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SET-UP HOURS

Friday 8am - 5:30pm

VENDOR HOURS 

Saturday 9am - 5pm 

Sunday 10am - 4pm

*Lobby open to brides half an hour earlier than Expo hours

EXPO HOURS

Friday 5:30pm - 9:30pm 

Saturday 9:30am - 3pm 

Sunday 9:30am - 3pm
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NEAL S. BLAISDELL CENTER AND WAIKIKI SHELL 

CONTACT INFORMATION 
 Neal S. Blaisdell Center  Main switchboard: (808) 768-5400  
777 Ward Avenue  Fax:  (808) 768-5433 

 Honolulu, Hawai`i  96814 Website: www.blaisdellcenter.com  

Customer Services 
Productions Section: 
Mary E. Lewis (808) 768-5443

E-mail:  mlewis@honolulu.gov
Liz Ishihara (808) 768-5442

E-mail:  eishihara@honolulu.gov
Sales Section: 
Jane Rock (808) 768-5421

E-mail jrock@honolulu.gov
Joycelyn Self (808) 768-5423

E-mail jself@honolulu.gov
Sheri Mikami (808) 768-5424

E-mail smikami@honolulu.gov

CenterPlate Food & Beverage: Website - www.centerplatehawaii.com

Daryll Hersche (808) 527-5110 Fax: (808) 527-5116 
General Manager E-mail Daryll.Hersche@Centerplate.com

Gwyneth Hinostroza (808) 527-5120 Fax:  (808) 527-5124 
Catering E-mail Gwyneth.Hinostrozas@Centerplate.com

Diamond Parking Inc: 

Sonia Feagaimaalii (808) 592-2616 Fax: (808) 592-2614 
E-mail dpsnbc@diamondparking.com

Facility Merchandizing Inc: 

Rex Winson       (808) 391-7462  Fax: (808) 254-2248 
E-mail jonirex@hotmail.com

ONSITE CONTACT FOR THE BLAISDELL CENTER 

Event Technician: 808 352-7940 

Event Coordinator/Manager: 808 352-7941 

Security (Facility Watchperson) 808 352-7942 

Event Technician at the Waikiki Shell: 808 352-7943 
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CLEANING 

The Center provides a clean facility at the beginning of each ev ent day.  Trash receptacles are 
provided for use by the guests attending your event. 

The Center’s policy is tha t the Ten ant shall return the p remises back to the City in the  same 
condition as when they first occupied them. For exhibitions and tradeshows, cleaning of the aisles 
and exhibitor area may be contracted with your decorator.  (See “Exhibit Booth Cleaning” section)  

CONTRACTOR POLICIES 
The Center has established policies for your General Contractors and Service Providers 
regarding accessible areas throughout the Cente r, check-in/out locations, and smoking areas. 
Please be sure all sub-contractors are permitted by the Cent er and receive a copy o f our 
“Contractor Policies.” Show management must provide the Center with a list of contractors that 
will be used during the event at least thirty (30) day s prior to the first move-in day. The list assists 
us with the preplanning of services and security programs.  All contractors and service providers 
are expected to follow the City & County of Honolulu’s rules and standards of behavior. 

COOKING STAGES 
Cooking demonstrations at the Blaisdell Center are allowed with the following procedures.  The 
tenant is responsible to ensure that all health, safety, building and fire codes are enforced. 

 The stage or cooking area floor is to be protected from cooking damage.  Floor covering
is to be flame retardant.

 Each cooking area is to have a fire extinguisher rated for the types of potential fire
hazards.

 No heavy grilling, frying or cooking that results in moderate to heavy smoke production is
allowed in any of the facilities with smoke alarms.  The exception to this is that a Fire
Watch officer is present at all areas affected during the cooking demonstration and event
hours when the fire alarm system is disabled.

 All guidelines from the Fire Department for temporary LPG installation of portable
containers in assembly or exhibit areas shall be followed if LPG is used in the cooking
demonstrations.

 All safety and health guidelines for temporary food service establishments from the State
of Hawaii, Department of Health shall be followed.

The Food and Beverage Concessionaire holds the sole right to prepare, cook and serve food to 
the public. 

CROWD CONTROL 
The Productions Manager will meet with tenants to provide the requirement for private security 
and special duty police officers for eve nts held at the  Center. These requirements are minimum 
standards for public areas.  You may add to these numbers and posts in the public areas as well 
as provide additional security for backstage area control, VIP events, exhibitor entry and parking. 
All ushering personnel will be provided by the C enter, in such number as shall be necessary to  
manage the event effectively and safel y.  Privat e security personnel, special duty officers and 
ushering personnel shall be at the tenants cost. 

DAMAGE TO THE FACILITIES 
As the tenant who has contracted for the use of the facilities, you are responsible for any damage 
caused by your staff, contractors, exhibi tors, or attendees. A pre and post  walk through of your 
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licensed areas must be scheduled with your Event  Manager, the Event Tech nician and/or the 
Productions Managers. 

DECORATIVE MATERIALS 
All decorative materials displayed or installed in the Center must be flame proofed in accordance 
with the Public Safety an d Fire Regulations. The Center does not allow anything to be taped, 
nailed, tacked, or otherwi se affixed to ceiling s, painted surfaces, doors, gla ss, fire sprin klers, 
columns, fabric or decorative walls. Cl eaning and/or removal of décor item s such as confetti, 
streamers, balloons, etc. will incur additional charges.  

BALLOONS:  With the prior approval of the Productions Manager, lighter than air balloons may 
be used when they are permanently affixed to aut horized displays or installed by a legitimate 
balloon dealer/vendor.  Balloons are permitted within the facilities only as decoration. 

Lighter than air balloons may not be dist ributed or sold inside the fac ility. The tenant is 
responsible for any escaped balloon s in the facilities.  You must remove them before you vacate 
the premises.  If lighter than air balloons are released for any reason within the facility, labor costs 
associated with the removal of the balloons from ceilings and air handlers will be charged to show 
management at the prevailing rate. Lighter than air balloons distributed outside the facility shall 
not be permitted inside the building. Additionally, lighter than air balloons may not be released 
into the outside environment from the premises of the Center. 

DISPLAY VEHICLES 
Display vehicles are allowed on the Exhibit Hall floor, Meeting Rooms, and limited areas of the 
public concourses.  Regulations on display vehicles are as follows: 

 Vehicles must have not more than 1/2 tank of gasoline or 10 gallons.
 All fuel tank openings are to be locked and sealed in an approved manner.
 At least one battery cable must be disconnected and the cable taped.
 Vehicle must have a piece of carpet or drop cloth with a catch pan under the engine
 A plywood track needs to be placed on the tile for vehicles displayed in the Galleria
 A visquine or carpet track needs to be placed on the carpeted areas for vehicles displayed

in the Meeting Rooms during move in and out of these areas.
 No dressing of tire s or cars within the Hall unle ss prior ar rangements have been

made for cleaning or floor protection.
 Certificate of Insurance is necessary for all vehicles and is to be kept on file
 Fueling or defueling is prohibited.

Operation of any vehicles (including golf carts and forklifts) are limited to non-event days, on non-
carpeted areas, and are not permitt ed in pa ssenger/freight elevators. Storage shall be in 
designated parking areas. Please consult the Productions Manager for locations. 

ELECTRICAL  
Power is provided at 120/208 volts, 3 phase 60 hertz 

Available power in the Exhibit Hall is 60 amp and 20 amp.  60 amp 5 wire connectors are located 
at every other column at approximately 15’ height; 20 amp outlets are available at each column, 
but may only be used in consultation with the Productions Manager. 

Lobby & Common Areas: 20 amp Edison plug circuits 

Meeting Rooms:  All meeting rooms are equipped with two 20 amp services of Edison type wall 
plugs. Please see the Productions Manager if extensive power is required in a particular meeting 
room.   
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The Pikake Room: 100 amps 3 phase power on stage.  Please see the Productions Manager for 
information to using this power. 
 
The Center is not responsible for voltage fluctuation or power failure due to temporary conditions 
or loose connections. For your protection, we recommend that you install  a Battery UPS 
(uninterruptible power supply), surge protector/over-under voltage protector on your computer(s) 
and/or other equipment that you deem necessary.  The Center has two electrical drops from 
Hawaiian Electric and automatic switching gear.  

If you need to hook up rather th an plug into the  Center’s power for your event, you wil l be 
required to hire a qualified electrical contractor. The contracted electrician will take out a permit 
for your event and will need to be present at the time of hook up and removal.  

The Center will bill you for sh ow power usage.  Currently charges are at $.18/ kWh.  Hook up 
services are billed at a flat rate based on the amperage. 

EMERGENCY PROCEDURES  
All Emergency Procedures will be directed by the Production Event Manager on duty.  The 
emergency procedures of the Blai sdell Center are available upon request for your event.  Each  
event is unique and requires development of a plan that best suits your event.  This can be done 
at the pre-planning meeting in conjunction with the Productions Section. 

EQUIPMENT 
The Center offers a variety of equipment that you may rent for you r event. For a list of available 
equipment and rental rates, please see your customer service representative. 
 
If you should require special items for your event that are not in our inventory, please contact the  
Productions Manager and she will be happy to provide you with a list of local vendo rs who may 
be able to a ssist you. Should you handle your own rentals, be sure to advise the Center of the 
delivery/pick up schedule and location of where these items should be placed upon delivery. 
 
If you will b e renting lift equipment from an outside vendor, please note that all equipment must 
use propane or electric power.  Lifts should be equipped with reverse beepers, and operated at 5 
mph for safety.   All operators must be trained and certified for use of the equipment. 
 
EVENT SERVICES 
When you h ost an eve nt at the Cent er, you will work with an experienced and d edicated 
Customer Services Sales Representative who will work closely with  you on the details of your 
event. They will help you to understand the building’s policies and procedures and will take on the 
responsibility of communicating your needs and event requirements to the other dep artments at 
the Center so that yo ur event runs smoothly from beginning to end.  Yo ur Customer Services 
Sales Representative can also put you in touch with a variety of local service professionals – from 
audio visual to pyrotechnic companies and beyond – should you require any special services for 
your event.  The Center has usher staff, event technicians and event management on board to 
oversee and assist you with your event.  Please discuss your personnel needs with the 
Productions Manager or you sales representative. 
 
EXHIBIT BOOTH CLEANING 
Cleaning may be subcontracted through your general service contractor. Order forms should be 
included in your exhibitor servi ce kits so your exhibitors can order these services in a dvance. 
Please contact your contracted d ecorator for more information.  Please b e advised that you are  
responsible to provide dumpsters for the trash created by your exhibitors or subcontractors.  City 
& County of Hon olulu requires you to provide a separate dumpster for cardboard if more than  
10% of trash is cardboard. 
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EXHIBITS 
All Exhibits and booths must be shown on the floor plans submitted to the Center.   

 All floor coverings in booths must be affixed to the floor.
 Drapery systems must be supported through the use of weights or weighted bases.
 No exhibits may protrude into aisles or block fire boxes, panels, etc.
 Unless they represent an integral part of a display, vehicles may not remain parked in the

Exhibit Halls.
 No exhibits may block fire fighting equipment or electrical panel access.

Exhibits In Permanently Carpeted Areas: 

 Tape may not be used to mark the carpeted floors
 Drapery systems must be supported through the use of sandbags or similar weights
 Visqueen and plywood must be laid over the carpet before b ringing freight or m aterial

handling equipment into the area
 No trucks, carts, or other motorized devices are allowed on the carpet unless suitable floor

coverings, as approved by the Productions  Manager, are in place to protect the carpet

All exhibitor and/or decorator equipment and trash is to be removed prior to the end of your rental 
period. The Center will sweep and scrub the hall after you have moved out.  However if tenant, 
exhibitor and/or decorator equipment and trash are left behind the Center will clean the area and 
bill you for the costs incurred, including the removal of tape and tape residue.   

In our Exhibition Hall and Meeting Rooms, there are limited provisions for installation of electrical, 
telephone or internet services to individual exhibi ts, and no provisions for certain utilities such as 
plumbing.  Advance preparation is needed to accommodate requests for these services. 

Movement of equipment and material to exhibits  is limited to hand-carried items after show 
opens. 

