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Installation and Dismantling Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Cosmoprof North America
Mandalay Bay Convention Center
July 29 - 31, 2018

Discount Deadline Date:
July 5, 2018

Company Name Email Phone Number Booth Number

Show Site Contact Show Site Email Show Site Phone Number

Easy Ordering Tips:
•     Please complete this form for all display labor needed. To determine if you need display labor, please read 

the show site work rules carefully.
  

•     Exhibitor may unpack and place merchandise. 
•     Don't forget to order labor for Move In and Move Out.
•     Straight Time (ST): Monday through Friday from 8:00 AM to 5:00 PM
•     Overtime (OT): All other times Monday through Friday. All day Saturday, Sunday & Holidays.

Step 1. Order Labor
Item Code Description Discount ($) Regular ($) Show Site ($) # Workers X # Hours =        Total

705000 Install & Dismantle, ST Move In 83.75 105.00 125.75 $
705000 Install & Dismantle, ST Move Out 83.75 105.00 125.75 $
705000 Install & Dismantle, OT Move In 145.75 182.00 218.50 $
705000 Install & Dismantle, OT Move Out 145.75 182.00 218.50 $

**Straight time rates are based on a 1 hour lunch break. Management reserves the right to charge overtime rates at 4:30 PM

Hate math? Let Expresso calculate your rates: https://e.ges.com/011600464/labor/esm

Step 2. Please Indicate Service
What is GES Supervision?  An exhibitor chooses GES Supervised when they do not want to be present when 
the work is completed. On most shows and services, there is a minimum surcharge for the professional 
supervision. Remember, when an exhibitor chooses this option, they do not need to schedule a date and time 
for services to be completed. 

Option 1 (A 25% ( $ 50.00  minimum) surcharge will be added)
GES Supervised (OK to proceed without exhibitor.)

Please complete Key Information form:  
 https://e.ges.com/011600464/laborchecklist/esm 
GES will supervise labor to: 
•    Unpack and install display before Exhibitor arrival at show site. 
•    Dismantle and pack the display after show closing. 

•    Subject to terms and conditions of all GES policies, including 
terms and conditions of contract, including but not limited to sub-
paragraph VII, b., Labor. 

•    A 25% ( $ 50.00  minimum) surcharge will be added to the labor 
rates above for this professional supervision.

Location of Booth/Dimension of Booth:  Use the Booth Layout Form to 
represent your booth, indicate from each boundary how you would like 
your booth placed.
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Installation and Dismantling Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Company Name Email Phone Number Booth Number
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What is Exhibitor Supervision?  An exhibitor chooses Exhibitor Supervised so they are able to instruct the 
laborer. The exhibitor is required to be in the booth and there are no supervision fees. Scheduling a date and 
time is necessary for this choice.

Option 2
Exhibitor Supervised

•    Indicate workers needed for installation and dismantling. 
•    GES assumes no liability for loss, damage or bodily injury arising 

out of the installation and/or dismantling of Exhibitor's property 
by GES provided union labor. Exhibitor assumes the 
responsibility and any liability arising therefrom, for the work 
performed by union labor under Exhibitor's supervision.  
Exhibitors must stay clear during movement of freight.

GES is responsible for the following type of booth:
Pop-Up Two Story Custom
Other:  ____________________________________

Please estimate the number of workers and hours per worker needed 
for installation. Invoice will be calculated according to actual hours 
worked, relative to the original estimate and based upon the date 
received. Additional labor required will be calculated and invoiced at 
the show site rate. 

Move In 
Schedule 

Dates
Schedule 
Start Time

Schedule 
End Time

Number of 
Workers

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

Move Out
Schedule 

Dates
Schedule 
Start Time

Schedule 
End Time

Number of 
Workers

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

Important Information
Starting time can be guaranteed only when labor is requested for the start of the working day. All exhibit labor scheduled at the start of the working day 
will be dispatched to booth space. For all other starting times, check in at the labor desk one-half (½) hour before time requested. Labor cancelled 
without a 24 hour notice shall be charged a one (1) hour cancellation fee per worker. If Exhibitor fails to use the workers at the time confirmed, a one (1) 
hour “No-Show” charge per worker will apply. 
 
