
   SHIPPING & MATERIAL  
HANDLING 

Information is included in this section to assist you in shipping your product  
and display to the exposition, and moving it to your booth once it arrives. 

 
PLANNING AND MANAGING YOUR 
SHIPMENT 
Follow these basic steps to control your 
shipment: 
 
1. Choose a carrier, selecting the type of 

carrier or shipping method that will best 
fit your needs (padded van, common 
carrier, company vehicle, etc.). 

 
2. Determine if you will ship in advance to 

the warehouse or directly to the 
convention center. 

 
3. Plan your arrival date and time with your 

carrier. 
 
4. Create a bill of lading or delivery sheet 

showing the total number of pieces, and 
the weight and type of each item 
(display material, product, machinery, 
etc.). Send a copy to the official 
decorator and also to the person who 
will be in charge of your set-up onsite to 
assist in identifying and tracking missing 
pieces. IF YOU ARE SHIPPING YOUR 
OWN CARPET, BE SURE YOUR 
CARRIER KNOWS WHERE IT IS, AND 
THAT IT NEEDS TO BE UNLOADED 
FIRST. 

 
5. LABEL EACH PIECE in your shipment 

with your EXACT DELIVERY ADDRESS 
and YOUR BOOTH NUMBER. Different 
shipping addresses are provided in this 
section for advance shipments to the 
warehouse and direct shipments to the 
convention center. 

 
6. Insure your product and display 

material. It is recommended that all-risk 
coverage be arranged for your shipment 
from the time it leaves your possession 
until all items are returned after the 
show. This can usually be done by 
adding a rider to your existing policy. 

 

7. Keep a copy of all paperwork in your 
files as a reference, and have copies 
accessible onsite to aid in any 
unforeseen circumstances. 

 
8. Make arrangements for outgoing 

shipments prior to the close of the show, 
preferably before the show even opens. 

 
9. Plan your staff’s travel to have at least 

one representative on hand after the 
show closes to see that your outgoing 
shipment is properly prepared and 
documented. 

 
CHOICE OF CARRIERS 
You may select a carrier of your choosing to 
ship your product and display. EAX 
Worldwide is the official carrier for the show.  
For more information, see the form located 
in this section of the manual. 
 
DRAYAGE SERVICES 
Your shipment will be unloaded and moved 
to your booth upon arrival. This work and 
subsequent movement of equipment, 
display or crates must be performed by the 
official drayage contractor, CE Management, 
LLC. See the Material Handling Order Form 
in this section for costs. 
 
Outbound drayage will be performed 
automatically once a bill of lading is turned 
in to CE Management, LLC and the 
designated carrier is ready for pick-up. 
 
PRIVATELY OWNED VEHICLES (POV) 
POVs, referring only to small passenger 
vehicles, will be accommodated at the dock 
area. Exhibitors may unload & load their 
own materials provided that they do not 
require the use of dollies, flat trucks or other 
mechanical equipment. 
 



SCHEDULE 
Move-In Deadline 
Move-in of all exhibit material must be 
completed by 5:00pm on Tuesday, April 17 
and all shipping crates and packing 
materials must be ready for removal in order 
to allow for a final cleaning of the exhibit 
floor. 
 
Move-Out Deadline 
All shipments must be loaded on trucks and 
removed from the convention center by 
6:00pm on Thursday, April 19. Any exhibit 
material or product remaining on the show 
floor after that time, without a corresponding 
bill of lading turned in to CE Management, 
LLC and a carrier waiting, will be re-routed. 
Drivers should check in no later than 
5:00pm on Thursday, April 19. 
 
PLEASE NOTE: EXHIBITORS MUST 
ARRANGE THEIR OWN OUTBOUND 
SHIPPING, IT WILL NOT BE PROVIDED 
AUTOMATICALLY. 
 

DRAYAGE TERMS 
Skidded Machinery 
Machinery on a skid or with its own built-in 
skid which can be easily picked and lifted by 
forklift with no rigging equipment. 
 
Crated Material 
Display materials or product in a closed 
container, such as a wooden crate, sturdy 
rigid carton, cartons on a pallet, etc. 
 
Uncrated Material 
Items which are not enclosed on all sides by 
plywood, sturdy cardboard, or any hard 
material; for example, blanket wrapped or 
uncovered items. Also, machinery that is not 
crated or on a skid, is on an irregular size 
skid, or requires rigging equipment to lift off 
of a truck. 
 
Small Package 
Any shipment whose maximum weight per 
delivery is 30 pounds or less, regardless of 
carrier (FedEx, UPS, DHL, etc.). Cartons 
and envelopes received without 
documentation will be delivered without 
guarantee of piece count or condition (such 
as FedEx, UPS, DHL, etc.). 

 


