
CoSN2024 Annual Conference
InterContinental Miami 
Mezzanine, Chopin and Biscayne Ballrooms
100 Chopin Plaza 
Miami, FL
April 8- 10, 2024



Table of Contents
Official Show Information  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 3
Method of Payment Form  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5
Payment Terms and Conditions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 6
Kiosk Examples  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 8
Premium and Sponsor Exhibitor Dimensions -  
Submission Process  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 9
Quick Glance - Material Handling Process  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 11
Material Handling & Rates  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 12
Freight Re-Route Policy  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 16
Shipping Labels   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 17
Material Handling Estimate Form  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 19
Outbound Bill of Lading/Shipping Label Request  .  .  .  .  .  .  . 20
Terms & Conditions of Contract -  
Material Handling Services  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 21
ABF Freight  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 26
Audio-Visual  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 28



Official Show Information

Show Information

Booth Equipment

Show Schedule Other Details

Discount Price 
Deadline Date
MARCH 22nd

Method of payment must accompany your order

CoSN2024 Annual Conference
InterContinental Miami

Miami, FL
April 8- 10, 2024

33

AGS 01/11/13 - 001

AGS Expo Services • 4561 SW 34th Street • Orlando, FL 32811 
Phone: 407.292.0025 • Fax: 407.292.4414

 Email:  eventservices@ags-expo.comeventservices@ags-expo.com   Order Online:  www.ags-expo.comwww.ags-expo.com

O
FF

IC
IA

L 
SH

O
W

 IN
FO

RM
AT

IO
N

As the Official Service Contractor for CoSN2024 Annual Conference, AGS Expo Services would like to say welcome!  
The information below is only a brief summary of the important times, dates, addresses, and details regarding your event . 
More detailed information has been provided in each section of this Exhibitor Service Manual and at www .ags-expo .com .

OFFICIAL SERVICE CONTRACTOR
AGS Expo Services Phone: 407 .292 .0025

4561 SW 34th Street Fax: 407 .292 .4414

Orlando, FL 32811 Email: eventservices@ags-expo .com

EXHIBIT HALL INFORMATION
Exhibit Hall(s): Mezzanine, Biscayne and Chopin Ballroom (2nd Floor)

Booth Carpet Color:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . Ballroom is already carpeted - Multi-Color

Aisle Carpet Color:    .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   . N/A

• Empty crates and cartons will be returned beginning at 
1:30 PM on Wednesday, April 10th

• All carriers must check-in no later than 2:00 PM on 
Wednesday, April 10th 

• All exhibitor materials must be removed from the exhibit 
facility by 3:00 PM on Wednesday, April 10th

• Freight Re-Route Deadline:  
All unconsigned materials remaining on the event floor 
will be re-routed via the official show carrier, 
ABF Freight at 2:01 PM on Wednesday, April 10th

EXHIBITOR MOVE-IN
Monday April 8, 2024 8:00 AM -1:30 PM

EXHIBIT HOURS
Monday April 8, 2024 4:00 PM - 6:00 PM

Tuesday April 9, 2024 10:00 AM - 10:30 AM

Tuesday April 9, 2024 12:00 PM - 2:00 PM

Wednesday April 10, 2024 10:15 AM - 10:45 AM

Wednesday April 10, 2024 11:45 AM - 1:00 PM

EXHIBITOR MOVE-OUT
Wednesday April 10, 2024 1:00 PM - 3:00 PM

Basic Exhibitor Kiosks Include:

• Company name and Kiosk number on  
Kiosk Display

• (1) Padded Stool
• (1) Wastebasket
• Standard 120 Volt Electricity Access

Premium & Sponsor Exhibitor Kiosks Include:

• Company Logo, Sponsor Level and Kiosk number Printed on 
Kiosk Display

• (2) Padded Stools
• (1) Wastebasket
• Standard 120 Volt Electricity Access
• Lead Retrieval
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AGS Expo Services will be available to take care of your on-site needs . All services and production personnel will be available 
to handle any needs you might have such as furniture, rental exhibits, labor, cleaning, and material handling . We are available 
during move-in, move-out, and exhibit hours . 

For the AGS on-site Service Center phone number, please call our main office during business hours at 407 .292 .0025 or email 
us at eventservices@ags-expo .com

Below are the advance warehouse and direct shipping addresses for your event . Please know that a Method of Payment must 
be on file to receive your materials for the event

Advance Shipments to Warehouse

[Company Name] - [Booth #] 
CoSN2024 Annual Conference 
AGS Expo Services c/o ABF Freight 
6402 NW 74th Avenue 
Miami, FL 33166 

Delivery Window

• Deliveries only accepted between  
3/8/24 - 4/1/24

• Receiving Dock Open: Monday - Friday 8:00 AM - 4:30 PM

• Any shipments received after the advanced receiving 
deadline or during the event will be assessed a late fee and 
redirected to the exhibit site .

Direct Shipments to Exhibit Site

[Company Name] - [Booth #] 
CoSN2024 Annual Conference 
AGS Expo Services c/o InterContinental Miami 
Mezzanine, Biscayne and Chopin Ballroom (2nd Floor) 
100 Chopin Plaza 
Miami, FL 33131

Delivery Window

• Monday, April 8, 2024 - 8:00 AM - 3:30 PM

• All booths must be set by 1:30 PM on Monday, April 8, 2024

 
 

Take advantage of our substantial price discounts . To get our lower prices, return your order with payment by the discount 
deadline(s) on the order forms provided .

Show Order Discount Deadline -  March 22, 2024

Please review our payment policy carefully . As a reminder, AGS Expo Services requires payment in full at the time your order 
is placed along with a completed Method of Payment Form . This may be used to cover on-site charges such as labor and 
material handling, not included with your initial payment .

It is important to review the local labor and/or Union jurisdiction policies located in this Service Manual . Policies vary by state 
and location . 
 
Please contact our Event Services Department with questions or special requests . We will provide you with all of your show 
needs and appreciate the opportunity to work with you .
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Full payment must accompany order. PLEASE, NO TELEPHONE ORDERS.
Credit Card Authorization MUST be on file with AGS Expo Services before any goods or services are rendered regardless of your preferred 

method of payment. By utilizing this form, exhibitors acknowledge that they have read and agree to comply with the terms of the Limits of 
Liability statements contained herein.

Full payment must accompany order. PLEASE, NO TELEPHONE ORDERS.
Credit Card Authorization MUST be on file with AGS Expo Services before any goods or services are rendered regardless of your preferred 

method of payment. By utilizing this form, exhibitors acknowledge that they have read and agree to comply with the terms of the Limits of 
Liability statements contained herein.

All exhibitors are required to have a credit card on file as a primary method of payment. 

                                                                  Credit Card Authorization Form 
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 . For Third-Party pay-
ers please use “Third Party Billing Agreement” form . Please complete the information requested below:   

 Personal  Company   Visa  Master Card American Express

Account Option (please select one)

 Keep this Method of Payment on file for future events   OR  Use for this event only
• By providing your signature, you hereby accept all the terms and conditions contained in this Service Manual .

Company Check 

• Please make all checks payable to: AGS Exposition Services, Inc . 

• All checks must be in U.S. currency .    Check Number:

• Please print show name and booth number .   

• Company checks must be received 14 days prior to exhibitor       Amount Due: 
move-in to provide adequate time for processing 

• Orders are processed and appropriate discounts (if any) are  
applied on the date that your payment is received . A copy of your  
check by email, fax, etc . is not considered payment .

• Credit Card Authorization MUST be on file with AGS Expo Services before any goods or services are rendered 
regardless of your preferred method of payment.

Wire Transfers 
 

If you wish to make a payment via Wire Transfer, please call 407-292-0025,  
or email us at eventservices@ags-expo.com,  

to obtain bank information and routing identifiers. 
*Additional fees apply

Card Number: Exp . Date:

Card Holder’s Name (Print) CVV:

Signature:

Credit Card Billing Address:

City: State: Zip:

mailto:eventservices%40ags-expo.com?subject=
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Payment Terms and Conditions

AGS Expo Services has established the following terms and conditions of sale and rental for all services rendered by AGS 
to all clients, exhibitors, and third parties:

1 . By providing a signed copy of a Method of Payment 
Form and selecting “Keep this Method of Payment on 
file for future events,” you are establishing a company 
account with AGS Exposition Services, Inc . for one 
(1) calendar year for all active and future account 
transactions, regardless of event or project . It is the 
ultimate responsibility of the exhibitor to maintain an 
active credit card on file for services . Third party credit 
cards will be exempt from this policy, when identified 
as such, on the Method of Payment Form . Therefore, 
third parties will have a single event/project account 
established during the period of service .

