
As the official service contractor‚ Freeman is the exclusive provider of freight 
services. Material handling includes unloading your exhibit material‚ storing up 
to 30 days in advance at the warehouse address‚ delivering to the booth‚ the 
handling of empty containers to and from storage‚ and removing of material from 
the booth for reloading onto outbound carriers. It should not be confused with the 
cost to transport your exhibit material to and from the convention or event. You 
have two options for shipping your advance freight — either to the warehouse or 
directly to show site.

How do I ship to the warehouse?
• We will accept freight beginning 30 days prior to show move-in.

• To check on your freight arrival‚ call Exhibitor Services at the location listed on 
Quick Facts.

• To ensure timely arrival of your materials at show site‚ freight should arrive by 
the deadline date listed on Quick Facts. Your freight will still be received after the 
deadline date‚ but additional charges will be incurred.

• The warehouse will receive shipments Monday through Friday, except holidays. 
Refer to Quick Facts for warehouse hours. No appointment is necessary.

• The warehouse will accept crates‚ cartons‚ skids‚ trunks/cases and carpets. 
Loose or pad-wrapped material must bae sent directly to show site.

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

• Certified weight tickets must accompany all shipments.

• Warehouse freight will be delivered to the booth prior to exhibitor setup.

• Please call the number located on Quick Facts if you want to ship oversized 
material that requires special equipment to the warehouse.

How do I ship to show site?
• Freight will be accepted only during exhibitor move-in. Please refer to Quick 

Facts for the specific exhibitor move-in dates and times.

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

• Certified weight tickets must accompany all shipments.

What about prepaid or collect shipping charges?
• Collect shipments will be returned to the delivery carrier.

• To ensure that your freight does not arrive collect‚ mark your bill of lading 
“prepaid.”

• “Prepaid” designates that the transportation charges will be paid by the exhibitor 
or a third party.

How should I label my freight?
• The label should contain the exhibiting company name‚ the booth number and 

the name of the event.

• The specific shipping address for either the warehouse or show site is located 
on Quick Facts.

How do I estimate my Material Handling charges?
• Charges will be based on the weight of your shipment. Each shipment received 

is considered separately. The shipment weight will be rounded to the next 100 
pounds. Each 100 pounds is considered one “cwt.” (one hundred weight). All 
shipments are subject to reweigh.

• On the Order Form‚ select whether the freight will arrive at the warehouse or be 
sent directly to show site.

• Next‚ select the category that best describes your shipment. There are three 
categories of freight: 

  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, stacked and constricted 
space unloading‚ designated piece unloading, loads mixed with pad-wrapped 
material, loads failing to maintain shipping integrity, carpet and/or pad-only 
shipments, and shipments that require additional time, equipment or labor to 
unload. Federal Express and UPS are included in this category due to their 
delivery procedures.

Uncrated: material that is shipped loose or pad-wrapped‚ and/or unskidded 
machinery without proper lifting bars or hooks.

• Add overtime charges for inbound if material is delivered to the booth during 
the overtime period stated on Quick Facts. This includes both warehouse and 
show-site shipments.

• Add overtime charges for outbound if material is loaded onto the outbound 
carrier during the overtime period stated on Quick Facts.

• Add the late delivery charge listed on the Order Form if the shipment is accepted 
at the warehouse or at show site after the deadline date listed on Quick Facts.

• The above services‚ whether used completely or in part‚ are offered as a package 
and the charges will be based on the total inbound weight of the shipment.

• Shipments received without receipts or freight bills, such as UPS and Federal 
Express, will be delivered to the booth without guarantee of piece count or condition.

What happens to my empty containers during the show?
• Pick up “Empty Labels” at the Service Center. Place a label on each container. 

Labeled containers will be picked up periodically and stored in non-accessible 
storage during the show.

• At the close of the show‚ the empty containers will be returned to the booth in 
random order. Depending on the size of the show‚ this process may take several 
hours.

