
Sunday, October 28	 ........................................................... 2 p.m. -  6 p.m.
Monday, October 29	 ........................................................   8 a.m. - 11 a.m. 	

Fire marshal’s regulations prohibit the storage of boxes and other materials under tables.

BREAKDOWN: 
MOVE-OUT: (please make the appropriate ar-

rangements with your trucker)

PLEASE NOTE: If you sell your booth, it is YOUR responsibility to ensure your booth purchaser:
•  HAS ALL THE PAPERWORK NECESSARY TO REMOVE YOUR MATERIALS FROM THE HALL 
   and
•  COMPLIES WITH CIROBE’S RULES FOR BREAKDOWN

Booth Breakdown and Removal 2007 

STORAGE Of 
BOXEs 
DURiNG ShOW

BREAKDOWN

FREiGhT 
REmOVAl

We require that exhibitors do not start breaking down booths until the end of the show at 2 p.m. on Sunday, Oct. 28 (please 
make your travel plans accordingly).  All booths must be broken down and packed by 6 p.m. Sunday night. 

Return of empty containers, crates, skids, etc. to exhibitors in the Northwest Hall (aisles 2200-3600) will begin after cover-
ing all the carpeted aisles with carpet protection mats, due to the permanent (as opposed to exhibition) carpeting in the 
Northwest Hall. You may begin to dismantle your booth at the close of the show (2:00 p.m.), however, we would kindly ask 
you to refrain from putting any materials in the aisles as this will slow down the empty container return process.

You are also required to keep all materials in your booth until the carpet protection has been laid. You must not place mate-
rials in the aisles duing this process. After the carpet protection has been laid, any skids MUST be assembled in the aisle.

CIROBE provides security to prevent unauthorized entry to the exhibit halls throughout the show, including set-up, but 
does not provide security for materials at each individual booth. Exhibitors are responsible for their own materials and 
should secure any valuables when leaving their booths unattended. As stated in your contract, neither CIROBE, nor the 
Hilton maintains insurance covering exhibitor’s property, and it is the sole responsibility of the exhibitor to obtain such 
insurance.

Fire marshal’s regulations prohibit the storage of boxes and other materials under tables.  If more than one day’s 
booth supplies are stored under the tables, they will be removed and there is no guarantee if and when they will be 
returned.  To ensure that packing materials are returned to your booth, make sure you place official empty stickers on them 
(available at the Freeman desk) with your company name and booth number, and have them removed by Freeman before 
the show starts.  Exhibitors’ packing materials will be returned to the booths  starting at approximately 2 p.m. Sunday; all 
materials should be returned in 2 to 3 hours.  If you are concerned about how long it will take for packing materials to be 
returned to your booth, you might want to store them in your hotel room or car. 

  

All drayage charges must be paid in full to Freeman before the end of the show.  If you used a credit card on the 
method of payment form, Freeman would still like an imprint and a signature.  Freeman also requests that you review your 
bill for discrepancies on Sunday, instead of waiting for an itemized receipt to arrive in the mail.  If you did not use a credit 
card on the method of payment form, make sure you bring a credit card or a check to pay for any additional charges that 
accrue.

Freeman has requested that all freight be removed from the hall between 8 a.m. and 11 a.m. on Monday, October 29.  
If you must have your freight removed Sunday night, you must sign the accompanying form and return it by October 17.  If 
you are using a trucking company to move your freight, it is your responsibility to notify them and arrange pick-up from the 
Hilton on Monday, October 29 between 8 a.m. and 11 a.m.  

All outbound shipments being transferred to the Hilton Loading dock will be moved by Freeman Decorating Company—
whether it is being picked up there or transferred to the Freeman warehouse.  Outbound transport to the dock is covered 
by your initial drayage costs. If you are shipping materials back to your company via truck or common carrier, you must fill 
out a bill of lading to have Freeman remove your freight from the hall and load it onto the truck. Freeman Bills of Lading will 
be available starting at 2 P.M. Sunday and should be returned to the Freeman service desk before you leave the hall.  

Materials removed by exhibitors via the hotel lobby do not require a bill of lading.

All freight left in the hall after 11 a.m. on Monday will automatically be rerouted and shipped back to the exhibitor at 
exhibitor’s expense.  Unmarked boxes will be returned to Freeman’s warehouse and disposed of if unclaimed after two 
weeks.  All freight returned to the Freeman warehouse is subject to a surcharge.

