
 
 

Welcome!  
Wednesday, October 25th 
10:00 a.m. - 5:00 p.m. 
Dallas Market Hall 
2200 N. Stemmons Frwy. 

 
Dear Exhibitor: 

 
Thank you for electing to exhibit at the Dallas BusinessPlace 2006, Wednesday, October 25th at 
Dallas Market Hall.  This Exhibitor Services Manual will assist you with preparations for the show.   
 
BusinessPlace is an excellent networking opportunity for your company, exposing you to various 
businesses and industry professionals. This year the event will feature presentations by dynamic 
speakers discussing important issues such as energy efficiency and immigration.  
 
The following items will facilitate your preparation for this show. 
 

 Exhibitor Rules & Regulations – Please review the Show Rules and Regulations on the 
Web site, www.dallasbusinessplace.com, under the Exhibitor tab. The Web site is an 
important resource for information on show details.  

 Market Hall Floor Plan 
 Exhibitor Food & Beverage Form - If you will be bringing in food or beverage samples, 

you must complete this form and return by October 15th. 
 Fire Department Regulations - It is imperative that you read and follow these guidelines. 
 Extra Booth Furnishings - In order to receive advance order discount rates on booth 

furnishings, orders must be received by October 11th.  See Fun Factory  
 Furniture & Accessories Order Form.   
 Electricity - If your booth will require electricity, please refer to the Harper Wood Electrical 

Form in this kit.  If you order by October 20th, a discount can be obtained! 
 
If you have any questions regarding BusinessPlace 2006, please call (972) 504-6358 or visit the Web 
site, www.dallasbusinessplace.com. 
 
Regards, 
Adjuvant Expos, Inc.  
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FUN FACTS 
 

FUN FACTORY EVENTS 
General Service Contractor 
3710 S. Shiloh                                                                                                                
Garland, TX 75041      
(972) 271-7444   fax (972) 271-7888 
 
BOOTH EQUIPMENT: 
Each 10’ x 10’ booth will be set with 8’ high red, black, white, black and red back drape,  
36” high red divider drape, one 6’L x 30”H x 24”W red draped table,  
two chairs, one wastebasket and one 7” X 44” identification sign. 
 
EXHIBIT HALL CARPET: 
The hall is not carpeted.  Aisles will be carpeted black. 
 
AUDIO VISUAL: 
To order A/V equipment, please call Bexel Corporation at (214) 946-5051. 
 
ELECTRICAL: 
Please use the enclosed form to order electrical service directly from Harper Wood Electric. 
 
DISCOUNT PRICE DEADLINE DATE FOR FUN FACTORY SERVICES: 
In order to receive discount rates on booth furnishings, signage, and carpet, your order must be 
received by October 10, 2006.  Orders received after the deadline date, without payment, or at 
show site are 30% higher.  
 
SHOW SCHEDULE: 
 
EXHIBITOR MOVE-IN   
Tuesday  October 24, 2006   8:00 a.m. -   8:00 p.m. 
Wednesday  October 25, 2006   8:00 a.m. -   9:00 a.m. (Only Hand Carried Items) 
 
EXHIBIT HOURS 
Wednesday  October 25, 2006  10:00 a.m. - 5:00 p.m. 
(Note:  Exhibitor networking will take place from 9:00 a.m. to 10:00 a.m. prior to show opening.) 
 
EXHIBITOR MOVE-OUT 
Wednesday  October 25, 2006   5:00 p.m. - 7:00 p.m.  
Thursday  October 26, 2006   8:00 a.m. - 11:00 a.m. 
 
*All exhibitors’ materials must be removed from the exhibit facility by  
10:00 p.m. on Wednesday, October 25. 
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SHIPPING INFORMATION:  
 
Advance Warehouse Shipping address:  
 
    BusinessPlace  
    Exhibiting Company Name  
    Booth #________ 
    C/O Fun Factory Events 
    3710 S. Shiloh Rd. 
    Garland, TX  75041 
 
Fun Factory Events will accept crated, boxed or skidded materials, at the above address 
beginning September 25, 2006.  To avoid additional after deadline charges, warehouse 
shipments must arrive by October 20, 2006.  The warehouse will accept freight shipments 
from 8:30 AM to NOON and from 1:00 PM to 5:00 PM, Monday through Friday.  To check on 
your warehouse shipment, please call our Exhibitor Services Department at (972) 271-7444. 
 
