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SAN FRANCISCO BAY AREA

You may appreciate knowing in advance that union labor may be required for certain aspects 
of your exhibit handling.  To help you understand the jurisdiction the various unions have, 
please read the following:

  DISPLAY LABOR 
By definition, the installation or dismantling of exhibits which requires the use of hand tools, or 
takes one person more than 30 minutes, or exceeds ten feet in any direction,  falls within the 
jurisdiction of the Local 510 of the Sign Display and Crafts Union.  You can handle and set out 
the products you manufacture; however, all background materials - display boards, backdrops, 
stands - anything the products are displayed upon, attached to, or made part of, and laying of 
floor tile and carpets must be installed by union labor.  Labor can be ordered in advance by 
returning the Display Labor order form, or on show site at Freeman Service Center.

  MATERIAL HANDLING 
The Teamsters Union Local 85 has jurisdiction over all unloading and reloading of materials.  
The Union also has jurisdiction over the operation of all material handling equipment - this 
includes all dollies and hand trucks.

You may hand carry only what you can manage by yourself (one person) in one trip, using 
no equipment.  Since hand carried materials may not come through the freight entrance, 
show management will designate a specific entrance for hand carried items.  Current union 
jurisdiction precludes hotel personnel from delivering material to exhibit booths.

    TIPPING      
Freeman  requests that exhibitors do not tip our employees.  They are paid an excellent wage 
scale denoting a professional status, and we believe that tipping is not necessary.  This 
applies to all Freeman employees.  Any request for such should be brought to the attention of 
a Freeman Representative at Freeman Service Center.

 SA FETY 
Standing on chairs, tables or other rental furniture is prohibited.  This furniture is not engineered 
to support your standing weight.  Freeman  cannot be responsible for injuries or falls caused by 
improper use of this furniture.  If assistance is required in assembling your booth, please order 
labor on the Display Labor order form and the necessary ladders and tools will be provided.

  IN GENERAL 
Craftsmen at all levels are instructed to refrain from expressing any grievances or directly 
challenging the practices of any exhibitor.  All questions arising with regard to the Union's 
jurisdiction or practices must be directed to a FREEMAN management representative.



As the official service contractor‚ Freeman is the exclusive provider of freight 
services. Material handling includes unloading your exhibit material‚ storing up 
to 30 days in advance at the warehouse address‚ delivering to the booth‚ the 
handling of empty containers to and from storage‚ and removing of material from 
the booth for reloading onto outbound carriers. It should not be confused with the 
cost to transport your exhibit material to and from the convention or event. You 
have two options for shipping your advance freight — either to the warehouse or 
directly to show site.

How do I ship to the warehouse?
• We will accept freight beginning 30 days prior to show move-in.

• To check on your freight arrival‚ call Exhibitor Services at the location listed on 
Quick Facts.

• To ensure timely arrival of your materials at show site‚ freight should arrive by 
the deadline date listed on Quick Facts. Your freight will still be received after the 
deadline date‚ but additional charges will be incurred.

• The warehouse will receive shipments Monday through Friday, except holidays. 
Refer to Quick Facts for warehouse hours. No appointment is necessary.

• The warehouse will accept crates‚ cartons‚ skids‚ trunks/cases and carpets. 
Loose or pad-wrapped material must bae sent directly to show site.

• All shipments must have a bill of lading or delivery slip indicating the number of 
pieces‚ type of merchandise and weight.

• Certified weight tickets must accompany all shipments.

• Warehouse freight will be delivered to the booth prior to exhibitor setup.

• Please call the number located on Quick Facts if you want to ship oversized 
material that requires special equipment to the warehouse.

How do I ship to show site?
• Freight will be accepted only during exhibitor move-in. Please refer to Quick 

Facts for the specific exhibitor move-in dates and times.

• All shipments must have a bill of lading or delivery slip indicating the number of 
pieces‚ type of merchandise and weight.

• Certified weight tickets must accompany all shipments.

What about prepaid or collect shipping charges?
• Collect shipments will be returned to the delivery carrier.

• To ensure that your freight does not arrive collect‚ mark your bill of lading 
“prepaid.”

• “Prepaid” designates that the transportation charges will be paid by the exhibitor 
or a third party.

How should I label my freight?
• The label should contain the exhibiting company name‚ the booth number and 

the name of the event.

• The specific shipping address for either the warehouse or show site is located 
on Quick Facts.

