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FORM Deadline Date:
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All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Manual.

return to: GES Exposition Services  •  7050 Lindell Road, Las Vegas, NV 89118  •  FAX: 866.329.1437 or 702.263.1520 for international exhibitors
Contact us Online: www.ges.com/contact	 Phone: 800.475.2098 or 702.515.5970 for international exhibitors

L-4: Notice of Intent to Use Exhibitor-Appointed Contractor

Rules & Regulations
1.	 All non-official contractors must comply with show rules and regula-

tions, and accept appropriate liability for any negligent actions.
2.	 The non-official contractors shall be prepared to show evidence to the 

official that it possesses applicable and current contracts.
3.	 The non-official contractors shall be prepared to show evidence it has 

authorization from the contractor.
4.	 The exhibitor agrees that he is ultimately responsible for all services 

in connection with his exhibit, including freight, drayage, rentals and 
labor.

5.	 The exhibitor appointed contractor shall provide certificates of insur-
ance and must agree in writing no later than 30 days prior to show 
opening.

6.	 The non-official contractor will share with the official contractor all rea-
sonable costs related to its operation, including overtime pay for stew-
ards, restoration of exhibit space to its initial condition, etc.  Where 
applicable a one hour minimum labor charge will be charged at the 
appropriate steward rate of pay per day/per union to either the EAC/
exhibitor depending upon the billing arrangement set up with GES. 
(Based upon EAC not number of booths)

7.	 The non-official contractor will not be permitted on the exhibit floor 
during the show days unless provided a proper registration badge by 
the exhibiting company.

8.	 The show aisles and public spaces are not part of the exhibitor's 
booth. Therefore, the non-official contractor is required to confine all 
activities to the exhibit space of the exhibitor who has given the valid 
order for services.

9.	 Solicitation on the exhibit floor is prohibited.  Any EAC or Non-official 
contractor engaged in any solicitation on the exhibit floor including 
the distribution of official company literature will be removed from the 
exhibit floor, unless pre-approved in writing by show management or 
GES management.

10.	 During show hours, only exhibit badges will be permitted on the exhibit 
floor. No installation and dismantling crew members will be permitted 
on the exhibit floor during show hours without the proper Conven-

tion name badge supplied by the exhibiting company. These badges 
should be ordered through the complimentary allotment of registration 
forms sent to each exhibiting company.

For Insurance and safety reasons, the official contractor desig-
nated in this service manual must be used for services such as:
	 Electrical	 Plumbing	 Booth Cleaning	 Decorator Labor
	 Telephone	 Drayage	 Rigging	 Millwright Work

No exceptions will be made

Tips to Exhibitor Appointed Contractors (EACs)
1.	 Order services required from GES and the Exhibit Hall in advance. 

Ordering labor or services onsite which contractors may not be pre-
pared to provide immediately, may delay the set-up of your booth or 
force your set-up into overtime.

2.	 Take steps to protect your client's product in the booth by arranging 
for booth security and/or cages.

3.	 Please stay out of adjacent booths during set-up.
4.	 Label empty cartons and crates for storage as soon as they are ready. 

Holding back on "empties" only adds congestion to the aisles.
5. 	 Do not store empty cartons inside of empty crates. Cartons are re-

turned from storage first so exhibitors may begin packing their prod-
uct.

6.	 Keep "No Freight Aisles" clear at all times.  If GES is required to rear-
range any material situated in a clearly identified “No Freight Aisle” 
you or your client depending upon your billing arrangements with GES 
will be charged a one hour minimum for forklift rental and labor.

7.	 Turn in outbound freight bills to the service desk on a timely basis. 
Holding freight bills until late in the day, or turning in large amounts of 
freight bills to the service desk at one time may delay outbound truck 
scheduling and subsequently force your loading out into overtime.

