
2012 Government/ 
Industry Meeting 

 

 

 

 

General Information 
 
LOCATION & DATES 
 
Walter E. Washington Convention Center 
7th Street Concourse 
(Meeting Rooms 141-144 Corridor) 
801 Mount Vernon Place, NW 
Washington, DC  20001 
 
Wednesday, January 25 to Friday, January 27, 2012 
 
EXHIBITOR SET-UP 
 
Tuesday, January 24  12:00 Noon to 5:00 PM 
 
EXHIBITOR MOVE-OUT 
 
Friday, January 27  12:30 PM to 2:30 PM 
 
STANDARD BOOTH EQUIPMENT 
 
Each Tabletop display area includes the following (provided by the convention center): 
 
1 – 6' Table 
2 – Chairs 
1 – Wastebasket 
Electrical Service; exhibitors must supply their own extension cord/power strip 
 
ADDITIONAL INFORMATION 
 
If you require additional display furnishings or accessories, please call 301-306-4627 for rental item availability and 
pricing. 
 
To secure a quote and/or arrange for shipping your display materials to this event, please contact Hargrove Shipping 
at 301-306-4620 or shipping@hargroveinc.com. 
 
To order Hargrove-supplied services, please follow the following steps: 

1. Complete the Payment Form. 
2. Complete the applicable order form(s). 
3. Fax the Payment Form along with any applicable order form(s) to 301-731-5438. 

 
Please contact Hargrove’s Exhibitor Services professionals at 301-306-4627 or exhibitorservices@hargroveinc.com 
for assistance with your order or answers to your questions. 
 
For additional Show Management information: www.sae.org/events/gim/ 
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PAYMENT FORM 
Advance Order Deadline: Friday, January 6, 2012 

 
Company Name:       Booth:       
Address:       
City:       State/Zip:       
Contact Name:       Email:       
Phone:       Fax:       
 
Invoice Adjustment Policy: Once the show opens, you may obtain a statement of your account at the Hargrove Service Center.  
Please review all charges and bring any discrepancies to Hargrove’s attention prior to the close of the show.  No adjustments will 
be made to items appearing on your statement after show closing.  Hargrove, Inc. will issue a final invoice for your account within 
15 days of show close.  You must bring any invoice discrepancies to Hargrove’s attention within 30 days of the invoice date if any 
adjustments are to be made.  Absolutely no exceptions will be made to this policy. 
 
Payment Policy:  Payment in full must accompany your order.  Purchase orders are not considered payment.  For your 
convenience, we accept payment by Visa, MasterCard, Discover Card, American Express, company check (U.S. dollars drawn on 
a U.S. bank), and wire transfer * (please call to confirm).  Tax-exempt status is granted only when the exhibiting company 
provides a tax-exempt certificate issued by the state in which the event is being held. 
 

* Send wire transfers to: Hargrove, Inc., c/o Branch Banking and Trust Company (BB&T Bank), College Park, MD 20740 USA;  
ABA #055003308, Account #0005157928602.  Include your company name, booth number, show name, and the country and 
bank where the transfer originated.  Be sure to include the following wire transfer fees: $20 for wire transfers originating within 
the US, $40 for transfers originating from a bank in any other country.  SWIFT Code: BRBTUS33 
 

NOTE: The credit card placed on file with Hargrove, Inc. will be used 
to cover additional expenses incurred at show site. 

 

Credit Card on File:             
 
Credit Card Number: ** 
 

                                Exp.       
 
For purposes of bank validation, please provide the cardholder’s complete billing address: 
 
 
Cardholder’s Billing Address:  
_______________________________________________________________________________________________________ 
 
_______________________________________________________________________________________________________ 

(Provide if different from address above.) 
 
 

Cardholder: ________________________________________ Signature: _________________________________________ 
 

** For your convenience, Hargrove, Inc. will apply all charges incurred at show site to this card. 
 
 
Order Payment Method: 
 

 Check Enclosed # _______ Dated ___/___/___  (Ref: 5029470MC)   OR     Charge the above listed credit card. 
 
Third-Party Billing: In the event that you have arranged for an exhibit house to handle your billing, a Third-Party Billing 
Agreement must be completed.  As the exhibitor, you are responsible for all charges incurred at the show, should your display 
house fail to meet the required payment terms explained above. 
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Company Name:       Booth:       
 
MATERIAL HANDLING ESTIMATE 
  

Product # NOTE: Shipments handled (1) off-target, (2) before 8:00 AM or after 4:30 PM Monday-Friday, or 
(3) anytime Saturday or Sunday will be assessed a 35% overtime or off-target surcharge. 

