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EXHIBITOR’S TIMELINE 
 

 Immediate  Room reservations at area hotel 

 

 Immediate  Balance due for exhibit space 
 

Immediate       Texas Application for Sales Tax Permit and/or Use Tax Permit 
                              Visit the website at www.window.state.tx.us/taxpermit/     
              Registration is completed online. 
 

 
 April 4 Additional Punch Card form due 

 
 April 4 Exhibitor Services Orders must be placed for booth furnishings, 

parking, internet, electric, telephone. Please visit the facility 
website at: 
https://elpasolive.com/additional_info/service_order_forms for 

forms and more information 

 
 

 April 9-10 Set-up time for show at El Paso Convention and Performing Arts 
Center 

  
 April 8-9 All freight being shipped directly to the show must arrive on 

these dates only 
  

 April 11 Show opens at 10:00a.m. 

 

 

If you have any questions please call the show hotline at 1-800-848-6247  

http://www.window.state.tx.us/taxpermit/
https://elpasolive.com/additional_info/service_order_forms
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GENERAL INFORMATION 
 
 Show Dates: April 11-13, 2014 

 

 Show Location: El Paso Convention Center 

One Civic Center Plaza  

El Paso, TX 79901   
   

 

 Show Times: Friday 10:00 am – 8:00 pm 

  Saturday 10:00am – 8:00 pm 

  Sunday 10:00 am – 4:00 pm 
   

 

 Move-In: Exhibitor set-up times are the following: 

 

  Wednesday, April 9:   

  9:00am-5:00pm (Dealers and large island booths only) 
  

  1:00pm-5:00pm for 10x10’s, 10 x 20’s, etc. 

  

 Thursday, April 10: 

  9:00am-5:00pm—remaining exhibitors 
   

 Move-Out: Booth teardown does not to start until close of the show at 4:00 pm on 

Sunday, April 13 and goes until 11:00pm. Additional move-out time 

will be available from 8:00am to 2:00pm on Monday, April 14. 

 
 Hotel Reservations: See area hotel on page 10 in this kit. 

  

 Security: El Paso Convention Center security will be in force during move-in and 

show hours. 

  
 Promoter: GS Media & Events 

  250 Parkway Drive, Suite 270, Lincolnshire, IL 60069 

  Telephone: 800-848-6247 ext. 2427, Fax: 270-438-4723 

  www.gsevents.com 

 

  

  EXHIBITOR HOTLINE: 800-848-6247  
 

http://www.gsevents.com/
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Exhibitor Admission: In order to expedite admission to the show for exhibitors, we are using 
PUNCH CARDS.  Here is how the program works: 

1) Each 10 x 10 exhibitor will be provided 6 cards 

2) For each additional 10 x 10 space (i.e. 10x20, 10x30, etc.), exhibitors will receive the 
following allotment: 

200-400 sq. ft.: 8 cards  801-1000 sq. ft.: 14 cards 

401-600 sq. ft.: 10 cards  1001+ sq. ft.: 16 cards 

601-800 sq. ft: 12 cards 

Note:  The maximum cards an exhibitor will receive is 16. If you need more cards than your 

allotment, you may buy additional cards for $10.00 each or purchase a $5.00 one -day discount 
ticket. Punch Cards are good for all days of the show. 

3) Punch Cards and one-day discount tickets will be available for pick-up/purchase at the Show 
Office during move-in and show hours.  Signature is required on your company form at the 
time of pick-up. 

4) Exhibitors must sign their Punch Cards.  If an exhibitor plans to leave the show during the 
day, they must have their hand stamped at the door. 

5) Punch cards are punched one time only each day at the show entrance. If an exhibitor comes 
to the show without the card, they can either purchase another card or buy a one-day discount 
ticket to the show. Cards are non-transferrable. 

_________________________________________________________________________________ 

 

To purchase additional cards/discount ticke ts please fill out the form below: 

Company Name:___________________________________________ 

Contact Name:____________________________________________ 

Number of additional Punch Cards:______ @ $10.00 each  Total:______ 

Number of one-day discount tickets:______ @$5.00each  Total:______ 

**Credit Card Payment Options** 

__Visa  __MasterCard  __Discover 

Credit Card #:_________________________________________ Exp Date:_________________ 

Name on Card:________________________________________ (please print) 

Signature:____________________________________________ 

 

PLEASE NOTE: Punch Cards are to be used only by personnel working the exhibit. Misuse will 

jeopardize participation in future shows.  Please fax this form to Michelle Quill, Events 
Administrator, at 270-438-4723 no later than April 4, 2014. 