2 . All materials and equipment are on a rental basis and 
remain the property of AGS Exposition Services, Inc . 
except where specifically identified as a sale . 

3 . Payment of balances may be remitted in any form 
which complies with AGS Expo Services’ Methods 
of Payment . Please note that any orders submitted 
without a method of payment, or any outstanding 
balances incurred, will be applied to the primary 
credit card on file . AGS Expo Services will accept 
payment by cash, company check, Visa, MasterCard, or 
American Express . All payments must be made in U .S . 
Funds . 

4 . AGS may accept Wire or ACH funds transfers to cover 
open or advance deposit for service . Regardless, a 
credit card is required on file .  All transfers must be 
noticed to AGS via a trackable letter carrier service 
(attention to the event, company name, booth 
number and associated services) and the funds 
transferred at least ten business days prior to the first 
day of move-in for the associated event .  If transfers 
are not noticed, and processed without details, AGS 
cannot guarantee the appropriate payment or credit 
to account .  Fees apply to all transfers both by the 
processing institution as well as by AGS policy noted 
on the Method of Payment form .  AGS may withhold 
services where payments are short/deficient due to 
fees .    

5 . If an exhibitor or third party requests a balance 
transfer from one Method of Payment to another 
Method of Payment, a Transfer Charge of 7% will be 
assessed on the total transferred balance . Transfers 
will only be made within a single established account . 

A zero balance for ordered services does not preclude 
the requirement of a credit card on file for service .

6 . AGS Expo Services reserves the right to check the 
credit available on any card presented . If the exhibitor 
fails to review/pay an open invoice/statement prior to 
the close of the show, the charges will automatically 
be applied to the credit card on file .

7 . To receive a discount, payment must accompany your 
advance order and be received prior to the deadline 
date on your order form .

8 . All orders must be accompanied by a Method of 
Payment Form . Orders without a Method of Payment 
Form will be applied to the primary method of 
payment on file . No balance transfers will be allowed 
after an order has been processed .

9 . AGS Expo Services requires payment for all services 
upon presentation of an invoice/statement at 
the exhibit site and exhibitors will be required to 
settle their accounts in full prior to the close of the 
exhibition/event .

10 . AGS Expo Services may from time to time audit 
and adjust accounts after the close of show .  No 
statement or invoice is considered final, whether 
presented in advance, during, or after an event/
project .  Please know that some services are actually 
considered estimates and therefore not calculated 
for actual payment until after the service is rendered . 
These services may include, but are not limited to, 
Labor, Material Handling, Furnishings, and other 
rental and sale items within the Exhibitor Service 
Manual or quoted for custom sale/rental .   As a result, 
adjustments/additions to billing may occur .  Any 
balances that arise from an audit will be billed to the 
method of payment on account, or will be required 
to be paid in full upon presentation of an invoice/
statement if no valid method of payment exists .  

11 . Payment for all labor, equipment, and services 
whether ordered by the exhibitor, display builder, 
non-official/third party contractors, or other parties 
shall be the ultimate responsibility of the exhibiting 
company . 
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12 . If your firm or agency requires a purchase order to 
be issued for any services rendered, such purchase 
order must accompany the order form(s) . Government 
agencies please be advised .

13 . Exhibitor/Third Party shall be responsible for any 
excise, property, sales, or other taxes which may be 
levied or imposed upon the exhibitor/third party as 
it relates to different state and federal tax laws . In the 
event a tax code or levied rate should change after the 
publishing date of a form and/or prior to fulfillment, 
your invoice may be adjusted as required by law .

14 . Tax Exemption Status - If your company is exempt 
from payment of sales tax, AGS requires you to forward 
an Exemption Certificate for the state in which the 
services are to be used . Resale Certificates are not 
valid unless you are re-billing these charges to your 
customers .

15 . Should a chargeback or dispute occur on payments 
to orders placed by an exhibitor or their agents, a fee 
equal to the fees assigned by the merchant processor 
or bank may be assessed and applied .  In the event 
that a chargeback or dispute resolution is posted in 
favor of AGS Exposition Services, these fees will be due 
in addition to any outstanding balances .

16 . Should balances remain unfulfilled, AGS Expo Services 
reserves the right to institute collection action against 
all exhibitors/third parties in the event payment is 
not received within 20 days of the close of the event . 
Service charges of 1 .5% per month or fraction thereof 
will be applied to the past due accounts; the annual 
rate per service charge is 18% . Fees associated with 
insufficient funds on personal or company checks will 
be added to your invoice .

17 . AGS Expo Services reserves the right to refuse service 
to exhibitors with outstanding balances or a history of 
delinquency or disputes .  AGS may require payment of 
open balances prior to any additional services being 
rendered or for future orders to be processed .  Where 
a history of delinquency or disputes exists, AGS may, 
at its discretion, require the payment of services in a 
particular method . 
 
 
 

18 . Company checks for ordered services must be received 
14 days before move-in . Regardless, a credit card is 
required on file . A Non-Sufficient Funds fee will be 
assessed to any account in which a check is returned 
as being insufficient for payment .

19 . All refunds less than $35 must be requested by either 
the exhibiting company or related third party and will 
be refunded in the method in which it was remitted . 
As a result of certain remittance methods, fees and 
charges may apply . AGS will only issue refunds within 
30 days of sending the final invoice .  All adjustments 
to exhibitor accounts specifically noted on invoices 
or statements will be credited back in the method in 
which the service was originally transacted, within 
15-30 days after the close of any event . Refunds to 
credit cards may take an additional period of time to 
post depending upon the credit card company . No 
adjustments will be made as a result of changes in 
currency rates .

20 . It is the responsibility of the exhibitor to advise 
the AGS Expo Services on-site Service Center 
Representative of any problems with any orders, 
and to check their invoice for accuracy prior to the 
close of the event . For all exhibitors, invoices will be 
sent to the primary email on file during the event for 
your convenience . No credits for un-noted missing or 
incomplete orders will be issued after the exhibition 
closing .

21 . Once services have been rendered and no issues/
complaints have been formally brought (presented 
in writing via email or written notation on an existing 
invoice) to the attention of the on-site AGS Expo 
Service Center Representative, exhibitor or third party 
agrees not to dispute authorized charges on credit 
card(s) .

22 . All orders cancelled by the exhibitor due to non-
participation or cancellation of the event will be 
subject to cancellation fees equal to 50% - 100% of 
the total order . Whereas all general order cancellations 
may be subject to a fee equal to 50-100% of the total 
order, where not explicitly defined on the order form . 
Please see specific forms for cancellation fee details .
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Basic Exhibitor Kiosk 
Exhibitor Benefits:

• Exhibit Space 

• Company Name on Kiosk Display over CoSN Design

• Standard 120 Volt Electricity Access*

• (1) Waste Basket

• (1) Padded Barstool

*Electric Access is location dependent on-site

         

Premium and Sponsor Exhibitor Benefits
Exhibitor Benefits:

• Exhibit Space 

• Customizable Logo Design options available  
 (see next page for more information)

• Standard 120 Volt Electricity Access*

• (1) Waste Basket

• (2) Padded Barstools

• Lead Retrieval

*Electric Access is location dependent on-site
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Premium and Sponsor Exhibitor Dimensions - Submission Process

AGS Expo will be printing and providing a complete kiosk design with your submitted print ready files . 

1 . For graphic sizes, please utilize the dimensions listed above for design and include a ¼” bleed on  
 all sides of your design .  Alternatively, AGS Expo will be emailing exhibitors with exact  .ai template  
 files to assist in booth design and will be available no later than Monday, February 26th 

2 . Please submit all print-ready files to DROPBOX using the link here: Submit Files - Dropbox

3 . Graphics must be submitted to DROPBOX no later than Friday, March 22nd, 2024 and must  
 include Exhibitor Name and Booth Number

For Graphics-Related Questions please contact SBirely@ags-expo .com . For General Booth-Related 
Questions please contact eventservices@ags-expo .com . See Next Page for Graphic Requirements and 
Tips
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BEFORE
THE EVENT

DURING

Advance 
Warehouse
Where your materials are stored 
before the show

Material Handling
Round trip service includes receiving 
materials at the dock area, delivering 
to your booth, storage of empty 
containers during the event, 
movement of materials back to the 
dock and on loading your carrier.