The minimum charge for labor is one (1) hour per worker.  Labor thereafter is charged in half (½) hour increments. Gratuities in any form, including cash, 
gifts, or labor hours for work not actually performed are prohibited by GES.  GES requires the highest standards of integrity from all employees.  Please 
call our confidential Always Honest hotline at (866) 225-8230 to report fraudulent or unethical behavior.  All rates are subject to change if necessitated by 
increased labor and material costs.

Total and Sign: Return to Fax: (866) 329-1437 • International Fax: (702) 263-1520
Please  
Sign

X
Authorized Signature

Authorized Name - Please Print                                                                            Date

I agree in placing this order that I have 
accepted GES Payment Policy and GES 
Terms & Conditions of Contract, including 
authorization for GES to retain personal 

information to better serve my need for GES 
services at future events.

Total Payment 
Enclosed $
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Forklift Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Cosmoprof North America
Mandalay Bay Convention Center
July 29 - 31, 2018

Discount Deadline Date:
July 5, 2018

Company Name Email Phone Number Booth Number

Show Site Contact Show Site Email Show Site Phone Number

Easy Ordering Tips:
•    In-booth forklift and labor may be required to assemble displays or when uncrating, positioning, and 

reskidding equipment and machinery.  
•    A forklift is required for moving equipment and materials weighing 200 pounds or more. 
•    If you require a forklift, a crew will be assigned consisting of a forklift with an operator.
•    Don't forget to order labor for Move In and Move Out.
•    Straight Time (ST): Monday through Friday from 8:00 AM to 5:00 PM.  Straight Time rates are based on a 1 

hour lunch break. Management reserves the right to charge overtime rates at 4:30 PM.
•    Overtime (OT): All other times Monday through Friday. All day Saturday, Sunday & Holidays.

Step 1. Order Labor
Forklift with Operator, Per Hour
 Item Code Description Discount ($) Regular ($) Show Site  ($) # Crews X # Hours  =      Total

705200 5,000#, ST Move In 155.25 194.25 232.75 $
705200 5,000#, ST Move Out 155.25 194.25 232.75 $
705200 5,000#, OT Move In 216.50 270.75 325.25 $
705200 5,000#, OT Move Out 216.50 270.75 325.25 $

Additional Worker, Freight, Per Hour
 Item Code Description Discount ($) Regular ($) Show Site  ($) # Crews X # Hours  =      Total

705030 Freight, ST Move In 83.75 105.00 125.75 $
705030 Freight, ST Move Out 83.75 105.00 125.75 $
705030 Freight, OT Move In 145.75 182.00 218.50 $
705030 Freight, OT Move Out 145.75 182.00 218.50 $

Hate math? Let Expresso calculate your rates: https://e.ges.com/011600464/labor/esm

Step 2. Labor Information
What is Exhibitor Supervision?  An exhibitor chooses Exhibitor Supervised so they are able to instruct the 
laborer. The exhibitor is required to be in the booth and there are no supervision fees. Scheduling a date and 
time is necessary for this choice.  
 

Exhibitor Supervised (Do Not Proceed)
Exhibitor will supervise. 
•     Indicate workers needed for installation and dismantling. 
•     GES assumes no liability for loss, damage or bodily injury 

arising out of the installation and/or dismantling of Exhibitor's 
property by GES provided union labor. Exhibitor assumes the 
responsibility and any liability arising therefrom, for the work 
performed by union labor under Exhibitor's supervision. 
Exhibitors must stay clear during movement of freight. 

GES is responsible for the following type(s) of work:
Uncrating Unskidding Positioning
Leveling Dismantling Recrating
Reskidding

Additional labor will be assigned if necessary.