How do I protect my materials after they are delivered to the show or 
before they are picked up after the show?
• Consistent with trade show industry practices‚ there may be a lapse of time 

between the delivery of your shipment(s) to your booth and your arrival. The 
same is true for the outbound phase of the show — the time between your 
departure and the actual pick-up of your materials. During these times‚ your 
materials will be left unattended. We recommend that you arrange for a 
representative to stay with your materials or that you hire security services to 
safeguard your materials.

How do I ship my materials after the close of the show?
• Each shipment must have a completed Material Handling Agreement in order to 

ship materials from the show. All pieces must be labeled individually.

• To save time‚ complete and submit the Outbound Shipping Form in advance‚ or 
you may contact the Service Center at show site for your shipping documents. 
The Material Handling Agreement and labels will be processed and available 
prior to show closing.

• After materials are packed‚ labeled‚ and ready to be shipped‚ the completed 
Material Handling Agreement must be turned in at the Service Center.

• Call your designated carrier with pick-up information. Please refer to Quick Facts 
for specific dates and times. In the event your selected carrier fails to show on 
final move-out day‚ your shipment will either be rerouted to Freeman’s carrier 
choice or delivered back to the warehouse at exhibitor’s expense.

• For your convenience‚ show-recommended carriers will be on site to handle 
outbound transportation.

Where do I get a forklift?
• Forklift orders to install or dismantle your booth after materials are delivered 

may be ordered in advance or at show site. We recommend that you order in 
advance to avoid additional charges at show site. Refer to the Order Form for 
available equipment.

• Advance and show-site orders for equipment and labor will be dispatched once a 
company representative signs the labor order at the Service Center.

• Start time is guaranteed only when equipment is requested for the start of the 
working day.

Do I need insurance?
• Be sure your materials are insured from the time they leave your firm until 

they are returned after the show. It is suggested that exhibitors arrange all-risk 
coverage. This can be done by riders to your existing policies.

• All materials handled by Freeman are subject to the enclosed Terms and Conditions.

Other available services (may not be available in all locations)

• Cranes

• Scissor lifts‚ condors

• Access storage at show site

• Exhibit transportation services (see enclosed brochure)

• Security storage at show site

• Short-term and long-term warehouse storage

• Local pick-up and delivery

• Priority empty return

w h a t a r e Freight ServiceS?
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RATE CLASSIFICATIONS:	
Warehouse Shipment Delivered on or Before September 17, 2009 (200 lb. minimum) (Outbound Overtime Included)
			   Crated or Skidded Shipment........................................................................$ 
			   Special Handling Shipment..........................................................................$

SHOW SITE SHIPMENTS ARE NOT ALLOWED. PLEASE DO NOT SHIP DIRECT TO SHOW SITE.
			 
		
Small Package - Maximum weight is 30 lbs per shipment*
			   First Carton..................................................................................................$
	 *A small package shipment is a shipment totaling any number of pieces with a combined weight not to 

	 exceed 30 lbs that is received on the same day, from the same shipper and delivered by the same carrier. 
		  ADDITIONAL SURCHARGES:
		  Shipment Delivered after Deadline Date (in addition to above rates)
		  Warehouse Shipment after September 17, 2009........................................$
Overtime Charge - Inbound (in addition to above rates)
		  Crated or Skidded Shipment........................................................................$	  
		  Special Handling Shipment..........................................................................$	  
		  Uncrated or Pad Wrapped Shipment...........................................................$	
	
		
		  Mobile Unit Spotting Fee............................................................................................$

DEMO Conference                                                    SEPTEMBER 21-23, 2009

Tips to Save on Material Handling
Ship to the Advance Warehouse
Consolidate shipments - when total weight is less than 200 lbs.  For Example:

3 Separate Shipments	 1 Consolidated Shipment
60 lbs. charged @ 200 lbs. $237.20	 3 pieces (1 shipment)
52 lbs. charged @ 200 lbs. $237.20	 177 lbs. charged @ 200 lbs = $237.20
65 lbs. charged @ 200 lbs. $237.20 = $711.60	 Added benefit - your shipments are less likely to get misplaced if they 		
	 are packaged together with larger items.