AFTER
THE EVENT

MATERIAL HANDLING

ADVANCE
WAREHOUSE

PREMIUM
RETURN SERVICE

Storage of Empty 
Containers
Holding your crates/boxes/containers 
for you during the show

Premium Return 
Service Available
Labeling your empty containers for 
priority return to your booth at the 
end of the show for a speedy exit.
Service fee will apply. Contact Event 
Services for more information.

STORAGE MATERIAL
HANDLING

LOADING
ON CARRIER

RECEIVING
DOCK VENUE

DOCKYOUR
BOOTH

Storage of
Empty Containers

ADVANCE
WAREHOUSE

DIRECT
TO SITE

To your location
or next event

THE EVENT ON SITE

From your location
or previous event

QUICK GLANCE - MATERIAL HANDLING PROCESS



Material Handling Information & Rates

Discount Price 
Deadline Date
MARCH 22nd

Method of payment must accompany your order
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The following information has been compiled by AGS for use by exhibitors and all third-party contractors to inform you of 
rates and rules regarding proper shipping and handling to and from your event . If you require more information regarding 
specific services or have issues regarding material handling at your event, please call our Event Services Department or 
contact us via email at eventservices@ags-expo .com

SHIPPING INFORMATION

Shipment Pick-ups & Deliveries 

Drivers will be required to record their shipments at 
the Exhibit Site Check-In Area and then they will be 
directed to the proper freight door for loading and 
unloading . This includes access to any POV ramps .

Material Handling Order Form 

Please make sure to submit your Material Handling 
Order Form to AGS . This will ensure the proper 
handling of exhibit materials .

All shipments delivered to either the exhibit site 
or the advanced warehouse require a delivery slip 
showing the number of pieces, weight, and type 
of merchandise . Surcharges apply to all shipments 
that arrive without proper piece-count and/
or weight ticket information . This includes bulk 
consignment carriers such as FedEx and UPS Package . 

Drivers will be required to submit a CERTIFIED WEIGHT TICKET when recording their shipment at the Exhibit Site Check-In 
Area . AGS Expo Services reserves the right to refuse such shipments until a certified weight ticket is presented .

NOTE: Shipments received without receipts, freight bills, or specified unit counts on receipts or freight bills (e .g . one lot, 
800 cu . ft ., etc .) from carriers such as FedEx or UPS Package, will be delivered to the exhibitor’s booth without guarantee 
of piece-count or condition . No liability will be assumed by AGS Expo Services for such shipments . In the event no weight 
is indicated on the documents presented, AGS Expo Services shall estimate the weight and charges will be based on the 
estimate . These charges will not be subject to adjustment .

Please ensure that copies of all shipping information are sent to the person or company in charge of installing your 
display . This will assist in locating any packages that are missing or fail to arrive .

Insurance 

Be sure your materials are insured from the time they leave your company until they are returned after the event . It is 
suggested that exhibitors arrange all-risk coverage . This can usually be done by adding riders to existing policies . Each 
event is different . As a result, certain facilities provide different levels of security for exhibitors and their materials . In most 
cases, security is arranged by the association or event management but is not always available during certain times of the 
event . Please take every precaution to secure items in your booth . During move-out, never leave packed materials in your 
booth unsupervised . AGS always requires exhibitor supervision of outbound packages to ensure their safe transfer .

Basic Tips for Shipping
• Securely pack all items for shipping and remove old shipping 

labels .

• Fill out and apply shipping labels with appropriate address, 
company name, booth number, and consign all shipments c/o 
AGS Expo Services .

• Send your Material Handling Order Form to AGS to ensure their 
arrival .

• Check with AGS as to the receipt of your shipped packages .

• All shipments must have a bill of lading or delivery slip 
indicating the number of pieces and weight .

• Certified weight tickets must accompany all shipments .

• Do not ship loose items to the advanced warehouse . All 
materials should be packaged appropriately .

   Basic Tips for Shipping

mailto:eventservices%40ags-expo.com?subject=
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Material Handling Information & Rates

Rate Classification

Discount Price 
Deadline Date
MARCH 22nd

Method of payment must accompany your order
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Shipping Labels 

All packages must be clearly labeled with the appropriate address, booth number, and consignment information . Please 
remember to remove all old labels from your shipping containers as this will ensure that there is no confusion over booth 
number, addresses, or other erroneous information not related to this specific event . 

Crates & Material Packaging 

Ensure that your containers are properly maintained or replaced to prevent the damage of any internal items during 
shipping and handling . Please understand that all containers associated with shipping are considered protection and are 
therefore not covered if damaged during shipping and handling . These containers are designed to take external forces in 
order to protect their internal contents . 

Advance Shipments to Warehouse - Services & Rates 

Advance shipments will be accepted at the AGS Expo Services advance warehouse and allowed up to 30 days storage if 
delivered by the deadline date provided in this Service Manual . These shipments should be consigned AGS Expo Services 
c/o ABF Freight and labeled with the appropriate event and booth number .

This service includes material unloading at the warehouse, storage up to 30 days, delivery to the exhibit site, unloading 
and delivery to the exhibitor’s booth, storage of empty containers during the event, pick-up at the close of the show, 
handling to the loading area, and reloading on outbound truck(s) . The ROUND TRIP RATE of $159.98 with a 200 lb. 
minimum applies for each 100 lbs . or fraction thereof per shipment .

Overtime Charges on Advance Shipments 

An overtime surcharge for shipments unloaded at the warehouse after 4:30 pm on weekdays, anytime on Saturday/
Sunday/Holidays will be applied based on the Advance Shipment Rate, for each 100 lbs . or fraction thereof per shipment . 
Additionally, when warehouse freight must be moved into the exhibit site on overtime due to scheduling conflicts beyond 
the control of AGS Expo Services, overtime charges will be applied . This charge will be invoiced in addition to those rates 
on all shipments subject to overtime charges . The surcharge applicable to overtime shipments is $47.99 with a 200 lb. 
minimum.

Off-Target Charges on Advance & Direct Shipments 

Shipments unloaded after the Advance Receiving Deadline Date or prior to Direct Receiving for exhibitor move-in will be 
subject to a 30% off-target service charge based on the Advance or Direct Shipment Rate (which ever applies), for each 
100 lbs . or fraction thereof per shipment, unless the shipment was handled by the official carrier . Charges for off-target 
delivery methods may also apply . Such off-target shipments cannot be guaranteed advance delivery to the show site .  

Direct Shipments to Exhibit Site - Services & Rates 

Shipments for direct delivery to the exhibit site should be scheduled to arrive by the date and times set forth in the 
Shipping Information section of this Exhibitor Service Manual . These shipments should be consigned to AGS Expo Services 
c/o InterContinental Miami and labeled with appropriate show name and booth number .

Materials will be unloaded from exhibitor’s trucks or trucks of other carriers at the exhibit site; delivered to the exhibitor’s 
booth; storage of empty containers during the event; picked-up at the close of the event; moved to the loading area; and 
reloaded on trucks . The ROUND TRIP RATE of $156.36 with a 200 lb. minimum applies for each 100 lbs . or fraction there 
of per shipment .

mailto:eventservices%40ags-expo.com?subject=
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Overtime Surcharges at Exhibit Site 

Overtime charges on inbound shipments will be in effect if: 

• A vehicle checks-in at the Exhibit Site Check-In Area after 4:30 PM on weekdays or anytime on Saturday/Sunday/
Holidays .

Overtime charges on outbound shipments will be in effect if:

1 . Your shipment is loaded after 4:30 PM on the day the exhibit closes . 

2 . Your carrier checks-in at the Exhibit Site Check-In Area after 4:30 PM on weekdays or anytime on Saturday/Sunday/Holidays .

3 . Additionally, when freight must be moved out of the exhibit site on overtime due to scheduling conflict beyond the control 
of AGS Expo Services, overtime charges will be applied . An overtime surcharge based on the exhibit site rates for each 100 
lbs . or fraction thereof per shipment will be invoiced in addition to those rates on all shipments .

Overtime charges at the exhibit site subject to overtime rates: 

• For each 100 lbs . or fraction thereof per shipment, the rate is $46.91 with a 200 lb. minimum.

Special Handling - Shipments or Equipment Requiring Special Handling 

This classification applies to, but is not limited to, moving van shipments or shipments by any trucks which, because of 
their truck bed height, cannot be unloaded at the docks and/or the shipment is packed in such a manner as to require 
special handling (i .e . loose display parts, uncrated equipment, etc .) regardless of the kind of carrier or vehicle used and/
or the description of the shipment is such that the type of materials or equipment cannot be determined (e .g . 1 lot; many 
assorted pieces, etc .) . This also includes shipments delivered by carriers such as FedEx, UPS Package, and other parcel style 
carriers with bulk consignment . 