Showsite Shipping address: 
 
    BusinessPlace  
    Exhibiting Company Name   
    Booth #________ 
    C/O Fun Factory Events 
    Dallas Market Hall 
    2200 N. Stemmons Frwy. 
    Dallas, TX  75207 
 
Shipments to show site will not be received prior to 8:00 a.m. on October 24.  When 
arranging your outbound shipments, be sure your carrier knows your company name and booth 
number.  A Material Handling Agreement must accompany your outbound shipments and can 
be obtained at the show site Exhibitor Service Desk.   
 
ASSISTANCE 
We want you to have a successful show.  If we can assist you in any way, please call our 
Exhibitor Services Department at (972) 271-7444.   
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NOTIFICATION OF INTENT TO USE 
NON-OFFICIAL SERVICE CONTRACTOR 

Fun Factory Events is the official show service contractor designated by show management.  
Outside contractors may be utilized by exhibitors for the installation and dismantle of their booth 
display.  Non-official service contractors will not be allowed on the show floor without the express 
written consent of the exhibitor.  A completed Notification of Intent to Use a Non-Official 
Contractor form, signed by the exhibitor, must be received in our office, along with the outside 
contractor’s proof of general liability insurance, no later than September 25, 2006.   
 
Exhibitor Name:__________________________________________________Booth #:_____________ 
 
Exhibitor Contact:_______________________________________________Phone:_______________ 
 
Exhibitor Address: ___________________________________________________________________ 
 
                               ____________________________________________________________________ 
 
On- Site Exhibitor Contact:______________________________Emergency Phone:______________ 
 
 
 
Appointed Contractor Name:___________________________________________________________ 
 
Contractor Contact:______________________________________________Phone:______________ 
 
Contractor Address: _________________________________________________________________ 
 
                                  __________________________________________________________________ 
 
 
On-Site Contractor Supervisor:_____________________________________Phone:______________ 
 
 
 
Type of Service to be Performed: _______________________________________________________ 
 
Submitted by:________________________________________________Phone #:________________ 
 
Exhibitor Signature:_____________________________________________Date:_________________ 
 
Please advise the Non-Official Service Contractor they MUST send a current General Liability 
Insurance Certificate no later than September 25, 2006 or they will not be permitted to service your 
exhibit.  This certificate should be sent to Fun Factory Events, by mail or fax, to the address or fax 
number listed below.   
 
It is the Exhibitor’s responsibility to make sure each representative of your Non-Official Service 
Contractor abides by the rules and regulations of the show. 
 

***See reverse for definition of services and requirements*** 
 

DEADLINE DATE TO RETURN THIS NOTIFICATION IS SEPTEMBER 25, 2006. 
 

PLEASE RETURN TO FUN FACTORY EVENTS 
3710 S. SHILOH RD.  GARLAND, TEXAS 75041   (972) 271-7444  Fax: (972) 271-7888 

© 2004 Fun Factory Events 
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PAYMENT AUTHORIZATION FORM 
 
Company Name:                                                                                              Booth #: 

Address: 

 

Phone:                                                  Fax:                                          E-mail: 

Ordered By: (please print)                                              

Signature:                                                                                                         Date: 

Your Signature Below Denotes Acceptance of All Terms & Conditions Included in This Packet. 
  COMPANY CHECK 

Please make check payable to:  Fun Factory Decorations & Special Events.  Checks must be in U.S. funds drawn on 
a U.S. bank or Canadian bank. 

  CREDIT CARD 
For your convenience, we will use this authorization to charge your credit card account for your advance orders and 
any additional amounts incurred as a result of show site orders placed by your representative(s), including without 
limitation, any shipping charges.  Please complete the information requested below. 