FIRE PROTECTION / SMOKE REMOVAL 
The Center is fully protected by an automatic fire sprinkler system. In addition, fire hose cabinets 
are provided throughout the building. A fire ala rm and smoke detection system and manual pull 
stations are located throughout the facility. 

The use of hazer/fog machines, candles, open flame, or pyrotechnics for decorative or production 
enhancements must be requested in writing to the Production Manager at least sixty (60) days 
prior to your event on the Department’s form.  Requests shall include information on the type of 
material being used, quantity, general program dates, rehearsal times, and duration of use. The 
Center follows the standards of the “Life Safety Code Handbook” for use of these items and may 
require that a Fire Watch be arranged with local Fire officials and that a Fire officer be on site for 
the entire duration that the materials and/or equipment are in use.  

FLOOR PLANS 
Before commencing the sale of your exhibit space and ent ering into contracts with your 
exhibitors, floor plans must be submitted to the Productions Manager for approval.  Two copies of 
the actual space used by your event are due at least 2 months in advance of your event (or at the 
time of contract if less tha n two months.) These plans must be p repared by you or your ge neral 
service contractor and se nt to the Productions Manager. Plans shoul d include floor pl ans for 
exhibit space and all other activities to take place at your eve nt onsite and show the entire 
building including exits, columns, fireboxes a nd concessions areas and be drawn to scale. All 
floor plans/rooms sets must be approved by the Production Manager in line  with pre approved 
Building Code plans and designed in accordance with the Uniform Fire Code. Please note these 
basic rules for exhibit show floor plans: 
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 Aisles between display areas are 9’-6” feet. 
 Nothing may intrude into the aisle space. 
 One hundred (100) linear feet of contiguous display space are allowable before a cross 

aisle must be present. 
 Aisles must be configured to provide clear access to exit ways. 
 There must be twenty (20) feet of clearance in front of main entrance and fifteen(15) feet 

of clearance in front of all other exits. 
 
The following items must be designated on your floor plans: 

 Booth spaces and what is contai ned in the booths (i.e. exhibit booth number, display 
vehicles, activities). 

 Bulk or storage spaces. 
 Enclosed areas in a booth or bulk space (Enclosed areas, i.e., closets, offices, etc. need 

to be equipped with a UL approved battery-operated smoke detector and a 2A10BC Fire 
Extinguisher). 

 Proposed crate storage areas. 
 Multi-level booths. 
 Vehicle Displays 
 Exhibits which use water 
 Registration or Information booths 
 Exhibits which will utilize cooking, food preparation or food/beverage samples. 

 
Please note that for safety reasons, all exits, entrances, air supply vents, ramps, sidewalks, 
hallways, stairways, elevators, and aisle ways must be kept clear at all times. Exit signs must be 
visible at all times. Fire extinguishers, fire protection valves and fire hose cabinets must be kept 
clear at all times. 
 
Any changes made to floor plans that have received final approval from the Center must be 
immediately routed to the Productions Manager for review and approval. Floor plan drawings of 
our meeting rooms, including those wit h standard room sets (cl ass, theater and banquet), are 
available from the Productions Manager upon request.  You will be asked to remove any item 
which physically appears in the hall that has not been drawn on the plan. 
 

FOOD AND BEVERAGE SERVICES 
 
CenterPlate is the ex clusive provider of all Concessions services a nd is th e in-house and 
preferred caterer of the Neal S. Blaisdell Center. A complete range of services is available to you 
including catered meals and ban quets, coffee and refreshment services, theme p arties, 
crew/staff, green room catering,  concessions and exhibit booth servi ces.  See Supplem ental 
material from Centerplate. 
 
 
FREIGHT DOORS 
Entrance through the freight doors is limited to commercial vehicles and displays. POVs (privately 
owned vehicles) are required to load and unload in parking lot.  POVs must unload in the rear lot 
or in designated areas and then move to the regular lot to park.  

The sliding door is on same level as the parking lot and floor of building.  (There is no dock.) 
 Exhibition Hall (mauka side of building) Size of opening:  14’-4” (w) x 13’ (h) 
 
Once the air conditioning for the Exhibition Hall is turned on, the freight door will be locked shut.  
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GRATUITIES 
It is the policy of the Center that individual employees may not accept cash gratuities from clients. 
It is management’s intention for our employees to provide exceptional service to all clients without 
anticipation of additional compensation. We appreciate your understanding and adherence to our 
policy and its intent. 
 
HAZARDOUS MATERIALS 
All hazardous materials must be registered with the Center. Please submit the OSHA M aterial 
Safety Data Sheet (MSDS) on your h azardous materials sixty (60) d ays prior to your e vent. 
Hazardous materials (chemicals, gases, batteries, paints, oils, petroleum products, corrosives, 
solvents, and biological contaminants including blood, body fluids, organic matter, cadavers, used 
first aid supplies, and sharps) are the responsibility of the licen see, exhibitor, or atten dee. All 
items must be placed in clearly marked product-safe containers, safely stored and secured, and 
disposed of properly, according to local, state, and federal regulations. Items may not be l eft in 
the facility fo r later pick-up, or disposed of in  facility trash receptacl es or sewage syst ems. 
Hazardous waste left in the facility will be disposed of immediately at the expense of the licensee. 
This includes charges associated with i dentification, containment, transportation, disposal, and 
potential closures of the convention facilities or waste disposal site due to contamination. Please 
contact your Event Manager for a list of vendors that can a ssist you with hazard ous waste 
disposal. 
 
HAZARDOUS WORK AREAS 
Exhibit halls during move-in and move-out, loading dock areas, and “back of the house” service 
areas are considered hazardous areas and a s such, the followi ng guidelines will be strictly 
enforced to insure a safe environment for all occupants of the Center: 
 

 No consumption of alcoholic beverages 
 No horseplay, practical jokes, throwing of objects, or display of unsafe behavior 
 No use or possession of illegal or controlled substances. Violators will be prosecuted. 
 No speeding or reckless use of vehicles, forklifts, carts, or equipment 
 Exit doors may not be blocked with freight, equipment, display material or any object 
 Children under the age of 16 years old are not permitted in hazardous areas 
 Proper footwear must be worn at all times 

 
HOURS OF OPERATION 
The Center’s administrative office is op en Monday through Friday from 7:45 a.m. to 4:30 p.m.  
Building access during events is generally between the hours of 8:00 am to 1 0:00 pm. However, 
specific times may be requested by the tenant. Activity between the hours of 12:00 midnight and 
6:00 a.m. may result in additional charges. 
 
No one may be in your rented premises unless a designated representative of the tenant is 
present. 
 
HOUSEKEEPING 
Restrooms, lobbies, corridors of the fa cilities, and other public areas will be maintained by the 
Center during event hours.  M eeting rooms will be serviced once at the b eginning of the event 
day. Additional housekeeping services are to be provided by the tenant. 
   
KEYS 
At your request, one key per room may be issued upon request. Additional keys are $10 each. 
There will be an automatic charge of $50 per key for any keys not returned on your final move-out 
day. All keys will be issued to one member of your  staff who will then be  responsible for thei r 
return.  
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LIGHTING: 
 The Pikake Room is equipped with general stage lighting as well as seating area lighting.

The seating area has a d immable system and a brighter metal halide type lighting. No
changes are to be  made to the  lighting set up unless qualified personnel handle the
change.  All changes must be returned to the standard house plot.

 The Exhibition Hall has high intensity efficient overall lighting.  It has dimming capabilities.
 All Meeting rooms have general fluorescent light fixtures.

Please consult with the Productions Section for specifi c information at each building.  Do no t 
unplug or disable any lighting unless authorized by the Productions Manager 

LINEN (Tablecloths & Skirting) 
Our meeting room lin en and table skirting is normally provided by the Foo d and Beve rage 
Concessionaire, CenterPlate and will be provided at the prevailing rental charges. Please consult 
with your Catering Sales Manager regarding availability of banquet linen.  

Stage skirting is available in black a nd red.  T he Exhibition Hall  stage also comes with a black 
fabric backcloth upon request. 

A limited amount of table skirting is available from the Center at prevailing rates for judge’s tables, 
trophy tables and other show related needs.  Table skirting is berry color or burgundy and table 
tops are available in white.   

MOVE-IN INFORMATION 
Staff and exhibitors driving POVs (privately owned vehicles) may load and unload in the back of 
the Exhibition Hall Con cert Hall, Waikiki Shell or the Arena.  T he tenant is responsible to hire 
security personnel to di rect traffic in t hese areas and co ntrol parking for their event move in. 
Access into t he Parking lot is throug h King Street .  The T enant must hi re security or staff to 
control access and open special gates. Arrangements must be made in advance with the 
Productions Manager to have special gates opened.  All vehicles entering the property must pay 
for parking or have tenan t parking passes.  T enants and all p eople associated with the event 
must use the parking directly adjacent to their re ntal area and not impinge on  other b uilding’s 
parking areas. 

Exhibitor move-in is not permitted through the main lobby or Galleria with the exception of small 
hand carried freight only. Lobby elevators are restricted for passenger use only. 

PARKING 
Parking is managed by Diamond Parking, Inc.  Th eir offices are located underneath the makai 
ramp of the parking garage.  The Manager is Sonia Feagaimaalii and the phone number for the 
office is (808) 592-2616. 
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There are 1350 parking stalls in the Center's parking lot. The entrance to the lot for non event  
hours is located at King and Victoria Streets.  Access from Kapiolani Boulevard is added for major 
events’ parking. The garage accommodates most POVs (privately owned vehicles) and is able to 
accommodate vehicles up to 6’- 3” in height and  up to 140” whe elbase. Please contact the 
Production Manager to coordinate limousine drop-offs and pick-ups through Diamond Parking.   



 
 

 
Parking for our mobility challenged patrons is available near the Main Concourse, the Concert 
Hall and the Box Office.  It is charged at the same rate as regular parking. 
 
Parking is limited to business/event hours.  Overnight parking is not allowed.  Parking is restricted 
to marked parking stalls. Vehicles parked in designated fire lanes, service streets, vacant exhibit 
halls, loading dock a reas or locations posted “No Parking” may be cite d and/or towed at the 
owner’s expense.  
 
Included in your facility rental is a number of parking passes .  In the event you wi sh to host 
parking for your guests, purchase additional passes, or re serve parking, Diamond Parking will 
make arrangements to accommodate your needs.  You can prepay or be billed for these services.  
There are exhibitors parking passes with “in and out” privileges available as well.  For a full listing 
of services and prices, please see the Diamond Parking Customer Information Handout. 
 
POVs may load and unload in the parking lot. Commercial vehicles, high cubes, container trucks, 
etc., are permitted to load and unload in loading zones. The loading zones are located at the rear 
of each facility and the east side of the Exhibit Hall. Loading zone is for active loading or 
unloading only.  Security must monitor move in and out of exhibitors. 

There is street parking available in nearby areas.  Contra flow lanes restrict parking on Wa rd 
Avenue during afternoon rush hour.  S treet parking may be reserved for busses through the 
Department of Tran sportation Services, Street Usage Division. For a li st of off-site parking  
locations, please contact the manager of Diamond Parking. 
 
The Center is currently using Elite Services for valet parking.  Valet parking tickets will be 
available through purchase at the box office or Ticketmaster in advance or on site at the event. 
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PYROTECHNICS, FIRE AND LASERS 
A special permit is re quired for the u se of pyro technics and/or lasers. Each situation must be 
individually pre-approved by the Productions Manager and the Department. Such approval must 
be sought at least 45 days in advance.  Please use the approved form with complete descriptions 
of effects.  If approve d, the use of p yrotechnics and/or lasers will be st rictly controlled and 
continuously monitored. Standby Fire Personn el may be required. Tenant will be charged by the 
City and County of Hon olulu for the cost of st andby personnel.  No o pen flame devices are 
permitted.  
 

 
RIGGING 
All rigging is expected to meet with current national industry and safety standards. Rigging points 
are available in the Exhibi t Hall and on the stage of the Pikake Room.  Weight limit is 50 0 lbs.    
Please submit all rigging plans at least 45 days in advance of your event. A pre-event meeting is 
required with the Productions Manager to discuss the submitted plans. 
 