131



Page 2 of 2
Forklift Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Company Name Email Phone Number Booth Number
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Step 3. Schedule In Booth Forklift Labor
Starting time can be guaranteed only when labor is requested for the start of the working day. All exhibit labor scheduled at the start of the working day 
will be dispatched to booth space. Confirm labor and forklifts by 2:30 PM the day before date requested. Please have a representative pick up the crew 
at the labor desk and supervise the work to be done. Upon completion, the Exhibitor's representative will return the crew to the labor desk and approve 
the work order. Equipment and labor cancelled without a 24 hour notice shall be charged a one (1) hour cancellation fee per worker and forklift. If 
Exhibitor fails to use the workers and equipment at the time confirmed, a one (1) hour cancellation fee per worker and forklift will apply. 
 
The minimum charge for labor is one (1) hour per worker and equipment. Labor thereafter is charged in half (½) hour increments per worker and 
equipment. Gratuities in any form, including cash, gifts, or labor hours for work not actually performed are prohibited by GES. GES requires the highest 
standards of integrity from all employees.  Please call our confidential Always Honest hotline at 866.225.8230 to report fraudulent or unethical behavior.  
All rates are subject to change if necessitated by increased labor and material costs.

Please estimate the number of workers and hours per worker needed for installation. Invoice will be calculated according to actual hours worked, 
relative to the original estimate and based upon the date received. Additional labor required will be calculated and invoiced at the show site rate. 

Move In 
Schedule 

Dates
Schedule 
Start Time

Schedule 
End Time

Number of 
Lifts/Workers

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

Schedule 
Dates

Schedule 
Start Time

Schedule 
End Time

Number of 
Lifts/Workers

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

Move Out
Schedule 

Dates
Schedule 
Start Time

Schedule 
End Time

Number of 
Lifts/Workers

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

Schedule 
Dates

Schedule 
Start Time

Schedule 
End Time

Number of 
Lifts/Workers

MM/DD/YR AM 
PM 

AM 
PM

MM/DD/YR AM 
PM 

AM 
PM

Total and Sign: Return to Fax: (866) 329-1437 • International Fax: (702) 263-1520

Please  
Sign

X
Authorized Signature

Authorized Name - Please Print                                                                            Date

I agree in placing this order that I have 
accepted GES Payment Policy and GES 
Terms & Conditions of Contract, including 
authorization for GES to retain personal 

information to better serve my need for GES 
services at future events.

Total Payment 
Enclosed $
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Hanging Sign Labor Information
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Cosmoprof North America
Mandalay Bay Convention Center
July 29 - 31, 2018

Please complete and return the Hanging Sign Labor Order Form by July 5, 2018.  
  
By sending us this information in advance you will help us assure your sign is properly assembled and installed.

Hanging Signs:
GES is responsible for assembly, installation, and removal of all hanging signs.  please contact GES at lvrigging@ges.
com.    
•    All signs must be designed to comply with Show Organizer rules and regulations and facility limitations. 
•    Make sure all signs, with the exception of cloth and vinyl banners, have structurally engineered rigging points as well 

as blueprints displaying a current structural engineer’s stamp. 
•    If your sign requires electricity, make sure it is in working order and in accordance with the National Electric Code. 
•    Include show site Exhibitor contact information with the order. 
•    Include engineer-stamped drawings with hanging instructions as well as a set of assembly instructions (placement/

orientation) with the order. GES accepts no liability for any work completed without such instructions, when required. 
Work is done at Exhibitor’s risk and Exhibitor shall indemnify and defend GES and Show Organizer from any claims 
arising out of or related to the installation or dismantle of any sign without approved drawings.

•    Signs weighing over 200 lbs. will require at least one motorized hoist installed by Mandalay Bay Convention Center. If 
your hanging sign is electrical or has a rotator it will also need to be hung by the Mandalay Bay Convention Center.
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Hanging Sign Labor Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Cosmoprof North America
Mandalay Bay Convention Center
July 29 - 31, 2018

Discount Deadline Date:
July 5, 2018

Company Name Email Phone Number Booth Number

Show Site Contact Show Site Email Show Site Phone Number

Easy Ordering Tips:
•    GES is responsible for assembly, installation, and removal of all hanging signs/trusses that do not have 

electrical or lighting elements. 
•    A crew will be assigned consisting of a lift with two riggers for aerial work.
     Note: Signs weighing over 200 lbs. will require at least one motorized hoist installed by Mandalay Bay 

Convention Center.
•    Don't forget to order labor for Move In and Move Out. 
•    Straight Time (ST): Monday through Friday from 8:00 AM to 5:00 PM. Straight time rates are based on a 1 

hour lunch break. Management reserves the right to charge overtime rates at 4:30 PM if a 30 minute lunch is 
taken.

