporary work pass, 
either supplied by Show Management or the Official Service Contractor. 
 

TIPPING 
 

CAPITAL CONVENTION CONTRACTORS requests that exhibitors do not tip our employees. They are 
paid at an excellent wage scale denoting a professional status, and we feel that tipping is not necessary. 
This applies to all employees. Any request for such should be brought to the attention of a Capital 
representative at the service desk or correspondence may be directed to the attention of the General 
Manager at the Capital office. 
 

SAFETY 
 

Standing on chairs, tables, or other rental furniture is prohibited. This furniture is not engineered to 
support standing weight. CAPITAL CONVENTION CONTRACTORS cannot be responsible for injuries or 
falls caused by the improper use of this furniture. If assistance is required in assembling your booth, 
please order labor on the Labor Order Form and the necessary ladders and tools will be provided. 
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EXHIBITOR-APPOINTED NON-OFFICIAL CONTRACTOR AUTHORIZATION 
 
If your company plans to use a Contractor other than Capital Convention Contractors, please read, 
complete and submit this information to Capital Convention Contractors.  

 
Official Service Contractors are appointed to perform and provide necessary services and equipment.  

The Official Service Contractor will provide all usual trade show services, including labor. 
Exceptions are: 
Á Supervision may be provided by the exhibitor. 
Á The exhibitor may appoint the official contractor for supervision. 
Á The exhibitor may appoint a qualified non-official contractor. 

 
Official Service Contractors are appointed to: 

Á Ensure the orderly and efficient installation and removal of exhibits. 
Á Assure the distribution of labor to all exhibitors according to need. 
Á Provide sufficient labor to satisfy the requirements of exhibitors and for the show itself. 
Á See that the proper type and limits of insurance are in force. 
Á Avoid any conflicts with local union regulations and requirements. 

 
SHOULD THE EXHIBITOR WISH TO EMPLOY THE SERVICES OF A CONTRACTOR OTHER THAN THE 
OFFICIAL CONTRACTOR, THE FOLLOWING CONDITIONS MUST BE MET: 

1. The exhibitor must inform Capital Convention Contractors of the name and address of the contractor and 
the work performed. This information must be received in writing no later than 30 days prior to the 
show in Capital’s office. If this notification is not received 30 days prior to the show, Capital labor 
must be used for all work. The non-official contractor will be permitted to supervise only. 

2.  The non-official contractor to be used by the exhibitor must do the following: 
a. Provide a certificate of insurance with at least the following limits: Comprehensive General 

Liability not less than $1,000,000 with respect to injuries to any one person in an occurrence; 
$2,000,000 with respect to injuries to more than one person in any occurrence; and $500,00 
with respect to damage of property; Workers’ Compensation Insurance, including employee 
liability coverage, in a minimum amount of not less than $1,000,000 of individual and/or 
aggregate coverage; and naming Capital Convention Contractors as additional insured. 

b. Agree to abide by all the rules and regulations of the show. 
c. Agree to abide by all union rules and regulations. 
d. Information must be received in the Capital office no later than 30 days prior to the show. 
e. Identification badges must be worn at all times. Temporary labor badges will be provided. 

Badges will be issued only to persons actually used to supervise, install, dismantle and 
maintain exhibit-related equipment. 

 
For services such as electrical, plumbing, telephone, cleaning and drayage, no other contractor other than the official 
contractor will be approved. This regulation is made necessary because work is done on equipment and facilities 
owned by parties other than the exhibitor. The exhibitor shall provide only the material and equipment that he owns 
and that is to be used in his exhibit space. 

 
INCOMPLETE OR UNSIGNED FORMS WILL NOT BE ACCEPTED. 

Acknowledged and agreed to: 
By: |Signature of Exhibitor:________________________________________Date: |___________________| 
 
Name of Service Contractor: |_________________________________________| Booth #: |____________| 
 
Contractor Street Address: ________________________________________________________________| 
 
City/State/Zip: |_________________________________________________________________________| 
 
Contractor Telephone: |__________________________| Contractor Fax: |__________________________| 

 
DEADLINE DATE: December 10, 2007 
 
Return this form, along with Certificate of Insurance, and name and addresses of employees who are working in your booth by 
December 10, 2007 to CAPITAL. 
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