 
 AMERICAN EXPRESS      MASTERCARD      VISA 

 
Account No:                                                                               3-4 Digit Security#:                  Exp. Date: 

Cardholder Name: (Please Print) 

Signature: 

Cardholder Billing Address: 

City/State/Zip 

 

ENTER TOTALS HERE 
 
                                                                                                                                         DISPLAY           MATERIAL        FORKLIFT 
FURNITURE         CARPET          CLEANING             SIGNS              FLORAL          LABOR            HANDLING          LABOR 
        

     
*Remember to Order in Advance to save time & money.  TOTAL OF ALL 
Orders received without payment or after the Discount   FUN FACTORY 
Deadline Date will be charged at standard rates.   CHARGES 
    
 

THIS FORM MUST ACCOMPANY YOUR ORDER 
Please Return to FUN FACTORY EVENTS 
3710 S. Shiloh Rd.  Garland, Texas  75041   

Ph: (972) 271-7444  Fax: (972) 271-7888 
 

© 2004 Fun Factory Events 
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FURNITURE & ACCESSORIES ORDER FORM 

Qty Description 
Discount 

Rate Std Rate Total 
 Side Chair $     19.00 $     24.50 $ 
 Padded Arm Chair $     27.00 $     35.00 $ 
 Padded Stool $     32.00 $     41.50 $ 
 Wastebasket w/liner $       9.00 $     11.70  $ 
 Chrome Tripod Easel $     19.00 $     24.50 $ 
 Chrome Sign Holder $     30.00 $     39.00 $ 
 Chrome Bag Rack $     25.00 $     32.50 $ 
 Chrome Clothes Tree $     25.00 $     32.50 $ 
 Round Pedestal Table (42”h) $     35.00 $     45.50 $ 
 Rectangular Cocktail Table (18”h) $     25.00 $     32.50 $ 
 Square End table (18”h) $     25.00 $     32.50 $ 
 Literature Rack $     75.00 $     97.50 $ 
 Chrome Stanchion $     25.00 $     32.50 $ 
 White Plastic Chain (per ft.) $       3.00 $       3.90 $ 
*Please circle color for table drape:      Berry       Black       Blue       Burgundy      Dark Green       Gold        
                                                                          Plum         Red            Teal           Silver               White            
 30” high draped table, 24” wide, topped in white vinyl, skirted on 3 sides 
 4’  Draped Table $     50.00 $     65.00 $ 
 6’  Draped Table $     60.00 $     78.00 $ 
 8’  Draped Table $     65.00 $     84.50 $ 
 4th   Side Table Drape $     19.00 $     24.50 $ 
 42” high draped tables, 24” wide, topped in white vinyl, skirted on 3 sides 
 4’  Draped Table $     75.00 $     97.50 $ 
 6’  Draped Table $     85.00 $   110.50 $ 
 8’  Draped Table $     90.00 $   117.00 $ 
 4th  Side Table Drape $     19.00 $     24.50 $ 
 30” high undraped table, 24” wide, topped in white vinyl only  
 4’  Undraped Table $     25.00 $     32.50 $ 
 6’  Undraped Table $     30.00 $     39.00 $ 
 8’  Undraped Table $     32.50 $     42.00 $ 
 42” high undraped table, 24” wide, topped in white vinyl only 
 4’  Undraped Table $     37.50 $     48.50 $ 
 6’  Undraped Table $     42.50 $     55.00 $ 
 8’  Undraped Table $     45.00 $     58.50 $ 
 Table Top Risers, white only 
 6’  Single Riser, 12” high $     40.00 $     52.00 $ 
 8’  Single Riser, 12” high $     55.00 $     71.50 $ 
 6’  Double Riser $     80.00 $   104.00 $ 
 8’  Double Riser $   110.00 $   143.00 $ 
 Peg Board Panels, 4’ x 8’       vertical     horizontal $     65.00 $     84.50 $ 
 Bulletin Board, 4’ x 6’ (horizontal only) $     55.00 $     71.50 $ 

