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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 

 

 

 

 W  E  L  C  O  M  E 

 
ROANOKE INDUSTRIAL SHOW 2006 

 
Dear Exhibitor: 
 
Five Star Convention Decorating, Inc. is pleased to be the Official Service 
Contractor for the ROANOKE INDUSTRIAL SHOW 2006. 
� Our purpose – to serve you, start to finish-throughout the planning, 

production and dismantle of the event.   
� Our goal – to assist you in making this event a successful and pleasant 

experience. 
� Our payment policy – all pre orders must be submitted with full payment to 

qualify for the advance pricing.  All show site orders or changes must be 
paid in full at show site.  We accept American Express, Visa, MC, company 
check and cash.  Changed or cancelled orders are subject to a 50% service 
charge.  A service charge of $40.00 will be assessed for all returned checks.  
No credits can be issued for any services after the close of the show.  Please 
bring any disputes or questions to our attention during the show through the 
Exhibitor Service Desk. 

 
Five Star Convention Decorating, Inc. will provide an on site Exhibitor Service 
Desk.  If you need to place, change or verify an order for your booth 
requirements, please visit us at this location and we will be happy to help you. 
 
Please feel free to contact us at any time with any questions you may have in 
regards to your booth requirements.   
 
Have a Great Show! 
 
Best Regards, 
 
 
Mary Ann Schestag 
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D e a r   E x h i b i t o r 
 
Thank you for your participation in the ROANOKE INDUSTRIAL SHOW 2006.  
This Exhibitor Show Manual contains vital information, all the order forms you 
need for show services, as well as a section totally dedicated to proven 
exhibitor promotion activities designed to increase the value of your trade 
show experience. 
 
 

C R I T I C A L   I N F O R M A T I O N  

 
Location:   Roanoke Civic Center 
    710 Williamson Road 
    Roanoke, VA 24016 
 
Show Hours:   Tuesday, October 24th 10:00 AM – 3:00 PM 
    Wednesday, October 25th 10:00 AM – 3:00 PM 
 
    

Move In Dates & Times: Monday, October 23rd  11:00 AM – 6:00 PM 
    Tuesday, October 24th 8:00 AM – 9:00 AM 
 
ALL EXHIBITS MUST BE IN PLACE BY 9:00 AM ON TUESDAY OCTOBER 24TH 

NO EXCEPTIONS! 
 

 
Move Out Date & Times: Wednesday, October 25th  3:00 PM– 10:00 PM 

     

N O    E A R L Y    B R E A K D O W N 
 

Please review the following information.  Should you have any questions, 
please call us @ (210) 832-8444, ext. 205 or 1-800-532-3976 (USA only). 
 
 
We look forward to seeing you at the show! 
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K e y   C o n t a c t s 

 

SMC EVENTS       SHOW MANAGEMENT 

 
Ralph Romine – Exhibit Sales   email: ralph@smc-events.com 
10612 Sentinel St 
San Antonio, TX 78217 
(210) 832-8444 ext. 205 (800) 532-3976  (USA only) 
(210) 832-8228 FAX  
 
          

FIVE STAR CONVENTION DECORATING   SHOW SERVICES 

 
Mary Ann Schestag - General Manager  email: maryann@fivestarcd.org 
P. O. Box 250 
Hampstead, MD 21074 
(410) 239-0606 1-888-338-0606 
(410) 239-1452 FAX 
 
 

FREEMAN COLISEUM     SHOW SITE 

 
710 Williamson Road 
Roanoke, VA 24016 
(540) 853-2241 
Please note there are not permanent docks at this facility, lift gates on all 
deliveries are a great help. 
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ROANOKE INDUSTRIAL SHOW 2006 
 

P  L  E  A  S  E       R  E  A  D      T  H  I  S      M  A  N  U  A  LP  L  E  A  S  E       R  E  A  D      T  H  I  S      M  A  N  U  A  LP  L  E  A  S  E       R  E  A  D      T  H  I  S      M  A  N  U  A  LP  L  E  A  S  E       R  E  A  D      T  H  I  S      M  A  N  U  A  L    

 

 
 
 
 
 
 

   X H I B I T O R   C H E C K L I S T 

 

A C T I O N 

 

Exhibit Space Final Payment . . . . . . . . . . . . . . . . . . .Exhibit Space Final Payment . . . . . . . . . . . . . . . . . . .Exhibit Space Final Payment . . . . . . . . . . . . . . . . . . .Exhibit Space Final Payment . . . . . . . . . . . . . . . . . . . . . . . . . . .August 1 . . . . . . . .August 1 . . . . . . . .August 1 . . . . . . . .August 1    

 

