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ISA EXPO 2009
Booth Duty Scheduling Form
"A

65) 6-8.0ctober
w”. Reliant Center, Houston, TX

Without prior planning, the on-site coordination of company staff can become disastrous. Often those in charge find themselves
overstaffed or worse, understaffed to efficiently man their exhibits.

Knowing who is on duty and at what times is of vital importance. By utilizing the following schedule, you can operate your exhibit
to its fullest potential.

SHOW DATES: 6-8 October 2009 OPENS CLOSES
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REPRODUCE THIS FORM AS NEEDED TO SCHEDULE STAFF FOR EACH DAY.
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| SA Show Management Contacts

ADVERTISING
Richard Simpson
919.990.9243
rsimpson@isa.org

EXHIBITOR DIRECTORY LISTING
Melissa Rhyne
919.990.9211

mrhyne@isa.org

EXHIBITOR INFORMATION/BILLING
Melissa Rhyne
919.990.9211

mrhyne@isa.org

EXHIBITOR BADGES/GUEST PASSES
Melissa Rhyne
919.990.9211

mrhyne@isa.org

PRESS/PUBLIC RELATIONS
Crystal Strickland

919.990.9255
cstrickland@isa.org

ATTENDEE REGISTRATION
INFORMATION

Customer Service

919.549.8411

info@isa.org

EXHIBIT SALESPROMOTIONAL
OPPORTUNITIES/SPONSORSHIPS
Carol Schafer

919.990.9206

cschafer@isa.org

EXHIBIT HALL FLOORPLAN
Melissa Rhyne
919.990.9211

mrhyne@isa.org

EXHIBITOR EDUCATION SEMINAR
APPLICATION

Melissa Rhyne

919.990.9211

mrhyne@isa.org

GENERAL INFORMATION
Customer Service
919.549.8411

info@isa.org

HOTELS/CATERING
Chedley Grove
919.990.9267
cgrove@isa.or

NEW PRODUCT SHOWCASE
Melissa Rhyne
919.990.9211

mrhyne@isa.org

TECHNOLOGY EXCHANGE THEATER
PRESENTATION APPLICATIONS
Melissa Rhyne

919.990.9211

mrhyne@isa.org

CONVENTION SERVICESMANAGER
Tracey Berrett-Noble
919.990.9251

tberrett@isa.org

CONVENTION, EDUCATION AND
CERTIFICATION SERVICESDIRECTOR
DdelLee

919-990-9442

dlee@isa.or

TECHNICAL CONFERENCE PROGRAM
Matricia Smith
919-990-9264

msmith@isa.org



ISA

I nter national Exhibitors

Attention International Exhibitors, please review the General Show Information in the Exhibitor
Services Manual. The following additional information has been included in this section for
your review:

What Show Management provides for each unfurnished linear or peninsula booth
What you must order

What is optional

Key personnel

General Information: Contractors, Booth Structures, Carpet, Electrical, Shipping
Metric Equivalents

Booth Space:

Thisiswhat Show Management provides for each unfurnished linear or peninsula booth
configuration. The following will be set up in your booth:

e 8 draped backwall

e 3 draped sidewalls

e Identification sign with company name and booth number

Furnished Booth Package I ncludes (per 10x10 booth): No substitutions allowed.
e  9’x10’ booth carpet
e 1-6’ skirted table
e 2-sidechairs
e 1 wastebasket
e Onetime pre-show cleaning prior to event opening

If you have purchased a Furnished Booth Package you will need to complete and return to Freeman the
Furnished Booth Package Form located in the General I nformation Section of the Online Exhibitor Services
Manual. If acolor selection for carpet and drape has not been chosen by 17 September, Freeman will
automatically assign gray car pet and gray drape.

What your must order:

e Exhibitor badges
Hotel room
Airline tickets
Shipping Services
Customs Broker services
Carpet




What is optional:
e Furnishings (Except carpet--All exhibits must have a floor covering)
Telephone
Internet
Electrical
Plumbing
Flord
Signs
Audiovisua
Catering
Temporary personnel
Lead retrieva

Show M anagement Contacts:
Sales—Booth Sales Assistance
Carol Schafer

Ph: 919-990-9206

Fx: 919-990-9356
cschafer@isa.org

Operations—Tradeshow Logistics

Tracey Berrett-Noble, Operations Manager Convention Services
Ph: 919-990-9251

Fx: 919-990-9356

tberrett@isa.org

Melissa Rhyne, Coordinator Exhibit Services
Ph: 919-990-9211

Fx: 919-990-9356

mrhyne@isa.org

Chesley Grove, Coordinator Convention Services
Ph: 919-990-9267
Fx: 919-990-9356

cgrove@isa.org

General Contractor:

For assistance with labor, drayage, furnishings, carpet, drape, tables & chairs
Freeman

Ph: 713-433-2400

Fx: 713-433-9441

FreemanHoustonES@freemanco.com

For complete Freeman information refer to the Freeman section in the manual

Customs Broker—Shipping and Customs Clear ance Ser vices:




EAX Worldwide isthe Officia International Forwarder for ISA EXPO 2009 and can handle all
of your transportation and customs brokerage requirements.

