










• Phone 786.331.9000 • Fax 786.331.9955
www.smota.com

SHELVES IN BOOTH SAMPLE SET-UP PLANS

OUBLE BOOTH - 10’ X 20”D

TRIPLE BOOTH - 10’ X 30”

SINGLE BOOTH - 10’ X 10”

QUAD BOOTH - 20’ X 20”

2 - 4’ double shelves @ $22.00 each = $44.00
1 - 6’ double shelves @ $26.00 each = $26.00
                                         TOTAL ORDER = $70.00

2 - 4’ double shelves @ $22.00 each =   $44.00
4 - 6’ double shelves @ $26.00 each = $104.00
                                         TOTAL ORDER = $148.00

6 - 4’ double shelves @ $22.00 each = $132.00
3 - 6’ double shelves @ $26.00 each =   $78.00
                                         TOTAL ORDER = $210.00

4 - 4’ double shelves @ $22.00 each =   $88.00
8 - 6’ double shelves @ $26.00 each = $208.00
                                         TOTAL ORDER = $296.00

PLEASE SEE THE ETAGERE ORDER FORM IN THE EXHIBITOR SERVICE KIT. ANY QUESTIONS PLEASE CALL EXPO AT 305-751-1234 

2335 NW 107 Avenue, Suite 2M31, Box 120, Miami, FL 33172
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ADVANCED SHIPPING LABELS 
 

Shoe Market of the Americas 

ADVANCE WAREHOUSE 

 TO: EXPO Convention Contractors, Inc. 

  57 NE 179th Street 

  Miami, Florida 33162 
 

 
From: 
 

Company Name: _____________________________ 
 
Booth #: __________________ 
 
Contact Name: ___________________________________________ 
 
Contact Phone #: _________________________________________ 

First Day freight can arrive w/o a surcharge: 
JANUARY 26, 2012 

 
Last day freight can arrive w/o a surcharge: 

FEBRUARY 17, 2012 

For:  Shoe Market of the Americas 

 

Delivery Hours:  M-F 8:30am-3:00pm 
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 From: 
 

Company Name: _____________________________ 
 
Booth #: __________________ 
 
Contact Name: ___________________________________________ 
 
Contact Phone #: _________________________________________ 

 TO: EXPO Convention Contractors, Inc. 

  57 NE 179th Street 

  Miami, Florida 33162 

For:  Shoe Market of the Americas 

 

Delivery Hours:  M-F 8:30am-3:00pm 

 
 

First Day freight can arrive w/o a surcharge: 
JANUARY 26, 2012 

 
Last day freight can arrive w/o a surcharge: 

FEBRUARY 17, 2012 

ADVANCE WAREHOUSE 



 Customer Service Phone: (305) 751-1234 
Customer Service Fax:  (305) 751-1298 

AREA WORK RULES 
 

Shoe Market of the Americas 

February 26 - 28, 2012 

Miami Airport Convention Center 

To assist you in planning for your participation in this event, we are certain you 
appreciate knowing in advance that union labor is required for certain aspects of 
your exhibit handling. To help you understand the Area Work Rules, we ask you 
to read the following: 
 

FREIGHT HANDLING 
 
The Local Union claims jurisdiction over the operation of all material handling equipment, all unloading 
and reloading. An exhibitor may move material that is hand-carriable by one person in one trip, without 
the use of dollies, hand truck or other mechanical equipment. When exhibitors choose to hand-carry in 
accordance with the foregoing, they are not permitted access to the loading dock area(s). 
 
EXPO is responsible for receiving and handling all exhibit materials and empty crates. It is our responsi-
bility to manage loading docks and schedule vehicles for the smooth and efficient move-in and move-out 
of the exposition. 
 

EXHIBIT INSTALLATION AND DISMANTLING 
 
We have an contract with Local 1175 Union which claims jurisdiction over the installation and dismantle 
of tradeshows and exhibits.  Full time employees of the exhibiting companies, however, may set their 
own exhibits without assistance from this local.  Any labor services that may be required beyond what 
your regular full time employees can provide, must be rendered by the Union.  Labor can be ordered in 
advance by returning the Labor form, or at show site, at the service desk.  Proof of full time employment 
status may be requested by the Union Steward of any personnel working on your booth. 
 