Sub-total $ 
8.25% Tax $ 

DISCOUNT DEADLINE DATE IS OCTOBER 10.  ORDERS RECEIVED AFTER THIS 
DATE, WITHOUT PAYMENT OR AT SHOW SITE WILL BE CHARGED THE 
STANDARD RATE. Total $ 

 
 
 
 
 

Company Name: Booth #: 

Contact Name: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041   (972) 271-7444  Fax: (972) 271-7888 
© 2004 Fun Factory Events 
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BOOTH CARPET ORDER FORM 
 

STANDARD BOOTH CARPET 
 
PLEASE CIRCLE COLOR:    Berry     Black     Blue     Burgundy     Dark Green     Gray     Plum     Red     Teal  
 
Booth Size:  _____ X _____ 
 

Qty Description Discount Rate Std Rate Total 
 9’ x 10’  Standard Carpet $      65.00 $      84.50 $ 
 9’ x 20’  Standard Carpet $    130.00 $    169.00 $ 
 9’ x 30’  Standard Carpet $    195.00 $    253.50 $ 
 9’ x 40’  Standard Carpet $    260.00 $    338.00 $ 

Qty in 
Sq.Ft. 

 

Carpet Padding 
Carpet Size: _____ X _____ 

 
$          .45 

 
$         .59 

 
$ 

 

CUSTOM BOOTH CARPET 
 
PLEASE CIRCLE COLOR:    Berry     Black     Blue     Burgundy     Dark Green     Gray     Plum     Red     Teal  
 
Carpet Size: _____ X _____ 
 

Qty in  
Sq.Ft. 

Description Discount Rate 
per Sq.Ft. 

Std Rate 
per Sq.Ft. 

Total 

 Custom Cut Carpet (100 Sq.Ft. Minimum) $       1.70 $      2.00 $ 
 Carpet Padding $         .45 $        .59 $ 
 

PLUSH BOOTH CARPET 
 
PLEASE CIRCLE COLOR:        Black            Blue Mist        Cabernet        Cardinal     Colony Blue      Crème           
            Hunter Green           Grey Pearl         Navy         Silver Cloud        White 
 
Carpet Size: _____ X _____ 
 

Qty in  
Sq.Ft. 

Description Discount Rate 
per Sq.Ft. 

Std. Rate 
per Sq.Ft. 

Total 

 Plush Carpet (100 Sq.Ft. Minimum) $      2.20 $      2.85 $ 
 Carpet Padding $        .45 $        .59 $ 
 

All carpet and padding prices include delivery, installation, carpet tape and carpet removal. 
 
 
*DISCOUNT DEADLINE DATE IS OCTOBER 10.  ORDERS 
RECEIVED AFTER THIS DATE, WITHOUT PAYMENT OR 
AT SHOW SITE WILL BE CHARGED THE STANDARD 
RATE. 
 
 
 
 
Company Name: Booth #: 

Contact Name: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041   (972) 271-7444  Fax: (972) 271-7888 
© 2004 Fun Factory Events 

Sub-Total $ 
8.25% Tax $ 

ENTER 
CARPET 
TOTAL Total $ 



                                                                              
                                                                                                                                   Dallas Market Hall 
                                                                                                                                       Dallas, Texas 
                                       October 25, 2006 

 

BOOTH CLEANING ORDER FORM 
 
 

BOOTH VACUUMING 
• Charges are per square foot with a 100 square foot minimum. 
• Includes emptying your wastebasket nightly. 
 
• Booth Size: _____ X _____ 

 

Qty in 
Sq.Ft. Description Rate X Total Sq.Ft. Total 

 One-Time Vacuuming (before show opens) $        .17         X $ 
 2 Days Vacuuming  $        .30         X $ 
 3 Days Vacuuming $        .45         X $ 
 4 Days Vacuuming $        .60         X $ 
 
 

SHAMPOOING  
• Charges are per square foot with a 100 square foot minimum. 
 
