
Valley Expo & Displays is the official general service contractor for this event.  We will have 
clearly identifiable representatives on the show floor during set up to answer your questions.  Prior 
to set up, please direct your questions to our customer service department in our main office listed 
below.  Our goal is to help you make your participation in this event a success! 
 
This Exhibitor Information Packet contains shipping instructions for this event.  You can 
guarantee a smooth installation by completing these forms and sending them with 
payment to Valley Expo & Displays as soon as possible. 
 

Please read each form carefully, and return them to the address shown on each form.  
Sometimes other suppliers are used for some services (i.e.: electrical), and orders with payment 
should be sent separately to them for those services. 
 
 

Please note:  We strongly recommend that you pay for your services in advance using a credit 
card.  This allows your representative at the show site to order additional needed furniture and 
equipment without having to arrange for payment on the show floor.  Valley Expo & Displays will 
accept no orders without payment in full. 
 

Official    Valley Expo & Displays  Phone:  (877) 332-4292 
Contractor:   4950 American Road  Fax:   (815) 873-1544 
    Rockford, IL  61109  Email:  events@valleyexpodisplays.com 
 
 

Booth Package:  Your standard 8’ x 10’ booth will include: 
   

   Blue 8’ Back Drape and 3’ Side Drape 
   (1) 8’ x 30” Skirted Table 
   (2) Chairs 
   (1) Wastebasket 
   (1) 7” x 44” Identification Sign 
 
 
 

Your exhibit area is carpeted with facility carpet.  
Additional equipment and services may be ordered using the attached forms. 
 

Important Schedule Information: 
 
 Advance Price Deadline: Tuesday, October 17, 2006    
     
        

 Exhibitor Move In:  Tuesday, October 31, 2006 NOON - 8:00 PM   
     Wednesday, November 1, 2006 7:00 AM - 9:30 AM  
                
 Show Hours:   Wednesday, November 1, 2006 10:00 AM - 5:00 PM  
     Thursday,  November 2, 2006 8:30 AM - 4:30 PM   
              
 Exhibitor Move Out:  Thursday, November 2, 2006 4:30 PM  
               
 

All the information you need is contained on the attached forms.  If at any time you have 
questions, please call our Customer Service Department at the phone number above. 
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October 17, 2006 
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Orders with payment in full must be received by October 17, 2006, for Advance Prices.   
All orders subject to availability of equipment.  Prices include delivery to booth, set up and removal.  All equipment 
remains property of Valley Expo & Displays.  No orders will be accepted without payment in full.  Orders refused 
after delivery to booth will be subject to a 100% service charge.  Thank you for your order! 

Skirted Tables  Quantity Color  Advance  Floor       Total  
4’ x 30” high      $   75.25                       $  99.25     
6’ x 30” high           89.50    110.50     
8’ x 30” high         100.50   125.25     
4’ x 42” high           79.00      102.50     
6’ x 42” high         102.00   126.25      
8’ x 42” high                114.75   139.00      

 
Make sure to indicate skirting color .  Orders received without color indicated will receive show color.  Available colors listed below. 

 Skirting Color Choices:    blue    white    gold    green    black    burgundy    red    teal    silver     purple 
 

Plain Tables  Quantity   Advance  Floor       Total  
4’ x 30” high       $  33.50  $ 48.25     
6’ x 30” high           49.50     72.25     
8’ x 30” high           59.50     83.25     
4’ x 42” high           45.75     60.00     
6’ x 42” high           61.00     83.50     
8’ x 42” high           70.50     94.50        
 

Skirting Only  Quantity Color  Advance  Floor       Total  
30” x 13’      $    36.25  $  48.75    
42” x 13’            42.50      54.75       
 

Swap standard, provided table from                    to      $  36.25 flat fee    
 

White table vinyl, 8’ long            7.25      10.50                
 

30” Round Cocktail Tables  Quantity Advance  Floor       Total  
30” round, 30” high     $   57.00  $ 70.50     
30” round, 42” high          63.75     77.25     
Tripod Adjustable Easel          19.25     27.25     
Wastebasket             9.50     14.25     
Garment Rack           21.75     26.00     
3’ drape (side drape)            5.25/LnFt                   8.50/LnFt                                                    
8’ drape (back drape)            7.50/LnFt                 12.50/LnFt                          
Literature Stand          103.00    126.50    
*6’ Full View  Showcase(with; lights, locks, 2 shelves)      386.25    401.75      
*Showcase Not Available at Show Site                            
 