GRATUITIES 
 
We request that exhibitors do not tip (such practices as giving money, merchandise, or other special 
consideration for services rendered) employees. Do not give coffee breaks other than mid-morning and 
mid-afternoon, when union employees have fifteen minute paid breaks. Any attempts to solicit a gratuity 
by an employee for any service should be reported immediately to a supervisor. Employees are paid at 
an excellent wage. Tipping is strongly discouraged and is not an accepted company policy. 
 

EXPO HOLD HARMLESS AGREEMENT / VEHICLE SPOTTING 
 
The Association and Exhibitor will hold harmless EXPO Convention Contractors, Inc. for any damage or 
injury resulting from vehicle spotting.  Damage or injury to Vehicle / Driver / 3rd Party Personnel / Dis-
play. 
 

IN GENERAL 
 
Craftsmen at all levels are instructed to refrain from expressing any grievances or directly challenging 
the practices of any exhibitor. It is recommended that any questions arising with regard to union jurisdic-
tion or practices be directed to an EXPO management representative. 



 Customer Service Phone: (305) 751-1234 
Customer Service Fax:  (305) 751-1298 

HANGING SIGNS & BANNERS 
 

Shoe Market of the Americas 

February 26 - 28, 2012 

Miami Airport Convention Center 
DISCOUNT DEADLINE:   

FEBRUARY 10, 2012 

INSTRUCTIONS 
 

All hanging signs must conform to Show Management rules and regula-
tions and facility limitations. 
 
All overhead hanging signs or banners must be handled by Expo Conven-
tion Contractors, Inc.  Overhead hanging signs must be sent in separate 
containers directly to Expo Convention Contractors, Inc. warehouse and 
marked HANGING SIGN. 
 
Hanging anchor points must be pre-fabricated and ready for use. 
 
Electrical signs must be in working order and in accordance with the Na-
tional Electrical Code. ELECTRICAL SERVICE requirements must be 
ordered in advance on the enclosed ELECTRICAL SERVICE order form. 
For Signs other than banners, include blueprint or drawing containing  
detailed information so hanging anchor points can be determined. 
 
 

SIGN DESCRIPTION, SIZE & WEIGHT 
 

Type:      Cloth Banner_____   Metal or Wood______   Other_______ 
Shape:    Square_____  Triangle_____  Rectangle_____  Other______ 
Size:        Height_________  Length_________  Width____________ 
Weight of sign:_________ 
Does your Sign Require - Electricity ______   Assembly _______ 
 
Use diagram below to represent your booth space.  Indicate how far in 
from each boundary you would like your sign placed. 
The ceiling structure and relation to the support beam may require your 
sign to be moved from your specified location. 
 
 

PLACEMENT DIAGRAM 
 

____Feet in From 
the Back Aisle #____ 

 
 

 
 

____Feet in From 
the Front Aisle #_____ 

 
 
 

Number of feet from bottom of sign:_________________________ 

EQUIPMENT AND LABOR RATES TO HANG SIGNS 
 

STRAIGHT TIME -     8:00am to 4:30pm, Monday through Friday 
OVERTIME -     4:30pm to 8:00am, Monday through Friday, ALL 
       DAY Saturday and Sunday 
 

CREW SIZE -     MINIMUM of three people, Operator and two riggers 
MATERIALS -     Cable, clamp, etc. additional & charged accordingly 
 
EQUIPMENT WITH CREW         STRAIGHT          OVERTIME 
              TIME 
*Rates Are Per Lift Crew/Per Hour 
*One Hour Minimum Per Lift Crew 
 

Boom Lift with Crew…………….          $393.80 $590.70 
(Condor/Snorkel) up to 200 lb. lift capacity 
 

Additional crew/Assembly labor…         $  73.50 $110.25 

 
INSTALLATION ESTIMATE Install Date: _________________  
 

         Approx. Hours         Hourly Rate         Total Estimated Cost 

          ________   @   _________    =    _________________ 

 
DISMANTLE ESTIMATE Dismantle Date: ______________ 
 

         Approx. Hours         Hourly Rate         Total Estimated Cost 

          ________   @   _________    =    _________________ 

 
SUPERVISION for installation and dismantling of overhead hanging signs can 
be provided by EXPO CONVENTION CONTRACTORS, INC., your company 
representative or display house. 
 