Materials will be unloaded from moving vans, exhibitor’s truck, or trucks of other carriers at the exhibit site; delivered to 
the exhibitor’s booth; stored as empty containers during the event; picked-up at the close of event; moved to the loading 
area; and reloaded on trucks .

The rate of $234.53 with a 200 lb. minimum applies for each 100 lbs . or fraction thereof per shipment .

NOTE: In the event crated materials are combined in a shipment with materials packed in such a manner as to require 
special handling (see above), AGS Expo Services will invoice such shipments at the rates applicable to the classification 
of the materials, PROVIDED the Bill of Lading clearly identifies the weight of the crated materials and the weight of the 
other materials . If the Bill of Lading does NOT identify the weights of the various classifications, the entire shipment will be 
invoiced at the Special Handling Rate and will not be subject to adjustment .

Small Package Rates 

Small Package Rates ONLY apply to direct deliveries to the exhibit site and should be scheduled to arrive on the dates and 
times set forth in the Shipping Information section of this Exhibitor Service Manual . These shipments should be consigned 
to AGS Expo Services c/o InterContinental Miami and labeled with appropriate show name, company name, and booth 
number . Such items considered small packages are cartons, envelopes, and other non-crated items that have a maximum 
weight of 30 lbs . per shipment, per delivery, per day, by the same carrier . This includes FedEx and UPS Package shipments . 
Materials will be unloaded from the dock or trucks at the exhibit site and delivered to the exhibitor’s booth .

 This INBOUND ONLY RATE applies to small packages with a total shipment weight of 30 lbs . or a fraction thereof where 
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Small Package Rates (Cont.) 

the first piece is $58 .00 and each subsequent piece is $30 .00 . If the total weight of the shipment exceeds 30 lbs, the 
shipment will be subject to standard Material Handling service fees, or that which applies, depending upon time of arrival 
and other policies surrounding its receipt (i .e . special handling) . A 15% surcharge may be applied on all items delivered 
without documentation or by carriers such as FedEx, UPS Package, and other parcel style carriers with bulk consignment .

Premium Return Services

AGS offers Premium Return Service for material handling storage at this event . This service includes all classifications of 
material handling storage listed in this Material Handling Information & Rates section . This service will provide priority 
return of stored materials at the close of the event . All materials labeled for Premium Return Service will be guaranteed 
first return . This service has limited availability and is based on storage capacity of the event venue . This is not an 
alternative to material handling . Material handling services must be established prior to ordering this service . The fee for 
this premium service to return empty storage containers at the close of show is $250 .00 for a maximum of (3) containers . 

Outgoing Shipments 

To assist you in setting-up your outgoing shipments, AGS Expo Services will have a shipping desk located at the AGS 
Service Center where labels, Bills of Lading and shipping information will be available . 

Freight Re-Route Policy 

At the close of the show, if carriers fail to pick-up or refuse to accept shipments, or no disposition is provided by the 
exhibitor, AGS Expo Services reserves the right to either re-route such shipments or materials via the Official Show Carrier, 
or dray back to the warehouse and await instructions from the exhibitor . If the shipment is drayed back to the warehouse, 
there will be a Service Fee minimum of $650 .00 for up to 1,499 lbs, a $850 .00 min for 1,500 - 2,999 lbs, and a $1,050 .00 
min for 3,000+ lbs for transportation and/or storage . Additional fees may apply based on size and complexity of loading 
and storage needs . AGS is not responsible for the assignment of fees or charges made by the carrier in association with 
freight re-routes or dray backs . No liability will be assumed as a result of such re-routing or handling . Post-show disposal 
of all empty crates, carpeting or display materials are the responsibility of the exhibitor including disposition or return 
to company warehouse . Any of the before mentioned items abandoned by exhibitors will be assessed a Service Fee 
beginning at $500, depending on size and weight . This service fee will be charged by AGS in addition to any fees applied 
by the Convention Center or Official Show Carrier for crate removal .

mailto:eventservices%40ags-expo.com?subject=
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AGS wants to ensure that your materials reach their intended destination . Therefore, any unconsigned shipments left in 
the exhibit hall after dismantling hours will be shipped via the official show carrier at the expense of the exhibitor . Please 
read the important information below to help avoid having your freight re-routed .

Driver Check-in:  Wednesday, April 10th by 2:00 PM

Freight Re-Route Time:  Wednesday, April 10th by 2:01 PM

What is Freight Re-Route?

A “re-route” occurs when a carrier does not check-in or show up at the dock for the consigned freight . We want to 
make sure each exhibitor gets their first choice of a carrier and therefore no freight is re-routed until we must move it 
to complete the contracted move-out agreement between show management, the convention center, and AGS Expo 
Services .

Bill of Lading

Each exhibitor is responsible for turning in an AGS Bill of Lading to the AGS Service Center after dismantling is finished and 
all boxes/crates/materials are packed and labeled . The Bill of Lading is the official “permission” by the exhibitor to allow the 
removal of freight from the booth to the carrier of choice (personal vehicle, truck, van line, air freight, etc .) .

Official Show Carrier

The official show carrier is on-site as a convenience to exhibitors, and to service show management, and is by no means 
the only choice available . Exhibitors are welcome to use either the official carrier or an Exhibitor Appointed Carrier . Rates 
may be negotiated in advance by calling the official show carrier .

Other Carriers

If freight is consigned to a service carrier other than the official show carrier, that carrier must check-in with the loading 
dock by the time specified above . Show management, AGS Expo Services, and the official show carrier cannot be 
responsible for checking with all designated carriers . If you have chosen a carrier other than the official show carrier, we 
require that someone from your company remain with the shipment until it is picked-up. Many times, a reminder 
phone call to your carrier will ensure the official time window is adhered to and your freight is picked up successfully .

Freight Re-Route Contact

In the event that your freight is re-routed by AGS, please contact our Event Services Department during regular business 
hours Monday through Friday from 8:00 am – 5:00 pm at 407 .292 .0025 to obtain tracking and destination information . 
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CoSN2024 Annual Conference

 COMPANY NAME:

 BOOTH NUMBER:

ADVANCE WAREHOUSE RECEIVING DATES:
3/8/24 - 4/1/24

CoSN2024 Annual Conference

 COMPANY NAME:

 BOOTH NUMBER:

ADVANCE WAREHOUSE RECEIVING DATES:
3/8/24 - 4/1/24

TO:    AGS Expo Services
 c/o ABF Freight 
 6402 NW 74th Avenue 
 Miami, FL 33166 

TO:     AGS Expo Services
 c/o ABF Freight 
 6402 NW 74th Avenue 
 Miami, FL 33166 

ADVANCE SHIPPING LABEL

ADVANCE SHIPPING LABEL

 PLEASE CUT ALONG THIS LINE AND AFFIX LABEL TO PACKAGE   
PLEASE MAKE ADDITIONAL COPIES OF THESE LABELS AS NEEDED



CoSN2024 Annual Conference

 COMPANY NAME:

 BOOTH NUMBER:
MUST BE DELIVERED:

Monday, April 8, 2024 - 8:00 AM - 3:30 PM

CoSN2024 Annual Conference

 COMPANY NAME:

 BOOTH NUMBER:
MUST BE DELIVERED:

Monday, April 8, 2024 - 8:00 AM - 3:30 PM

TO:     AGS Expo Services 
 c/o InterContinental Miami 
 Mezzanine, Biscayne and Chopin  
 Ballroom (2nd Floor) 
 100 Chopin Plaza 
 Miami, FL 33131

TO:     AGS Expo Services 
 c/o InterContinental Miami 
 Mezzanine, Biscayne and Chopin  
 Ballroom (2nd Floor) 
 100 Chopin Plaza 
 Miami, FL 33131

DIRECT SHIPPING LABEL

DIRECT SHIPPING LABEL

 PLEASE CUT ALONG THIS LINE AND AFFIX LABEL TO PACKAGE   
PLEASE MAKE ADDITIONAL COPIES OF THESE LABELS AS NEEDED



Material Handling Estimate Form

Advance Shipments to Warehouse

Direct Shipments to Show Site

Special Handling at Show Site

Small Packages

Total Order

Company Name Tel #
Booth Number

Billing Address Email

City / State / Zip Signature

Discount Price Deadline Date
MARCH 22nd

Method of payment must accompany your order

CoSN2024 Annual Conference
InterContinental Miami
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Please use this form to indicate how much incoming freight AGS can expect from your company . We understand that your 
calculation is only an estimate and adjustments will be made according to the actual weight listed on the inbound Bills of 
Lading . If you have any questions about material handling, please refer to the forms in this Exhibitor Service Manual titled 
“Shipping Instructions and Material Handling.”