6 6 

 

 
 
 

 

 
 
RETAIL SELLING/CERTIFICATE OF COMPLIANCE 
 
 
 

Retail Selling will be allowed and is a major benefit to exhibitors at the show. Regardless if you are 
selling products from your exhibit or just displaying, you must complete BOTH of the following 
items: 
 

 
 

1) Texas Application for Sales Tax Permit and/or Use Tax Permit 
Please visit the website at www.window.state.tx.us/taxpermit/  to learn more. Registration is 

completed online. 
 

 
2) Certificate of Insurance (see attached form) 

 
 

 
 

**Remember, impulse purchases are very strong at the show. Be prepared and ready to sell your 
products to active enthusiasts** 

 
 
 

http://www.window.state.tx.us/taxpermit/
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SHOW REGULATIONS 
 

 

 Booth Size: Standard booths are 10’ x 10’ unless otherwise noted. All booths are 

draped with an 8’ high back drape and 3’ high side drapes. Booths must 
not have sides that exceed 4’ in height at the front half and must not 

exceed 8’ in height in the back. No booths will be allowed to block 

neighboring booth. If you have special needs or sizes, please address 

with show management in advance. 

 
 Booth Materials: All booth decorations must be fireproofed to comply with fire 

regulations. Gasoline and propane tanks must be empty and a locking 

fuel cap must be installed or the tanks must have their filler caps 

secured with duct tape. Storage is not allowed in booth space. If you 

need additional storage, please see show manager. No decals 
(“stickers”) will be allowed on walls or tables. The City of El Paso 

takes fire safety VERY SERIOUSLY. Please review the El Paso 

Convention Center Notice to Exhibitors carefully. 

 

 Booth Staffing: Booths must be open and staffed at all times during show hours. Only 

staff members with the proper show badges are to work booths. This is 
for your security! Exhibitors may enter the show floor one hour prior to 

show opening. Do not try to enter the show floor at any time during the 

weekend when the show is not in progress. This rule is for the security 

of your display and equipment. 

   
 Use of Space: Distribution of advertising or promotional material will be restricted to 

the exhibitor’s booth. No part of the booth or product may extend into 

the aisle. No exhibitor shall assign or sublet any portion of his/her 

space to another exhibitor. No business or individual not assigned space 

will be permitted to distribute materials or solicit business during show 
hours. Show management reserves the right to decline, limit or prohibit 

an exhibit or part of an exhibit, which, in its judgment, is out of 

keeping with the character of the show. 
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SHOW REGULATIONS  
 

 

 Liability: Exhibitor must carry general liability coverage as outlined on the show 
contract. Exhibitor assumes all responsibility for damages to exhibit 

area caused by their negligence. The exhibitor agrees to keep and hold 

harmless GS Events, the El Paso Convention Center, Convention 

Services of the Southwest, their management, agents and employees 

from any and all claims, liabilities and losses for injury to persons or 
damage to property arising in connection with the exhibitor’s use of the 

exhibit space. Neither GS Events nor the service contractor 

(Convention Services of the Southwest) nor the El Paso Convention 

Center nor any staff member of the above will be responsible for the 

safety of the exhibits from theft, damages by fire, water, vandalism or 

other causes. However, all reasonable precautions will be taken by 
show management to protect the exhibits from such losses. 

 

 Security: Security from the El Paso Convention Center will be onsite during the 

duration of the show. Exhibitors will be allowed in the hall one hour 

before the opening of the show with an exhibitor punch card. If an 
exhibitor needs to be on the show floor prior to or after published 

times, please see show management. 

 

 Labor: Exhibitors will be allowed to assemble and dismantle their booths on 

their own (no union regulations or charges are in effect at the El Paso 
Convention Center). If an exhibitor needs assistance, the hire of labor is 

available through Convention Services of the Southwest (see labor 

order form in your Convention Services of the Southwest information). 

 

 Sound Level: Any devices that produce sound must be operated at a level that does 

not disturb other exhibitors. Show management reserves the right to 
determine acceptable sound levels. If you have any special sound 

needs, check with show management in advance. 