Please indicate method of supervision you require: 
 

EXPO _____       Exhibitor Personnel _____        Display House _____ 
 

*Additional crew and/or equipment will be used if the supervisor deems it necessary to 
safely complete the installation and/or dismantling of a job and will be charged accord-
ingly. 
 
NOTE: WE ARE NOT RESPONSIBLE FOR, LIABLE FOR, AND 
WILL NOT HANG ANY SIGNAGE CONSTRUCTED IN ANY MANNER 
DEEMED UNSAFE. 
   
  SUB-TOTAL $___________________ 
    
  No Sales Tax $___________________ 
 
 PAYMENT ENCLOSED $___________________ 
 

Fax along with the Payment Policy form to 305.751.1298 

PAYMENT POLICY:   All invoices must be settled at our Service desk prior to hanging your banner. For your convenience, MasterCard, American 
Express, Discovercard and Visa credit cards will be accepted.  
 

IMPORTANT:    TO OBTAIN DISCOUNT PRICE, FULL PAYMENT MUST BE INCLUDED WITH YOUR ORDER. No Telephone orders accepted.  
Labor must be cancelled in writing, 24 hours in advance to avoid one (1) hour cancellation or no-show fee per crew and/or worker. 
 
 PLEASE PRINT 
 
Exhibitor Name __________________________________________________________________ Booth # _________________ 
 
Contact Name _________________________________________ email _____________________________________________ 
 
Authorized ____________________________________________ Print Name ________________________________________ 

____ Feet in 
from the Left 
Aisle # ____ 

____ Feet in 
from the Right 
Aisle # ____ 



 Customer Service Phone: (305) 751-1234 
Customer Service Fax:  (305) 751-1298 

LABOR ORDER 
 

Shoe Market of the Americas 

February 26 - 28, 2012 

Miami Airport Convention Center DISCOUNT DEADLINE:   
FEBRUARY 10, 2012 

Labor Information Price 

Straight Time Monday - Friday 8:00am - 4:30pm $63.00 

Over Time Monday - Friday 
Saturday & Sunday 

4:30pm - 8:00am 
All Day 

$94.50 

Holiday All Day All Day $126.00 
    

Expo Supervisory Fee is 40% of total cost or $50.00, whichever is greater. 

  
INSTALLATION 

Your Supervisor’s Name: 
Cell Number: 

 Expo Supervision?   
Yes / No 

Date Start Time Number of Men Hours per Man Rate Expo Supervision Cost Estimated Cost 

       

       

       

Is Labor for assembling sign for hanging?  Y/N  ______ 
Is Labor for laying your own carpet?  Y/N     ______  

DISMANTLE       

Your Supervisor’s Name: 
Cell Number: 

 

Date Start Time Number of Men Hours per Man Rate Expo Supervision Cost Estimated Cost 

Expo Supervision?   
Yes / No 

       

       

       

Please complete this section if you have chosen EXPO to supervise your installation and/or dismantling. 

Inbound Freight Information     Outbound Freight Information 

Carrier Company Name: ____________________________________  Carrier Company Name: _______________________________ 

# of pieces: __________ Weight of Shipment ______________  Delivery Shipment To:   ________________________________ 

Is Shipment?    _____ Crated      _____ Uncrated    Address:  ___________________________________________ 

Tracking/Pro#:  ___________________________________________  City, State, Zip:  ______________________________________ 

Estimated arrival date:  _____________________________________  Type of Service (air, van line, ground, etc.): ________________ 

Shipment to arrive at:    _____ Warehouse          _____ Show Site  If for any reason your shipment is not picked up by your 

        carrier, Please choose one of the following options:  (Initial 

        beside preferred option) 

Set-up Information for Installation     Force freight through preferred carrier: __________ 