MATERIAL HANDLING RATES (DEADLINE DATES) 

Advanced Warehouse - (3/8/24 - 4/1/24)
• $159 .98 per 100 lbs, 200 lbs min . per shipment

Direct to Show Site - (4/8/24)
• $156 .36 per 100 lbs, 200 lbs min . per shipment

Special Handling at Show Site - (4/8/24)
• $234 .53 per 100 lbs, 200 lbs min . per shipment

Small Packages - <30 lbs - (Show Site Only)
• $58 .00 1st Carton, $30 .00 each add ., per shipment

Please note:
• When recording weight, round-up to the next 100 lbs . Example: 235 lbs . = 300 lbs ., 3 x Material Handling Rate per 100 lbs .
• A 30% Overtime Surcharge will be applied for any mandatory weekend and/or after 4:30 PM move-in / move-out.

We will ship . . . .   lbs . @ $159 .98 per 100 lbs . (200 lbs . min, $319 .96 Minimum per shipment)

 Total Weight  lbs . x  $  rate per 100 lbs .= $ 

• Materials received after the cut-off date will be assessed an off-target charge and cannot be guaranteed advance delivery.

We will ship . . . .   lbs . @ $156 .36 per 100 lbs . (200 lbs . min, $312 .72 Minimum per shipment)

 Total Weight  lbs . x  $  rate per 100 lbs .= $ 

• Materials received prior to move-in date/time will be assessed an off-target charge or may be refused by the facility.

Special handling applies to items such as machinery or equipment, specially packaged or otherwise, requiring the use of a 
specialized forklift or excess labor to organize such items and move them from the dock . 

We will ship . . . .   lbs . @ $234 .53 per 100 lbs . (200 lbs . min, $469 .06 Minimum per shipment)

 Total Weight  lbs . x  $  rate per 100 lbs .= $ 

We will ship . . . .   Packages @ $58 .00 for the first package and $30 .00 for each additional package 
contained in the same shipment

 Total Number of Packages    x $58 .00 / $30 .00 = $ 

 Material Handling Services - Subtotal: $ 

 30% Overtime Surcharge (Subtotal x 30%): $ 

 Total Material Handling Cost: $ 

mailto:eventservices%40ags-expo.com?subject=
https://ags-expo.com/ehub/
https://ags-expo.com/ehub/


Outbound Bill of Lading/Shipping Label Request

• Completed BOL must be turned in to the AGS Service Center prior to your departure. 
• AGS will print and deliver your BOL with shipping labels to your booth prior to the close of the show .
• Exhibitors must properly package and label all materials .
• Shipments without paperwork will be considered abandoned and will be re-routed via the show carrier at the  

Exhibitor’s expense . AGS does not accept responsibility for any exhibitor property left on the show floor  
unattended at any time for any reason .

Company Name Tel #
Booth Number

Billing Address Email

City / State / Zip Signature

Discount Price Deadline Date
MARCH 22nd

Method of payment must accompany your order

CoSN2024 Annual Conference
InterContinental Miami

Miami, FL
April 8- 10, 2024

AGS Expo Services • 4561 SW 34th Street • Orlando, FL 32811 
Phone: 407.292.0025 • Fax: 407.292.4414
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All outbound shipments require an Official AGS Bill of Lading and shipping labels . AGS Expo Services offers complimentary 
pre-printing of these items . To take advantage of this service, please complete this request and submit to AGS . You must 
submit a valid and complete method of payment form with this form to receive this service . 
Showsite Instructions:

 
Ship to Address:

Company:   

Address:  

City:                                                                                                                        State:  Zip:  

Attention/Show/Booth #:  

Number of Destinations:                               Number of pieces:                                        Number of Labels Requested: 

 
 
Select Shipping Method:

      Ship via official show freight carrier, ABF Freight

      

 

 
 
 
 
Bill Shipping Charges to (if different from ship to address):

 Shipper (Print): Email: 

 Contact Name: Cell: 

 Freight Charges Billed to (Company):  

 Address:  

 City: State: Zip: 

Crate 
(Wood)

Skid 
(Pallet)

Cases
(Plastic)

Carton
(Cardboard)

Other
(Bundles, 
pad wraps, 
etc)

• If selecting a carrier other than ABF Freight, you must schedule the pickup .

• If you have more than (1) destination please fill out a form for each individual destination.
• Please indicate your piece count by type below. 

**In the case that your carrier does not show please select one of the below dispositions for your shipment**

Re-Route via Show Carrier, ABF Freight Drayback to Warehouse - A minimum fee of $650.00  
will be charged. *Fee may be greater based on final weight

Ship via carrier of exhibitor’s choice - Name of Carrier  

Prepaid CollectBy selecting Prepaid, you are indicating 
that material for shipment will be paid 
by the sender (you)

By selecting Collect, you are indicating that the 
receiving party will be responsible for payment 
upon receipt of the materials

Is this shipment Prepaid or Collect (Please select one):  
*Exhibitors are responsible for settling all transportation costs with the carrier of their choosing directly .

Anvil Case/
Trunks
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By acceptance of Goods and/or Services provided by AGS 
Exposition Services, Inc . and/or its carriers, contractors, 
and agents of each, Customer and any other party with 
an interest in, or who is benefited by the Goods and/or 
Services covered by this Agreement agree to these Terms 
and Conditions of Contract .

AGS TERMS AND CONDITIONS ARE SUBJECT TO 
MODIFICATION OR CHANGE AT AGS’ SOLE DISCRETION 
UPON ADVANCE NOTICE TO ANY PARTIES

1. Scope/Binding Effect:

These Terms and Conditions shall be binding upon AGS, 
Customer, and their respective agents, representatives, 
Shipper and Consignee, including but not limited to 
Customer contracted labor such as installation and 
dismantle companies and personnel, and any other party 
with an interest in, or who is benefited by the Goods and/
or Services covered by this Agreement . Each shall have the 
benefit of and be bound by all provisions stated herein, 
including but not limited to time limitations and limitations 
of liability . It shall be the Customer’s sole obligation to 
ensure that any such parties described above have received 
a copy of this Agreement and have consented to these 
Terms and Conditions .

2. Definitions: 

“AGS” refers to AGS Exposition Services, Inc ., a Florida 
Corporation, its agents and employees .

“Carrier” shall refer to motor carriers, van lines, air carriers, 
and/or air or surface freight forwarders .

“Cold Storage” refers to the holding of Goods in a climate 
controlled area whether or not said Goods are deemed 
“perishable” .

“Consignee” refers to a party to whom goods are shipped .

“Customer” shall refer to any exhibitor, event participant, or 
other party requesting from Goods or Services from AGS .

“Goods” refers to exhibits, property, materials, electronic 
equipment, displays, and commodities of any type for which 
AGS is requested to provide or otherwise perform Services 
in relation thereto, such as shipping, drayage, assembly or 
disassembly in relation thereto .

“HAZMAT” refers to those articles, commodities and/or 

Goods defined as hazardous in 49 CFR Parts 171-177, as 
amended from time to time .

“ICCTA” refers to Part B 49 U .S .C . Sections 13101 – 14914, of 
the ICC Termination Act of 1995, as amended from time to 
time .

“Services” as referenced herein shall include, but is not limited 
to: warehousing, storage, transportation, drayage, electrical, 
rigging, material handling, design, graphics, carpentry, 
installation and dismantle, logistics and/or all other services 
provided by AGS and/or its carriers, contractors, and agents 
of each . 

“Shipper” shall refer to any party who tenders Goods to 
Carrier for transportation .