 

 Cancellation: In the event of a cancellation of exhibit space by the exhibitor, 

exhibition management shall retain as a cancellation fee, all amounts 
paid by the exhibitor (and those fees due from the exhibitor) to the time 

of cancellation. All cancellations must be in writing. In the event the 

exhibitor has no representation on the show floor by the stated opening 

time of the show, exhibition management reserves the right to re-sell 

the exhibit space or to move another exhibitor into that space. 
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AREA HOTELS 

 

Headquarters Hotel: 
 
 

Doubletree by Hilton El Paso Downtown/City Center 
600 N. El Paso Street | El Paso, TX 79901 
Phone: 915-532-8733 | Fax: 915-532-8732 
www.doubletreeelpasohotel.com 

DoubleTree.com 
 
Rate is $85.00/night for single or double room 
 

 

For more listings go to www.elpasocvb.org 

 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

http://www.doubletreeelpasohotel.com/
http://www.doubletree.com/
http://www.elpasocvb.org/
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DRAYAGE SERVICES 
 
 

MAIL OR FAX WITH PAYMENT 
1 CIVIC CENTER PLAZA 
EL PASO, TEXAS 79901 

PHONE (915) 534-0611  /  FAX (915) 541-3715

Cardholder signature authorizes the El Paso Convention Center to charge any unpaid balance to the credit card shown below. 
SHOW NAME: 
 

LOCATION: 
 

SHOW DATES: 
 

COMPANY NAME: 
 

 BOOTH NUMBER: 

STREET ADDRESS: 
 

CITY:                                                             STATE: ZIP CODE: 

ORDERED BY: 
(SIGNATURE) 

PRINT NAME: PHONE NUMBER: 

CREDIT CARD INFORMATION 
____MC  ____VISA ____ AmEx 
____DISCOVER 
____ CHECK 
MAKE CHECKS PAYABLE TO:  
EL PASO CONVENTION CENTER 

ACCOUNT NO. 
PRINT LEGIBLY 
 
 

                EXP. DATE: 
 
 
SECURITY CODE: 

FAX NO: 

CARDHOLDER’S SIGNATURE CARDHOLDER’S NAME 
PLEASE PRINT 

DISCOUNT DEADLINE DATE:   
Drayage Service Includes: 

 Receiving and storing your shipment for up to 14 business days prior to show load-in date.  Shipments received more than 14 
days in advance must pay an additional storage fee of $3.00/day per space. Each space is exactly 7’W x 20’L. 

 Delivering your shipment to your booth, storing empties during the show and returning empties to your booth at the 
conclusion of the show. 

 Storage of packages for up to three days following the conclusion of the show. 

PLEASE NOTE: 
 Exhibitor must provide bill of lading for shipments leaving the El Paso Convention Center.  We do not provide shipping service. 

 Exhibitors are permitted to hand-carry shipments into the building and to their booth at no charge. 

 No C.O.D.’s will be accepted. 

 
Shipment weight Crated Material 

Total Weight 
Charge Uncrated Material 

Total Weight 
Charge Amount Due 

Per 100 lbs.  $40.00/100 lbs.  $50.00/100 lbs.  

General Labor - _________hrs.  $30.00/hr.  

Forklift Use - _________hrs.  $60.00/hr.  

SUBTOTAL  

TAX (8.25%)  

LABOR CHARGE TOTAL  

TOTAL OF ORDER  

 
Order (with payments), must be received a minimum of fourteen (14) days prior to scheduled event move-in for advance payment rates. Orders received less 
than fourteen (14) days prior to scheduled event move-in will be charged at the floor rate. 
 
ANY SINGLE ITEM OVER 100 LBS. REQUIRES USE OF FORKLIFT. FORKLIFT MUST BE OPERATED BY THE EL PASO CONVENTION CENTER PERSONNEL.  
 
ANY SINGLE ITEM OVER 500 LBS., PLEASE CALL FOR A QUOTE. 
 

 These amounts to be determined at time of load-in and added to your account. 
 
IMPORTANT: WHEN FAXING OR MAILING THIS FORM, PLEASE CALL TO CONFIRM RECEIPT BY OUR OFFICE. 