Table Risers  Quantity Color  Advance  Floor       Total  
1’ x 1’ x 4’ skirted             white only      41.75     55.50     
 

Pegboard (38”x87”)       Horizontal  or Vertical                      87.50     98.75     
Includes free standing frame                                         
 

Chairs   Quantity   Advance  Floor       Total  
Folding chair      $   14.75  $ 27.25     
Padded arm chair          38.00     51.50     
Bar stool w/back          48.00     73.75     
 

        1.  Total All Items Ordered: $________________ 
        2.  Add    6 %       Sales Tax: $________________ 
        3.  Total Due This Page:  $________________ 

BOOTH NUMBER:                                  COMPANY NAME: 

ADVANCED PRICE DEADLINE:   
 

BOOTH 
FURNITURE 
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Standard Booth Carpeting 
Rental includes installation, front edge taping and pickup at the close of the show.  If carpet is ordered in multiples of two or more, 
the carpets are not guaranteed to be a color match. 
 

Please mark your color selection:  Circle One  Blue Red Gray      Green     Teal        Burgundy       Black 
                     
 Standard  Quantity  Advance    Floor               Total       
 9’ x 10’               $ 109.00              $141.50                
 9’ x 20’       218.00     280.00                 
 9’ x 30’       327.00     420.50                
            9’ x 40’       438.00     548.75                
 9’ x ____ft. = ____ ___sq.ft. Price/square foot      1.80 sq.ft.        2.50 sq.ft.                  
     10’ INCREMENTS 
 

 Prices above include taping front aisle edge only. 
 
 __________ Feet of additional taping   Price/linear foot     $.90            $1.75    
 

 Custom Size Booth Carpet:   Available in 10’ widths only.  This carpet is cut specifically to your booth measurements.  
 Rental includes installation, all necessary taping, and pick up at the close of the show.  Include a layout for carpet 
 installation if our carpet size is different from your booth size.  If you require additional carpet to cover steps, skids and 
 display fixtures, include a floor plan, and a quotation will be forwarded to you before we proceed. 
 

 Convert to Square Feet                                   Total   
 Carpet Size ___________x__________=______           2.50 sq.ft.      3.00 sq.ft.                 
 

Luxury Booth Carpeting 
This luxurious  carpet is cut specifically to your booth measurements.  Rental includes installation, all necessary taping, plastic 
covering for protection and pickup at the close of the show.   Include a layout for carpet installation if your carpet is different from 
your booth size.  If you require additional carpet to cover steps, skids display fixtures, include a floor plan, and a quotation will be 
forwarded to you before we proceed.  Purchase options are available.  Samples are available on request. 
 
 
 Please mark your color selection:   Blue   Red   Gray       Green        Teal     Burgundy   Black 
 
 Luxury            Quantity Advance  Floor  Total   
 Carpet Size __________x________=_______     2.75 sq.ft.       4.00 sq.ft.    
 
Foam Padding and Visqueen 
      Quantity  Advance  Floor             Total   
 Padding    sq.ft.      .90 sq.ft.       1.50 sq.ft.         
 Visqueen    sq.ft.      .30 sq.ft.         .40 sq.ft.                         
 Carpet orders received without color indicated will receive show color. 
 

CALCULATION OF ORDER—  Include Sales and/or Use Taxes as indicated.  Make payments in U.S. funds 
drawn on a U.S. bank.  Orders confirmed only upon request.  
 

         

Orders with payment in full must be received by October 17, 2006, for Advance Prices. 

All orders subject to availability of equipment.  Prices include delivery to booth, set up and removal.  All equipment 
remains property of Valley Expo & Displays.  No orders will be accepted without payment in full.  Orders refused 
after delivery to booth will be subject to a 100% service charge.  Thank you for your order! 

1. Total All Items Ordered: $________________ 
2. Add    6 %     Sales Tax: $________________ 
3. Total Due This Page:  $________________ 

BOOTH NUMBER:                                  COMPANY NAME: 
BOOTH 
CARPET 
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Please read this information carefully, and call us if you have questions. 