 
SAFETY 
The Center has published a “Safety Rules for Tenants at the  Neal S. Blaisdell Center and the 
Waikiki Shell” for your use  and information.  The Center follows all Fire and B uilding Codes as 
certified by the City and County of Honolul u and as published in the indu stry standard, “Life 
Safety Code Handbook” published by the National Fire Protection Association (NFPA). 
 



 
 

SECURITY 
The Center’s Security staff is re sponsible for providing a secure building perimeter during their 
shifts. You are responsible to secure access to your rented premises from the first hour of move-
in to completion of move-out. Access points shall include all entrances.  Security is required in the 
load in/out a rea in the b ack of the buil ding to control traffic and a ccess from exhibitor move in 
through move out.  Security is required inside the facilities or at access doors during event hours 
and for overnight watch.  Provide the schedule for your security to the Center for your file. 
 
Please contact the Productions Manager to determine the security services necessary for your 
event and the list of approved security companies.  
 
You will be required to contract services from a provider that is approved by the Blaisdell Center 
(refer to Approved Security Providers list provided under separate cover). A security plan must be 
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submitted thirty (30) days prior to your event for review by the Center’s Productions Manager. 
When hiring security, please ensure staffing levels are at the  minimum set by the Productions 
Manager to cover the number of attendees at your event. Instructions on event access, 
identification system and other security issues relative to y our event should be properly 
communicated to your security officers as well as the Productions Manager. 
 
SHIPPING  
The Center cannot accept any freight deliveries or shipments for clients. All shipments m ust be 
coordinated and delivered by your official service contractor or freight carrier to our facility during 
your move-in. Outbound shipping is available through your service contractor.  
 
SMOKING 
By the laws of the City & County of Honolulu and the State of Hawaii the Center is a non-smoking 
facility. Smoking is only permitted in designated open-air areas and located farther than 20 feet 
from any door, window or opening.  No smoking allowed on the Concourses. 
 
STORAGE 
The Center does not provide storage. 
  
TAPE 
All wires, cables and floor coverings must be sufficiently taped down in a safe and secure 
manner. When applying tape to non-carpeted surfaces, only non-residue tape (Bron BT100) may 
be used. When applying tape to carpeted surfaces, only non-residue carpet tape (Bron BT279) 
may be used. Applying tape to anything that is the property of the Center (i.e. walls, doors, 
ceilings, equipment, etc.) is strictly prohibited. Damages resulting from the use of tape is the 
client’s responsibility and cleaning or damage charges may apply. 

TELEPHONES (PUBLIC) 
Public telephones are available throughout the Center. All phones are equipped to handle credit 
card payments for phone use.  Phones have adjustable volume controls. 
 

 
TRASH REMOVAL 

 For Exhibit shows, a roll-off dumpster is required to be rented for exhibitor trash.  
 Trash disposal in the Center’s containers will be charged at a minimum of fifty dollars per 

trashcan. (No disposal of food waste, oil, metal or wood is permitted in these trashcans.)  
 Following established recycling programs is required.  (Cardboard, glass, etc.)  
 When trash cans are ordered from the decorator by the tenan t and/or exhi bitors for 

tradeshows, arrangements must be made with the decorator to have the trash can s 
emptied on a daily basis.  The Center provides empty trash cans on the show floor for 
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use by the attendees.  Please make sure your exhibitors do not use those trash cans for 
their disposal of rubbish.  

 Use of the Blaisdell dumpsters is prohibited.    
 
WATER: 
Any displays using water must ma ke prior arrangements to use spigots or other connections. 
There are drains and spigots located at certain poles in the Exhibition Hall.  Please plan your floor 
plan to allow Spa or Pool displays to be placed close to these locations. Disposal of waste water 
must be m ade through sewer drains.  No wa ste may be disposed of in the storm drains



Neal S. Blaisdell Center  
Department of Enterprise Services 

 
 

SUPPLEMENTAL INFORMATION 
 

 
OUTDOOR BANNER POLICY 
 
INTENT - To allow Blaisdell Center’s clients to welcome their attendees and promote 
their event while it is in progress. 
 
POLICY BASIS - The Blaisdell Center policy is based o n excerpts from the “L and 
Utilization Ordinance” for the City a nd County of Honolulu; The “Operating Manual” for 
the Department of Auditoriums, City and C ounty of Honolulu; “Rules and Regulations” 
for the Department of Transportation, State of Hawaii. 
 
 
1. All proposed signs or banners shall be approved in advance by the Productions Manager 

 
2. Any proposed sign or banner must be placed on Center property, attached to the structure  

and not overhang any State, City or County sidewalk or street or be attached to trees. 
 
3. The actual banner must not exceed 16 square feet in sign area or 16 linear feet in height 

above ground level. 
 
4. Banners must have at least 7’ clearance from the ground when suspended in any concourse. 
 
5. Banners hung overhead of patrons must be installed by qualified personnel. 
 
6. No more than 100 square feet of banners can be displayed outdoors at any given time. 
 
7. Banners can only be displayed for a maximum of 7 days or during the rental period which 

ever is less. 
 
8. Banners cannot advertise a product or a company or display a company logo. 
 
9. Banners can only identify an event. 
 
10. Banners can only publicize an event currently being held at the Center. 
 
11. No banner or sign will be permitted that diverts or tends to divert the attention of drivers of 

moving vehicles from the traffic movement of public streets and roads. 
 

12   Any window display shall be limited to the first floor of the building. 
 
13.  Banners displayed from lamp posts are not covered by this policy. 
 
 
 
 
 
 
 
 
 



Neal S. Blaisdell Center  
Department of Enterprise Services 

APPENDIX 1:  PARKING RATES 

Cost: 
Event Pass prior to 5pm  $5.00 
Event Pass after to 5pm  $6.00 
In/Out Rate   $7.00 
Daily Non-Event $6.00 

Box Office Parking:  
Box Office Parking is open for ticket buyers only.  
Parking for the patrons of the Box Office is free.  
If Box Office Parking is full, ticket buyers may enter through  
the King Street Gate. The ticket buyers will be re-funded the parking fee  
after they validate their ticket at the Box Office.  

King Street Entrance:  
This is the main entrance to the Blaisdell Parking Lot.  
The gate opens at 5:30 a.m., Monday through Saturday.  
The gate closes at 6:00 p.m. on all evenings with no event scheduled.  
The gate closes 45 minutes after the last event is completed.  
On Sundays and Holidays, gate operation is determined by events.  

Kapiolani Entrance:  
This entrance is closed when there are no events scheduled.  
Only cardholders can access this gate when it is unattended.  
Signs are posted to direct non-card holders to the King Street entrance.  
This gate will also be open two hours prior to the opening of all major  
events scheduled in the central areas and will remain open until the  
completion of the last event.  

Hours of Operation:  
Non-Event Days (Mon-Fri)  
5:30am - 5:00pm  

Event Days (Mon-Fri)  
5:30am - end of night (event night)  

Event Days (Weekends & Holidays)  
2 Hours prior to start of event - end of night  

Parking Booths close 45 minutes prior to end of last event.  

Parking Rates:  As of 10/1/07 

VALET PARKING: 



 
 

VIP Valet Parking available for select events - $20.00 
 
Elite VIP Parking: 
VIP Parking is open for ticket holders only, subject to availability 
 
Select Blaisdell Arena events – enter off of Ward Ave., South of Box Office (Or 
an alternative entry may be planned to enter off of Ward Ave. between Exhibition 
Hall and Concert Hall) 
 
Select Concert Hall and Exhibition events – enter off of Ward Ave. between 
Exhibition Hall and Concert Hall 
Note:  No left turn permitted on Ward Ave. into driveway 
 
Hours of Operation – 1 – 1 ½ hours prior to event until end of event time 
 
VIP Parking Customer Service: 
For Valet Parking purchased through Ticketmaster call customer service at 1-
877-750-4400 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
APPENDIX 3:  YOUR STAFF & EMPLOYEES: 
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Tenant’s employees, subcontractors, decorators, exhibitors and staff policies- The tenant shall be 
responsible for all employees, decorators, subcontractors’ exhibitors and their staff. 

1. The Blaisdell Center is designated as a non-smoking facility.  Smoking is only allowed in
outside areas of the building

2. All contractors are required to enter and exit through the designated entrance of the
building.

3. We expect all contractors to conduct themselves in a professional manner at all times and
to comply with all of the safety policies and procedures set forth by the Blaisdell Center.

4. Signs and traffic markings in the parking lot must be obeyed at all times. Overnight parking
is not permitted unless special arrangements have been made in advance and approved by
Security.

5. No freight of any kind is permitted in any of the “front of house” passenger elevators.

6. The appropriate route to and from your work area is through the loading door.  You are not
authorized to utilize Galleria Driveway

7. Under no circumstances may an exterior door be blocked open.

8. Only authorized general contractors, service providers and their employees are permitted
to operate and conduct business within the Center. All guests, families and/or affiliates are
not permitted on property without written consent of the Productions Manager.

9. Any moving vehicles (i.e. tricycles, carts, etc.) must be approved by the Blaisdell Center
prior to their being used within the Center.

10. Contractors are not permitted to leave any vehicle parked in the loading door. The loading
door is to be used for loading and unloading only.

11. No electric carts or other vehicles are permitted on the show floor during event hours on
show days.

12. Pallet jacks, motorized vehicles and all other equipment that could potentially cause
damage to our tile, slate or carpet, may not be used or displayed in slated, tiled or carpeted
areas. Any exception must have advance approval in writing by the Productions Manager
and will require proper protection of the slate or carpet as determined at that time by all
parties. This applies to, but is not limited to, any displays, booths or signs that will be
assembled and/or situated on slated areas. Please contact the Productions Section should
you have any questions.

13. Violations of these policies will be documented and reported to Blaisdell Center
Management for action. Financial responsibility for any infraction by the contractor will be
that of the tenant and will be payable upon demand. Any non-payment by the contractor will
result in the contractor being denied access to the building and potential legal action.





mailto:debbie@hawaiixpo.com
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IMPORTANT DATES:  (Be sure to check your order forms for additional dates and times.) 
 

Friday  1/5/18  Advance Order Discount Pricing deadline 
 
Monday 12/18/17          Advance freight warehouse opens 
Friday  1/5/18  Last day for advance freight warehouse to arrive without surcharges. 
Friday  1/12/18  Direct shipments can arrive at show site after 8:00 am 
Friday  1/12/18  Last day for direct shipments to arrive at show site before 4:00 pm. 
 
Friday  1/12/18  Exhibitor set-up day - 8:00 am - 5:00 pm 
Friday  1/12/18  Exhibit show hours - 6:00 pm – 10:00 pm 
Saturday 1/13/18  Exhibit show hours - 10:00 am – 4:00 pm 
Sunday  1/14/18  Exhibit show hours - 10:00 am – 4:00 pm 
Sunday  1/14/18  Exhibitor move-out - 4:00 pm – 8:00 pm 
 
Sunday  1/14/18   Carriers (Truckers) must be checked in by 3:00 pm 
Sunday  1/14/18  All exhibitor materials must be removed by 10:00 pm.  If your freight 

remains on the exhibit floor after midnight, it will ship via carrier of Hawaii  
Expo, Inc. choice at exhibitor’s expense.  If you require additional assistance, 
please visit the Hawaii Expo, Inc. Service Desk.   

 
MATERIAL HANDLING 
Materials shipped in ADVANCE should be sent directly to Hawaii Expo, 866 Iwilei Road, Suite 210, Honolulu, HI 
96817.  Freight will be received from carriers up to 30 days prior to exhibitor move-in at the specified material 
handling rate.  Freight received before the 30 days grace period will be charged storage in addition to the 
material handling rate.   
 
✓ Plan to have your exhibit materials arrive in our warehouse no later than Friday, January 5, 2018. 
✓ All shipments received after this date will be subject a 25% late fee. 
✓ Shipments that arrive at the warehouse after Wednesday, January 10, 2018, cannot be guaranteed to arrive 

before show opening.  Additional handling charges will be added for expedited trucking and freight. 
✓ To avoid delay in delivery of your exhibit materials, address all labels as follows: 

 
Exhibitor Company/Name 
Booth Number:  __________ 
C/O Hawaii Expo, Inc. 