•
•

MATERIAL HANDLING SERVICES

		  Description	 Price Per	 200 lb.          	
			   CWT	 Minimum         	

                 Description  Weight                                       CWT          
  Price per            

CWT
 Estimated  Total
Cost (200 lb. Min.)

                         ÷   100  = 

Surcharges                             ÷   100  = 

8.75% Tax

Total

NAME OF SHOW:_________________________________________________________________________________________

COMPANY NAME_______________________________________________________________ STATION #:_________________________

CONTACT NAME:_______________________________________________________ PHONE #:_ _________________________

E-MAIL ADDRESS_ _______________________________________________________________________________________
For Assistance, please call 714-254-3410 to speak with one of our experts.

Let Freeman OnLine® estimate your material handling charges for you.  Log on to www.myfreemanonline.com, select your show and click on “Estimate 
My Material Handling Costs”.  From Freeman OnLine® you can print extra shipping labels, get tips on how to package your freight and much more.
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 237.20 
 308.20 

  
 
 

 

 47.00 
     

 49.20 
 63.80 
 73.60 

 

INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

N/A

 118.60 
 154.10 

 

48.90 

 23.50 

24.60 
 31.90 
 36.80 

  287.70 

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 a carrier in such a manner that it requires additional handling, such as
 (See definitions on back)	 ground unloading, stacked or constricted space unloading, designated piece unloading, shipment  	

	 integrity, alternate delivery location, loads mixed with pad wrapped material, carpet and/or pad 	
	 only shipments, no documentation and shipments that require additional time, equipment or labor 	
	 to unload. Federal Express, Airborne Express, DHL and UPS are included in this category due 	
	 to their delivery procedures. 

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

STRAIGHT TIME:		  8:00 A.M. to 4:30 P.M. Monday through Friday
OVERTIME:	  	 4:30 P.M. to 8:00 A.M. Monday through Friday, all day Saturday, Sunday, and Holidays
	         (Overtime will be applied to all freight received at the warehouse and/or show site that must be 
	         moved into or out of booth during above listed times
Any additional charges incurred by the facility for early freight acceptance will be charged directly to the exhibitor.

(213956)
09-10 D

901 E South St
Anaheim, CA 92805

(714) 254-3410    Fax: (469) 621-5602
FreemanAnaheimES@freemanco.com

Note:For your convenience, the rates listed below includes outbound shipments overtime charges.
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SPECIAL HANDLING DEFINITIONS

Special handling applies to shipments that are loaded by cubic space and/or packed in such a manner as 
to require additional labor/handling, such as ground unloading, constricted space unloading, designated 
piece unloading, carpet/pad only shipments or stacked shipments.  Also included are shipment integrity, 
alternate delivery locations, mixed shipments, and shipments without individual bills of lading.  Shipments 
loaded in this manner require additional time, labor, or equipment, to unload, sort and deliver.

What is Ground Loading/Unloading?
Vehicles that are not dock height, preventing the use of loading docks, such as U-hauls, flat bed trailers, 
double drop trailers, company vehicles with trailers that are not dock level, etc. 

What is Constricted Space Loading/Unloading?
Trailer loaded “high and tight” shipments that are not easily accessible.  Freight is loaded to full capacity 
of trailer – top to bottom, side to side.  One example of this is freight that is loaded down one side of a 
trailer that must be bypassed to reach targeted freight.  

What is Designated Piece Loading/Unloading?
Drivers that require the loading crew to bring multiple pieces of the freight to the rear of the trailer to select 
the next piece, having to remove freight from the trailer then reload to fit or the trailer must be loaded in 
a sequence to ensure all items fit.