3. Customer Obligations:

a. Payment for Services. Customer, Shipper, and 
Consignee shall be jointly liable for all unpaid charges for 
services performed by AGS and/or its carriers, contractors, 
and agents of each . Customer authorizes AGS to charge its 
credit card directly for Goods and/or Services rendered on 
Customer’s behalf at any time, to include after Customer 
departure from the event, upon placing its order with AGS 
on-line, via fax, phone or through a work order on site .

b. Credit Terms. All charges are due before Goods 
are delivered or Services are performed unless other 
arrangements have been made in advance with AGS . 
AGS has the right to require prepayment or other written 
guarantee of the charges at the time of request for Goods 
and/or Services . A failure to pay timely will result in Customer 
having to pay in cash in advance for future Goods and/or 
Services . AGS retains its right to hold Customers’ Goods 
for non-payment and to charge storage and handling fees 
associated therewith . If a credit card is provided to AGS, 
AGS is authorized to bill to such credit card at any time for 
any unpaid charges for Goods and/or Services provided 
to Customer, including charges for return shipping . Any 
charges not paid within 30 days of delivery will be subject to 
interest at 1 ½ % per month until paid .

c. HAZMAT Compliance. Customer is obligated to disclose 
to AGS and Carrier if Customer’s packages contain items that 
are considered HAZMAT . Customer has the obligation to 
comply with all applicable laws associated with any HAZMAT 
materials and ensure that each package is properly and 
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completely described, is properly marked and addressed, 
and is packaged adequately to protect the contents during 
transportation . Customer must provide all documentation 
for HAZMAT shipping as required by the Department of 
Transportation . Customer hereby agrees to provide AGS 
and Carrier with accurate information in order to allow for 
all proper disclosures to be made on Customer’s shipment . 
Customer is also responsible for all placarding associated 
with HAZMAT materials .

4. ICCTA Waiver; Mutual Indemnification:

a. ICCTA Waiver. Customer and AGS expressly and mutually 
waive, to the extent permissible under law, any and all rights 
and remedies each may have under ICCTA, as amended 
from time to time, to the extent those provisions conflict 
with these Terms and Conditions .

b. Customer Indemnification. Customer shall defend, hold 
harmless and indemnify AGS and its carriers, contractors, and 
agents of each, from and against any and all claims, lawsuits, 
demands, liability, costs and expenses, including reasonable 
attorneys’, expert, and consulting fees, and court costs, 
arising from or relating to any injury to or death of persons, 
or damage to property other than Goods, arising from or 
relating to AGS’ (and/or its carriers, contractors, and agents 
of each), performance of Services herein . Customer further 
agrees to indemnify and hold AGS and its carriers, contractors, 
and agents of each, harmless for any and all actions or 
inactions of Customer, its agents, contractors, customers 
and invitees, and their contractors, representatives and 
agents, including but not limited to Customer’s installation 
and dismantle companies and personnel, any subtenant, 
licensee, invitee, or other user of its space or any agents or 
employees engaged in business on behalf of Customer or 
present at Customer’s invitation, including supervision of 
labor secured through AGS . Customer’s obligations under 
this provision shall not apply to AGS’ own gross negligence 
and/or willful misconduct . CUSTOMER ACKNOWLEDGES 
THAT THE EVENT SITE IS AN ACTIVE WORK ZONE AND 
CUSTOMER, ITS AGENTS, EMPLOYEES, CONTRACTORS, 
LICENSEES, INVITEES, CUSTOMERS, SUB-TENANTS, AND 
THEIR RESPECTIVE AGENTS AND REPRESENTATIVES ARE 
PRESENT AT THEIR OWN RISK AND ASSUME ALL RISKS 
ASSOCIATED THEREWITH BY VIRTUE OF THEIR PRESENCE.

c. AGS Indemnification. To the extent of AGS’ own gross 
negligence and/or willful misconduct, and subject to the 

limitations of liability set forth in Sections 4 and 5 of this 
Agreement, AGS shall defend, hold harmless and indemnify 
Customer from and against any claims, lawsuits, demands, 
liability, costs and expenses, including reasonable attorney’s 
fees and court costs, resulting from any injury to or death 
of persons, or damage to property other than Goods . AGS’ 
indemnity obligation under this provision shall not apply to 
claims for damage to property, bodily injury or death arising: 
(i) from persons present in areas which have been marked as 
“off limits to exhibitors”; and/or (ii) when persons are present 
in the facility prior or subsequent to the effective dates or 
hours of exhibitor’s space lease with event management .

5. Disclaimer And Limitation Of Liability:

UNDER NO CIRCUMSTANCES SHALL ANY PARTY BE LIABLE 
FOR SPECIAL, INCIDENTAL, CONSEQUENTIAL, INDIRECT 
OR PUNITIVE DAMAGES, INCLUDING BUT NOT LIMITED 
TO LOSS OF PROFITS OR INCOME. AGS SHALL BE LIABLE, 
SUBJECT TO THE LIMITATIONS CONTAINED HEREIN, FOR 
LOSS OR DAMAGE TO GOODS ONLY IF SUCH LOSS OR 
DAMAGE IS CAUSED SOLELY AND EXCLUSIVELY BY THE 
DIRECT, GROSS NEGLIGENCE OR WILLFUL MISCONDUCT 
OF AGS. NOTWITHSTANDING THE FOREGOING, AND 
UNDER NO CIRCUMSTANCES, REGARDLESS OF CLAIMED 
FAULT AGAINST AGS, SHALL AGS BE LIABLE FOR ANY 
CLAIMS PRESENTED FOR LOSS OR DAMAGE ARISING 
OUT OF INCIDENTS REFERENCED IN SECTION 6, BELOW. 
FURTHER, AGS SHALL NOT BE LIABLE FOR LOSS, DAMAGE, 
OR DELAY THAT RESULTS FROM ACTS OF GOD, WEATHER 
CONDITIONS, ACT OR DEFAULT OF CUSTOMER, SHIPPER, 
CARRIER, OR THE OWNER OF THE GOODS, INHERENT 
NATURE OF THE GOODS, PUBLIC ENEMY, PUBLIC 
AUTHORITY, LABOR DISPUTES, AND ACTS OF TERRORISM 
OR WAR.

6. No Liability for Loss or Damage to Goods:

a. Condition of Goods. AGS shall not be liable for damage, 
loss, or delay to uncrated freight, freight improperly packed, 
glass breakage or concealed damage . AGS shall not be 
liable for ordinary wear and tear in handling of Goods or for 
damage to shrink wrapped Goods . All Goods shall be able 
to withstand handling by heavy equipment, including but 
not limited to forklifts, cranes, or dollies . It is the Customer’s 
responsibility to ensure that Goods are packaged correctly 
prior to shipment or movement on or off the event floor .
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b. Receipt of Goods. AGS shall not be liable for Goods 
received without receipts, freight bills, or specified piece 
count on receipts or freight bills, or for bulk shipments (i .e ., 
UPS, air freight, or van lines) . Such Goods shall be delivered 
to booth without the guarantee of piece count or condition .

c. Force Majeure. AGS shall not be liable for loss or damage 
that results from Acts of God, weather conditions, act or 
default of Customer, shipper, Carrier, or the owner of the 
Goods, inherent nature of the Goods, public enemy, public 
authority, labor disputes, and acts of terrorism or war .

d. Cold Storage. Goods requiring cold storage are stored 
at Customer’s own risk . AGS assumes no liability or 
responsibility for Cold Storage .

e. Empty Storage. AGS assumes no liability for loss or 
damage to Goods or crates, or the contents therein, while 
containers are in empty storage . It is Customer’s sole 
responsibility to affix the appropriate labels available at the 
AGS Service Center for empty container storage, and ensure 
that any pre-existing empty labels are removed .

f. Freight Re-Route. AGS is not liable for Customer Goods 
left on the event floor after the event closing deadline, 
with or without a Material Handling Services/Straight Bill of 
Lading signed by Customer . It is Customer’s responsibility 
to complete accurate paperwork for shipping and to ensure 
Customer Goods are properly labeled . If Customer Goods 
remain on the floor after the event closing deadline, AGS has 
the right to remove the Customer Goods . AGS is authorized 
by Customer to proceed in the manner chosen by Customer 
on the Order of Material Handling Services/Straight Bill of 
Lading, if one has been completed, or otherwise, to ship 
Customer Goods at the discretion of AGS and at Customer’s 
expense . AGS shall incur no liability for such shipment . AGS 
retains the right to dispose of Customer Goods without 
liability if left on the event floor unattended, without labels 
or not correctly labeled . If the shipment is drayed back to 
the warehouse, there will be a Service Fee minimum of 
$650 .00 for up to 1,499 lbs, a $850 .00 min for 1,500 - 2,999 
lbs, and a $1,050 .00 min for 3,000+ lbs for transportation 
and/or storage . Additional fees may apply based on size 
and complexity of loading and storage needs . AGS is not 
responsible for the assignment of fees or charges made by 
the carrier in association with freight re-routes or dray backs . 
No liability will be assumed as a result of such re-routing or 
handling . Post-show disposal of all empty crates, carpeting 

or display materials are the responsibility of the exhibitor 
including disposition or return to company warehouse . Any 
of the before mentioned items abandoned by exhibitors will 
be assessed a Service Fee beginning at $500, depending on 
size and weight . This service fee will be charged by AGS in 
addition to any fees applied by the Convention Center or 
Official Show Carrier for crate removal .