Please check all that apply and provide information where requested.  Send shipment back to EXPO warehouse:($50.00 min. fee) ___ 

Booth size: _______ X _______    Services You Have Ordered  (please check all that apply) 

Forklift required?   _____ Yes      _____ No    Electrical _____ Furniture _____ A/V Equipment ______ 

Carpet is?  _____ Owned      _____ Rented from EXPO   Booth Cleaning _____       Telephone/Internet _____ 

Carpet padding? _____ Yes       _____ No    Electrical Information: 

Drawings are? _____ Faxed to EXPO       _____ Shipped w/exhibit crates ___ Electrical should go under the carpet (diagram is attached) 

        ___ Electrical drawings are attached 

        ___ Electrical drawings are with exhibit in crate number  

        ___ Electrical drawings were sent to the official contractor 

Company Name _____________________________________________________________________ Booth ______________ 
 
Contact Name ____________________________________________________ Phone ________________________________ 
 
Email ___________________________________________________________ Fax __________________________________ 

 

Return via fax along with the Payment Policy form to:  305-751-1298 

Please note 

- Hours are based on estimates, you will be invoiced 

for actual time incurred. 

- Requested times are not guaranteed and are based 

on availability. 

- Minimum one hour will be charged.  Additional time 

will be billed in half-hour increments. 

- If Labor order is cancelled within 24 hours of sched-

uled services, total charges will be assessed. 





 Customer Service Phone: (305) 751-1234 
Customer Service Fax:  (305) 751-1298 

NON-OFFICIAL CONTRACTOR 
 

Shoe Market of the Americas 

February 26 - 28, 2012 

Miami Airport Convention Center 

DISCOUNT DEADLINE:   
FEBRUARY 10, 2012 

For Exhibitors intending to use its own labor or contract for such services separately from EXPO, please 
read the following restrictions, requirements, and restraints.  A non-official service contractor is any 
company, other than the designated official contractors, that an exhibitor wishes to use that requires 
access to the exhibit hall either before, during or after the Show.  Use of a non-official contractor who 
requires any of the following services is not permitted: electrical, plumbing, telephone lines, drayage, 
rigging, booth cleaning, and catering.  NOTE: A valid and current copy of Exhibitor’s contractor’s 
Certificate of Insurance naming EXPO Convention Contractors, Inc. must accompany this 
document.  If these documents are not provided, Exhibitor will not be allowed to use contractor’s 
services in the area where unions claim jurisdiction.   
 

NOTE:   Complete this form only if your company is using a Service Contractor other than EXPO Con-
vention Contractors, Inc. to unpack, erect, assemble, dismantle or pack your display.  The local union 
claims jurisdiction over the erection, dismantling, repair and building of all exhibits. 
 

PLEASE COMPLETE: 
 
_________________________ will indemnify and hold harmless EXPO Convention Contractors, Inc. 
from and against any bodily injury or property damage liability claims, judgments, damages, costs or ex-
pense, including reasonable attorney fees, arising out of or occasioned by the operations performed by 
__________________________ except for occurrences or accidents caused by the sole negligence of 
EXPO Convention Contractors, Inc., or for occurrences or accidents by any other party. 
 
Exhibiting Company Name: _______________________________________________ Booth # _______________ 
 
Address:  ___________________________________________________________________________________ 
 
City: ________________________________________________________ State __________ Zip ____________ 
 
Telephone: ______________________________________ Fax: _______________________________________ 
 
Authorized on-site representative ________________________________Cell Phone: ______________________ 
     (Please Print) 

*********** 
Name of Service Firm: _________________________________________________________________________ 
 
Address: ____________________________________________________________________________________ 
 
City: ______________________________________________________ State: __________ Zip: _____________ 
 
Contact Name: _________________________________Telephone: ____________________________________ 
 
On-Site Supervisor ______________________________________________ 
 

Return this form, along with Certificate of Insurance, and name and address of the employee/s who are working in 

your booth by FEBRUARY 10, 2012 to EXPO, the Official Decorating Contractor: 
 

EXPO CONVENTION CONTRACTORS, INC. 
57 NE 179th Street, Miami, Florida 33162 
ATTN:  EXHIBITOR SALES & SERVICES 