How do I estimate my Material Handling charges?
• Charges will be based on the weight of your shipment. Each shipment received 

is considered separately. The shipment weight will be rounded to the next 100 
pounds. Each 100 pounds is considered one “cwt.” (one hundred weight). All 
shipments are subject to reweigh.

• On the Order Form‚ select whether the freight will arrive at the warehouse or be 
sent directly to show site.

• Next‚ select the category that best describes your shipment. There are three 
categories of freight: 

  Crated: material that is skidded or is in any type of shipping container that can 
be unloaded at the dock with no additional handling required.

  Special Handling: material delivered by the carrier in such a manner that it 
requires additional handling‚ such as ground unloading, stacked and constricted 
space unloading‚ designated piece unloading, loads mixed with pad-wrapped 
material, loads failing to maintain shipping integrity, carpet and/or pad-only 
shipments, and shipments that require additional time, equipment or labor to 
unload. Federal Express and UPS are included in this category due to their 
delivery procedures.

Uncrated: material that is shipped loose or pad-wrapped‚ and/or unskidded 
machinery without proper lifting bars or hooks.

• Add overtime charges for inbound if material is delivered to the booth during 
the overtime period stated on Quick Facts. This includes both warehouse and 
show-site shipments.

• Add overtime charges for outbound if material is loaded onto the outbound 
carrier during the overtime period stated on Quick Facts.

• Add the late delivery charge listed on the Order Form if the shipment is accepted 
at the warehouse or at show site after the deadline date listed on Quick Facts.

• The above services‚ whether used completely or in part‚ are offered as a package 
and the charges will be based on the total inbound weight of the shipment.

• Shipments received without receipts or freight bills, such as UPS and Federal 
Express, will be delivered to the booth without guarantee of piece count or condition.

What happens to my empty containers during the show?
• Pick up “Empty Labels” at the Service Center. Place a label on each container. 

Labeled containers will be picked up periodically and stored in non-accessible 
storage during the show.

• At the close of the show‚ the empty containers will be returned to the booth in 
random order. Depending on the size of the show‚ this process may take several 
hours.

How do I protect my materials after they are delivered to the show or 
before they are picked up after the show?
• Consistent with trade show industry practices‚ there may be a lapse of time 

between the delivery of your shipment(s) to your booth and your arrival. The 
same is true for the outbound phase of the show — the time between your 
departure and the actual pick-up of your materials. During these times‚ your 
materials will be left unattended. We recommend that you arrange for a 
representative to stay with your materials or that you hire security services to 
safeguard your materials.

How do I ship my materials after the close of the show?
• Each shipment must have a completed Material Handling Agreement in order to 

ship materials from the show. All pieces must be labeled individually.

• To save time‚ complete and submit the Outbound Shipping Form in advance‚ or 
you may contact the Service Center at show site for your shipping documents. 
The Material Handling Agreement and labels will be processed and available 
prior to show closing.

• After materials are packed‚ labeled‚ and ready to be shipped‚ the completed 
Material Handling Agreement must be turned in at the Service Center.

• Call your designated carrier with pick-up information. Please refer to Quick Facts 
for specific dates and times. In the event your selected carrier fails to show on 
final move-out day‚ your shipment will either be rerouted to Freeman’s carrier 
choice or delivered back to the warehouse at exhibitor’s expense.

• For your convenience‚ show-recommended carriers will be on site to handle 
outbound transportation.

Where do I get a forklift?
• Forklift orders to install or dismantle your booth after materials are delivered 

may be ordered in advance or at show site. We recommend that you order in 
advance to avoid additional charges at show site. Refer to the Order Form for 
available equipment.

• Advance and show-site orders for equipment and labor will be dispatched once a 
company representative signs the labor order at the Service Center.

• Start time is guaranteed only when equipment is requested for the start of the 
working day.

Do I need insurance?
• Be sure your materials are insured from the time they leave your firm until 

they are returned after the show. It is suggested that exhibitors arrange all-risk 
coverage. This can be done by riders to your existing policies.

• All materials handled by Freeman are subject to the enclosed Terms and Conditions.

Other available services (may not be available in all locations)

• Cranes

• Scissor lifts‚ condors

• Access storage at show site

• Exhibit transportation services (see enclosed brochure)

• Security storage at show site

• Short-term and long-term warehouse storage

• Local pick-up and delivery

• Priority empty return

w h a t a r e Freight ServiceS?
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