 
FOR OFFICE USE ONLY 

DATE ORDER RECEIVED  

METHOD OF PAYMENT  

AMOUNT RECEIVED  

RECEIVED BY  

Last updated: 8/21/12 
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FORKLIFT RENTAL SERVICES 
 
 

MAIL OR FAX WITH PAYMENT 
1 CIVIC CENTER PLAZA 
EL PASO, TEXAS 79901 

PHONE (915) 534-0611  /  FAX (915) 541-3715

Cardholder signature authorizes the El Paso Convention & Performing Arts Center to charge any unpaid balance to the credit card shown below. 
SHOW NAME: 
 

LOCATION: 
 

SHOW DATES: 
 

COMPANY NAME: 
 

 BOOTH NUMBER: 

STREET ADDRESS: 
 

CITY:                                                             STATE: ZIP CODE: 

ORDERED BY: 
(SIGNATURE) 

PLEASE PRINT NAME: PHONE NUMBER: 

CREDIT CARD INFORMATION 
____MC  ____VISA ____ AmEx 
____DISCOVER 
____ CHECK 
MAKE CHECKS PAYABLE TO: 
EL PASO CONVENTION CENTER 

ACCOUNT NO. 
PRINT LEGIBLY 
 
 

                EXP. DATE: 
 
 
SECURITY CODE: 

FAX NO: 

CARDHOLDER’S SIGNATURE: CARDHOLDER’S NAME 
PLEASE PRINT: 

DISCOUNT DEADLINE DATE:   
 

LABOR REQUEST: 
DESCRIPTION Number Of  Hours Rate per ½ hour Rate per hour TOTAL DUE 

Forklift with operator  $ 50.00 $ 85.00  

Scissor Lift with operator  $ 50.00 $ 85.00  

Banners ( This includes hanging and removing banner, 
forklift and labor) 

 $ 75.00 $ 110.00  

         
SUBTOTAL  $  

TAX (8.25%) $  

TOTAL OF ORDER $  

 
 

FOR OFFICE USE ONLY 
DATE ORDER RECEIVED  

METHOD OF PAYMENT  

AMOUNT RECEIVED  

RECEIVED BY  

 

Last updated: 8/21/12 
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WATER CONNECTION & DRAIN SERVICES 
 
 

MAIL OR FAX WITH PAYMENT 
1 CIVIC CENTER PLAZA 
EL PASO, TEXAS 79901 

PHONE (915) 534-0611 /  FAX (915) 541-3715

Cardholder signature authorizes the El Paso Convention Center to charge any unpaid balance to the credit card shown above and accepts responsibility for payment 
of water service requested. 

SHOW NAME: 
 

LOCATION: 
 

SHOW DATES: 
 

COMPANY NAME: 
 

 BOOTH NUMBER: 

STREET ADDRESS: 
 

CITY:                                                             STATE: ZIP CODE: 

ORDERED BY: 
(SIGNATURE) 

PLEASE PRINT NAME: PHONE NUMBER: 

CREDIT CARD INFORMATION 
____MC  ____VISA ___ AmEx 
____DISCOVER 
____ CHECK 
MAKE CHECKS PAYABLE TO EL 
PASO CONVENTION CENTER 

ACCOUNT NO. 
PRINT LEGIBLY 
 
 

                EXP. DATE: 
 
 
SECURITY CODE: 

FAX NO: 

CARDHOLDER’S SIGNATURE: CARDHOLDER’S NAME: 
PLEASE PRINT 

DISCOUNT DEADLINE DATE:   
 

 QUANTITY ADVANCED 
RATE 

DISCOUNT RATE 

(2 weeks prior) 

FLOOR RATE COST 

Water Connection, no drain service   $ 100.00 each $ 120.00 each $ 140.00 each  

One Time Fill and Drain up to 250 gallons  $ 100.00 each $ 120.00 each $ 140.00 each  

One Time Fill and Drain 251 - 500 gallons  $ 150.00 each $ 170.00 each $ 190.00 each  

One Time Fill and Drain 500 - 750 gallons  $ 200.00 each $ 220.00 each $ 240.00 each  

    SUB TOTAL  

    TAX (8.25%)  

    TOTAL  

 

Order (with payments), must be received a minimum of fourteen (14) days prior to scheduled event move-in for advance payment rates. Orders received less 
than fourteen (14) days prior to scheduled event move-in will be charged at the floor rate. 

 

IF YOU SHOULD REQUIRE ADDITIONAL WATER ABOVE THE 750 GALLONS PLEASE CALL FOR QUOTE. 

CLIENT MUST PROVIDE ALL HOSES AND CONNECTORS TO EQUIPMENT. 

 
 
            
_______________________________________________________________________ __               _____________________________________________________ 
LICENSSEE        DATE 
 
 

 FOR OFFICE USE ONLY 
DATE ORDER RECEIVED  

METHOD OF PAYMENT  

AMOUNT RECEIVED  

RECEIVED BY  

Last updated: 8/21/12 
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