Freight Handling Charges:  Valley Expo & Displays is prepared to receive your freight in advance at one of our 
warehouse locations, or directly at the show site.  All shipments must be sent prepaid; collect freight shipments 
will be refused. Shipments larger than 4’ x 4’ x 4’ and/or weighing in excess of 400 lbs. may require special 
arrangements, and may be charged an additional handling fee...please call us before shipping such items.  
Valley Expo freight handling charges are based on incoming weight, rounded up to the nearest 100 lbs.  For rates 
and schedule information that apply to this convention, please refer to the Freight Handling Order Form.  
Exhibitors are responsible for crating and uncrating of their own product. 
 

 

Advance Shipments: A.  Receiving at our warehouse up to two weeks prior to the first day of move in 
   B.  Delivery to your exhibit booth 
   C.  Storage of empty containers, and return of empty containers to your booth 
   D.  Reloading freight for outbound shipping 
 

Please complete your bill of lading, and label your shipment as follows: 
 
 

    First day freight will be accepted at advance location: 10/13/06 
  
    Last day freight will be accepted: 10/27/06 
  
  
  
  

Direct Shipments to the Show Site: A.  Receiving at the show site, and delivery to your exhibit booth 
     B.  Storage of empty containers 
     C.  Return of empty containers to your booth 
     D.  Reloading for outbound shipment 
Please complete your bill of lading, and label your shipment as follows: 

 
 

    Do not send shipments in advance of 10/31/06 to the show site. 
The facility has no means of storage, and will refuse your shipment.
                       
         
    Days freight will be accepted at show site:  10/31/06 ONLY 
           
 

 

Authorization To Provide Freight Services:   By completing the Freight Handling Order Form, it is understood that Valley Expo 
& Displays and its subcontractors do not automatically insure materials, that insurance, if any, shall be arranged by the Exhibitor 
and the amounts payable to Valley Expo & Displays for drayage services are based on the value of the material handling services 
and the scope of Valley Expo & Displays liability as herein set forth.  The amounts payable to Valley Expo & Displays are unrelated 
to the value of the Exhibitor’s property being handled by Valley Expo & Displays or its subcontractor.  It is impractical and 
extremely difficult to fix the value of each shipment handled by Valley Expo & Displays or its subcontractors.  It is agreed therefore 
that if Valley Expo & Displays or its subcontractors should be found liable for loss or damage to Exhibitor’s materials, the liability 
shall be limited to the specific article that was physically lost or damaged.   Such liability shall be limited to a sum equal to 30 cents 
per pound per article, with a maximum liability of $500 per item, or $1,000 per shipment, whichever amount shall be less, as 
agreed upon damages bit as a penalty, and such agreed upon damages shall be the Exhibitors exclusive remedy.  Exhibits left on 
exhibit floor without return instructions will be returned to our warehouse and held for disposition at an additional charge.  Valley 
Expo & Displays will not be responsible for condition, count or content until such time as exhibits or  materials are picked up for 
removal after the close of the exhibition 
 
Make certain all your material is properly insured against fire, theft and all hazards while in transit to and from your booth and for 
the duration of the exhibition. 

 
 

The Freight Handling Order Form must be completed and returned with payment to  
Valley Expo & Displays before exhibit freight can be handled! 

EXHIBITING COMPANY NAME 
BOOTH NUMBER 
WI Library Association 
YELLOW TRANSPORTATION 
C/O VALLEY EXPO & DISPLAYS 
3466 Capital Drive 
Sun Prairie WI 53590 

EXHIBITING COMPANY NAME 
BOOTH NUMBER 
WI Library Association 
C/O VALLEY EXPO & DISPLAYS 
Kalahari Resort & Convention Center 
1305 Kalahari Drive 
Wisconsin Dells WI 53965 

 

SHIPPING 
INFORMATION 
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Kalahari Resort, November 1-2, 2006 
WI Library Association 



 This Freight Handling Order Form must be completed and returned with payment to  
Valley Expo & Displays before your freight can be handled. 