A non-Official Contractor is a company other than the "general or official" service provider on the show, or third party service provider designated by 
show management in the exhibitor manual as the provider of a specific service and requires access to your booth during installation and dismantling. 
The non-official contractor may only provide services in the venue, which are not designated by the venue as "exclusive" to a venue provider, or by 
show management in a contract as an exclusive service for the "official" or "general" contractor or other third party. If a non-official contractor attempts 
to provide services designated to another party as "exclusive" or is caught soliciting on the show floor or otherwise does not comply with the rules, the 
company may be removed from the show floor, and the exhibitor will not be able to use that company for the remainder of the event.
Due to the necessity of coordinating all activities during the move-in and for security purposes, exhibitors who choose to use these 
contractors must complete this form, comply with all rules and regulations (listed below) and supply GES Exposition Services with all 
necessary information by the deadline date indicated above.

Contract/Display House_________________________________________________________________________

Street Address________________________________________________________________________________

City, State, Zip________________________________________________________________________________

Phone (area code _____)________________________ Fax (area code _____)_ ___________________________

Contact: _ ___________________________________________________________________________________

Description of Proposed Service for Exhibitor:_______________________________________________________

___________________________________________________________________________________________

This form will only be accepted if filled out by an authorized representative of the exhibiting company.  Below are the Rules and Regulations regarding 
Non-Official Contractors.  Everyone must abide by these rules, which are accepted industry rules that were drafted by the International Association 
for Exposition Managers.
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SAMPLE COPY: Certificate of Liability Insurance
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ACORD CERTIFICATE OF LIABILITY INSURANCE
DATE (MM/DD/YY) 

01/01/03

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS 
NO RIGHTS UPON THE CERTIFICATE HOLDER, THIS CERTIFICATE DOES NOT 
AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.

PRODUCER
ABC Insurance Agency                 Fax:  (212) 555-6100 
1234 Broker Lane 
New York, NY  10895 
Attn:  Joe Agent    (212) 555-6102 ext. 1234 INSUREERS AFFORDING COVERAGE 

INSURER A:   Hartford Insurance Company of Illinois
INSURER B:   Aetna Casualty & Surety Company
INSURER C:   Travelers Insurance Company
INSURER D:   Royal Insurance Company 

INSURED
Big Boom Company, Inc. 
1234 Corporate Lane 
New York, NY  10895 
Attn:  Joe Smith 
Phone:  (212) 555-5349               Fax:  (212) 555-9819 INSURER E: 
COVERAGES
THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED, NOTWITHSTANDING ANY REQUIREMENT, 
TERM OF CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY 
THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH POLICIES.  LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 
INSR
LTR TYPE OF INSURANCE POLICY NUMBER 

POLICY EFFECTIVE 
DATE(MM/DD/YY)

POLICY EXPIRATION 
DATE(MM/DD/YY) LIMITS 

GENERAL LIABILITY EACH OCCURENCE $1,000,000
� COMMERCIAL GENERAL LIABILITY FIRE DAMAGE (Any one fire) $    50,000

CLAIMS MADE � OCCUR MED EXP (Any one person) $      5,000
___________________________ PERSONAL & ADV INJURY $1,000,000
___________________________ GENERAL AGGRREGATE $2,000,000

GENERAL AGGREGATE LIMIT APPLIES PER: PRODUCTS-COMP/OP AGG $2,000,000

A

POLICY  PROJECT   LOC 

000P98298-AI1 01/01/03 01/01/04

AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT $2,000,000
� ANY AUTO (Ea accident) 

ALL OWNED AUTOS BODILY INJURY $
SCHEDULED AUTOS (Per person) 

� HIRED AUTOS BODILY INJURY $
� NON-OWNED AUTOS (Per accident) 