g. Concealed Damage. AGS shall not be liable for concealed 
loss or damage including but not limited to; glass, electronic 
equipment, prototypes, original art, uncrated Goods, or 
improperly packaged or labeled goods .

h. Unattended Goods. AGS assumes no liability for loss or 
damage to unattended Goods received at the event site at 
any time from the point of receipt of inbound Goods until 
the loading of the outbound Goods, including the entire 
term of the respective event, show or exhibition . Customer 
is responsible for adequately insuring its own Goods for any 
and all risk of loss .

i. Unattended Booth. Relative to inbound shipments, there 
may be a lapse of time between the delivery of shipment(s) 
to the booth by AGS and the arrival of the Customer’s 
representative(s) at the booth . Similarly, relative to outgoing 
shipment(s), it is possible that there may be a lapse of time 
between the completion of packing and the actual pick-
up of Goods from the booth for loading onto a carrier . It is 
understood that during such times the shipment(s) will be 
left in the booth unattended . In addition, booths that are 
attended may still be subject to risk of loss, damage, or theft 
at the event site . Therefore, it is understood and agreed that 
AGS shall not be liable for any loss or damage occurring 
while the Goods are in Customer’s booth at any time, 
whether or not the booth is, or is not attended by Customer 
or anyone else . All Material Handling Forms and/or Straight 
Bills of Lading covering outgoing Goods submitted to AGS 
will be checked at the time of pickup from the booth and 
corrections to the count or condition will be documented 
where discrepancies exist .

j. Special Handling Needs. AGS shall not be liable for 
any loss, damage, or delays incurred during the handling 
of Goods requiring special devices or facilities to properly 
load, place, or reload, unless advance notice has been 
given to AGS in time to obtain the proper equipment or 
facilities . It is at the sole discretion of AGS to refuse the 
movement or acceptance of such Goods in cases where 
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equipment or facility limitations exist . It will be the sole 
responsibility of the Customer to arrange for any such 
special needs with AGS, or alternate servicing agents 
where such special needs cannot be procured by AGS, 
except for locations where liability assignment, contractual 
limitation, local law or jurisdiction prohibits such agents 
from performing any such special handling needs .  
7. AGS Not a Bailee or Shipper/ AGS Retained Authority 
to Substitute Carriers: 

a. AGS Not Bailee or Shipper. The Customer agrees in 
connection with the receipt, handling, temporary storage 
and reloading of its Goods that AGS will provide these 
services as Customer’s agent and not as a bailee or shipper . 
If any agent or employee of AGS signs a delivery receipt, Bill 
of Lading or other document, Customer agrees that AGS will 
do so as the Customer’s Agent and the Customer accepts all 
liability and responsibility for loss, damage, theft, or delay 
thereof .

b. AGS Retained Authority to Substitute Carriers. In order 
to expedite removal of Goods from the event site, AGS shall 
have the authority to change designated carriers if such 
carriers do not pick-up Customer’s Goods on time . 

8. Measure of Damage:

a. Sole Relief. If found liable for any loss, AGS’ sole and 
exclusive maximum liability for loss or damage to Customer’s 
Goods is limited to $ .50 (USD) per pound with a maximum 
liability of $100 .00 (USD) per container, or $1,500 .00 (USD) 
per shipment whichever is less .

b. Labor. AGS assumes no liability for loss, damage, death, 
or bodily injury arising out of Customer’s supervision of 
AGS provided union labor . If AGS supervises labor for a fee, 
AGS shall be liable only for actions or claims arising out 
of its grossly negligent supervision or willful misconduct . 
Such liability shall be limited to the cost to Customer of the 
supervised labor or the depreciated value of the Goods, 
whichever is less . If Customer elects to use unsupervised 
labor, then Customer assumes all liability for the actions 
or claims that arise out of such work, including but not 
limited to loss, damage to property, Goods, death, or bodily 
injury and shall indemnify AGS and event management, to 
include reasonable defense costs, attorney’s, expert, and 
consulting fees and court costs, for any claims that result 
from Customers’ supervision or failure to supervise assigned 

labor .

9. Miscellaneous:

a. Insurance. AGS IS NOT AN INSURANCE COMPANY 
AND DOES NOT OFFER OR PROVIDE INSURANCE . It is the 
obligation of Customer to ensure Goods are insured at all 
times . Loss or theft of the Goods in storage or in transit to 
and from the event and or while on the event floor is in the 
sole responsibility of Customer . AGS recommends Customer 
arrange for “All Risk” Coverage .

b. Notice of Loss or Damage. In order to have a valid claim, 
notice of loss or damage to Goods must be given to AGS or 
its agent within 24 hours of occurrence (as evidenced in an 
Incident Report completed at event site by AGS) or delivery 
of outbound Goods .

c. Filing of Claim. Any claim for loss or damage to Goods 
must be in writing, containing facts sufficient to identify the 
Goods, asserting liability for alleged loss or damage, and 
making claim for the payment of a specified or determinable 
amount of money . Such claim must be filed with AGS within 
the time limits specified herein or it is completely and 
irrevocably waived and barred . Damage reports, incident 
reports, inspection reports, notations of shortage or damage 
on freight bills or other documents, DO NOT and SHALL NOT 
constitute the filing of a claim .

i. Claims for Goods alleged to be lost, stolen or damaged at 
the event site must be received in writing by AGS within 30 
days after the close of the event .

ii. Claims for Goods alleged to be lost or damaged during 
transit must be received in writing by AGS within thirty (30) 
days after the date of delivery of Goods to or from the event 
site . 

In the event of a dispute with AGS, Customer shall not 
withhold payment or any amount due AGS for Services as 
an offset against the amount of the alleged loss or damage . 
Customer agrees to pay AGS prior to the close of the event for 
all such charges and further agrees that any claim Customer 
may have against AGS shall be pursued independently 
by Customer as a separate action to be resolved on its 
own merits . AGS retains the right to pursue collection on 
amounts owed after event close, without regard to any 
amount alleged to be owed for damage, or loss .

d. Filing of Suit. Any action at law regarding loss or damage 
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to Goods must be filed within one (1) year of the date of 
declination of any part of a claim .

e. Notice of Legal Action. In the event an exhibitor 
threatens potential legal action, all further communications 
will AGS personnel may cease, and future service to that 
exhibitor may be suspended . 

10. Jurisdiction, Choice of Forum; Prevailing Party Fees:

This Agreement shall be governed by and construed in 
accordance with the laws of the State of Florida . The parties 
hereby submit to jurisdiction and venue in the United States 
District Court, Middle District of Florida, Orlando Division, or 
the appropriate State Courts of Orange County, Florida . In any 
action arising from or relating to this Agreement, including 
the collection of any sums owed AGS, the prevailing party 
shall be entitled to recover reasonable attorneys’ fees and 
taxable costs at all trial and appellate levels .

11. Advanced Warehousing/Temporary Storage/Long 
Term Storage:

All terms and conditions relative to Advanced Warehousing/
Temporary Storage/Long Term Storage are contained in 
separate agreements titled “Storage Agreement” . In the 
event that a Storage Agreement is not executed between 
the parties, the following shall apply with respect to AGS’ 
liability for Customer’s Goods . The responsibility of AGS 
with respect to Customer’s Goods is limited to the exercise 
of ordinary care and diligence in handling and storing 
of Customer’s Goods . AGS shall be liable only for loss or 
damage to Goods caused by AGS’ sole and exclusive gross 
negligence . AGS’ liability is limited to $ .50 (USD) per pound 
with a maximum liability of $100 .00 (USD) per container, 
or $1,500 .00 (USD) per shipment whichever is less . In case 
of partial loss or damage, the maximum liability shall 
be prorated based on weight . AGS is not responsible for 
any loss or damage to Goods caused by, but not limited 
to fire, theft, the elements, vandalism, moisture, vermin, 
mechanical breakdown or failure, freezing or changes 
in temperature, as well as any other causes beyond AGS’ 
immediate control . AGS is not responsible for the marring, 
scratching or breakage of glass or other fragile items . AGS 
is not liable for the mechanical functions of instruments or 
appliances even if such articles are packed or unpacked by 
AGS . In no event shall AGS be liable for special, incidental, 
indirect or consequential damage, including loss of profits 

or income of any kind resulting from any damage to or loss 
of the Goods . Customer pays storage fees and/or costs for 
advance warehousing for use of the space only . There is no 
guarantee of security or representations made by AGS as to 
appropriateness of the conditions for Customer’s Goods . The 
risk of loss remains Customer’s alone and AGS recommends 
the Customer carry and maintain insurance in amounts 
sufficient to cover its risk . AGS IS NOT AN INSURANCE 
COMPANY AND DOES NOT OFFER OR PROVIDE INSURANCE . 
It is the obligation of Customer to ensure Goods are insured 
at all times . Loss or theft of the Goods in storage or in transit 
to and from the event and or while on the event floor is 
in the sole responsibility of Customer . AGS recommends 
Customer arrange for “All Risk” Coverage .