• Booth Size: _____ X _____ 

 

Qty in 
Sq.Ft. Description Rate X Total Sq.Ft. Total 

 One-Time Shampooing (before show opens) $        .32         X $ 
 2 Days Shampooing  $        .64         X $ 
 3 Days Shampooing $        .96         X $ 
 
 

PORTER SERVICE  
• Fun Factory will empty wastebaskets at two hour intervals during show hours.  
• Charges are Per Day and are based on the total square footage of booth space. 
 
• Booth Size: _____ X _____ 

 
Booth Size Description Price Per Day X No. of Days Total 
0 – 500 Sq.Ft. Porter Service $     30.00       X $ 

501–1000 Sq.Ft. Porter Service $     45.00       X $ 
1001–1500 Sq.Ft. Porter Service $     60.00       X $ 
1501–2000 Sq.Ft. Porter Service $     75.00       X $ 

 
*FOR SPECIAL CLEANING REQUESTS, PLEASE 
CONTACT OUR EXHIBITOR SERVICES DEPARTMENT. 
 
 
 
 
 
 
Company Name: Booth #: 

Contact Name: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041   (972) 271-7444  Fax: (972) 271-7888 
© 2004 Fun Factory Events 

Sub-Total $ 
8.25% Tax $ 

ENTER 
CLEANING 

TOTAL Total $ 
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SIGNS & GRAPHICS ORDER FORM 
 

STANDARD SIGN SIZES  
Signs are based on one color copy, white foamboard and 10 words or less per sign. 

Qty Size Discount Rate Standard Rate Total 
 7” x 11”  $     18.00 $     36.00 $ 
 7” x 22” $     20.00 $     40.00 $ 
 7” x 44” $     22.00 $     44.00 $ 
 11” x 14” $     22.00 $     44.00 $ 
 14” x 22” $     27.00 $     54.00 $ 
 22” x 28” $     37.00 $     74.00 $ 
 28” x 44”  $     52.00 $   104.00 $ 
 

OPTIONAL SERVICES  
Qty Description Discount Rate Standard Rate Total 

 Additional Words Over 10  $      1.00 $      2.00 $ 
 Colored Foamboard $      3.00 $      6.00 $ 
 Changes in Color of Copy $      3.00 $      6.00 $ 
 Easel Back on Sign $      2.00 $      4.00 $ 
 
   CHOOSE YOUR STYLE AND COLOR:        INDICATE YOUR SIGN COPY HERE: 

*Please feel free to draw on reverse side of this form. 
 
HORIZONTAL   VERTICAL           Let Fun Factory  

     choose best layout  

 
 

 
 
 
 
 
Background Color:_______________________   
                       
Lettering Color:__________________________ 
    
 

  PLEASE INDICATE HERE IF YOU WOULD LIKE ADDITIONAL INFORMATION & PRICING ON   
     BANNERS, LOGOS, FONT STYLES, DIGITAL GRAPHICS OR ANY ITEM NOT SHOWN ON THIS PAGE. 
 
 
*DISCOUNT DEADLINE DATE IS OCTOBER 10.  SIGNS 
ORDERED, CANCELLED OR CHANGED AFTER THIS 
DATE WILL BE CHARGED AT 100% OF THE ORIGINAL 
PRICE. 
 
 
 
 
Company Name: Booth #: 

Contact Name: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041   (972) 271-7444  Fax: (972) 271-7888 
© 2004 Fun Factory Events 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

Sub-Total $ 
8.25% Tax $ 

ENTER 
SIGN 

TOTAL Total $ 
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FLORAL ORDER FORM 
 

PLANT RENTAL 
 

Qty Description Discount Rate Standard Rate Total 
 6 inch Green Plant $    35.00 $    45.50 $ 
 10 inch Fern $    35.00 $    45.50 $ 
 3 – 4 foot Green Plant $    55.00 $    71.50 $ 
 5 – 6 foot Green Plant  $    65.00 $    84.50 $ 
 7 foot Green Plant $    75.00 $    97.50 $ 
 Taller and Specialty Plants Priced on Request 
 