Submit Additional Invitation Order Form . .Submit Additional Invitation Order Form . .Submit Additional Invitation Order Form . .Submit Additional Invitation Order Form . . . . . . . . . . . . . . . . September 1 . . . . . . . . . . . . . . September 1 . . . . . . . . . . . . . . September 1 . . . . . . . . . . . . . . September 1    

 

Submit All Decorator & Utility Forms toSubmit All Decorator & Utility Forms toSubmit All Decorator & Utility Forms toSubmit All Decorator & Utility Forms to    

Five Star Convention Decorating . . . . Five Star Convention Decorating . . . . Five Star Convention Decorating . . . . Five Star Convention Decorating . . . . . . . . . . . . . . . .. . . . . . . . . . . .. . . . . . . . . . . .. . . . . . . . . . . . . . . . . . September 24 . . . . . . September 24 . . . . . . September 24 . . . . . . September 24 

 

Return Exhibitor Badge/Registration Form . . . . . . . . Return Exhibitor Badge/Registration Form . . . . . . . . Return Exhibitor Badge/Registration Form . . . . . . . . Return Exhibitor Badge/Registration Form . . . . . . . . . . . . . . October 18. . . . . . October 18. . . . . . October 18. . . . . . October 18    

 

Submit Lead Retrieval Order Forms . . . . . . . . . . . . . .Submit Lead Retrieval Order Forms . . . . . . . . . . . . . .Submit Lead Retrieval Order Forms . . . . . . . . . . . . . .Submit Lead Retrieval Order Forms . . . . . . . . . . . . . .. . . . . . October 18. . . . . . October 18. . . . . . October 18. . . . . . October 18    

E 
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 

 
O R D E R     S U M M A R Y   &   R E C A P    S H E E T 

A N D 
C R E D I T   C A R D    A U T H O R I Z A T I O N    F O R M  

 
ROANOKE INDUSTRIAL SHOW 2006 

 
YOUR ORDERS MUST BE SUBMITTED WITH FULL PAYMENT BY THE POSTED DEADLINE DATES TO 
RECEIVE THE APPLICABLE ADVANCE RATES. 
 
PAYMENT POLICY:  
 

� All orders must be accompanied by full payment either by check or credit card as indicated 
below.   

 

� If your company is shipping any freight/materials directly to this event or to our advance storage 
warehouse you must also complete the credit card authorization form in the “Shipping & Freight” 
Section of this manual. 

 

� ALL ADVANCE ORDERS, AS WELL AS SHOW SITE ORDERS RECEIVED WITHOUT A CHECK PAYMENT 
WILL BE APPLIED TO THE CREDIT CARD INFORMATION THAT IS LISTED BELOW.  

 

 

 

Company Name:  Booth # __________ 

RECAP SHEET 
 
BOOTH ACCESSORY FORM $  

ELECTRICAL ORDER FORMS $_______________________ 

DAILY BOOTH CLEANING $  

SHOW SITE SHIPMENT-FREIGHT ORDER FORM $  

HOURLY FORKLIFT SERVICE ORDER FORM $  
 

TOTAL AMOUNT DUE $  

CREDIT CARD INFORMATION AND AUTHORIZATION:  

Visa, MasterCard or American Express Only 

 
Card Holder Name (Please Print):   
 
Authorized Signature:   

Account Number:   Expiration Date: _________ 
 
Billing Zip Code for this card:______________________ Customer Code: ________
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 

 

B O O T H    A C C E S S O R I E S    O R D E R    F O R M 

A D V A N C E    P R I C I N G    D E A D L I N E: 09/24/06 
 

ROANOKE INDUSTRIAL SHOW 2006 
 
Included in Booth Cost: 8’ draped backdrop (blue & white), 3 ½’ draped side-rail, 7” x 44” identification sign. 

 

Quantity Advance Price Each Total 
 

______Folding Chair  25.00 _____________ 

______Upholstered Chair 32.00 _____________ 

______Counter Stool w/ back 50.00 _____________ 

______4’ Undraped Table 30” high   35.00               _____________ 

______4’ Undraped Table 42” high 40.00 _____________ 

______4’ Draped 30” high 52.00 _____________ 

______4’ Draped 42” high 65.00 _____________ 

______6’ Undraped Table 30” high 40.00 _____________ 

______6’ Undraped Table 42” high 45.00 _____________ 

______6’ Draped Table 30” high 63.00 _____________ 

______6’ Draped Table 42” high 75.00 _____________ 

______8’ Undraped Table 30” high 45.00 _____________ 

______8’ Undraped Table 42” high 50.00 _____________ 

______8’ Draped Table 30” high 72.00 _____________ 

______8’ Draped Table 42” high 85.00 _____________ 

______4th side table draping 25.00 _____________ 

Indicate Color Choice for Draping:  Red____ Blue____ Green____ Gold____ White____ Black____ 