 866 Iwilei Road, Suite 210 
Honolulu, HI 96817 

  
DO NOT SHIP FREIGHT DIRECT TO THE NEAL BLAISDELL CENTER – EXHIBITON HALL PRIOR TO MOVE-IN 
FRIDAY, JANUARY 12, 2018 AS THERE IS NO ON-SITE RECEIVING SERVICE.  FREIGHT SHIPPED PRIOR TO THIS 
DATE MAY BE REFUSED BY THE FACILITY, AND COULD BE CHARGED A REDIRECT FEE BY YOUR FREIGHT 
CARRIER.  
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Payment Information 
The Order Recap/Payment & Credit Card Form MUST be sent with any orders. 
 
✓ To qualify for the Advance Prices, full payment must accompany your orders and must be received on or 

before Friday, January 5, 2018. 
✓ Purchase orders do NOT qualify for Advance Prices. 
✓ Check, Visa, MasterCard, American Express, and cash are welcomed methods of payment. 
✓ Faxed orders are okay if accompanied by valid credit card information 
✓ We are not responsible for mail delays. 
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DEADLINE CHECKLIST 
 
 

o December 18, 2017  Advance Freight Warehouse Opens 

 
o January 5, 2018  Advance Order Price Deadline 

 

o January 5, 2018  Advance Freight Warehouse Deadline 
 

o January 12, 2018  Show Site Delivery Opens, after 8:00 am 
Exhibitor Move-In, 8:00 am  

 
o January 14, 2018  Exhibitor Dismantle, 4:00 pm 

 
o January 14, 2018  Redirect Unclaimed Freight to Alternative Carrier, 8:00 pm  
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IT PAYS TO READ THE MANUAL! 
 
Why? 
✓ You will save money, 
✓ You will get what you need when you need it. 
✓ Your show experience will be productive. 
✓ You will reach your show objectives. 
 
If you don’t take the time to read the manual now: 
✓ You may encounter high costs. 
✓ You may not be able to obtain the services and supplies you will need. 
✓ You may encounter frustrating delays and inconvenience. 
 
Life is complicated enough! 
It takes less time than (1) one hour to read the Exhibitor Service Manual.  Take an hour today to read it.  Pay 
particular attention to dates and deadlines.  For those services and supplies that do not have printed deadlines, 
the sooner you place your order, the better your chances of getting exactly what you want.  
 
Share this important information. 
Because the Exhibitor Service Manual contains important information regarding your exhibit, everyone who 
will be involved in making your show experience a success should take the time to read this Manual. 
 
Questions? 
We at Hawaii Expo, Inc. are committed to your success.  Please contact our office if you have any questions 
about any of the information that is contained in this Exhibitor Service Manual. 
 
Material Handling 
Material handling can be a challenging part of your participation in an exposition.  With an understanding of 
the process and some preplanning, it can be easy.   
 
Material handling is the process of receiving your show materials, either at the warehouse in advance of the 
show or at the show site during move-in, delivering to your booth, removing empty containers for storage 
during the show, delivering materials back to the dock, and loading for outbound shipping.  Charges are 
determined by weight and ease of handling.   
 
✓ Check the service manual for deadline dates.  Do not pay unnecessary late charges by missing deadlines. 
✓ Always obtain a signed Bill of Lading from your carrier and bring it to show site.  Also, send a copy to us.  

Bills of Lading are critical if you need to trace missing freight. 
✓ Check with us to make sure your materials have arrived.  The sooner you know there is a problem, the 

easier it is to solve.   
✓ Save money by consolidating your shipments.  There is a minimum charge of 200 lbs. for each individual 

shipment.   
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✓ Make sure containers, boxes, etc. ARE empty before applying the EMPTY sticker.  It is expensive and 
sometimes impossible to retrieve an empty container/box once it has been removed from your booth. 

✓ When you are repacked and ready to ship, fill out an Outbound Bill of Lading and leave it with us.  Never 
leave it in the booth with your freight.  Take a copy of the Bill of Lading with you. 

✓ Your exhibit materials should be insured from the time it leaves your facility until it returns.  Check with 
your insurance carrier about adding a rider to your existing policy.  

 
  



Event Name:  Hawaii Bridal Expo – January 2018    
Venue:   The Neal Blaisdell Center – Exhibition Hall 
Show Dates:   January 12 – 14, 2018 
Advance Price Deadline Date:   Friday, January 5, 2018 
 

1050 Bishop Street, Suite 368 Honolulu, HI 96813 808.620.2162 debbie@hawaiixpo.com 

   

Page 9 of 41 
 

TERMS & CONDITIONS 
 

A. Ordering Services and Equipment: 
1. Order Forms:  Official order forms are provided for all standard equipment and services.  Faxed or emailed orders will 

be accepted if accompanied by valid credit card information. 
2. Payment Policy:  All mail orders must include full payment in U.S. funds by cash, check, money order, or major credit 

card.  Any outstanding accounts must be settled prior to the closing of show and prior to the release of any outbound 
freight.  Orders received without full payment will not be processed. 

3. Advance Order Price:  To take advantage of Advance Order Prices, you must use the order forms provided and include 
full payment with your order to have been received in our office by January 5, 2018. 

4. Floor Prices:  A floor order is any order received after January 5, 2018.  Floor prices are 30% greater (or more) than 
Advance Order Prices and will prevail for these orders.   

5. Cancelled Orders:  A full refund will be made on orders cancelled in writing at least (10) ten working days prior to 
show move-in.  Cancellations received with less notice, but prior to actual installation, will be refunded or credited 
50% of the original order.  Cancellations received after ordered equipment has been delivered to the booth will 
receive no credit or refund.  All refunds or credits will be made at the close of show upon reconciliation. 

6. Custom Orders:  Please contact Hawaii Expo, Inc. for any equipment or services not indicated on the forms provided.  
It is probable we can direct to you the source for your needs.  As EDPA members we can assist you with custom 
exhibit designs, specialty props, décor, and other special equipment. 

7. Exhibitor Service Desk:  Hawaii Expo, Inc. maintains an Exhibitor Service Desk at show site where you may secure last 
minute equipment and services.  All orders placed at the Exhibitor Service Desk will be considered floor orders and 
assessed the Floor Order rate.  Rates in effect at the time of the show will prevail on all orders placed at the Exhibit 
Service Desk regardless of prices shown on order forms circulated in advance.  Payment at the Exhibit Service Desk 
may be made by cash, check, Visa, MasterCard, or American Express. 

8. Third Party Billing:  You are ultimately responsible for Hawaii Expo, Inc. charges.  If an outside display firm or other 
party is to handle your exhibit decoration, they must comply with Hawaii Expo, Inc. Exhibitor Rules and Regulations 
plus: 

a. Written authorization must be received from the exhibitor at least (30) thirty days prior to the opening of 
the show indicating the name and address of the party responsible for payment of Hawaii Expo, Inc. charges 
incurred during the installation of your booth.   

b. Written authorization must be received from the outside display firm or third party at least (30) thirty days 
prior to the opening of the show indicating that responsibility for payment of Hawaii Expo, Inc. charges 
incurred during installation of your both is accepted.   

9. Warranty:  All rental items must be returned to Hawaii Expo, Inc. in the same condition issued.  Exhibitor agrees to 
pay additional charges for any soiled, stained, lost, or damaged items that require replacement. 

 
B.  Working in your booth: 
1. Early Installation:  Written approval from Show Management is required for exhibitors who wish early access to their 

booths.  Hawaii Expo, Inc. cannot guarantee that personnel and/or equipment requested early will be available.  All 
services and equipment provided for an early installation will be at the Floor Order Price.   

2. Labor Services:  Skilled decorators will provide labor service upon order to install and dismantle (I&D) your booth.  

You must check in at the Exhibitor Service Desk to meet your assigned personnel if you are planning to supervise 
them.  Please check in on time as you will be charged for the time personnel must wait at the Exhibitor Service Desk.   
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TERMS & CONDITIONS 
 

3. Outside Display Companies:  Workers participating in the installation of booths must either be a full-time employee 
of the exhibitor or a recognized outside display company.  When such a company is utilized, the following rules and 
regulations shall apply: 

a. A certificate of insurance for the outside display company must be furnished at least (30) thirty days prior to 
the opening of the show.  A list of names of all workers and the booths to which they will be assigned must 
be included.  Passes will be issued to each worker at the Exhibitor Service Desk.   

b. Outside display companies shall remain within the inside perimeter of their assigned booths.  They will not 
be allowed to set up work or dispatch stations in the aisles or other unused areas of the exhibit hall.  No 
solicitation of customers will be allowed on the exhibit floor.   

c. If the outside display company is to incur Hawaii Expo, Inc. charges on behalf of the exhibitor, both the 
exhibitor and the outside display company must comply with items A8a and b.   

4. Tools:  Our workers are instructed not to lend their tools to exhibitors.  If you need technical assistance, please stop 
by the Exhibitor Service Desk to place your order. 

5. Hanging Materials:  Please do not use tape, staples, glue, pins, or other direct fasteners to attach items to booth 
hardware or drapes.  Hooks may be used to hang over horizontal hardware.  Weight being supported should not 
exceed (5) five lbs.  Any damage sustained to Hawaii Expo, Inc. booth fixtures will be charged to the exhibitor and 
must be settled prior to closing of show.   

6. Safety Precautions:  All display materials must be flame-proofed and are subject to inspection by the Fire Department.  
No flammable fluids or substances may be used or shown in booths.  Gasoline driven vehicles must be drained of 
gasoline prior to being moved onto the premises, and the battery must be sealed.  Exhibitors must all refrain from 
attaching or affixing exhibit materials or items directly to any structure or fixture of the show facility.  Obstruction 
of the aisles with exhibitor material, crates, or trash will not be permitted.   

 
C.  Freight Shipping and Handling: 
1. Special Note:  If this convention/tradeshow is on an island other than Oahu (e.g. Maui, Kauai, Hawaii), refer to the 

Material Handling Information form in this Exhibitor Service Manual for appropriate shipping instructions. 
2. Freight Payment Policy:  All freight shipments INBOUND to Hawaii Expo, Inc. must be prepaid to our door.  Freight 

shipped in collect will NOT be accepted under any circumstances.  Please read and follow all instructions on the 
Freight Handling Forms provided.  OUTBOUND shipment from Hawaii Expo, Inc. will be sent on a freight collect basis 
only.  If prepayment is required on an outbound shipment, arrangements must be made directly by the exhibitor.  
Please consult the Hawaii Expo, Inc. Freight Handling Form for appropriate receiving storage, transfer, and handling 
rates for this convention/tradeshow.   

3. Major Credit Card Policy:  It is required we have on file from you a valid major credit card (corporate or personal) if 
you will be shipping materials to Hawaii Expo, Inc.  Services will be withheld until payment or credit card on file is 
received.   
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THIRD PARTY AUTHORIZATION 
 
FILL OUT THIS FORM IF YOU ARE HIRING A THIRD PARTY AND/OR DISPLAY HOUSE TO ORDER AND PAY FOR 
SERVICES ON YOUR BEHALF. 
 
✓ This form must be filled out and signed by both the Exhibitor and the Display House/3rd Party and returned 

to Hawaii Expo, Inc. at least (14) fourteen days prior to show installation. 
✓ All payment terms must be met by the Display house/3rd Party according to the terms and conditions set 

forth on the Exhibitor Rules & Regulation Form.  The Exhibitor is ultimately responsible for all charges in 
the event the Display House/3rd Party as not settled the account by the close of show. 

✓ Payment is due upon ordering.  All outstanding invoices must be settled before the close of show without 
exception. 