•    Overtime (OT): All other times Monday through Friday. All day Saturday, Sunday & Holidays.
•    Signs weighing over 200 lbs. will require at least one motorized hoist installed by Mandalay Bay Convention 

Center. If your hanging sign is electrical or has a rotator it will also need to be hung by the Mandalay Bay 
Convention Center.

Step 1. Order Labor
Lift with Crew, Per Hour
Item Code Description Discount ($) Regular ($) Show Site  ($) # Crews # Hours Total

705300 High Lift Move In 584.50 704.75 846.00 $
705300 High Lift Move Out 584.50 704.75 846.00 $

Sign Assembly (Non-Electrical)
Item Code Description Discount ($) Regular ($) Show Site ($) # Workers # Hours Total

705020 Sign Assembly, ST Move In Only 83.75 105.00 125.75 $
705020 Sign Assembly, OT Move In Only 145.75 182.00 218.50 $

Hate math? Let Expresso calculate your rates: https://e.ges.com/011600464/labor/esm

To receive the Discount Price, you must complete and return Hanging Sign/Truss Order Form with the hanging 
sign instructions and the Payment & Credit Card Charge Authorization by July 5, 2018. The hanging sign must 
also arrive at the  warehouse by July 5, 2018 to receive the Discount Price and to ensure that the sign is hung 
prior to show opening. There is no guarantee that your sign will be hung if it is not received by July 5, 2018. By 
sending us this information and shipping the sign in advance, you will help assure your sign is properly 
assembled and installed.
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Hanging Sign Labor Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Discount Deadline Date:
July 5, 2018

Company Name Email Phone Number Booth Number

Show Site Contact Show Site Email Show Site Phone Number
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Step 2. Please Indicate Service
Hanging Sign Options

How many signs will be hung in your booth? 
____________________ 
(if there are multiple signs, please complete an order form for 
each sign and label 1 of 3, etc)

Type of Sign
Banner Structural Signage
Systems Moss

Dimensions and Weight of Sign

Width____________ Height______________

Length___________ Total Weight_______lbs

Height

Number of feet from floor to top of sign:  
_______________ Feet
Must be compliant with Show Rules and Regulations. 

Electrical   
(Not provided by GES.  These services must be ordered 
through the electrical service provider)

Is your sign electrical?

Yes No

Shape of Sign
Square Rectangle
Triangle Circle
Serpentine Other____________________

Pick Points

Number of structural pick points  _____________________
Weight at each pick point __________________________
Have you submitted your structurally engineered rigging 
points?__________________________________________
Dates Submitted  ________________________________

Assembly

Does your sign require assembly?

Yes No
If yes, GES must assemble your sign prior to hanging.  See 
Hanging Sign / Truss Labor Rate and Information.

Hoists   
(Not provided by GES.  These services must be ordered 
through the facility)

Are hoists required?

Yes No

if yes, how many? ________________________________

Exhibitor Owned GES Rental

Supervision

Do you want to supervise the hanging of your sign?

Yes No

If yes, what date would you like the sign to be hung? 
 ______________________ 

Please provide GES with a contact name and number to 
discuss ______________________________________ 
  
_______________________________________________

Your hanging sign received in the Advanced Warehouse could possibly be hung prior to your arrival only if GES has all of the required information. 
 
Location of Sign 
Use the Booth Layout Form provided in the kit to represent your booth and indicate placement of your sign. Sign orientation must be given by 
providing surrounding booth numbers.

135



Page 3 of 3
Hanging Sign Labor Order Form
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Discount Deadline Date:
July 5, 2018

Company Name Email Phone Number Booth Number

Show Site Contact Show Site Email Show Site Phone Number
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Step 3. Review Below Important Information
Equipment and labor cancelled without a 24 hour notice shall be charged a one (1) hour cancellation fee per worker and equipment. 
 