Green Plant container Preference:    Black      White      Wicker Baskets  

 
PLANT/FLORAL PURCHASE 

 
Qty Description Discount Rate Standard Rate Total 

 Mums          $    35.00 $   45.50 $ 
 Azaleas        $    45.00 $   58.50 $ 
 Floral Arrangements $    50.00 & Up $   65.00 & Up $ 
 Gladiolas in Vase $    55.00 $   71.50 $ 
 Corsages $    20.00 & Up $   26.00 & Up $ 
 Boutonnieres $    10.00 & Up $   13.00 & Up $ 
 Specialty Floral Design Priced on Request 
 
Color Preferences and Further Descriptions: 
 
 
 
Special Requests or Instructions: 
 
 
 
 
 
Prices include container, delivery and removal.  Rental items damaged or missing from exhibitor’s booth are the 
responsibility of the exhibitor and additional charges will apply. 
 
 
*DISCOUNT DEADLINE DATE IS OCTOBER 10.  ORDERS 
RECEIVED AFTER THIS DATE, WITHOUT PAYMENT OR 
AT SHOW SITE WILL BE CHARGED THE STANDARD 
RATE. 
 
 
 
 

 
Company Name: Booth #: 

Contact Name: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041   (972) 271-7444  FAX: (972) 271-7888  
© 2004 Fun Factory Events 

Sub-Total  
8.25% Tax  

ENTER 
FLORAL 
TOTAL Total  
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DISPLAY LABOR ORDER FORM 
Complete and return if you need labor to set-up and/or dismantle your booth. 

LABOR RATES 
Straight Time 8:00 AM to 4:30 PM, Monday through Friday $45.00 
Overtime 6:00 AM to 7:59 AM & 4:30 PM to 11:59 PM, Monday through Friday 

6:00 AM to 11:59 PM Saturday and Sunday 
$70.00 

Double Time 12:00 AM to 6:00 AM and recognized holidays $90.00 
 
NOTE: A one-hour per man minimum charge will apply. 

• Start time guaranteed only at start of working day.  Supervisor must check in at Service Desk to pick up 
labor. 

• Labor must be cancelled in writing, 24 hours in advance to avoid a one (1) hour cancellation fee per worker. 
• When scheduling dismantle labor, allow sufficient time for empty containers to be returned to your booth. 
• If you request Fun Factory Decorations & Special Events to install or dismantle your exhibit, under our 

supervision and in the absence of your company’s personnel, a supervisory charge of 25% of the total labor 
charge, or a $25.00 minimum charge, will be added to your invoice. 

• Fun Factory supervised jobs will be completed at our discretion prior to show opening & before the hall must 
be cleared.  Please include setup photo/plan, special instructions & inbound/outbound shipping info with this 
order. 

 
INSTALLATION LABOR 

Date Start 
Time 

# of 
Persons 

Approx Hrs 
per Person 

Total 
Hours 

Hourly 
Rate 

Estimated 
Total Cost 

       
       

Sub-Total  
Supervision  
8.25% Tax N/A 

 Fun Factory Supervised Labor* 
The charge for this service is 25% of the total installation labor bill, with a 
minimum of $25.00.  A completed Shipment Notification Form must 
accompany your Labor Order Form. 

 Exhibitor Supervised Labor   
Total  

 
Show Site Contact: ______________________________________ Emergency Phone:_______________________ 
 
 

DISMANTLE LABOR 
Date Start 

Time 
# of 

Persons 
Approx Hrs 
per Person 

Total 
Hours 

Hourly 
Rate 

Estimated 
Total Cost 

       
       

 Fun Factory Supervised Labor*  Sub-Total  
Supervision  
8.25% Tax N/A 

The charge for this service is 25% of the total installation labor bill, with a 
minimum of $25.00.  A completed Shipment Notification Form must 
accompany your Labor Order Form. 