Price per 
CWT Minimum 

Warehouse (Advance) Shipment 
MH1 Crated or Skidded Shipment (includes display cases and cartons) $ 34.34 $ 68.68 

MH2 Small Package – first piece (applies to shipments weighing 30 pounds or less) $ 42.67 

MH3 Small Package – each additional $ 27.05 

Warehouse (Advance) Shipment Delivered after Published Deadline (rcvd. after January 18) 

MH4 Crated or Skidded Shipment (includes display cases and cartons) $ 42.93 $ 85.86 

Show Site (Direct) Shipment (rcvd. January 24) 

MH5 Crated or Skidded Shipment (includes display cases and cartons) $ 34.34 $ 68.68 

MH6 Uncrated / Pad Wrapped $ 46.36 $ 92.72 

MH7 Crated Shipments that Require Special Handling, Unskidded, Double Stacked, Double Handled, Oversized Crates 
that Require Special Handling, Side-Door Unloading, Re-weights $ 46.36 $ 92.72 

MH2 Small Package – first piece (applies to shipments weighing 30 pounds or less) $ 42.67 

MH3 Small Package – each additional $ 27.05 

Early Access / Off-target / Overtime Surcharge (Each occurrence charged separately) 

MH8 Crated or Skidded Shipment (includes display cases and cartons) $ 12.02 $ 24.04 

MH9 Uncrated / Pad Wrapped / Off-Target $ 16.23 $ 32.46 

MH10 Crated Shipments that Require Special Handling, Unskidded, Double Stacked, Double Handled, Oversized Crates 
that Require Special Handling, Side-Door Unloading, Re-weights $ 16.23 $ 32.46 

MISCELLANEOUS SERVICES 

Product # Description Price Minimum 

MH11 Return to Warehouse (includes hold period* / first 5 days of storage) $ 25.89 $ 129.45 

MH12 Warehouse Storage Fees Per Day (after 5-day hold period*) $ 5.18 $ 25.90 

 

 
 
 

PRODUCT # DESCRIPTION # OF PIECES # OF CWTs PRICE PER CWT TOTAL PRICE 
      

      

      

      

      

• Small package rates apply to shipments with a total weight of 30 pounds or less.  
• Material Handling is billed by the hundredweight, or per CWT, with a 2 CWT minimum. 
• When computing material handling costs, remember to round up to the next hundred pounds. For 

example, a delivery that weighs 347 pounds will be billed at 4 CWT. 
• Each delivery to the dock constitutes a shipment, and is billed accordingly. 
• Shipments without weight tickets will be weighed and charged for double handling. 
• Be sure to check the Move-in schedule carefully to determine whether or not overtime 

surcharges should be included in your material handling estimate. 
• An overtime surcharge, per CWT, will apply if your shipment (advance or direct) is moved to or 

from show site on overtime due to scheduling conflicts beyond Hargrove’s control. 

TOTAL:  

DISPLAY VEHICLE SAFETY GUIDELINES 
• Fuel in tank must NOT EXCEED ¼ tank or five 
(5) gallons, whichever is less. 
• ALL vehicle batteries must be disconnected 
and cable ends must be taped. 
• ALL vehicles must have locking gas caps or 
gas caps sealed with tape. 
• ALL exit doors and fire safety equipment must 
be clear of / unobstructed by vehicles. 
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Advance Order Deadline: Friday, January 6, 2012 
 
Company Name:       Booth:       
 
DISPLAY LABOR 
 
• All labor is charged at a one-hour-per-man minimum.  Orders placed for labor to begin at the start of the workday 

(usually 8:00 AM) are guaranteed.  All other orders will be filled as workers become available.  Labor ordered 
under exhibitor supervision must be signed in and out at the Hargrove, Inc. Service Center. 

• Order in advance to avoid show-site surcharges!  Cancellation Policy: You must give 24-hour notice to cancel 
labor.  Labor ordered and not used will be charged as a one-hour “no show” charge per laborer. 

 

PRODUCT 
# DESCRIPTION ADVANCE PRICE 

(by 1/6/12) 
STANDARD PRICE 

(1/7 – 1/23/12) 
FLOOR PRICE 

(1/24/12) 

L1 Straight Time Display Labor $ 54.65 $ 65.58 $ 81.98 
L2 Overtime Display Labor $ 86.17 $ 103.40 $ 129.26 
L5 Hargrove-Supervised Labor Fee 30%, with a 1-hour minimum 
LS Shrink Wrap Skid (per skid) $ 42.67 $ 51.20 $ 64.01 
LB Band Skid or Crate (per piece) $ 53.34 $ 64.01 $ 80.01 

L24 Accessible Storage - per standard skid per 
day storage fee** $ 80.00 $ 96.00 $ 120.00 

 

** Accessible Storage: A ½-hour minimum labor & forklift charge applies for each trip to storage. 
Standard skid = 4’ x 4’ x 4’.  Standard gang box may be substituted for standard skid. 