✓ By signing below the Exhibitor and Display House/3rd Party agree to the above terms. 
✓ Please indicate by filling the check box, the services to be handled by the Display House/3rd Party: 
 

 All Services 

 Audio Visual 

 Carpet 

 Cleaning 

 Computer 

 Electrical 

 Furniture 

 Labor 

 Material Handling (Freight) 

 Signs 

 Other 

 Other 

 
Display House/3rd Party Name:  ________________________________________________________________ 
 
Authorized Signature:  _______________________________________________________________________ 
 
Contact Name:  _____________________________________________________________________________ 
 
Print Authorized Name:  ______________________________________________________________________ 
 
Street Address:  _____________________________________________________________________________ 
 
City:  _____________________________     State:  ____________________     Zip Code:  __________________ 
 
Phone Number:  _____________________________     Cell Number:  __________________________________ 
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THIRD PARTY AUTHORIZATION 
 

Display House/3rd Party Credit Cardholder Name:  _________________________________________________ 
 
Signature:  _________________________________________________________________________________ 
 
Card Holder’s Billing Address:  _________________________________________________________________ 
 
City:  _____________________________     State:  ____________________     Zip Code:  __________________ 
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EXHIBITOR APPOINTED CONTRACTOR (EAC) 
 

THIS FORM MUST BE COMPLETED IN ITS ENTIRETY AND RETURNED TO HAWAII EXPO, INC. BEFORE ANY 
OUTSIDE CONTRACOTRS WILL BE ALLOWED TO WORK IN YOUR BOOTH SPACE. 
 
Fill out this form if you intend on hiring and Exhibitor Appointed Contractor (also referred to as an Outside 
Contractor) to work in your booth.  This work can include, but is not limited to, installation and dismantle labor, 
modeling, hostess service, sound, lighting, production, or promotion companies, or any person or company 
providing direct services. 
 
It is the exhibitor’s responsibility to inform their Outside Contractor of the rules and regulations for the show.  
All Outside Contractor’s must abide by the rules and regulations outlined in this Exhibitor Service Manual. 
 

RETURN COMPLETED FORM BY:  January 5, 2018 
 
Outside Contractor’s Information: 
 
Company Name:  ____________________________________________________________________________ 
Address:  __________________________________________________________________________________ 
Contact Person:  ____________________________________________________________________________ 
Phone Number:  ____________________________________________________________________________ 
Type of Service Provided: 
 

 

 

 

 

 

 
Note:  All Outside Contractors must provide Hawaii Expo, Inc. with a valid certificate of insurance showing 
General Liability coverage by the due date specified above.  The Outside Contractor will not be allowed on the 
show floor if the certificate of insurance is not received.   
 

 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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EXHIBITOR INFORMATION 
 

We are providing this form in an effort to better understand your exhibit needs.  This information will enable 
us to make your show experience a success. 
 
Inbound Freight Information 
Carrier:  _____________________________________________  Arrival Date:___________________________ 
Total number of pieces shipping to:      Warehouse:  ______________  Show Site:  ______________________ 
Total weight shipped to:  Warehouse:  _______________ Show Site:  ______________________ 
Pro or Bill of Lading Number(s) ________________________________________________________________ 
 
Outbound Freight Information 
Exhibitor must make own arrangement for pick up from show site.   
1st Shipment:         2nd Shipment: 
Consigned to:  ________________________________    Consigned to:  _______________________________ 
Attention:  ___________________________________     Attention:  __________________________________ 
Address:  _____________________________________    Address:  ___________________________________ 
City:  _________  State:  _________  Zip Code:  ______    City:  _______  State:  _____  Zip Code:  ____ 
Carrier Method:_______________________________     Carrier Method:_______________________________ 
 
Set-up Information for Hawaii Expo, Inc. Supervised Installation 
Set-up instructions/drawings:   Electrical under carpet   
 
Emergency Contact Information 
Name:  _______________________________________________  Title:  _______________________________ 
Phone Number:  __________________________  Cell Number:  ______________________________________ 
Is this contact authorized to make purchases?   
 
Special Instructions or Requests 
 
 
 

 

 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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ORDER RECAP PAYMENT/CREDIT CARD 
 
Hawaii Expo, Inc. requires 100% of amount owed including applicable taxes be paid in advance.  Services are rendered 
with payment made in full.  Payments are to be made in U.S. funds by company or personal check, wire transfer, Visa, 
MasterCard, or American Express.  Payment for all labor and on-site services ordered by the exhibitor, their display house, 
or other third parties is the responsibility of the exhibitor.  Your show site representatives should be made are of this 
policy, and have means of payment, or services may be denied.   
 
To qualify for Advance Order Prices the appropriate order forms and full payment must be received by the published 
deadline date printed on the forms.  Rates increase after the Deadline Date.  Show name and booth number should be 
noted on all advance payments so they will be properly credited.  Mail, email or fax your orders to the address shown 
above with payment made payable to Hawaii Expo, Inc. 

 
SERVICES AND EQUIPMENT ORDER RECAP 

 
Furniture, Carpet, Accessories……………………………………….___________________________________ 
 
Electrical, Lighting, Electrician Labor…………….………………….___________________________________ 
 
Special Signage and Graphics……………………………………….____________________________________ 
 
Cleaning Services…………………………………………………….____________________________________ 
 
Audio Visual Equipment……………………………………………..____________________________________ 
 
Modular Rental Exhibits……………………………………………..____________________________________ 
 
Estimated Installation/Dismantling Labor…………………………..____________________________________ 
 
Estimated Material Handling………………………………………..____________________________________ 
 
Miscellaneous………………..………………………………………____________________________________ 

 
       Subtotal__________________________________ 

 
                    4.712% Hawaii State Excise Tax________________ 

 
Estimated Total____________________________ 

 
 

Wire Transfer Information: 
Hawaii Expo, Inc. 
Bank 
Branch 
Address 
City, State, Zip Code 
Please reference name of show and booth number so we can properly 
credit your account.  Note:  Exhibitors are responsible for any bank 
processing fees.   
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ORDER RECAP PAYMENT/CREDIT CARD 
 

A credit card authorization (corporate or personal) is required as a guarantee against additional services.  Payment of any 
balances may be made by check upon presentation of statement while at the show.  Any outstanding balance as of move 
out will, for your convenience will be charged to your credit card account.   

COMPANY INFORMATION:        

Company Name:  ___________________________________________________________________________ 

Address:  __________________________________________________________________________________ 

City:  __________________________________  State:  _________________  Zip:  _______________________ 

Phone Number:  _______________________________  Cell Number:  ________________________________ 

Email Address:  ____________________________________________________________________________ 

Contact Name:  ____________________________________________________________________________ 

Authorized By:  ____________________________________________________________________________ 

         

CARD HOLDER INFORMATION:      

Print Authorized Name:  ____________________________________________________________________ 

Authorized Signature:  _____________________________________________________________________ 

Card Holder's Address:  _____________________________________________________________________ 

City:  ____________________________________  State:  ___________________  Zip:  __________________ 

Phone Number:  ______________________________  Cell Number:  _________________________________ 

         

                     **Information below this line will be destroyed for Security Purposes** 
 
 

          

Account Number:         

       
 

          

Security Code:     Expiration Date:      

           

 

_____American Express         _____MasterCard       _____Visa  

_____  _____  _____  _____  _____  _____  _____  _____  _____  _____  _____  _____  _____  _____  _____  _____ 

_____  _____    _____  _____  _____  _____   
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FURNITURE 
CHAIRS 

QTY Description Advance Floor Total 

 Side Chair, Black $24.00 $31.00  

 Secretarial Chair, Black $60.00 $78.00  

 
TABLES, SKIRTED (30”H X 24”W) 

QTY Description Advance Floor Total 

 4’ Skirted Table $50.00 $65.00  

 6’ Skirted Table $58.00 $75.00  

 8’ Skirted Table $63.00 $82.00  

 4th Side Skirting $23.00 $30.00  

 
✓ Draping includes white vinyl top and skirting on 3 sides. 
✓ If color is not selected, show colors will be provided. 
✓ Circle color skirting for tables: 

White  Black 

 
TABLES, UNSKIRTED (30”H X 24”W) WHITE VINYL TOP ONLY 

QTY Description Advance Floor Total 

 4’ Table $20.00 $26.00  

 6’ Table $22.00 $29.00  

 8’ Table $24.00 $32.00  

 30” Rd. Adj Height Pedestal $75.00 $98.00  

 
COUNTERS, SKIRTED (42”H X 24”W) 

QTY Description Advance Floor Total 

 4’ Skirted Counter $66.00 $85.00  

 6’ Skirted Counter $71.00 $93.00  

 8’ Skirted Counter $78.00 $102.00  

 4th Side Skirting $23.00 $30.00  

 
✓ Draping includes white vinyl top and skirting on 3 sides. 
✓ If color is not selected, show colors will be provided. 
✓ Circle color skirting for tables: 

White  Black 

 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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FURNITURE 
COUNTERS, UNSKIRTEID (42”H X 24”W) WHITE VINYL TOP ONLY 

QTY Description Advance Floor Total 

 4’ Skirted Counter $66.00 $85.00  

 6’ Skirted Counter $71.00 $93.00  

 8’ Skirted Counter $78.00 $102.00  

 4th Side Skirting $23.00 $30.00  

 
BOOTH ACCESSORIES 

QTY Description Advance Floor Total 

 Wastebasket w/Liner $11.00 $15.00  

 Once Daily Cleaning of Wastebasket $17.00 $22.00  

 Easel $28.00 $37.00  

 Garment Rack $24.00 $32.00  

 Literature Rack w/5 Pockets $50.00 $65.00  

 Tackboard, 4’ x 6’ Horizontal $90.00 $117.00  

 Tackboard, 4’ x 8’ Horizontal $110.00 $163.00  

 
CARPET 

QTY Description Advance Floor Total 

 10’ x 10’ Carpet $180.00 $256.00  

 10’ x 20’ Carpet $240.00 $334.00  

 10’ x 30’ Carpet $320.00 N/A  

 10’ x 40’ Carpet $400.00 N/A  

 ½” padding $1.50 $2.50  

 Poly Covering Per Sq Ft $1.50 $2.00  

 
✓ Includes installation, dismantle, and front edge taping. 
✓ Circle color choice: 

Black  Grey  Red 
 
 
 

 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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ELECTRICAL 
EQUIPMENT OUTLET – 120 VOLT 

QTY Description Advance Floor Total 

 10 Amps / 1000 Watts $183.00 $239.00  

 15 Amps / 1500 Watts $215.00 $279.00  

 20 Amps / 2000 Watts $245.00 $318.00  

 30 Amps / 3000 Watts $285.00 $371.00  

 
EQUIPMENT OUTLET – 208 VOLT, SINGLE PHASE 

QTY Description Advance Floor Total 

 10 Amps $238.00 $309.00  

 15 Amps $312.00 $405.00  

 30 Amps  $380.00 $495.00  

 40 Amps  $576.00 $749.00  

 
EQUIPMENT OUTLET – 208 Volt, 3 Phase 

QTY Description Advance Floor Total 

 10 Amps $299.00 $388.00  

 20 Amps $430.00 $560.00  

 30 Amps $479.00              $622.00    

 60 Amps $768.00 $998.00  

 100 Amps $1,021.00          $1,328.00  

 
ACCESSORIES 

QTY Description Advance Floor Total 

 150W Flood Light w/8’ Stand $85.00 $111.00  

 Medium Duty Extension Cord $15.00 $20.00  

 Multi-Strip $20.00 $25.00  

 
✓ Above pricing includes installation and dismantle labor. 

 
 
 
 
 
 

EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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ELECTRICAL LABOR 
✓ Indicate service requested by filling check box: 
 

 Hawaii Expo, Inc. to supervise (Okay to proceed).  Distribute power under carpet per exhibitor provided floorplan.    
A 25% supervisory fee will be added to electrical power order. 

 Exhibitor supervised (Do NOT proceed).   
Check-in with Exhibitor Service Desk required.   

 
                Advance                   Floor  
Straight time – 8:00 am – 4:30 pm Monday through Friday…….……...………………………...………$99.00                       $149.00        Per Man/Per Hour 
Overtime – 4:30 pm – 8:00 am Monday through Friday, Saturday, Sunday, Holidays...………………...$149.00  $199.00        Per Man/Per Hour 

  
Date Start 

Time 
No. of 
People 

X Hrs Per 
Person 

= Total 
Hours 

@ Hourly 
Rate 

= Total 

           

           

           

           

 
✓ There is a minimum charge of (1) one-hour per worker.  Invoice will be based on actual hours worked 

rounded to the next highest (1/2) half hour. 
✓ Electrical labor must be ordered for all under-carper distribution, overhead distribution, motor, and 

equipment hook-ups required hard wiring connections.   
 
If you need assistance in completing your order, please give us a call.   
 
 
 
 
 
 
 

 
 
 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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SIGNS 
 

QTY Description Advance  Floor  Total 

 7” x 11” $27.00 $34.00  

 7” x 22” $30.00 $41.00  

 7” x 44” $38.00 $48.00  

 11” x 14” $35.00 $46.00  

 14” x 22” $38.00 $48.00  

 22” x 28” $47.00 $60.00  

 10” x 60” $48.00 $68.00  

 40” x 60” $108.00 $144.00  

 14” x 44” $44.00 $60.00  

 Ft x 36”H Banner/Lineal Ft $14.00 $18.00  

 4’ x 8’ Blank Fomecore $18.00 $25.00  

 28” x 44” Blank Showcard $9.00 $12.00  

 
✓ Copy includes (10) ten words or less.  Additional words will be charged at the rate of $1.00 per word.  

Cardboard easel backs are $3.00 each. 
✓ Colored showcard is available.  Quote upon request. 
✓ When a sign is to be done with special care such as paint, glitter, trademarks, or logos duplicated, an 

additional charge will be made.  Advance quotation will be provided upon request.   
✓ Artwork to be duplicated or scanned is subject to a $45.00 minimum camera charge. 
 
 
Specify Text Color:   ___ Black     ___Blue     ___Red     ___Other (Specify) ___________________________ 
Specify Shape:  ___Horizontal     ___Vertical     ___Other (Provide drawing with size and shape) 
 
 
 
 
 

 
 

 
 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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CLEANING 
 

✓ Hawaii Expo, Inc. is the exclusive cleaning contractor for your show and will handle all cleaning services on the exhibit floor. 
✓ Any order cancellation after Hawaii Expo, Inc. move-in will be charged a (1) one-hour cancellation fee per scheduled worker. 
✓ 20% Surcharge will be added for cleaning ordered at show site. 
 
Post show cleanup of the exhibit is the responsibility of those exhibitors who created the trash.  Hawaii Expo, Inc. will provide trash 
bags when requested. 

 
Full Service Cleaning & Vacuuming 
Includes:  Vacuuming of floor and emptying of wastebaskets. 
Indicate service requested by checking: 

 
QTY Description # of Booths  Advance  Floor  Total 

 Pre-Show Opening – Cleaning Only  X $17.00 $22.00  

 Once-Only Cleaning 
(Date:  _______________) 

  
X 

 
$17.00 

 
$22.00 

 

 Two-Day Cleaning  X $33.00 $44.00  

 Three-Day Cleaning  X $49.00 $65.00  

 Four-Day Cleaning  X $65.00 $86.00  

 Five-Day Cleaning  X $81.00 $108.00  

 
Hourly Porter Service 
Includes:  Floor sweeping/vacuuming, cleaning of table/counter surfaces, general housekeeping, emptying of waste baskets.   
(4) Four-hour daily minimum. 

         Advance                   Floor  
Straight time – 8:00 am – 4:30 pm Monday through Friday…………….…………….…….….……$17.00                         $22.00        Per Man/Per Hour 
Overtime – 4:30 pm – 8:00 am Monday through Friday, Saturday, Sunday, Holidays...…………... $20.00                         $29.00          Per Man/Per Hour 

 
Date Start Time No. Of 

People 
 Hrs Per Person  Total  

Hours 
 Hourly Rate  Total 

   X  =  @  =  

   X  =  @  =  

 
 
 

 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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AV EQUIPMENT 
Display Monitors 
 

QTY Description Advance  Floor   Days Used  Total 

 32” Monitor $250.00 $325.00 X  =  

 42” Monitor $300.00 $390.00 X  =  

 50” Monitor $400.00 $520.00 X  =  
 

Accessories 
 

QTY Description Advance  Floor   Days Used  Total 

 Floor Stand $75.00 $97.50 X  =  

 Speakers $55.00 $71.50 X  =  

 DVD Player $50.00 $65.00 X  =  

 Laptop Computer $190.00 $247.00 X  =  

 Wall Mount $100.00 $130.00 X  =  

 Set Up Fee $150.00 $195.00 X  =  

 
 

       Equipment Rental     ___________________ 
 
       Delivery & Pickup   ______$300.00______  
 
       4.712% Hawaii State Excise Tax  ___________________  
 
       Estimated Total _________________________ 
 
      

✓ In most cases, equipment requires installation at an additional charge.  Use “Electrical Labor” for prices. 
✓ All computer and audio-visual order are required to order electrical via separate electrical order form. 
✓ The equipment is the responsibility of the exhibitor from delivery until it is picked up after show closing. 
✓ If you have a specific request or need additional equipment, please call. 

 

 
 
 
 

EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   

Delivery Date:  _____________________ 

Time:  ____________________________ 

Pickup Date:  ______________________ 

Time:  ____________________________ 
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FLORAL 
 

QTY Description Advance  Floor  Total 

 1A Tropical Arrangement $215.00 $278.00  

 1B Tropical Arrangement $33.00 $43.00  

 1C Tropical Arrangement $101.00 $131.00  

 2A Tropical Arrangement $107.00 $140.00  

 2B Tropical Arrangement $125.00 $179.00  

 2C Tropical Arrangement $64.00 $84.00  

 3A Tropical Arrangement $107.00 $140.00  

 3B Tropical Arrangement $97.00 $126.00  

 3C Tropical Arrangement $107.00 $140.00  

 4A Tropical Arrangement $107.00 $140.00  

 4B Tropical Arrangement $140.00 $153.00  

 4C Tropical Arrangement $107.00 $140.00  

 5A Tropical Arrangement $429.00 $567.00  

 5B Tropical Arrangement $76.00 $98.00  

 Tropical Bouquet #1 $429.00 $557.00  

 Tropical Bouquet #2 $429.00 $557.00  

 Tropical Bouquet #3 $161.00 $210.00  

 Tropical Bouquet #4 $161.00 $210.00  

 Tropical Bouquet #5 $161.00 $210.00  

 
✓ Delivery & pickup fee and/or additional expedited handling charges will be added to the final order.   
✓ Advance rate of $75.00 per delivery. 
 
 
 
 
 
 
 

 
 

 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  _____________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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LABOR 
 
                Advance                  Floor  
Straight time – 8:00 am – 4:30 pm Monday through Friday……………..……………………..……..…$99.00                      $149.00        Per Man/Per Hour 
Overtime – 4:30 pm – 8:00 am Monday through Friday, Saturday, Sunday, Holidays………………….$149.00 $199.00        Per Man/Per Hour 

 
Installation Labor 

✓ Indicate service requested by filling below: 
 

 Hawaii Expo, Inc. to supervise.  Exhibitor need not be present.  Installation per exhibitor provided floor plan and 
instructions.  A 25% supervisory fee will be added. 

 Exhibitor supervised (Do NOT proceed).  Check-in with Exhibitor Service Desk required.  Assigned labor will be held 
(1) one hour at service desk; wait time will be charged to exhibitor.  Personnel must be signed in and out. 

 
Date Start Time No. Of 

People 
 Hrs Per Person  Total  

Hours 
 Hourly 

Rate 
 Total 

   X  =  @  =  

   X  =  @  =  

 
Additional Surcharge or Fee    ____________________ 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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FORKLIFT LABOR 
 

Booth work only.  Forklift with operator is available to assist you with your setup, unskidding, and/or spotting 
of machinery once it has been delivered to your booth.  Do NOT order forklifts to unload your truck or delivery 
to your booth from loading dock; this service is provided as part of material handling.  Forklifts need to be 
ordered in advance for more than 5,000 lbs. capacity.  Additional logistical coordination for carpeted facilities 
may be necessary requiring additional labor to lay plywood protection for facility carpet.  Cage, crane, or long 
forks are additional.  Start time guaranteed only at start of work day.  Labor is charged in (1/2) half hour 
increments, (1) one-hour minimum call per person.  Any order cancelled after Hawaii Expo, Inc. move-in will be 
charged a (1) one-hour cancellation fee per scheduled worker.   
✓ Supervisor must check in at Exhibitor Service Desk. 
✓ Although the utmost care will be exercised, Hawaii Expo, Inc. is subject to limits of liability as described in 

Exhibitor’s Rules and Regulations. 
 
Forklift 
 
✓ It is exhibitor’s responsibility to supervise the handling and movement of forklift. 
✓ Provide written instructions if work is to be done prior to exhibitor setup. 
 
                Advance Floor  
Straight time – 8:00 am – 4:30 pm Monday through Friday……………..………………….….……..…$99.00                      $149.00        Per Man/Per Hour 
Overtime – 4:30 pm – 8:00 am Monday through Friday, Saturday, Sunday, Holidays………………….$149.00 $199.00        Per Man/Per Hour 

 

Date Start Time No. Of 
People 

 Hrs Per Person  Total  
Hours 

 Hourly 
Rate 

 Total 

   X  =  @  =  

   X  =  @  =  

 
Additional Surcharge or Fee    ____________________ 

 

 
 
 
 

 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  _____________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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MATERIAL HANDLING 
 

✓ Certified weight tickets are required for all shipments. 
✓ Freight payment policy:  All freight shipments inbound to Hawaii Expo, Inc. must be pre-paid to our door.  Freight 

shipping in collect will not be accepted under any circumstances.  Please read and follow all instructions on the freight 
handling forms provided.  Outbound shipments from Hawaii Expo, Inc. will be sent on a freight collect basis only.  If 
prepayment is required on an outbound shipment, arrangements must be made directly by the exhibitor. 

✓ Major credit card policy:  It is mandatory we have on file from you a valid major credit card (corporate or personal) if 
you will be shipping materials to us. 

✓ All weights are rounded up to the next (100) hundred weight (CWT) if in excess of 200 lbs. per shipment. 
✓ 200 lbs. Minimum per shipment.  Rates include 30 days advance storage. 
 

Material Handling 
 

Crated Material that has certified weights, skidded wood/cardboard box, or fiber case.   

Uncrated Material that is shipped loose, pad-wrapped, not enclosed or unskidded, and need special handling. 

Special 
Handling 

Material that requires additional handling such as ground unloading, side door unloading, constricted 
space unloading and stacked shipments.  This includes shipments mixed, multiple shipment/delivery 
areas and shipments without certified weight delivery receipts, such as Federal Express and UPS. 

Small Package Shipment with maximum weight per shipment of 50 lbs.  

 
Straight time – 8:00 am – 4:30 pm Monday through Friday. 
Overtime – 4:30 pm – 8:00 am Monday through Friday, Saturday, Sunday, Holidays. 
 

Warehouse Shipments 
Rates include receiving, advance warehouse storage, delivery to booth, storage of empties, return empties 
and reloading exhibitor appointed carrier at facility loading dock. 
 

 Price Per CWT Minimum 

Crated $80.00/CWT $160.00 

Uncrated $110.00/CWT $220.00 

Special Handling $80.00/CWT $160.00 

Shipments received after Advance Warehouse Deadline or reloaded during overtime will be subject to a 25% surcharge. 

 
Show Site Shipments 
Rates include receiving, delivery to booth, storage of empties, return empties and reloading exhibitor 
appointed carrier at facility loading dock.   
 

 Price Per CWT Minimum 

Crated $90.00/CWT $180.00 

Uncrated $120.00/CWT $240.00 

Special Handling $94.00/CWT $188.00 

Shipments received or reloading during overtime will be subject to a 25% surcharge each way.   
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MATERIAL HANDLING 
 

Small Package Shipment 
Rates include receiving, advance warehouse storage, delivery to booth, storage of empties, return empties 
and receiving exhibitor appointed carrier at facility loading dock.  Total shipment with mixed pieces cannot 
exceed 50 lbs.  
 
First Piece…………………………. $50.00 
Additional Piece………..…………. $30.00 
 
Return to Warehouse 
After close of show to await pickup.  500 lbs. minimum…………. $30.00 (Advance)  $150.00 (Floor) 
 
Please provide estimates for your shipments 
 
You will be shipping ______________ lbs.  
 
Total number of pieces _______to advance warehouse and number of pieces to show site ______________. 
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 MATERIAL HANDLING INFORMATION 
 

As the Official Material handling contractor for this show, Hawaii Expo, Inc. will schedule the moving in and 
out of all exhibit materials.  Material handling includes the unloading of vehicles, the storage and return of 
empty shipping container and the reloading of container during the move-out of the show.  When completing 
your Bill of Lading and shipping labels, please include the name of the show, your company name and your 
booth number.   
 
Advance Shipments Warehouse Deadline Date:  Direct Shipments Show Site Date: 
Friday, January 5, 2018      Friday, January 12, 2018  
 
Exhibitor Company name     Exhibitor Company name 
Booth Number:  __________     Booth Number:  _____ 
Hawaii Bridal Expo – January 2018    Hawaii Bridal Expo – January 2018 
C/O Hawaii Expo, Inc.      The Neal Blaisdell Center 
866 Iwilei Road, Suite 210     777 Ward Ave. 
Honolulu, HI 96817      Honolulu, HI 96814 
 
Freight received after this date at the warehouse Freight shipped prior to this date may be  
will be subject to a 25% surcharge. refused by the facility.  
         
Material Handling Includes: 
✓ Receiving and unloading your shipments at hour warehouse (includes (30) thirty days storage prior to 

show date). 
✓ Delivery of shipment to exhibit hall. 
✓ Placement of shipment in your booth space 
✓ Removal and storage of empty containers. 
✓ Return of empties to booth at close of show. 
✓ Removal of all packed and labeled materials from exhibit booth. 
✓ Reloading onto outbound carrier for return shipment (based on shipping information provided on your 

Hawaii Expo, Inc. show Bill of Lading). 
 
✓ Any exhibitor may bring in their own exhibit materials providing they can be hand carried by (1) one person 

in (1) one trip, without the use of dollies, hand trucks, or any other equipment.  If you choose to hand carry 
your exhibit you would not be permitted access to the loading dock area. 
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MATERIAL HANDLING INFORMATION 
 

✓ ACCESS TO EXHIBIT AREA:  Movement of freight into and out of the exhibit area must be handled by Hawaii Expo, 
Inc.  As official material handling contractor, Hawaii Expo, Inc. shall have control of all traffic into and out of the 
facility to minimize congestion in the loading dock, to keep aisles clear and to insure an efficient and orderly 
operation. 

✓ EMPTY CONTAINER STORAGE:  No empty containers will be moved to storage unless properly labeled with EMPTY 
STICKERS.  Available without charge at the Hawaii Expo, Inc. Service Desk.  Containers not identified with such 
stickers may possibly be mis-delivered or misplaced.   

✓ SEALED CONTAINERS:  Sealed containers will NOT be unloaded unless:  A) A third-party witness approved by your 
company or your company representative is present for verification of contents, or B) A company letter stating your 
company will accept full responsibility if you want Hawaii Expo, Inc. to unload said container without a third-party 
witness, and Hawaii Expo, Inc.’s count will be accepted.   

✓ RETURN SHIPMENTS:  At the close of the show, each exhibitor must provide written return shipping instructions and 
label their own shipments.  Blank Bills of Lading and shipping labels will be available at the Hawaii Expo, Inc. Exhibitor 
Service Desk. Where an exhibitor indicates choice of a carrier for pickup at the exhibit hall, it is the exhibitor’s 
responsibility to arrange with such carrier for said pickup service.  Note:  If carriers fail to pick-up, or refuse to accept 
shipment, within the time limit set for the removal of exhibitor’s materials, we reserve the right to re-route such 
shipments or return materials to the Hawaii Expo, Inc. warehouse.  Exhibitor will be charged accordingly for this 
service. 

✓ ABANDONED FREIGHT:  If the shipper, consignee or owner of the property fails to receive or claim it within (30) thirty 
days after written notice by U.S. certified mail addressed to the address shown on the face of this bill, or if shipper 
fails or refuses to pay lawfully applicable charges in accordance with Hawaii Expo, Inc.’s terms and conditions, Hawaii 
Expo, Inc. will have the option to dispose of said property.  This condition applies to freight abandoned at show site 
and at the Hawaii Expo, Inc. facilities.   

✓ PROTECT YOUR SHIPMENT:  Exhibitors are advised to carry all-risk “FLOATER” insurance covering their materials 
against loss, damage, and all other hazards from the time shipment is made prior to the show and until shipments 
are received back after the show.  Often this can be done at no extra cost by adding a “RIDER” to existing insurance 
policies.   

✓ LIMITATIONS OF LIABILITY AND RESPONSIBILITY:  Hawaii Expo, Inc. will NOT be responsible for:  A) Damage to 
uncrated materials, materials improperly packed, or concealed damage;  B)  Loss, theft, or disappearance of exhibitor 
materials after same has been delivered to the exhibitor’s booth; C)  Any loss, damage, or delay due to fire, acts of 
God, strikes, accidents, transportation contingencies or for any other cause beyond our control;  D) Any actual 
potential or assumed loss of profits or revenues which may result from any loss of profits or revenue on an exhibitor’s 
materials which may make it impossible or impractical to exhibit same.  E)  Hawaii Expo, Inc.’s liability shall be limited 
to $4.30 per pound per article, with a maximum of $450.00 per item, and a maximum of $1,000.00 per total of 
shipments while the equipment is being handled or in storage.  All claims must be filed by the exhibitor before the 
close of the show.  We will not honor post-show claims of any kind.   

✓ DELIVERY DEADLINE:  It is best to schedule your freight to arrive to the advance warehouse at least (2) two weeks 
prior to show opening if possible.  Confirm shipping timetable with your carrier to insure ample time for delivery.  
Deliveries are received between 8:30 am – 4:00 pm weekdays (not including holidays).  Note:  There is a 25% late 
freight additional charge for freight received at the warehouse after the freight deadline date.   

✓ WEIGHT AND PIECE COUNT:  Material handling service charges are determined by total weight and piece count on 
each separate delivery received.  Example @ 130.00 CWT:  Monday, am, 5 pieces – 150 lbs. (as 200 lbs.) = $260.00; 
Monday, pm, 10 pieces – 70 lbs. (as 200 lbs.) = $260.00; Tuesday, am, 2 pieces – 450 lbs. (as 500 lbs.) = $650.00.  Your 
material handling charge would be $1,170.00 + tax.  Therefore, pack smaller items together when possible.   
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FROM: 
 

CONVENTION SHIPMENT – DO NOT DELAY 
ADVANCE WAREHOUSE 

SHIP TO____________________________________________________________________________ 
 EXHIBITING COMPANY 
 
TO: ____________________________ 
 BOOTH NUMBER 
 Hawaii Bridal Expo – January 2018 
 C/O Hawaii Expo, Inc. 
 866 Iwilei Road, Suite 210 
 Honolulu, HI 96817 
 
MUST ARRIVE ON OR BEFORE Friday, January 5, 2018 BY 4:00 PM 
CARRIER:____________________________________________________________________________ 
 
NUMBER:____________________________ OF PIECES_______________________________________ 
 
 
 
 
FROM: 
 

CONVENTION SHIPMENT – DO NOT DELAY 
ADVANCE WAREHOUSE 

SHIP TO_______________________________________________________________________________ 
 EXHIBITING COMPANY 
 
TO: ____________________________ 
 BOOTH NUMBER 
 Hawaii Bridal Expo – January 2018 
 C/O Hawaii Expo, Inc. 
 866 Iwilei Road, Suite 210 
 Honolulu, HI 96817 
 
MUST ARRIVE ON OR BEFORE Friday, January 5, 2018 BY 4:00 PM 
CARRIER:_______________________________________________________________________________ 
 
NUMBER:_______________________________ OF PIECES_______________________________________ 
 

CUT AND TAPE LABEL TO SHIPMENT – PLACE (1) LABEL ON EACH PIECE SHIPPED TO ENSURE DELIVERY. 
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FROM: 
 

CONVENTION SHIPMENT – DO NOT DELAY 
DIRECT SHIPMENT 

SHIP TO_______________________________________________________________________________ 
 EXHIBITING COMPANY 
 
TO: ____________________________ 
 BOOTH NUMBER 
 Hawaii Bridal Expo – January 2018 
 C/O The Neal Blaisdell Center 
 777 Ward Avenue 
 Honolulu, HI 96814 
 
MUST ARRIVE ON Friday, January 12, 2018 BY 10:00 AM 
CARRIER:_______________________________________________________________________________ 
 
NUMBER:_______________________________ OF PIECES_______________________________________ 
 
 
 
FROM: 
 

CONVENTION SHIPMENT – DO NOT DELAY 
DIRECT SHIPMENT 

SHIP TO_______________________________________________________________________________ 
 EXHIBITING COMPANY 
 
TO: ____________________________ 
 BOOTH NUMBER 
 Hawaii Bridal Expo – January 2018 
 C/O The Neal Blaisdell Center 
 777 Ward Avenue 
 Honolulu, HI 96814 
 
MUST ARRIVE ON Friday, January 12, 2018 BY 10:00 AM 
CARRIER:_______________________________________________________________________________ 
 
NUMBER:_______________________________ OF PIECES_______________________________________ 
 

CUT AND TAPE LABEL TO SHIPMENT – PLACE (1) LABEL ON EACH PIECE SHIPPED TO ENSURE DELIVERY. 
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ACCESSIBLE STORAGE 
✓ This service must be ordered on-site. 
✓ Accessible storage is NOT secured storage. 
✓ Accessible storage items are not necessarily the first items returned to your booth at the close of show. 
 
Labor 
 
Straight time – 8:00 am – 4:30 pm Monday through Friday………..…………….……..…$65.00            Per Hour 
Overtime – 4:30 pm – 8:00 am Monday through Friday, Saturday, Sunday, Holidays...….$97.50            Per Hour 

 
There is a (1/2) half hour labor charge (minimum) each time items are placed into or removed from accessible 
storage.  This change will be applied at the corresponding rate for the time it is accessed.   
 
Storage 
 
Rates are per square foot increments or portions thereof per day 
 
0 – 25 Square feet………………………………………………………………….$150.00 
26 – 50 Square feet………………………………………………………………...$200.00 
51 – 100 Square feet………………………………………………………………..$250.00 
101 – 150 Square feet……………………………………………………………….$300.00 
151 – 200 Square feet……………………………………………………………….$350.00 
One time setup charge……………………………………………………………..$100.00 
 
Accessible storage will be available to you at this show.  You must sign up for the service at the Hawaii Expo, 
Inc. Exhibitor Service Desk and pickup your accessible service labels.  All freight received at the show will be 
delivered to your booth space first and when properly labeled will be placed in accessible storage.  Allow (1/2) 
half hour delay for delivery of items back to your booth.   
 
Please provide estimates for your shipments 
 
You will be storing ______________ lbs.      Total number of pieces ________________  
 
 

 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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POV LABOR ORDER 
 

As the Official Material Handling Contractor for this show, Hawaii Expo, Inc. will schedule the moving in and 
out of all exhibit materials.  The use of dollies, hand trucks, wheeled carts, or hotel bellmen to move exhibit 
materials or freight by exhibitors in facility common areas or on the exhibitor floor is strictly prohibited.   
 
✓ A non-commercial privately-owned vehicle (POV) material handling cart service is available at show site at 

the rate of $55.00 per carload/trip inbound and $55.00 per carload/trip outbound.  The cart load service 
must be paid in full at the Hawaii Expo, Inc. Exhibitor Service Desk before any freight can be handled.   

✓ Privately owned vehicles (POVs) are defined as a non-commercial, 2-axiled car, minivan, or pickup truck 
with no company names or logos.  All other vehicles will be considered commercial and must report to the 
show loading dock. 

✓ All POVs must drive to the Exhibitor POV Freight Loading Area. 
✓ Start time guaranteed only at start of work day.  Labor is charged per cartload. 
✓ Any order cancelled after Hawaii Expo, Inc. move in will be charged a (1) one-hour cancellation fee per 

scheduled worker. 
✓ It is exhibitor’s responsibility to supervise the handling and movement of carts. 
✓ Hawaii Expo, Inc. carts are not available for rent or use by individual exhibitors. 
✓ Although the utmost care will be exercised, Hawaii Expo, Inc. is subject to limits of liability as described in 

exhibitor rules and regulations. 
 