What are Stacked Shipments?
Shipments loaded in such a manner requiring multiple items to be removed to ground level for delivery 
to booth.  Stacked or “cubed out” shipments, loose items placed on top of crates and/or pallets constitute 
special handling.  

What is Shipment Integrity?
Shipment integrity involves shipments on a carrier that are intermingled, or delivered in such a manner 
that additional labor is needed to sort through and separate the various shipments on a truck for delivery 
to our customers.   

What is Alternate Delivery Location?
Alternative delivery location refers to shipments that are delivered by a carrier that requires us to deliver 
some shipments to different levels in the same building, or to other buildings in the same facility.    

 What are Mixed Shipments?
Mixed shipments are defined as shipments of mixed crated and uncrated goods, where the percentage of 
uncrated is minimal and does not warrant the full uncrated rate for the shipment, but does require special 
handling.  Freeman defines special handling for mixed loads as having less than 50% of the volume as 
uncrated.

What does it mean if I have “No Documentation”?
Shipments arrive from a small package carrier (including, among others, Federal Express, Airborne 
Express, DHL and UPS) without an individual Bill of Lading, requiring additional time, labor and equipment 
to process.   

What about carpet only shipments?
Shipments that consist of carpet and/or carpet padding only require special handling because of additional 
labor and equipment to unload.  

What is the difference between Crated and Uncrated Shipments?
Crated shipments are those that are packed in any type of shipping container that can be unloaded at 
the dock with no additional handling required.  Such containers include crates, fiber cases, cartons, and 
properly packed skids.  An uncrated shipment is material that is shipped loose or pad-wrapped, and/or 
unskidded without proper lifting bars and hooks. 

for frequently asked questions and material handling estimator tools, go to www.myfreemanonline.com



NAME OF SHOW: 
SPONSOR COMPANY NAME: 	 STATION#:

SPONSOR COMPANY ADDRESS: 

CITY/STATE/ZIP 

PRINT NAME: 

SIGNATURE: 	 DATE: 

PHONE: 	 (EXT.): 	  FAX: 

E-Mail: 

OUTBOUND SHIPPING
    		 I would like to schedule outbound Freeman Exhibit Transportation.          
Please provide me with a Material  Handling Agreement at show 
site for my shipping instructions and signature. So we may print 
your Outbound Material Handling Agreement and  labels, please 
complete the following information:
 		 Ship to address: 

DESTINATION

 SHIPPING INFORMATION
  Items to be shipped

Number of Pieces	 Est. Weight

____ 	Crates (wooden)	 _________
____	 Cartons (cardboard)	 _________
____	 Cases/Trunks (fiber) (color ____________ )	_________
____	 Skids/Pallets	 _________
____	 Carpet (color _______________________ )	_________
____	 Other ( _ __________________________ )	_________
____	 Total	 _________
 Size of largest piece: (H) _______  (W) ______  (L) _______

          

COMPLETE THE FOLLOWING ITEMS ON THIS FORM:

PICK UP INFORMATION

	 ( City)                                    (State)                             (Zip)

      Requested Pick Up Date:

SHIPPER ADDRESS

   Number of Labels:____________

SHIPPER NAME

DEMO Conference                                                  SEPTEMBER 21-23, 2009

TYPE OF SERVICE - Choose One	
	 1 Day: Delivery next business day (before 5:00 p.m.)
	 2 Day: Delivery by 5:00 P.M. second business day
	 Deferred: Delivery within 3-4 business days

Service via AIR TRANSPORTATION are charged based on 
Dimensional or Actual Weight whichever is greater.

	 Standard Ground:  Dependent on distance
	 Expedited Ground: Tailored to specific requirements
	 Specialized:  Pad wrapped, uncrated, or truckload

 	 Declared Value $ _ _______________________________	
                                       (Optional - $20,000 maximum)

DO NOT SHIP
DIRECTLY TO THE

SHOW SITE

Please complete this form if you are using 
Freeman Exhibit Transportation to ship 
your materials inbound or outbound.  