The minimum charge for labor is one (1) hour per worker and equipment. Labor thereafter is charged in half (½) hour increments per worker and 
equipment. Gratuities in any form, including cash, gifts, or labor hours for work not actually performed are prohibited by GES.  GES requires the highest 
standards of integrity from all employees.  Please call our confidential Always Honest hotline at 866.225.8230 to report fraudulent or unethical behavior.  
All rates are subject to change if necessitated by increased labor and material costs.

I agree in placing this order that I have accepted the information provided on the Hanging Sign/Truss  Labor Information and Order Form, GES 
Payment Policy and GES Terms and Conditions of contract.  Please proceed with my hanging sign/truss order.  I understand that my initial estimate 
may be billed at 1 hour estimate based on the union to perform the work.  Invoice will be calculated according to actual hours worked and materials 
used.

Total and Sign: Return to Fax: (866) 329-1437 • International Fax: (702) 263-1520

Please  
Sign

X
Authorized Signature

Authorized Name - Please Print                                                                            Date

I agree in placing this order that I have 
accepted GES Payment Policy and GES 
Terms & Conditions of Contract, including 
authorization for GES to retain personal 

information to better serve my need for GES 
services at future events.

Total Payment 
Enclosed $
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Chat with us http://www.ges.com/chat

Booth Layout - Hanging Signs
All orders are governed by the GES Payment Policy and GES Terms & Conditions of Contract as specified in this Exhibitor Services Manual.

Cosmoprof North America
Mandalay Bay Convention Center
July 29 - 31, 2018

Form Deadline Date:
July 5, 2018

Company Name Email Phone Number Booth Number

Show Site Contact Show Site Email Show Site Phone Number

Form Tips:
•    Use bold lines to indicate the outline of your exhibit space.  
•    If this grid scale is too small for easy drawing return a separate sheet indicating booth layout.  
•    Return multiple booth layouts if necessary.

Step 1. Booth Information
Each square is _______ feet square since my booth is_______ feet wide by_______ feet long.
Back Adjacent Booth or Aisle Number:______________________

Right Side Adjacent Booth or Aisle Number:______________________

Left Side Adjacent Booth or Aisle Number:______________________

Front Adjacent Booth or Aisle Number:______________________

Step 2. Draw Your Booth Layout

Front of Booth

Review and Return: Return to Fax: (866) 329-1437 • International Fax: (702) 263-1520
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Use these shipping labels as they will expedite handling.  Copies of these labels are acceptable if additional labels are needed.   
 

H RUSH! 
HANGING SIGN

FROM:

ADVANCE SHIPMENT
TO: 

Full Exhibiting Company Name at Show

Cosmoprof North America
Name of Exhibition     0110600464

Booth Number

C/O GES
7000 Lindell Road
Las Vegas, NV  89118 USA

Shipment Should Arrive on or Between:
Thursday, June 21, 2018  - Thursday, July 5, 2018

Certified Weight Tickets are required for all Shipments. Drivers must check in by 2:00 PM to be 
guaranteed same day unloading.  Warehouse receiving hours are Monday - Friday, 8:00 AM - 4:30 PM; 
Closed 12:00 PM - 1:00 PM & Holidays.

Carrier
Number of pieces

H RUSH! 
HANGING SIGN

FROM:

ADVANCE SHIPMENT
TO: 

Full Exhibiting Company Name at Show

Cosmoprof North America
Name of Exhibition     0110600464

Booth Number

C/O GES
7000 Lindell Road
Las Vegas, NV  89118 USA

Shipment Should Arrive on or Between:
Thursday, June 21, 2018  - Thursday, July 5, 2018

Certified Weight Tickets are required for all Shipments. Drivers must check in by 2:00 PM to be 
guaranteed same day unloading.  Warehouse receiving hours are Monday - Friday, 8:00 AM - 4:30 PM; 
Closed 12:00 PM - 1:00 PM & Holidays.

Carrier
Number of pieces
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