___________________________ PROPERTY DAMAGE $

B

SKLS-029499S 01/01/03 01/01/04

(Per accident) 
GARAGE LIABILITY AUTO ONLY-EA ACCIDENT $1,000,000
� ANY AUTO OTHER THAN EA ACC $

AUTO ONLY: AGG $
EXCESS LIABILITY EACH OCCURRENCE $1,000,000
� OCCUR         CLAIMS MADE AGGREGATE $1,000,000

$
DEDUCTIBLE $

A

RETENTION     $ 

XL1234567 01/01/03 01/01/04

$
x WC STATU- 

ORY LIMITS OTHERWORKERS COMPENSATION AND 
EMPLOYERS’ LIABILITY E.L. EACH ACCIDENT $1,000,000

E.L. DISEASE-EA EMPLOYEE $1,000,000

C A4145-SS-PJ37 01/01/03 01/01/04

E.L. DISEASE – POLICY LIMIT $1,000,000

D
OTHER
Professional Liability 000P98298-AI1 01/01/03 01/01/04 Each Occurrence & 

Aggregate
$1,000,000
$3,000,000

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/EXCLUSIONS ADDED BY ENDORSEMENT/SPECIAL PROVISIONS 

CERTIFICATE HOLDER  X ADDITIONAL INSURED; INSURER LETTER: _X_    CANCELLATION
SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE 
EXPIRATION DATE THEREOF, THE ISSUING COMPANY WILL ENDEAVOR TO MAIL   30
DAYS WRITTEN NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT, BUT 
FAILURE TO DO SO SHALL IMPOSE NO OBLIGATION OR LIABILITY OF ANY KIND UPON THE 
INSURER, ITS AGENTS OF REPRESENTATIONS

GES Exposition Services, Inc. 
A VIAD Corp Company 
950 Grier Drive 
Las Vegas, NV 89119 AUTHORIZED REPRESENTATIVE 

John Smith, CIC 
John Smith, CIC 

ACORD 25 (2001/08)   

1. 	 PRODUCER: Insurance Agent / Broker who issues certificate.

2. 	 NAME OF INSURED: Must be the legal name of contracting party.

3. 	 TYPES OF INSURANCE: Must include types required by contract. 
See Official Contractors Information (form L-3) in this exhibitor 
manual).

4. 	 FORM OF COVERAGE: Must be "occurrence" form of coverage.

5. 	 NAME ADDITIONAL INSURED: GES Expositions Services, Inc. 
(Show Contractor), SAE International (Show Management), Midwest 
Airlines Center (Facility), and SAE Small Engine Technology 
Conference (Show) must be named as additional insureds.

6. 	 CERTIFICATE HOLDER: Must be GES Expositions Services, Inc.

7. 	 POLICY EFFECTIVE DATE: Must be prior to or coincidental with 
the first day of exhibitor move-in.

8. 	 POLICY EXPIRATION DATE: Must be on or after the last day of 
exhibitor move-out.

9. 	 LIMITS OF INSURANCE: Must be the same or greater than 
required by contract.  See Official Contractors Information (form L-3) 
in this exhibitor manual).

10. 	NOTICE OF CANCELLATION: 30 days notice must be provided.

11. 	AUTHORIZED REPRESENTATIVE: Must be signed (not stamped) 
by an authorized representative of Producer.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

GES Exposition Services, Inc. (Official Contractor), SAE International (Show Management), Midwest Airlines Center (Facility), and SAE Small Engine Technology 
Conference (Show) are hereby named as additional insured, except for Workers’ Compensation.  GES Exposition Services, Inc. and/or the consignor are included 
as Loss Payee. The insurance provided for the benefit of GES Exposition Services, Inc., shall be primary insurance as respects any claim, loss, or liability, arising 
out of the Named Insured’s operations for which the Named Insured is liable. Any other insurance maintained by GES shall be excess and non-contributory. Show 
date(s) are: September 9 - 11, 2008 at city of Milwaukee.

GES Exposition Services, Inc.
Chicago Operations
5248 South Cicero Avenue
Chicago, IL 60638
Fax 773.284.3970