Tel: 305-751-1234   Fax: 305-751-1298 
nstewart@expocci.com 



 Customer Service Phone: (305) 751-1234 
Customer Service Fax:  (305) 751-1298 

CLEANING FORM 
 

Shoe Market of the Americas 

February 26 - 28, 2012 

Miami Airport Convention Center 

DISCOUNT DEADLINE:   
FEBRUARY 10, 2012 

Please indicate the Services Needed 
 

All Rates Based on Gross Booth/Display Area, 100 square feet Minimum 
 
 

 Carpet Vacuuming     Rate  Booth Size**       # Days        Total 
 
________________  Vacuuming   $0.32 per sq. ft. X __________ X  ____________ = $_____________ 
        (Check if Needed)          (# Sq. Feet)        (# Days Needed)  Total Due 
 
Specify Dates Needed: _________________________________________________________ 
 
 

Porter Service  -  Trash Removal  (2 hour intervals) 
     Rate     Times Per Day       # Days  Total 
 
 _______________   1 -  5 Booths: $45.00 @  _______________  X    __________ =  $___________________ 
       (Check if Needed)           (Number Intervals Per Day)       (Total Number Days) Total Due 
_______________ 6 -15 Booths:  $55.00 @  ________________  X    __________ =  $___________________ 
       (Check if Needed)       (Number Intervals Per Day)       (Total Number Days) Total Due 
 

Specify Dates Needed: _________________________________________________________ 
 
 
Exhibit Cleaning 
 
_______________ Exhibit cleaning & dusting of display daily  $25.00 X ____________# of days = $____________ 
       (Check if Needed) 
_______________ Exhibit cleaning & dusting 1 time only  $35.00 ________________  $__________________ 
       (Check if Needed)       (Specify Date Needed) 
 

Specify Dates Needed: _________________________________________________________ 

          Total Order                 ____________ 
 
          7% Sales Tax          ____________ 
 
          Total Due                    ____________ 
 
 
Exhibitor ___________________________________________________________ Booth ______________ 
 
Contact Name _______________________________________ Phone _____________________________ 
 
Email ______________________________________________ Fax _______________________________ 
 

Return via fax along with the Payment Policy form:  305-751-1298 



 Customer Service Phone: (305) 751-1234 
Customer Service Fax:  (305) 751-1298 

GRAPHICS & SIGNS ORDER FORM 
 

Shoe Market of the Americas 

February 26 - 28, 2012 

Miami Airport Convention Center 
DISCOUNT DEADLINE:   

February 10, 2012 

O
f 

ti
 

Company Name: _______________________________________   Booth #: _____________ 
 
Contact Name: ________________________________Phone: ________________________ 
 
email:  _______________________________________ Fax: _________________________ 

Return via fax:  
305.751.1298 
Or email to: 

info@expocci.com 

Advance Orders Late Orders Size Qty. Horizontal Vertical Easel Back add $6 

25.00 45.00 8.5” x 11”     

50.00 70.00 22” x 28”     

100.00 125.00 28” x 44”     

150.00 200.00 36” x 48”     

Banners are $10.00 per square foot & 
come with Grommets. ($100 min) 

     

Total $ 

 

 

 

 

 

For basic Black Text on White Sign Copy….Please print clearly 
 

____________________________________________________________________________________________ 
 

____________________________________________________________________________________________ 
 

____________________________________________________________________________________________ 

HOW TO SUBMIT YOUR ARTWORK: 
Expo uses HP 5000 Series large format printers using Onyx RIP software.  We use Windows XP computers. All files should be saved for PC format.  No MAC files are 
accepted. 
 

EPS & AI formats: 
We use Illustrator CS3 to read eps. & ai. files  Check & make sure that all graphic elements are inside the document box. No clip masks.  The document box should be 
the same size as the image you want printed or reduced in multiple of 2.  No bleeds or crop marks. These are outside the document box & would need to be removed 
before the image enters the RIP process.  Only Illustrator "crop area make" – “crop area release” function is compatible with Onyx RIP software.  
Bleeds are added if necessary in the Rip process. 
 