MOVE IN PROCEDURES: 
✓ Drive to the exhibitor POV Freight Loading Area. 
✓ Check in with the Hawaii Expo, Inc. Exhibitor Service Desk. 
✓ Sign the POV Labor form acknowledging the cartload fees. 
✓ Supervise your freight being loaded on the cart. 
✓ Once all freight is loaded, park your car, and we will finish delivering the freight to your booth. 
 
MOVE OUT PROCEDURES: 
✓ Obtain an outbound Bill of Lading from the Hawaii Expo, Inc. Exhibitor Service Desk. 
✓ Mark POV in the consigned area and cartload in the pieces area.  Fill in the rest of the information as 

requested.   
✓ Return the Bill of Lading to the Exhibitor Service Desk when you are ready for your freight to be loaded. 
✓ One person must return to your booth to supervise the removal of the freight onto the cart.  Hawaii Expo, 

Inc. will not be responsible for any freight left in the booth.   
✓ Once the cart arrives at your booth, one person needs to drive the cart to the POV Freight Loading Area. 
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POV LABOR ORDER 
POV Labor 
 

Date Start Time No. of Cartloads    Total 

   x $55.00 @  

   x $55.00 @  

   X $55.00 @  

 
Additional Surcharge or Fee    ____________________ 

        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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RIGGING PLAN 
 

Rates quoted for connections are for our providing (1) one connection at facility attachment points, located 
10’ or 30’ O.C.  Rates do not include connecting, attachments, or special hardware between facility and 
exhibitor provided material.  Hawaii Expo, Inc. is not responsible for damage due to temporary conditions or 
failure of attachment. 
 
RIGGING SERVICE CONDITIONS & REGULATIONS 
 
✓ The official show rigger will not be responsible for failure of attachment or exhibitor provide materials. 
✓ Exhibitor should supply their own attachment hardware or other equipment to handle load. 
✓ The official show rigger needs (30) thirty days’ notice if load exceeds 100 lbs. or special attachments are 

needed on a rental basis. 
✓ Rigging equipment is provided on a daily basis and does not include any attachment to exhibitor provided 

material. 
✓ All connections must be made under supervision of the official show rigger.  All rigging property shall be 

removed only by the official show rigger at the close of the show. 
✓ Orders received after Advance Price Deadline are not guaranteed for installation. 
✓ Equipment rental includes temporary electrical power and material handling fees. 
✓ All loads over 200 lbs. will require detailed rigging and engineered drawings, plans, and specifications 

review and approval (30) thirty days prior to installation.  Additional service fees will apply; minimum 
$100.00 for engineered plan review.  $250.00 per page.   

 
RIGGING LOCATION 
 
✓ You must submit a booth floor plan with your order to ensure proper placement of rigging.  If you do not 

have a scaled floor plan, please use grid plan below. 
✓ Indicate lift point locations.  Make load reference per point. 
✓ Mark the adjacent booth number or aisle numbers. 
✓ Hawaii Expo, Inc. is responsible for all supervision, assembly, installation, and removal of all overhead 

rigging including signs, banners, motors, and truss. 
✓ Start time guaranteed only at start of work day.  Labor is charged in (1/2) half hour increments, (2) two-

hour minimum call per person. 
✓ Any order cancelled after Hawaii Expo, Inc. move in will be charged a (1) one-hour cancellation fee per 

scheduled worker. 
✓ Exhibitor must check in at Exhibitor Service Desk to request labor supervised.   
✓ 20% surcharge will be added for labor or equipment ordered at show site. 
✓ Although the utmost care will be exercised, Hawaii Expo, Inc. is subject to limits of liability as described in 

exhibitor rules and regulations. 
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RIGGING SERVICE 
RIGGING LABOR 
         Advance                Floor  
Straight time – 8:00 am – 4:30 pm Monday through Friday………………..…..……………...…….$99.00               $149.00         Per Man/Per Hour 
Overtime – 4:30 pm – 8:00 am Monday through Friday, Saturday, Sunday, Holidays……………...$149.50               $199.00         Per Man/Per Hour 
Aerial Lift (Required for all labor calls)………………………………………………………………..$100.00                    $120.00          Per Lift/Per Hour 
The minimum charge for labor and lift is (2) two hours following by (1/2) half hour increments. 

 
Installation Labor – Indicate service requested by checking box below: 
 

 Hawaii Expo, Inc. to supervise.  Exhibitor need not be present.  Installation per exhibitor provided floor plan and 
instructions.  A 25% supervisory fee will be added. 

 Exhibitor supervised (Do NOT proceed).  Check-in with Exhibitor Service Desk required.  Assigned labor will be held 
(1) one hour at service desk; wait time will be charged to exhibitor.  Personnel must be signed in and out. 
Name of on-site exhibitor supervisor:  ________________________________   Cell:  _______________________ 

 

Date Start Time No. Of 
People 

 Hrs Per Person  Total  
Hours 

 Hourly 
Rate 

 Total 

   X  =  @  =  

   X  =  @  =  
 

Dismantle Labor – Indicate service requested by checking box below: 
 

 Hawaii Expo, Inc. to supervise.  Exhibitor need not be present.  Installation per exhibitor provided floor plan and 
instructions.  A 25% supervisory fee will be added. 

 Exhibitor supervised (Do NOT proceed).  Check-in with Exhibitor Service Desk required.  Assigned labor will be held 
(1) one hour at service desk; wait time will be charged to exhibitor.  Personnel must be signed in and out. 
Name of on-site exhibitor supervisor:  ________________________________   Cell:  _______________________ 

 

Date Start Time No. Of 
People 

 Hrs Per Person  Total  
Hours 

 Hourly 
Rate 

 Total 

   X  =  @  =  

   X  =  @  =  

 
 
 
 
 

 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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  RIGGING SERVICE 
EQUIPMENT (PER DAY RATES) 
 

QTY Description Advance Floor Total 

 ½ Ton Hoist (1,000 lb. Max) $200.00 $295.00  

 1 Ton Hoist (2,000 lb. Max) $250.00 $360.00  

 Attachment to New Lift Point $250.00 $295.00  

 12” Box Truss – Per Foot $17.00 $29.00  

 Corner Block $150.00 $195.00  

 Additional Hardware POA POA  

 
✓ 30% Surcharge will be added for rigging labor or equipment ordered at show site. 
✓ There is a minimum charge of (2) two-hour per worker.  Invoice will be based on actual hours worked 

rounded to the night highest (1/2) half hour. 
✓ Electrical labor must be ordered for all under-carpet distribution, overhead distribution, motor and 

equipment hookups requiring hard wiring connections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
EXHIBITOR NAME:  __________________________________________________________ BOOTH #_________________ 
MAILING ADDRESS:  __________________________________CITY, STATE, ZIP CODE:  ____________________________ 
ORDERED BY (PRINT):  _____________________________________ SIGNATURE: ________________________________ 
PHONE:  _____________________ CELL:  ____________________ EMAIL:  ______________________________________ 
 
In accepting this order, it is understood in case of fires, strikes, accidents, transportation contingencies, or any other cause whatsoever beyond our 
control, Hawaii Expo, Inc. will be released from any legal obligation of performance.  This order is accepted subject to these conditions.  Signer agrees 
to pay a finance charge of 1.5% per month (18% per annum) which will be added to any balance due to not paid within (30) thirty day of invoice date.   
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RECYCLE 
Please Help Keep Hawaii Beautiful 
 
Hawaii environmental laws and best industry practice requires we recycle. 
 
Rubbish, post show cleaning, and waste removal is the responsibility of individual 
exhibitors; exhibitors are subject to cleaning charges for booth area not cleaned at end of 
show.   
 
Look for recycle containers located within exhibit hall at close of show. 

Cardboard 
Yes, you can recycle: 

✓ Corrugated cardboard 
✓ Boxboard (cereal boxes, packing boxes) 
✓ Cardboard egg cartons 
✓ Paper bags – all color and sizes 
✓ Cardboard cores from paper towels and toilet tissue 

Cardboard recycling is easy: 
✓ Remove plastic or foil liners from cereal boxes. 
✓ Remove food or product reside. 
✓ “Step on it” to flatten boxes. 
✓ Remove string, wire, or plastic banding used to store flattened boxes before depositing in bins. 

What happens to the cardboard? 
✓ Cardboard is hauled to recycler where it is baled and sent to a dealer who sells the material on the international 

market.  Recycled cardboard is used in building materials, boxboard, and packaging materials. 
No, you can’t recycle: 

✓ Juice boxes with foil and plastic lining 
✓ Waxed milk and juice cartons 
✓ Wax-coated cardboard 
✓ Unflattened anything 

 
Paper 
Yes, you can recycle: 

✓ Mixed paper 
✓ High-grade white office paper 
✓ Newspaper 

What happens to paper? 
✓ All paper products are taken to a recycle company where they are bundled and shipped off island to a paper 

broker. 
No, you can’t recycle: 

✓ Shredded paper 
✓ Carbon paper 
✓ Metal or spiral binders 
✓ Photographs 
✓ Thermal fax paper 
✓ Gift wrapping paper 
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RECYCLE 
Web Resources 
These organization provide contact information at the following websites? 
 
Earth 911 
www.earth911.org – The site features a recycling search tool where you type in what you want to recycle and a zip code.  
In return, you will receive information on a local place that recycles your items.   
 
The Recycling Center 
www.recyclingcenters.org – the site features a recycling sear tool where you type in a zip code and you receive a listing 
of local centers that recycle.   
 
Pickup Services 
These organizations will pickup used items.  Items must be in good working condition.  Items may include but are not 
limited to, clothing, small appliances, bedding, small furnishings (end tables, chairs, lamps), toys, kitchen and household 
goods.  Call the phone numbers listed to schedule a pickup for your reusable items.   
 
Catholic Charities 
808-536-1794 
Accepts clothing, bedding, and other small household goods. 
 
Helping Hands Hawaii 
808-536-7234 
Also picks up large appliances, beds, and home and office furniture and equipment. 
 
Kidney Clothes (National Kidney Foundation of Hawaii) 
808-596-7575 
Picks up clothing, bedding, and other small household goods. 
 
Hawaii Open Source Education Foundation (HOSEF) 
808-689-6518 
Accepts donated computer equipment for placement in local schools. 
 
Base Yard Hawaii 
808-842-0770 
Accepts donated construction material and products for disadvantage building homes and businesses.   
 
Hawaii Foodbank 
808-836-3600 
Collects warehouse and distributes mass quantities of both perishable and non-perishable food to member agencies as 
well as food banks on the Big Island, Maui, and Kauai.   
 
 
 

   

http://www.earth911.org/
http://www.recyclingcenters.org/
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SERVICE EVALUATION 
 

PLEASE HELP US IMPROVE OUR SERVICE 
 

Pre-Show: 
 

Did you receive information on time?  ____________________________________________________________________ 
 
Did we offer you equipment and services you expected?  ____________________________________________________ 
 
Did you have any difficulty placing your order?_____________________________________________________________ 
 
Were our rates competitive and expected?  _______________________________________________________________ 
 
What do we need to improve on?  _______________________________________________________________________ 
 
Show: 
 
Did we meet your expectations for service, quality, and quantity of equipment?  _________________________________ 
 
How was your experience with our staff?  _________________________________________________________________ 
 
How did we help you resolve any problems?  ______________________________________________________________ 
 
Did you have any problems with the facility?  ______________________________________________________________ 
 
Did your show site freight deliveries meet your expectation?  ________________________________________________ 
 
Post Show: 
 
Did we provide you with acceptable accounting of our financial transactions?  ___________________________________ 
 
If we were hired to provide labor for dismantle, did we properly repack your exhibit?  ____________________________ 
 
Did we have any problems handling your outbound materials?  _______________________________________________ 
 
Closing Comments: 
 

 

 

 

 
Indicate your name and contact information if you would like a personal follow-up.   
Mahalo and thank you for your cooperation and assistance. 
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