Freeman is unable to use UPS for delivery.  

For information about selling your booth, please turn the page.SElliNG yOUR 
bOOTh  

ALL exhibitors MUST fill out and return an “Outbound Booth Materials Intention Form” to the CIROBE Will-Call Desk in the 
Mobley Room before leaving CIROBE 2007.  This form ensures that your booth materials are handled as you intend. On this form you will indi-
cate how many pieces you will be sending back to your company and whether or not you are selling some of your booth samples to a third party.



Sunday, October 28	 ........................................................... 2 p.m. -  6 p.m.
Monday, October 29	 .......................................................... 8 a.m. - 11 a.m. 	

Fire marshal’s regulations prohibit the storage of boxes and other materials under tables.

(please make the appropriate ar-
rangements with your trucker)

Freeman is unable to use UPS for delivery.  However, the Hilton package room is set up for a limited number of 
UPS shipments. They  will be open from 2 pm - 7 pm on Sunday.  Please be aware that the package room charges 
an additional weight-based surcharge ($10-$20 and up) per parcel above and beyond the UPS charges. 

To ensure that your sold booth goes to the booth purchaser, you must complete the Outbound Booth Materials 
Intention Form in order to have Freeman remove your freight from the exhibit floor to the loading dock for your 
purchaser (this service is included in the round-trip drayage fees.) On the Outbound Booth Materials Intention 
Form you must indicate to whom you are selling your booth and how they are planning to remove the freight. If a 
common carrier is being used, one of you must make arrangements for the freight to be picked up at the Hilton 
dock between 8 am and 11 am Monday and fill out the Freeman Bill of Lading to have the materials moved from 
the exhibit floor to the truck. 

The Outbound Booth Materials Intention Form  will be available throughout the weekend at the CIROBE office 
on the exhibit hall floor.   This form must be filled out and returned to the CIROBE office; a copy will be made which 
must be given to the booth purchaser.  Temporary badges will be assigned to the booth purchaser.  After 2 p.m. 
Sunday, anyone breaking down a booth without an exhibitor badge or a temporary badge will be asked to leave the 
floor.

If you do not return the Outbound Booth Materials Intention Form, your booth purchaser will be unable to 
remove your materials from the show floor and Freeman will ship them back to you at your expense at a non-dis-
counted rate.

No booth should be packed up during show hours. Failure to comply with this directive will jeopordize your fu-
ture participation in CIROBE. Regardless of whether you or a booth purchaser is packing up your booth, your booth 
should not be broken down until 2pm on Sunday. If you have sold your booth materials, it is YOUR (the exhibiting 
firm’s) responsibility to make sure your booth purchaser understands and complies with this directive.  Any booth 
purchaser found packing up a booth prior to 2 p.m. Sunday will be asked to leave the floor until the show closes.

You must be wearing your badge to pack your booth. Your booth purchaser will also need a special temporary 
exhibitor badge (available from Registration on Sunday) as well as a copy of the Outbound Booth Materials Inten-
tion Form Form in order to pack up your booth. For the security of your materials, no one will be allowed to pack up 
a booth without an exhibitor badge and the related paperwork.

Booth purchasers will not be allowed to consolidate materials from multiple booths.  If you or your booth 
purchaser requires consolidation for shipping, Freeman Decorating will consolidate materials onto skids for booth 
purchasers only with the appropriate Outbound Booth Materials Intention Forms. Please make sure you have 
furnished your booth purchaser with all the proper paperwork before leaving CIROBE, or they will not be able to 
take your materials.

No booth should be considered “abandoned.” Many exhibitors are leaving their booths to be boxed up by a 
third party.  Please make sure your booth buyer is aware that he/she can only box up booths that he/she has pur-
chased. For your security, CIROBE will not allow an exhibitor or booth purchaser to pack up an unattended booth 
without the Outbound Booth Materials Intention Form. Should your materials be unpacked at the time the show 
floor is closed by CIROBE, they will be disposed of at CIROBE’s discretion. 

U.P.S.

SElliNG yOUR 
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Booth Breakdown and Removal 2007 (pg. 2)

PAcKiNG yOUR 
bOOTh

BREAKDOWN: 
MOVE-OUT:


