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If using a contractor, please send this form by 

fax to 303-991-2794 or email to 

exhibitservices@coasttocoasttss.com 

 

EXHIBITOR NAME _______________________________________________________________________________ BOOTH NUMBER __________________________________ 

This form is for the exhibitor (exhibiting company) to request to use an Exhibitor Appointed Contractor (EAC) to install and dismantle 

the exhibiting company’s display. 

 

The EAC must be duly licensed, bonded, insured and authorized to perform work in the state, municipality and facility of the event 

and agree to all facility and event rules and regulations. The EAC will act as the exhibiting company’s official representative. 

However, the exhibiting company is ultimately responsible for the actions and for payment of any services ordered by the EAC. If the 

EAC is found to be violating any show rules, soliciting additional work on the exhibit floor, or impeding the completion of the work of 

the official contractor, the EAC may be asked to leave at any time. 

 

Exhibitor Appointed Contractor Information: 

Exhibitor Appointed Contractor Name __________________________________________________________________________ 

Address _________________________________________________________________________________________________ 

City, State, Zip ____________________________________________________________________________________________ 

Exhibiting Company Information: 

Company Name ___________________________________________________________________________________________ 

Contact Name _________________________________________________ Telephone __________________________________ 

Fax _______________________________________ Email _________________________________________________________ 

On Site Supervisor __________________________________________________ Cell Phone _____________________________ 

This authorization is not complete or valid until and unless the EAC’s Certificate of Insurance is received by one week before the 

show begins.  

I _______________ do _______________ do not authorize the above EAC to charge show services to my credit card listed on the 

Order Summary and Payment Form. 

Exhibitor’s Authorized Signature _______________________________________________ Date ___________________________ 

 

 

 

 

 

Please complete this section and return this form along with the Certificate of Insurance  

 to Coast to Coast Trade Show Services, Inc. 
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Coast to Coast Trade Show Services, Inc. is certain you will appreciate knowing prior to your arrival that union labor may 

be required for certain aspects of your exhibit handling. To help you understand the jurisdictions of various unions 

throughout the nation, we ask that you read the following information.  

GRATUITIES ARE PROHIBITED, IN ANY FORM, INCLUDING CASH, AND GIFTS.  

INSTALLATION AND DISMANTLE LABOR  

Coast to Coast TSS, Inc. will provide the proper union personnel to perform labor for the installation and dismantling of 

your exhibit. Full-time, bona-fide employees of the exhibiting company, which are properly badged by show manage-

ment, may set their own exhibits without union assistance. Any additional labor needed beyond this must be performed 

by union personnel. Display labor may be ordered in advance by returning the Display Labor Order Form enclosed or at 

the Coast to Coast TSS, Inc. Service Desk at the exhibit site.  

MATERIAL HANDLING LABOR  

Coast to Coast TSS, Inc. will provide the proper union personnel, as needed, for the handling of all materials within the 

convention facility. Union personnel will unload all trucks or vehicles, deliver materials to your booth and remove and 

reload materials at the close of the show.  

EXHIBITOR OWNED VEHICLE- PERSONALLY OWNED VEHICLE (POV)  

Exhibitors and show organizers may handle their own material if it can be carried in within 15 minutes without the use of 

dollies other than small two wheeled dollies such as airport luggage dollies. Exhibitors may not borrow, rent or bring onto 

the exhibit floor, hand carts, flat trucks, pallet jacks or other material handling equipment. Any items that cannot be car-

ried in must be handled by the Official Service Contractor.  

To ensure orderly and safe move-in and move-out, all docks and vehicle traffic is under the exclusive control of the Offi-

cial Services Contractor. As conditions and time permits, space may be made available to exhibitor owned vehicles to 

load and unload. One person must remain with the vehicle at all times. Due to time constraints, vehicles must be loaded 

or unloaded within 15 minutes. A timed dock pass will be issued. Unattended vehicles will be towed at the owners ex-

pense. The above will be strictly enforced.  

UTILITIES LABOR  

All connections, wiring, laying of cables, assembly and attachment to facility services are handled exclusively by union 

personnel or facility employees. Utilities labor and services may be ordered on forms enclosed or from the facility. Exhib-

itors may do technical adjustments, programming and cleaning once the initial connections are made.  

Any questions regarding union jurisdictions or individual laborers should be directed to Coast to Coast TSS, Inc. Please 

refrain from voicing any concerns or complaints directly to union personnel. Should any union personnel raise any issues 

or concerns, please inform the onsite Coast to Coast TSS, Inc. personnel.  

All work orders should be carefully reviewed and signed by company personnel, as no adjustments will be permitted af-

ter the closing of the event. Please direct any questions directly to Coast to Coast TSS, Inc. personnel.  

 