     FAX THIS COMPLETED FORM TO:
   817-385-0983

A TRANSPORTATION EXPERT
 WILL CONTACT YOU TO CONFIRM 

RECEIPT OF YOUR ORDER AND 
FINALIZE DETAILS

213956
SHOW # ________________________

COMPLETE THIS FORM ONLY IF YOU ARE 
SHIPPING YOUR EXHIBIT MATERIALS BY 

FREEMAN EXHIBIT TRANSPORTATION

INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

1-800-995-3579
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      	 I will be shipping to the WAREHOUSE
            FRTR/Demonstrating Company Name - Station No.
     					  Hold for: DEMO Conference
						      c/o		 Freeman		
							     6060 NANCY RIDGE DRIVE, STE C
							     SAN DIEGO, CA  92121	
Must be delivered BY deadline date: SEPTEMBER 4, 2009



C/O			   Freeman
				    6060 Nancy Ridge Drive, Ste C
				    San Diego, CA  92121

R U S H
TO:

C/O			   Freeman
				    6060 Nancy Ridge Drive, Ste C
				    San Diego, CA  92121

EVENT 

STATION NO.

NO.			   OF			    PIECES

 WAREHOUSE SHIPMENT
     (NAME OF DEMONSTRATING COMPANY)

R U S H
TO:

EVENT 

STATION NO.

NO.			   OF			    PIECES

WAREHOUSE SHIPMENT

DEMO Conference DEMO Conference

C/O			   Freeman
				    6060 Nancy Ridge Drive, Ste C
				    San Diego, CA  92121

R U S H
TO:

C/O			   Freeman
				    6060 Nancy Ridge Drive, Ste C
				    San Diego, CA  92121

EVENT 

STATION NO.

NO.			   OF			    PIECES

 WAREHOUSE SHIPMENT

R U S H
TO:

EVENT 

STATION NO.

NO.			   OF			    PIECES

WAREHOUSE SHIPMENT

DEMO Conference DEMO Conference

     (NAME OF DEMONSTRATING COMPANY)

     (NAME OF DEMONSTRATING COMPANY)      (NAME OF DEMONSTRATING COMPANY)
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UNION REGULATIONS
To assist you in planning for your participation in the forthcoming convention, we are 
certain you will appreciate knowing in advance that union labor will be required for 
certain aspects of your exhibit handling.  To help you understand the jurisdiction the 
various unions have, we ask that you read the following:

DECORATORS UNION

Members of this union claim jurisdiction over all set-up and dismantling of exhibits 
including signs and laying of carpet.  This does not apply to the unpacking and 
placement of your merchandise.  You may install and/or dismantle your exhibit display 
if one person, who is a full time employee, can accomplish the task in an hour or less 
without the use of tools.

If your exhibit preparation, installation or dismantling requires more than 1 hour, you 
must use union personnel supplied by the Official Decorating Contractor.

As an exhibitor, you will be pleased to know that when union labor is required, you 
may provide your company personnel to work along with a union installer in Southern 
California on a one-to-one basis.

TEAMSTERS UNION

This union claims jurisdiction on the operation of all material handling equipment, all 
unloading and reloading, and handling of empty containers.  An exhibitor may move 
the material that is  hand carryable by one person in one trip, without the use of dollies, 
hand trucks or other mechanical equipment.

SAFETY

Standing on chairs, tables or other rental furniture is prohibited.  The furniture is not 
engineered to support your standing weight. Freeman is not responsible for injuries 
caused by improper use of furniture.

TIPPING

Freeman request that exhibitors do not tip our employees.  They are paid at an excellent 
wage scale denoting a professional status and we feel that tipping is not necessary.  
This applies to all Freeman employees.