 Exhibitor Supervised Labor  
Total  

 
Show Site Contact: _____________________________________ Emergency Phone: _______________________ 
 
 
 
 
Company Name: Booth #: 

Contact Person: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041  (972) 271-7444  fax: (972) 271-7888 
© 2004 Fun Factory Events 
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SHIPMENT NOTIFICATION FORM 
 

INBOUND SHIPPING INFORMATION 
 
Carrier Name:                                                                            Carrier Phone Number: 
 
 
Shipped To:      Warehouse            Show Site 
 
 
Shipped From City/State: 
 
 
Total Number of Crates:         Cartons:         Fiber Cases:        Other (Specify): 

 
 

OUTBOUND SHIPPING INFORMATION 
(A Material Handling Agreement must accompany all outbound shipments and may be obtained at the show 
site Exhibitor Service Desk.  Completion of the following outbound shipping information does not preclude 
or replace a Material Handling Agreement completed by the exhibitor at show site.)  
  

Ship To:_________________________________________________________ 
 

   _________________________________________________________ 
 
   _________________________________________________________ 
 
   _________________________________________________________ 
 
METHOD OF SHIPMENT (List carrier name and phone number): 
 

House Common Carrier _____ House Air Carrier _____ 
 
Next Day    2nd Day    Deferred    Std Ground    Expedited Ground    Specialized  
 
Other Common Carrier:    Other Air Carrier: 
 
Other Van Line:     Other: 
 
Freight Charges:  Prepaid _____  Collect: _____   Bill To: ___________________________________________ 
        

___________________________________________ 
        
       ___________________________________________ 
If assigned carrier fails to show up for pick up should we reassign carrier?    YES     NO  
 
PLEASE PROVIDE AN EMERGENCY CONTACT: 
Name:                                                                                                    Phone Number: 
Please note:  Fun Factory Events will not be responsible for product or literature that is not properly packed 
and labeled by exhibitor personnel. 
Company Name: Booth #: 

Contact Name: Phone #: 

PLEASE RETURN TO FUN FACTORY EVENTS 
3710 S. SHILOH RD.  GARLAND, TEXAS 75041   (972) 271-7444  Fax: (972) 271-7888 

© 2004 Fun Factory Events 
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MATERIAL HANDLING SERVICES & RATES 
Material Handling includes unloading your exhibit material, either in advance at our warehouse or at show site; 
storing up to 30 days in advance at our warehouse; delivery to your booth; the handling of empty containers to and 
from storage; and removal of the material from the booth for reloading onto outbound carriers.   
CRATED Material that is skidded or is in any type of shipping container that can be unloaded at the 

dock with no additional handling required. 
SPECIAL HANDLING Material delivered by the carrier in such a manner that it requires additional handling such 

as ground unloading, side door unloading, constricted space unloading, designated piece 
unloading and stacked shipments.  Federal Express and UPS are included in this category 
due to their delivery procedures. 

UNCRATED Material that is delivered loose or pad-wrapped and/or unskidded machinery without proper 
lifting bars or hooks. 

Straight Time 8:00 AM to 4:30 PM, Monday through Friday. 
Overtime 6:00 AM to 7:59 AM & 4:30 PM to 11:49 PM, Monday through Friday. 

Overtime rates apply to advance warehouse shipments if move-in to the facility occurs on 
overtime. 

Description 
Price per 

CWT (100 lbs.)  Minimum 
WAREHOUSE SHIPMENT 
Crated or Skidded Shipment $      29.00 $      58.00 
Special Handling Shipment $      39.00 $      39.00 
WAREHOUSE SHIPMENT DELIVERED AFTER OCTOBER 20 
Crated or Skidded Shipment $      35.00 $      70.00 
Special Handling Shipment $      45.00 $      45.00 
SHOW SITE SHIPMENT 
Crated or Skidded Shipment $      32.00 $      64.00 
Special Handling Shipment $      42.00 $      42.00 
Uncrated or Pad-Wrapped Shipment $      48.00 $      96.00 
SHOW SITE SHIPMENT DELIVERED AFTER SHOW OPENING  
Crated or Skidded Shipment $      38.00 $      76.00 
Special Handling Shipment $      48.00 $      48.00 
Uncrated or Pad-Wrapped Shipment $      54.00 $    110.00 
OVERTIME CHARGE-INBOUND (IN ADDITION TO ABOVE RATES)  
Crated or Skidded Shipment $        8.00 $       8.00 
Special Handling Shipment $        9.00 $       9.00 
Uncrated or Pad-Wrapped Shipment $      11.00 $     11.00 
OVERTIME CHARGE-OUTBOUND (IN ADDITION TO ABOVE RATES)  
Crated or Skidded Shipment $        8.00 $        8.00 
Special Handling Shipment $        9.00 $        9.00 
Uncrated or Pad-Wrapped Shipment $      11.00 $      11.00 
Use this formula to determine the material handling cost for your shipment(s): 