Please convert all fonts to outlines. 
 

TIF & PSD (Photoshop) formats 
We use Photoshop CS3 to read TIF & PSD files.  For best results images should be at least 72 ppi or greater when viewed close up.  If the image is going to be viewed 
at a distance, lower quality images are ok.* 
 

Problem formats 
Word documents Images:  Images embedded in Word documents are unsuitable for large format printing. Please try to obtain the original image. 
 

Adobe In Design files: Please convert In Design files to an illustrator or pdf format.  
 

Gif files: The gif format has only 256 colors (8 bit) & require a lot of editing for large format printing.** 
 

Jpg files:  jpg is an image compression format. This compression leaves artifacts in the image. Only images that are saved with little or no compression are suitable for 
large format printing. 
 

* A 300 ppi 8.5” X 11” magazine cover at is only 34 ppi when printed 8 ft tall. This would be ok if viewed at a distance. 
 

** Needs to be converted to 24bit & noise added to reduce banding. 
 

Send graphics file to EXPOCCI@GMAIL.COM and include SHOW NAME, COMPANY NAME & BOOTH # 

Please call for quote on dimensions of graphics not shown above. 
Contact us with questions at 305.751.1234 

We at EXPO, are committed to exceptional service to our clients from inception to production. Dynamic 
signage and stunning graphics makes a lasting impression and a more successful meeting. 

EXPO GRAPHICS & SIGNS ORDER FORM 

Send your PRINT READY ARTWORK and complete the below information to have your graphics 
& signs delivered right to your booth.  

All signs come mounted on 3/16” foam core. 









A complete range of
services from the carrier 
you know and trust

Freight services:

• Ground freight

• Air freight

• Urgent

Package services:

• Ground

• Air

• International

UPS FreightSM Trade Show Services

Simplifi ed shipping solutions

Inbound to the show

• Contact with a trade show specialist provides the right solution for 
moving your exhibit to and from the show—well before it begins.

• Advance warehousing streamlines the shipping process prior to
shows and ensures priority delivery to the show fl oor.

• Round-the-clock tracking capabilities give you real-time information
on exhibit materials and your booth.

Outbound from the show

• On-site UPS representatives advise on freight and package
transportation options.

• Our full range of freight and package services includes ground or
air service, as well as guaranteed* and time-defi nite urgent services.

• Coordinated package and freight pickups at the show help
get you to the airport on time.

Contact Trade Show Services at 800.988.9889 or via email at
tradeshow@upsfreight.com.



Dedicated trade show experts available at 800.988.9889 or via email at 
tradeshow@upsfreight.com

Full range of services

Urgent

•	 Time-specific delivery by air or ground

•	 Expedited air and ground to and from shows

Standard

•	 Intact and on-time delivery from coast to coast or within the 
same city (two to five days, standard time)

Package 

•	 On-site coordination of package and freight shipping

Tips for smoother trade show shipping

•	 Remove all old shipping labels and affix new shipping labels.

•	 Take advantage of our advance warehouse capabilities to 
eliminate tight delivery windows.

•	 Include deliver-by date on bill of lading for advance 
warehouse shipments.

•	 Include target (move-in) date on bill of lading if shipping 
directly to show site.

•	 Include booth number and phone number on bill of lading and 
on freight and package labels.

* In the event that UPS Freight fails to deliver the shipment by the agreed time and date, freight charges 
will be canceled. UPS Freight is not liable for any consequential damages arising from failure to deliver 
as agreed. See UPS Freight’s Tariff and Terms and Conditions at ltl.upsfreight.com and any other applicable 
contract, as other restrictions may apply.

Multimodal capabilities

UPS FreightSM Trade Show Services

Visit us at: 
upsfreight.com/tradeshow
or call 800.988.9889

Online resources

•	 24/7 shipment 
tracking provides 
real-time visibility

•	 Electronic bills of 
lading streamline 
shipment processing

© Copyright United Parcel Service of America, Inc. UPS, 
the UPS brandmark and the color brown are trademarks 
of United Parcel Service America, Inc. All rights reserved.  
0197056  3/07
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