 

PRODUCT 
# DATE START TIME # OF WORKERS # OF HOURS 

PER WORKER 
TOTAL 
HOURS 

HOURLY 
RATE 

ESTIMATED 
TOTAL COST 

        
        
        
        
        
        
        
 

Will Labor be Hargrove-Supervised?  Yes  No 
 
If Hargrove, Inc. is to install and/or dismantle your display in your absence, please request a Hargrove-
Supervised Labor Order Form. Also, remember to include the 30% (or hourly minimum) supervision fee for 
Hargrove-supervised labor orders. NOTE: Hargrove, Inc. shall not be responsible for loss, theft or damage to 
any display installed or dismantled under Hargrove’s supervision.  Payment of all labor services supervised by 
Hargrove will be the responsibility of the exhibitor. 
 
DISPLAY LABOR: Straight Time rates apply Monday-Friday 8:00 AM until 4:30 PM. 
Overtime rates apply Monday-Friday before 8:00 AM and after 4:30 PM, and all day Saturday & Sunday. 

TOTAL:  

  

Laborer(s) needed to (please describe): 
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Union Rules & Regulations 
 

WASHINGTON, DC METROPOLITAN AREA 
 
To assist you in planning for your participation in this Washington, DC metro-area show, we are certain you will 
appreciate knowing in advance that union labor will be required for certain aspects of your exhibit handling.  Please 
review the following to better understand the different jurisdictions of the Washington metro-area unions: 
 
Carpenters 
Local 491 claims all work relating to uncrating, re-crating, installation, maintenance and dismantling of exhibits within 
its jurisdictional boundaries.  Exceptions:  The unpacking and placing of exhibitors’ products on the display may be 
done by exhibitors’ full-time employees.   Two (2) full-time employees of an exhibitor may work without Carpenter 
labor for one (1) hour on the move-in and one (1) hour on the move-out provided no power tools are used.   Full-
time employees of an exhibitor may work within a 10’ x 10’ booth without Carpenter labor provided no power tools 
are used. 
 
Teamsters Union 
Local 639 claims work relating to delivery of freight, loading and unloading of freight, movement to and from storage 
areas and the operation of all mobile equipment (forklifts) tow motors, electric jacks, cranes, etc.) at the site of the 
exhibition within its jurisdictional boundaries.  Exception: An exhibitor may move material that can be hand carried by 
one (1) person in one (1) trip, without the use of dollies, hand trucks, or other mechanical equipment.  When 
exhibitors choose to hand carry in accordance with the foregoing, they will not be permitted access to loading dock 
area(s). 
 
Freight Handling 
Hargrove, Inc. has the responsibility of receiving and handling all exhibit materials and empty crates.  It is our 
responsibility to manage docks and schedule vehicles for smooth and efficient move-in and move-out of the 
exposition.  Hargrove, Inc. will not be responsible for any material we do not handle. 
 
Work Breaks & Gratuities 
Solicitation of tips or gratuities in any form is prohibited.  Please do not tip any Hargrove, Inc. employee, as all are 
paid at an appropriate wage scale. 
 
Paid breaks of fifteen minutes at the mid-point of each four hour block of work and a one hour meal break at the end 
of each four hour work period must be given each employee.  Please attempt to work your people to conform to 
these mandatory break periods. 
 
In General 
Any questions arising with regard to union jurisdictions or practices should be directed to the Hargrove, Inc. manager 
on the floor.  Craftsmen at all levels have been instructed to refrain from expressing any grievances or directly 
challenging the practices of any exhibitor. 
 
 
 
A Note about Safety: Standing on chairs, tables or other rental furniture is prohibited.  This furniture is not 
engineered to support standing weight.  Hargrove, Inc. cannot be responsible for injuries or falls caused by the 
improper use of rental furniture.  If assistance is required in assembling your booth, please order installation and/or 
dismantling labor by using the enclosed Order Form and the necessary ladders and tools will be provided.  Please 
assist us in our efforts to provide a safe working environment for everyone. 
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LIMITS OF LIABILITY 
 
Please read carefully, as the consignment of a shipment to Hargrove, Inc., or the placement of an order with Hargrove, Inc. by an 
Exhibitor, or by any shipper to or on behalf of the exhibitor, shall be construed as an acceptance by such Exhibitor (and/or other 
shipper) of the terms and conditions set forth below. 
 

NOTE: Protection of all materials belonging to the Exhibitor is the sole responsibility of the Exhibitor. Remember to insure your 
exhibit and all collateral material from the time it leaves your firm until they are returned after the show.  A “rider” to an existing 
insurance policy can usually do this. 

 
Damage & Loss 

 
HARGROVE, INC. and its subcontractors do not insure the Exhibitor's property against loss or damage.  Further, 
Hargrove, Inc. and its subcontractors do not provide for full replacement value should loss or damage occur.  The Exhibitor shall 
obtain insurance for Exhibitor's property. 
 