 
 
 
Company Name: Booth #: 

Contact Name: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041  (972) 271-7444  Fax: (972) 271-7888  
© 2004 Fun Factory Events 

Description   Weight   ÷    100    =   CWT Unit Price Est. Cost 
Example    1200    ÷    100    =    12 $           * $          * 
  $ $ 
  $ $ 
     Sub-Total $ 

8.25% Tax $       N/A 
Total $ 



                                                                              
                                                                                                                                   Dallas Market Hall 
                                                                                                                                       Dallas, Texas 
                                       October 25, 2006 

 

FORKLIFT LABOR ORDER FORM 
To assemble displays or when uncrating, unskidding, positioning and/or reskidding equipment and machinery will 
need to estimate their needs below.  A forklift is required for moving equipment or materials weighing 200 pounds or 
more.  If you require a forklift, a crew will be assigned consisting of a forklift and an operator. 
Straight Time 8:00 AM to 4:30 PM, Monday through Friday 

Overtime 6:00 AM to 7:59 AM & 4:30 PM to 11:59 PM, Monday through Friday 
6:00 AM to 11:59 PM Saturday and Sunday 

 

• The minimum charge for labor and equipment is (1) hour per laborer and forklift.  Equipment and labor 
thereafter is charged in half (1/2) hour increments. 

• Start time guaranteed only at start of working day only.   
• Exhibitor representative must check in at Service Desk to pick up crew and supervise work.  Upon 

completion, exhibitor representative will return the crew to the Service Desk and approve the work order. 
• Labor must be cancelled in writing, 24 hours in advance to avoid a one (1) hour cancellation fee per crew. 
• When scheduling dismantle labor, allow sufficient time for empty containers to be returned to your booth. 

INSTALLATION FORKLIFT LABOR 

Date 
Start 
Time 

# of Forklift 
Crews 

Approx Hrs 
per Person 

Hourly 
Rate 

Estimated 
Total Cost 

      
      

Sub-Total  
8.25% Tax N/A 

 
Show Site Contact: ________________________________ 
Emergency Phone: _________________________________ Total  
 

DISMANTLE FORKLIFT LABOR 

Date 
Start 
Time 

# of Forklift 
Crews 

Approx Hrs 
per Person 

Hourly 
Rate 

Estimated 
Total Cost 

      
      

Sub-Total  
8.25% Tax N/A 

 
Show Site Contact: ________________________________ 
Emergency Phone: _________________________________ Total  
  
 
 
Company Name: Booth #: 

Contact Person: Phone #: 

PAYMENT AUTHORIZATION FORM MUST ACCOMPANY YOUR ORDER 
PLEASE RETURN TO FUN FACTORY EVENTS 

3710 S. SHILOH RD.  GARLAND, TEXAS 75041  (972) 271-7444  fax: (972) 271-7888 
© 2004 Fun Factory Events 

Description 
Hourly         
Rate 

Forklift w/operator – up to 5,000 lbs – Straight Time  $      88.00 
Forklift w/operator – up to 5,000 lbs - Overtime $    117.00 
Forklift w/operator – up to 10,000 lbs – Straight Time $      93.00 
Forklift w/operator – up to 10,000 lbs - Overtime $    122.00 
Forklift w/operator – up to 15,000 lbs – Straight Time $      98.00 
Forklift w/operator – up to 15,000 lbs - Overtime $    127.00 
Rigger Labor – Straight Time $      58.00 
Rigger Labor - Overtime $      87.00 