 

Immediately upon shipping, please forward a copy of your freight bill of lading to us.  Valley Expo 
& Displays will trace delayed shipment, or notify shipper of arrival upon written request.  Exhibitor 
shipments by carriers not giving delivery receipts or bills of lading, such as UPS or US Postal 
Service, will be accepted and delivered to your booth space with no guarantee of piece count or 
condition.  No liability whatsoever will attach to Valley Expo & Displays for those shipments.  
Valley Expo & Displays assumes no liability for lost or damaged items stored during any event. 
 

               
COMPANY NAME           BOOTH # 

               
ADDRESS       CITY   STATE  ZIP 

               
PHONE                                               FAX                                                                             E MAIL ADDRESS 

               
AUTHORIZED SIGNATURE     PRINT AUTHORIZED NAME 

               
NAME OF FREIGHT CARRIER 

Freight Handling Rates, per shipment, based on incoming weight, rounded to the next highest 
100 lbs., 200 lb. minimum. 
Advance shipments, and direct shipments to the show site: 
 

     Round shipment weight up to the next 100 lbs. 
 

       Shipment         Rate per 100 lbs.                  
                   Weight     x      (200 lb. min. charge)  =          Estimated Charges    

ADVANCE SHIPMENTS ONLY  
Crated, palletized freight, carpet   $  56.00 
bags, display cases               ($112.00 min. charge) 
 
 

DIRECT SHIPMENTS 
Crated, palletized freight, carpet          $  53.00 
bags and display cases               ($106.00 min. charge)       
 
 
 

DIRECT SHIPMENTS ONLY   $  59.00 
Uncrated freight                ($118.00 min. charge) 
 
 
 

SMALL PACKAGES      $  39.95 first carton 
(Total weight for all cartons must   $  10.00 for each add’l carton 
be less than 50 lbs. ) 
 

We will be shipping to:     _____Advance Warehouse     _____Show Site   (check one) 

 
Outbound shipments from your booth:  Exhibitor routings on outbound shipments will be honored when possible.  However, we 
reserve the right to reroute as necessary.  All outbound shipments must be tendered with a Bill of Lading.  If you prefer to assign 
your own carrier to handle outbound shipping, you must have your carrier pick up within an hour of show closing.  Copies of any 
outbound shipping forms should be left at our service desk.  In the event the designated carrier fails to pick up by the specified 
time, such shipments will be rerouted by Valley Expo & Displays.  Specified (freight force) time can be obtained at the Valley Expo 
& Displays Service Desk or by calling customer service.  

 

 In any event, do not simply abandon your freight!  Our representative on site must be 
given the appropriate paperwork and outbound shipping instructions. 

 BOOTH NUMBER:                                  COMPANY NAME: 
FREIGHT 
HANDLING 
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NAME OF SHOW              
 
COMPANY NAME               
 
ADDRESS               
  (STREET)                        (CITY)   (STATE)  (ZIP) 

PHONE #      FAX #        
 
ORDERED BY      TITLE         
  
SIGNATURE         DATE       
 
E-MAIL ADDRESS              
 
 

If your company plans to use a contractor, which is not the official service contractor as desig-
nated by Show Management, please complete this form and mail to the address listed above. 
 
Company Name:         Booth No:    
 
Contact At Show:              
 
Exhibitor Appointed Contractor:            
 
Address of Contractor:            
 
               
 
                
 
Type of Service to be performed:           
 
               
 
                
 
Inform your Exhibitor Appointed Contractor that they must send a copy of their General Liabil-
ity Insurance Certificate no later than 30 days prior to the first day of exhibitor move-in or they will 
not be permitted to service your exhibit. 
 
It is the responsibility of the exhibitor to see that each representative of an Exhibitor Appointed 
Contractor abides by the official rules and regulation of this event. 

EXHIBITOR 
APPOINTED 
CONTRACTOR 
AUTHORIZATION  
FORM 

BOOTH NUMBER:                                  COMPANY NAME: 
EXHIBITOR 
APPOINTED 
CONTRACTOR 

AUTHORIZATION FORM  
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This form is to be used if you wish to have a Third Party handle your display, and be billed for 
services. 
 
The Recap of Costs Payment Form should be completed by the Third Party to be billed for 
services, however, we must also be provided with the Exhibiting Company’s credit card 
information below for our files.  Unless otherwise requested, all charges incurred will be billed 
to the Third Party. 
 