EAX Worldwide

Ph: 800-255-5584 Toll Free or 619-668-1560 Intl

For a Quick Quote online go to:

www.eaxww.com/qg/I SA2009.htm

Contractors:

Please refer to the Official Contractors section for alist of ISA EXPO 2009 official contractors.
If for some reason you must another contractor, be sure to read the Non-Official Contractor
information for regulations.

Booth Structures:

Unless you have a customized booth that you are required to use, you may consider renting a
booth from the Official Contractor. Customized graphics applied to rental booths allow quality
branding for your display. Y ou may save money in the long run because you will not incur the
shipping and drayage charges you normally would by shipping heavy crates to the exhibit hall
(check to seeif installation labor isincluded in the rental cost). For further information, refer to
the Exhibit Rental Order form located in the Freeman Section of the manual.

Car pet:
We suggest renting carpet from Freeman as it will save you money on shipping, drayage and

installation. Carpet generally comes in two grades of quality — Custom (280z) and Standard
(160z). Custom carpet is aplusher quality and can be sized to fit any booth configuration.
Standard carpet comes in pre-determined sizes and limited colors and is less expensive and not
as plush. For further information, refer to the Carpet Rental Order form in the Freeman section
of the manual.

| Square Feet x 0.0929 = Square Meters |

Carpet is sometimes sold by the square yard. A square yard is calculated by dividing the number
of square feet by 9.

\ Square Y ards = Number of Square Feet + 9 \

Electrical:

Standard United States electrical current is 120 volts whereas many other countries use 200
volts. Most exhibit halls have equipment that can be rented to adapt to your particular needs,
however you will save money by pre-wiring your booth equipment to run on 120v — all
equipment, wiring and connections must be UL (United Laboratories) approved. For specific
questions regarding electrical, please contact the Electrical Contractor. Contact information is
located in the Facility/Utilities section of the manual.

Shipping Your Display:
In the Material Handling section of the manual you will find information regarding the Official
Customs Broker and International Freight Forwarder. When creating the pro-forma invoices for




documentation, you must create separate invoices for any temporary goods, which will be
shipped out of the country after ISA EXPO 2009 (when taking advantage of the Trade Fair Act)
and for any permanent goods which will remain in the country. Do not combine them in one
invoice. Bring copies of all paperwork with you to ISA EXPO 2009 and ship early so that
unforeseen delays will not ruin your exhibit.

Other genera tips (and common mistakes) on international shipments:

e Invoices must list actual correct values & weights of the goods.

e Check in advance to see if the shipment needs any special US permits such as FDA (Food
& Drug Administration), ATF (Alcohol, Tobacco & Firearms), FCC Filings (Federal
Communications Commission), Department of Agriculture, UL approval, etc.

Remember that this applies to hospitality suite items, electronics, copyright violations,
give-aways, food and alcohol.

e Each carton should be labeled with the Show name, exhibitor name and booth number.

e Observe deadlines. You can avoid waiting time charged by delivery carrier if you shipin
advance (up to 30 days pre-show) to Freeman’s warehouse.

e Invoices must be in English or trans ation attached.

e Send acopy of the documentation to the US Customs Broker in advance in case of
guestions concerning classification. Include clear descriptions of what the merchandiseis
and a copy of the brochure or specification sheets.

e Read the Labor Guidelines notice in the Freeman section of the manual to become
familiar with what you can and cannot do.

e Temporary shipments cannot be changed to permanent without penalties and permission
from customs. It will take up to one year for the penalty notice to be sent to the importer.

e Useof ATA Carnet* will save you money if you are sure that the shipment will be
exported from the US.

* An international customs document which may be used for the temporary duty-free
importation of certain goods into a country in lieu of the usual customs documents
required.

e Do not consign international shipments to Freeman.

e Conform to marking regulations.



Metric Equivalents:

Metric Measure Multiplied By EqualsUS Measure
Meters 3.2808 Feet

Meters 1.0936 Yards

Square Meters 1.1960 Square Y ards

Grams 0.0353 Ounces

Kilograms 2.2046 Pounds

Milliliters 0.0338 Fluid Ounces

Liters 21134 Pints

Liters 1.0567 Quarts

Liters 0.2642 Gallons

Centigrade Temperature 1.8+ 32 Fahrenheit Temperature
USMeasure Multiplied By EqualsMetric Measure
Feet 30.48 Centimeters

Yards 0.9144 Meters

Square Y ards 0.8361 Square Meters

Square Feet 0.0929 Square Meters

Ounces 28.3495 Grams

Pounds 0.4536 Kilograms

Fluid Ounces 29.574 Milliliters

Pints 0.4732 Liters

Quarts 0.9463 Liters

Gallons 3.7853 Liters

Fahrenheit Temperature -32-1.8 Centigrade Temperature