______9’ x 10’ Carpet 120.00 _____________ 

______9’ x 20’ Carpet 200.00 _____________ 

______9’ x 30’ Carpet 275.00 _____________ 

______9’ x 40’ Carpet 350.00 _____________ 

______Carpet Padding (square footage)   .25 _____________ 

______Visqueen Covering (square footage) .35 _____________ 

Carpet rentals include daily vacuum service 

Indicate Color Choice for Carpet: Red_____ Blue_____ Grey_____ 

 
______Wastebasket w/liner 16.00   

______Easel 15.00   

ORDER SUMMARY TOTAL:   

 TAX: 5%   
   GRAND TOTAL:  
 
Company Name:  Booth #:   
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 

   

E L E C T R I C A L    O R D E R     F O R M 

A D V A N C E    P R I C I N G    D E A D L I N E: 09/24/06 
 

ROANOKE INDUSTRIAL SHOW 2006 
 
The rates listed below are for one (1) outlet only.  The charge for electric service 
includes current usage, installation in the most convenient location and removal the 
close of the show.  Special service or wiring of, or into equipment, will be charged at 
prevailing rates for labor and materials.  Five Star Convention Decorating will not be 
responsible for power failures and/or voltage fluctuations.  WE CANNOT GUARANTEE 
SERVICE/ORDERS PRIOR TO SHOW OPENING ON LATE REQUESTS/SHOW SITE ORDERS.  
There will be an additional service charge of 50% on electrical orders received after 
the deadline date as published above.  NO CREDITS will be issued for service ordered 
or installed but not used.  

24 Hour Service is an additional 50% service charge that must be added to 
these Advance Unit Prices for either 110 or 208 voltage.  If this is a necessity, 
please indicate below and adjust your payment accordingly.      
 YES______  NO ______ 
 
 
 

 

 

 

 

 

 

 

 

 

 
 
 

If you require higher amperage than 208 it may be available based on your 
location and the amount of power the facility is able to access.  Additional 
costs will be incurred for labor and materials to provide a higher amperage 
service.  CALL US FOR PRICING. 

 

ORDER SUMMARY TOTAL: ________________   

 
Company Name:  Booth #:   

110 Voltage 

   Number Of  Advanced 
Amperage  Connections  Unit Price  Extended Total  
500 Watts  ___________  $ 75.00   ______________ 
1000 Watts  ___________  $ 90.00   ______________ 

208 Voltage 

  Number Of  Advance Unit Price 
Amperage Connections  Single        Three  Extended Total  
20 Amps ___________  $120.00     $135.00  ______________ 
30 Amps ___________  $140.00     $160.00  ______________ 
40 Amps ___________  $170.00     $195.00  ______________ 
50 Amps ___________  $190.00     $195.00  ______________ 
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 

 
 

D A I L Y    B O O T H    C L E A N I N G   O R D E R    F O R M 

A D V A N C E    P R I C I N G    D E A D L I N E: 09/24/06 
 
 

ROANOKE INDUSTRIAL SHOW 2006 
 
 

PLEASE NOTE:  Rental carpet includes daily vacuum service. 
 

 
BOOTH CLEANING 

 
 Daily Vacuum Service for Exhibitor-owned carpet.  Each day prior to opening at $.45 per 
square foot.  This service can only be ordered for your entire square footage of booth space, 
partial orders will not be accepted. 
 
   Square Footage  X  $ .45 (per square foot) = $ 

 TOTAL 
 

 

 
 
 

ORDER SUMMARY TOTAL:   

 
 
Company Name:  Booth #:   
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 

 
 
 
 
 
 
 

 
 

TWO SERVICES ARE AVAILABLE: 
 

 

1. SHOW-SITE SHIPMENTS 
 

2. HOURLY FORKLIFT RATES 
 

IMPORTANT NOTES 
 

• “Net” weight tickets will be required for all shipments prior to unloading. 
 

• “Empty” storage is for empty crates, boxes or cases only.  Five Star 
Convention Decorating, Inc., is not responsible for any damage to 
contents left in containers that are labeled for “empty” storage. 

 
• Tracking:  A copy of bills of lading and manifests should be forwarded to 

Five Star Convention Decorating, Inc. when your shipping arrangements 
have been finalized.  This will allow us to assist you or your staff in 
seeking out your freight/shipment should a problem occur. 

 
• Insurance:  Be certain to insure your materials from the time they leave 

your facility until they are returned after the show.  It is suggested that 
exhibitors arrange an “All Risk Rider” to their existing policies. 
 

TO KEEP YOUR COSTS TO A MININUM, BE PREPARED!!! 
 

• Complete a scaled floor plan of your booth area. 
 
• Be present during machine placement both in and outbound. 
 
• Complete the pre-show information sheets included in your manual. 
 
Bring all necessary tools and/or fittings for balancing and connecting equipment. 