These terms apply to your order .
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ABF FREIGHT

Official Transportation Provider
via the ABF Freight® Network

Let ArcBest® make your next trade show the 
easiest you have ever attended!
We have over 90 years of experience in the freight 
industry and a dedicated Trade Show division with 
service through North America through the ABF 
Freight® network.

Choose guaranteed, expedited shipping solutions 
– air or ground – with special discounted rates for
your inbound and outbound shipments. 

For personalized quotes, please call 

800-654-7019

Our Services Include:

Trust your important trade 
show shipment to the leader in 

exhibition transportation services.

Priority 
handling of 

your inbound 
and outbound 

shipments

Guaranteed 
expedited air 

and ground 
services

LTL Ground 
Transportation

International 
Transportation
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Exhibiting Company__________________________________Contact Name _________________________________

Title__________________________ Email____________________________________ Phone_____________________

Company_______________________________________

Address________________________________________

_______________________________________________

City____________________ State______Zip__________

Pickup Date/Time________________________________

Piece Count and Type_____________________________

Total Weight_____________________________________

Dimensions (L)_________ (W)_________ (H)__________

Would you like an ArcBest Trade Show Coordinator to contact you with a quote or information? 
YES      NO

Show Name _____________________________________

Booth No._______________________________________

Contractor ______________________________________

Show Dates _____________________________________

Address ________________________________________

City____________________ State______ Zip__________

Delivery Date ____________________________________

Residential Pickup          Inside Pickup

Liftgate          Dock

ArcBest® Trade Show Services

8401 McClure Drive • Fort Smith, AR • 72916

R E Q U E S T  F O R  I N F O R M A T I O N

If you are faxing this form, please print a copy, complete the requested
information, and then fax to (844) 718-7620.

SHIPPER INFORMATION

FREIGHT INFORMATION

SHIP TO: Warehouse      Show Site     

ADDITIONAL INFORMATION

800-654-7019
 tradeshow@arcb.com  |  arcb.com 
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We make it easy
As the exclusive Technology Provider of The 
InterContinental Miami, Encore is committed to 
making your experience as easy and stress-free as 
possible.

Self-service option available 
through our online store – EventNow

Easy Ordering

Step 1

Visit EventNow Ordering InterContinental Miami 
Choose Venue and select 
‘I am planning an exhibit booth’ 

Step 2

Browse our technology catalog

Step 3

Select from a list of available products/product 
packages and service packages, then check out.*

Once your order is completed, a confirmation 
email will be sent with all your order details 
and a dedicated professional will still be 
on-hand to answer any questions regarding 
your order.

As the exclusive Technology Provider of The 
InterContinental Miami, Encore is committed to 
making your experience as easy and stress-free 
as possible.

• Large and small format HD monitors
(40” monitors and above include floor stands)

• PC Based Laptops 

• Various Audio Packages

• Wireless Presentation Controls

• HDMI Cables, Distribution Amplifiers,
and Adapters

• Power Strips, Extension Cords, 
and Charging Stations

• LED Lighting 

• Flipchart Packages

• Power and Internet Connectivity Packages
Need assistance or 
products/solutions not 
offered in EventNow? 

Kristin Pizan
Director of Sales
kristin.Pizan@encoreglobal.com
513-518-9360 

Easy ordering options

Confirmation email is sent with your order details

After the show, Encore picks up your rental equipment 

Encore delivers, installs, and tests equipment 

We regularly maintain and service all equipment

* EventNow is only available more than two days prior to 
event load in. If ordering within two days, contact your 
Encore on-site team.

offers a range of solutions for any exhibitor:

Call your Encore on-site contact directly:

©2022 Encore Global LP or its subsidiaries. Proprietary and Confidential Information.

NEED RIGGING
If so, please fill out rigging request, 
https://www.encoreglobal.com/rigging-request/

Encore representative will be in touch with you. 

AUDIO-VISUAL

https://eventnow.encoreglobal.com/myevents/result/index/show_id/be8778ad-4cd9-ed11-a7c7-0022482b234b/

	Official Show Information
	Method of Payment Form
	Payment Terms and Conditions
	Kiosk Examples
	Premium and Sponsor Exhibitor Dimensions - Submission Process
	Quick Glance - Material Handling Process
	Material Handling & Rates
	Freight Re-Route Policy
	Shipping Labels
	Material Handling Estimate Form
	Outbound Bill of Lading/Shipping Label Request
	Terms & Conditions of Contract - Material Handling Services
	ABF Freight
	Audio-Visual

	Submit Button 40: 
	Page 5: 
	Page 19: 
	Page 20: 

	Header Company Name 1: 
	Page 5: 
	Page 19: 
	Page 20: 

	Header Billing Address 1: 
	Page 5: 
	Page 19: 
	Page 20: 

	Header City State Zip 4: 
	Page 5: 
	Page 19: 
	Page 20: 

	Header Telephone 1: 
	Page 5: 
	Page 19: 
	Page 20: 

	Header Email 4: 
	Page 5: 
	Page 19: 
	Page 20: 

	Header Signature Field 4: 

	Header Booth Number 1: 
	Page 5: 
	Page 19: 
	Page 20: 

	Pefered Credit Card: Off
	Type of Credit Card: Off
	Account Option: Off
	Account Number 3: 
	Card Holder Print 3: 
	Billing Address 3: 
	Credit Card City 3: 
	Credit Card State 3: 
	Credit Card Zip 3: 
	Exp Date 3: 
	MOP Check Number 1: 
	MOP Amount Due 1: 
	Exp Date 4: 
	Advance Ship to warehouse lbs shipped: 
	Direct Ship to Show Site lbs to be shipped: 
	Special Handling lbs to be shipped: 
	Special Handling lbs to be shipped 1: 
	Advance Ship to warehouse Total weight: 
	Direct Ship to Show Site Total weight: 
	Special Handling Total weight: 
	Advance Ship to warehouse rate per 100 lbs: 
	Direct Ship to Show Site rate per 100 lbs: 
	Special Handling rate per 100 lbs: 
	Special Handling rate per 100 lbs 1: 
	Advance Ship to warehouse Total: 
	Direct Ship to Show Site Total: 
	Special Handling Total: 
	Special Handling Total 1: 
	Material Handling Subtotal: 
	Material Handling 30% overtime: 
	Material Handling Total Cost: 
	Text Field 2575: 
	Text Field 2576: 
	Check Box 77: Off
	Check Box 78: Off
	Check Box 79: Off
	Check Box 80: Off
	Check Box 81: Off
	Check Box 82: Off
	Outbound Shipping Co: 
	 Show Name 7: 

	Outbound Shipping Address 7: 
	Outbound Shipping Address City 10: 
	Outbound Shipping Address State 7: 
	Outbound Shipping Address Zip 7: 
	Outbound Shipping Address Attention 7: 
	Exhibitor Appointed Carrier 7: 
	Shipping Instrctions Bill To Contact Name 7: 
	Shipping Instrctions Bill To Company 7: 
	Shipping Instrctions Bill To Address 7: 
	Shipping Instrctions Bill To City 7: 
	Shipping Instrctions Bill To State 7: 
	Shipping Instrctions Bill To Zip 7: 
	Shipping Instrctions Bill To Shipper 7: 
	Shipping Instrctions Bill To Phone 7: 
	Shipping Instrctions Bill To Cell 7: 
	Shipping Instrctions Bill To Phone 10: 
	Outbound Shipping Address Attention 10: 
	Shipping Instrctions Bill To Zip 10: 
	Outbound Shipping Address City 11: 
	Outbound Shipping Address City 12: 
	Outbound Shipping Address City 13: 
	Outbound Shipping Address City 19: 