If Exhibitor's property is lost or damaged due to the performance or nonperformance of services provided by Hargrove, Inc. or its 
subcontractors, or due to negligence by Hargrove, its subcontractors or their employees, the liability of Hargrove, Inc. and its 
subcontractors shall be limited to $.30 per pound per article, with a maximum liability of $50.00 per item or $1000.00 per shipment, 
whichever is less.  This amount shall be the Exhibitor's agreed upon damages. 
 
Specifically, Hargrove and its subcontractors shall not be liable for: 

 Damage to uncrated materials, improperly packed freight, and concealed damage or glass breakage. 
 Loss, theft or disappearance of shipments while the booth is left unattended, i.e., once materials have been delivered to 

the Exhibitor's booth area during move-in, or, once shipments are packed and ready for loading on the move-out.  
Security of all exhibit materials contained in the rented booth space is the sole responsibility of the Exhibitor. 

 Loss, damage or delay due to fire, acts of God, strikes, lockouts or work stoppages of any kind or to any causes beyond 
Hargrove, Inc. and its subcontractors' control. 

 Loss, shortages, or damage related to shipments received without proper documentation, i.e., freight bills without 
specified piece count (UPS, Federal Express, privately owned vehicles, local couriers, company vehicles, or 
miscellaneous air freight carriers).  

 Actual, potential, or assumed loss of profits or revenues, or for any collateral costs, which may result from any loss or 
damage to an Exhibitor's materials which may make it impossible or impractical for the Exhibitor to exhibit its materials. 

 
Agreement between Hargrove, Inc. and Exhibitor 

 
HARGROVE, INC. and its subcontractors shall not be bound by any claim presented more than 60 days after the date of the 
incident. 
 
In the event of a dispute with Hargrove, Inc. and its subcontractors regarding loss or damage to any of the Exhibitor's property, the 
Exhibitor agrees that payment for services provided by Hargrove, Inc. or its subcontractors will not be withheld in any amount as 
an offset against the amount of any alleged loss or damage.  The Exhibitor agrees to pay the full amount for the services provided 
by Hargrove, Inc. and its subcontractors prior to the close of the show. The Exhibitor further agrees that any claim against 
Hargrove, Inc. or its subcontractors will be handled as a separate transaction to be resolved on its own merits. 
 
The Exhibitor agrees, in relation to the receiving, material handling, storage and reloading of its freight, that Hargrove, Inc. and its 
subcontractors will act as the Exhibitor's agent when signing any documentation related to its shipment.  If any employee of 
Hargrove, Inc. and its subcontractors sign a delivery receipt, Bill of Lading or any documentation, it is agreed that Hargrove, Inc. 
and its subcontractors are doing so on behalf of the Exhibitor, and the Exhibitor accepts the responsibility of said shipment. 
 
Empty container labels are available on site at the Hargrove, Inc. Exhibitor Service Center. Affixing the labels is the sole 
responsibility of the Exhibitor and/or his representatives.  All previous labels should be removed. Hargrove, Inc. assumes no 
responsibility for containers with incorrect labels. Further, Hargrove, Inc. assumes all containers labeled “empty” to be empty, and 
therefore assumes no liability for material or equipment left inside a container marked as empty. 
 
In all cases where Exhibitors store materials with Hargrove, Inc. (empty, accessible, dry, refrigerated, or otherwise), they do so at 
their own risk. Hargrove, Inc. assumes no liability for items placed in such storage. 
 
HARGROVE, INC. and its subcontractors reserve the right to change designated carriers; if the carrier assigned by the Exhibitor 
does not pick up Exhibitor's freight on time.  The Exhibitor will be responsible for payment to the carrier that Hargrove, Inc. and its 
subcontractors choose to reroute the Exhibitor's freight.  Hargrove, Inc. and its subcontractors assume no responsibility as a result 
of rerouting or handling of freight. 
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Landover (Hyattsville), MD  20785 

 

 
2012 Government/Industry Meeting 

 
 

   COMPANY NAME: _______________________________________ 
 

   TABLETOP NUMBER: ____________ 
 

MUST BE RECEIVED BY: 
Wednesday, January 18 at 4:00 PM 

(Warehouse Receiving Hours:  Monday-Friday 10 AM – 4PM) 
 

ADVANCE SHIPPING LABEL 
 
 
 
 

PLEASE CUT ALONG THIS LINE AND AFFIX LABEL TO PACKAGE  
PLEASE MAKE ADDITIONAL COPIES OF THESE LABELS AS NEEDED 
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SHIPMENTS ACCEPTED: 
Tuesday, January 24 – 8:00 AM to 5:00 PM 

 

DIRECT SHIPPING LABEL 
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