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MOVE OUT GUIDE — Page 1

For Exhibitors that shipped to the advance warehouse

Please review both pages of this Move Out Guide to answer any questions you may have about
the breakdown at the end of the show. Dismantling may NOT take place prior to the close of the
show.

PAYMENT
All accounts must be paid prior to move out. If you have not provided us with the credit card
authorization form, please do so prior to the conclusion of the event. There is no billing of services.

RETURNING OF EMPTY CONTAINERS

Proceeding at the close of the show, we will begin the process of returning your empty
containers to your booth for those exhibitors who have stored them with us. This process may
take up to an hour depending on the number of exhibitors. Please keep all aisles clear to enable
us to complete this process in an expeditious manner.

OUTBOUND SHIPMENT OPTIONS (3)

1-All exhibitors planning to ship-out freight using Capital Convention’s show carrier ABF
must:
1. Visit the Capital Conventions Exhibitor Service Desk to obtain a Bill of Lading and
shipping labels.
2. The Bill of Lading must be completed (all grey shaded sections are required).
3. Once all your freight items are packed, taped and properly labeled, please bring the
completed Bill of Lading to the Capital Conventions Service Desk. DO NOT leave the
Bill of Lading at your booth.
4. Please leave all freight at your booth — see the note below for small/valuable items.

2-All exhibitors planning to ship-out freight using an alternative carrier must:

1. Contact your shipper prior to the close of show to arrange for a pick-up. The shipper must
check in with Capital Conventions by: May 3, 2026 7:00 PM.
2. Visit the Capital Conventions Service Desk to obtain a Bill of Lading.

The Bill of Lading must be fully completed (all grey shaded sections are required).

4. Once all your freight items are packed, taped and properly labeled, please bring the
completed Bill of Lading back to the Capital Conventions Service Desk. DO NOT leave
the Bill of Lading at your booth.

5. Please leave all freight at your booth — see the note below for small/valuable items.
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If you have any questions, please feel free to contact Exhibitor Services at the number below.
Capital Convention Contractors -153 Northboro Rd - Suite 6 - Southborough, MA 01772
Phone 877-335-3700 - Fax 508-481-1150 - Email help@capitalconventions.com
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For Exhibitors that shipped to the advance warehouse

3-Exhibitors using UPS or FedEx for outbound shipping must:

1. Contact UPS or FedEx prior to the close of show to arrange for a pick-up. The shipper
must check in with Capital Conventions by: May 3, 2026 7:00 PM. Note that FedEx
Ground pickups CANNOT be called in the same day as the pickup. You must call the
day prior to schedule the pickup.

Exhibitors must supply their own prepaid FedEx or UPS labels.

Visit the Capital Conventions Service Desk to obtain a Bill of Lading.

The Bill of Lading must be fully completed (all grey shaded sections are required).
Once all your freight items are packed, taped and properly labeled, please bring the
completed Bill of Lading back to the Capital Conventions Service Desk. DO NOT leave
the Bill of Lading at your booth.

6. Please leave all freight at your booth — see the note below for small/valuable items.
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Please Note: If your carrier fails to show up for your shipment, Capital will either re-route
your shipments via ABF or bring your shipments back to our warehouse. Return to
warehouse charges will apply.

REMEMBER: Small and/or valuable items should not be left unattended
during the often hectic move out process. Please be sure to remove or
secure these items! If you are concerned about leaving small items in your
booth, please bring them to the Capital Service desk at Move-Out.

Thank you!

If you have any questions, please feel free to contact Exhibitor Services at the number below.
Capital Convention Contractors 153 Northboro Rd - Suite 6 - Southborough, MA 01772
Phone 877-335-3700 - Fax 508-481-1150 - Email help@capitalconventions.com
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