It should be understood that the Exhibiting Company is ultimately responsible for payment of 
charges.  If your Third Party does not pay all charges in full before the end of the show, all 
charges will revert to the exhibiting company, due on receipt. 
 
All information below must be completed by the respective parties: 
 
Third Party Information     Exhibiting Company Information 
 
               
Third Party        Exhibiting Company 

               
Billing Address       Billing Address 

               
City   State  Zip   City   State  Zip 

               
Phone   Fax     Phone   Fax    

x        x       
Authorized Signature       Authorized Signature 
                                  
                                                                                                                          
————————————————————————————————————  ———————————————————————————————————— 
Print Authorized Name       Print  Authorized Signature 
 
_________________________________________                                       ____          
EMAIL ADDRESS       EMAIL ADDRESS 

 
Please indicate any services that should not be billed to the Third Party: 
               
               
Exhibiting Company’s credit card information: 
 
___ Visa  ___ MC  ___ Amex  ___/___ Exp. Date 
 
Account #: ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
 
X               
Cardholder’s Signature      Print Cardholder’s Name 

               
Cardholder’s Billing Address    City     State  Zip 
 

 
Third Party billing cannot be arranged without the Exhibiting Company’s complete credit card information! 

BOOTH NUMBER:                                  COMPANY NAME: 
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BILLING 
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One copy of this form with your credit card information, and all applicable order forms must be forwarded to Valley Expo & Displays 
at the address below.  Advance prices apply only to orders received with payment in full by the advance price deadline date listed 
on the General Show Information sheet.  All orders received afterward, or at the show site will be subject to floor rates.  We cannot 
accept phone orders, however, you may fax your order to us, provided we have your complete, valid credit card information.  No 
invoice or statement will be issued. 
 
For your convenience, when you pay with a credit card, any additional charges incurred for equipment and services by your show 
site representative will be billed to your card.  In any event, no services will be rendered until payment in full has been received. 
 
Exhibitors who have applied for special billing considerations, and to whom credit is extended agree to pay as a service charge 1 - 
1/2% per month (18% per annum) and to pay all costs of collection, including a reasonable attorney’s fee on all charges not paid 
within 30 days of invoice date.  Payment for labor and services ordered by the exhibitor, their display house or other third parties is 
the responsibility of the exhibitor.  The undersigned (jointly or severally) hereby does primarily and unconditionally guarantee the 
payment and discharge at maturity of each and every obligation incurred by this designate or assigns (display house or third party 
agent) in such transaction and agrees in the event of default by such third party of any such obligation to pay and otherwise make 
good on demand by Valley Expo & Displays or its assigns at any time thereafter, any sums and obligations then owing by the 
exhibitor to Valley Expo & Displays. 50% Surcharge on all refunds. No refunds will be issued after 14 days from the last day 
of the event. NO EXCEPTIONS! 
 

Please complete all the blanks below: 
 
 
 

    SERVICES AND EQUIPMENT ORDERED 
 

$_______________  Booth Furniture Order Form 
$_______________  Booth Carpet Order Form 
$_______________  Freight Handling Order Form 
$_______________  Forklift Service Order Form 
$_______________  Modular/Portable Display Rental Order Form 
$_______________  Event Labor Order Form 
$_______________  Booth & Exhibit Porter Service Order Form 
$_______________  Sign & Banner Order Form 
$_______________  TO RECEIVE WRITTEN CONFIRMATION OF ORDER (add $5.00) 
$    Total Now Due 
 

 
Please provide the following information so we may credit your account properly. 

               
Company Name        Booth #    Date 

               
Address        City & State     Zip 

               
E-Mail Address       Name (please print) 

               
Phone      Fax 

 
___ Visa  ___  MC  ___  Amex     Card Number ___________________________________   Exp. Date ___/___  
 
(SIGNATURE REQUIRED BELOW ON ANY CREDIT CARD CHARGES) 
 
X               
Cardholder Signature      Cardholder's Name (please print) 

 
Please retain copies of all paperwork...no invoices or receipts will be mailed unless requested above. 

BOOTH NUMBER:                                  COMPANY NAME: 

ADVANCED PRICE DEADLINE:   
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COST & 
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