FREIGHT SERVICES 
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 
 
 

H O U R LY    F O R K L I F T    S E R V I C E    O R D E R    F O R M  

 
 

ROANOKE INDUSTRIAL SHOW 2006 

 
Service includes: 
 

• Receipt of shipments at show site during published move-in days & hours only 
 

• Delivery to booth under exhibitor supervision.  EXHIBITOR SUPERVISION IS 
MANDATORY! 

 
• Crate and/or skid storage 

 
• Delivery of crates/skids after show 

 
• Delivery of freight to designated vehicles on move-out, under exhibitor 

supervision.  EXHIBITOR SUPERVISION IS MANDATORY! 
 

• Shipments must arrive pre-paid….collect shipments will be refused 
 
Does Not Include: 
 

• Labor necessary for un-skidding, un-crating or more than a one-time spot. 
• Unsupervised movement, receipt or delivery of materials and or equipment on an 

exhibitor’s behalf. 
 

 
 
Forklift Rate: This rate applies as a minimum fee for one hour of roundtrip 
service.  A time ticket will be established.  Service time is assessed based 
on time required for move-in, move out time is assumed to be equivalent to 
the time used during move-in.  Should the time exceed one hour of service 
additional fees will apply. 

� Small Forklift (up to 4000#) $200.00 round trip 
 
 

ORDER SUMMARY TOTAL: ______________   

 
 
Company Name:_____________________________ Booth #: ____________ 
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 
 
 

S H O W   S I T E   S H I P M E N T S   O R D E R    F O R M 

 
S H I P M E N T S     C A N N O T     B E     R E C E I V E D     A T     T H I S     A D D R E S S 

P R I O R     T O   10/23/06 

ROANOKE INDUSTRIAL SHOW 2006 

 
Service includes: 
 

• Receipt of shipments at show site during published move-in days & hours only 
 

• Delivery to booth 
 

• Crate storage 
 

• Delivery of crates after show 
 

• Delivery of freight to designated vehicles under our supervision 
 
Does Not Include: 
 

• Labor necessary for un-skidding, un-crating or more than a one-time spot. 
 
Label each crate or package as follows: 
 
 
 
 
 
 
 
 
 

 

Shipments must be prepaid. . . collect shipments will be 
refused 

 
Rates: $42.00 per 100 lbs. 
 $100.00 minimum charge 

REMITTANCE: 

Weight:   # of pounds _____________________ x $42.00 = _________________ 

                                     (round off to nearest 100#)                       Total Amount Due 
 
Company Name:  Booth #: ______________ 

To: Five Star Convention Decorating, Inc. 
Roanoke Civic Center 
710 Williamson Road 
Roanoke, VA 24016 

 
For: Roanoke Industrial Show 2006 

 
Booth #:  

 
Company Name:  
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FIVE STAR CONVENTION DECORATING, INC. 
P. O. Box 250 Hampstead, MD 21074 
(410) 239-0606 (410) 239-1452 fax 

 
 

I N S U R A N C E   B U L L E T I N   &   N O T I C E 
LIMITS OF LIABILITY 

 
ROANOKE INDUSTRIAL SHOW 2006 

 
Be certain you are insured.  Five Star Convention Decorating Inc. is not 
responsible for your materials or your display while at the show. 
 
Be certain your materials are insured from the time they leave your firm 
until they are received at their destination after the show.  It is suggested 
that you arrange for all-risk coverage, which usually is done with a “rider” to 
your existing insurance policy.  
 

Five Star Convention Decorating Inc. and their subcontractors shall not and 
cannot be held responsible for the following: 
 

� Damage to uncrated materials, materials improperly packed, glass 
breakage or concealed damages. 

 

� Loss or thefts of an exhibitor’s materials after the same have been 
delivered to the booth. 

 

� Disappearances of materials before same are picked up for loading 
out of the booth subsequent to the show.  All Bills of Lading or 
shipping instructions, covering shipments which are furnished to Five 
Star Convention Decorating will be checked at the time of actual 
loading and corrections made where discrepancies exist. 

 

� Loss, delay or damage due to strikes, lockouts or work stoppages of 
any kind or to any causes beyond its control. 

 

Five Star Convention Decorating shall not be liable to any extent whatsoever for any 
actual, potential or assumed loss of profits of revenues or for any collateral costs 
which may result from any loss or damage to an exhibitor’s materials which may make 
it impossible or impractical to exhibit same.  The liability of Five Star Convention 
Decorating is limited to $.25 per pound, per article, with a maximum of $50.00 per 
item and a maximum of $1,000.00 per shipment while the materials/equipment is 
being handled or is in temporary storage. 
 

The consignment or delivery of a shipment to Five Star Convention Decorating 
by an exhibitor or by any shipper on behalf of an exhibitor are subject to the 
terms and conditions set forth in this bulletin. 
 


