
  1 • Booth Set Up and Additional Furniture Information
Please check your contract for items included with your breakout room. If you wish you wish to submit a floor plan for Fire 
Department approval, please do so by October 1, 2011. 

  2 • Pre-registration form............................................................................................................Due OCTOBER 7, 2011	 ❑

Fill out this form for exhibitor badges and table signage

  3 • Rental of Additional Furniture form (Standard CIROBE tabletop furnishings)..............Due OCTOBER 7, 2011	 ❑

  4 • Hotel Registration form.......................................................................................Please fill out immediately	 ❑

           CIROBE hotel rate good while availability lasts or until October 4, 2011--Use group code CIR for online reservations

  5 • Electrical & Plumbing order form................................................................................Due OCTOBER 10, 2011*	 ❑

  6 • Telephone SERVICES / DIRECT INTERNET ACCESS order form..................................Due OCTOBER 10, 2011*	 ❑

  7 • Chicago Area Union Jurisdictions

  8 • General Fire Safety Policies & Procedures

  9 • Directions to the Hilton Chicago

  1 • DECORATOR LABOR order form..........................................................................................Due OCTOBER 10, 2011*	 ❑

  2 • CARPENTER LABOR order form..........................................................................................Due OCTOBER 10, 2011*	 ❑

  3 • SPECIALTY FURNISHINGS, A/V, AND FLORAL order form................................................Due OCTOBER 10, 2011*	 ❑

  1 • Shipping and Drayage Information
All materials should be shipped to the Freeman Decorating Company Warehouse; no materials should be sent to the 
Hilton. Shipments should arrive no earlier than September 26, no later than October 19, 2011 for the discount rate.

  2 • Material Handling ORDER FORM .......................................................................................Due OCTOBER 19, 2011*	 ❑

  3 • Method of Payment Form.....................................................................................................Due OCTOBER 19, 2011*	 ❑

  4 • Shipping warning from the Hilton Chicago

  5 • Shipping rates chart for last-minute freight

  6 • Shipping Outbound

  7 • Labels for your shipment

  8 • Freeman Decorating Company Transportation Information (Optional)

  9 • Freeman Decorating Company’s Terms & Conditions

  1 • Breakdown and Move-out Information
Breakdown may not begin until 5 pm on Saturday and your booth must be packed by 3 pm on Sunday. Please make your 
travel plans accordingly.  If you will be shipping your booth back to your company, please make arrangements to have 
your materials picked up on Monday, October 31 between 8 am & 11 am.

  2 • Sample CIROBE OUTBOUND FREIGHT INTENTION FORM (actual form to be received and completed on show site)

  3 • Chicago fire marshal’s Rules regarding boxes

CIROBE 2011--Breakout Rooms
Important Exhibitor Information

In the 
Shipping  pages

In the Booth 
    Set-up pages

In the 
    breakdown 
                   pages 

Exhibitor
Schedule 

** Moveout continues 8 a.m. - 11 a.m. Monday, October 31. Exhibitors are not allowed on the floor on Monday without prior authorization.

In this packet you will find:

Your CIROBE Breakout Room is: 

*FDC Discount Rate DEadline

*FDC Discount Rate DEadline

Tues., Oct 25 Wed., Oct 26 Thurs., Oct 27 Fri., Oct 28 Sat., Oct 29 Sun., Oct 30

Set-Up 9 a.m. - 5 p.m. 8 a.m. - 9 a.m. 
Show Hours 9 a.m. - 5 p.m. 9 a.m. - 5 p.m. 9 a.m. - 5 p.m. 9 a.m. - 5 p.m.
Breakdown 9 p.m. - 3 p.m.**

*FDC Discount Rate DEadline
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