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Exhibit Area, General

	 MACROBUTTON CheckIt (
	Relation to Function Rooms

	 MACROBUTTON CheckIt (
	Sound System

	 MACROBUTTON CheckIt (
	Wireless Access

	 MACROBUTTON CheckIt (
	Phone Access

	 MACROBUTTON CheckIt (
	Food-and-Beverage Service

	 MACROBUTTON CheckIt (
	Exit Rules/Signage

	 MACROBUTTON CheckIt (
	Total Square Footage

	 MACROBUTTON CheckIt (
	Obstructions: Columns, Vents, Ducts, etc.

	 MACROBUTTON CheckIt (
	Floor Load

	 MACROBUTTON CheckIt (
	Floor Construction Material

	 MACROBUTTON CheckIt (
	Ceiling Heights, Hanging Sign Restrictions

	 MACROBUTTON CheckIt (
	Ventilation Controls

	 MACROBUTTON CheckIt (
	Access Areas, Handicapped Easements

	 MACROBUTTON CheckIt (
	Maintenance, Housekeeping

	 MACROBUTTON CheckIt (
	Restroom Location

	 MACROBUTTON CheckIt (
	Lighting, Type, Foot-Candles at Floor

	 MACROBUTTON CheckIt (
	Relation to Registration Areas


Access to Exhibit Area

	 MACROBUTTON CheckIt (
	Streets

	 MACROBUTTON CheckIt (
	Doorways

	 MACROBUTTON CheckIt (
	Corridors

	 MACROBUTTON CheckIt (
	Elevators/Escalators

	 MACROBUTTON CheckIt (
	Loading/Unloading Facilities (Number of Docks, Marshaling Yard Access)

	 MACROBUTTON CheckIt (
	Limitations (Weight, Dimension, Delivery Schedules, Traffic)

	 MACROBUTTON CheckIt (
	Where Guards are Needed

	 MACROBUTTON CheckIt (
	Exclusive Contractors


Local/Governmental Restrictions

	 MACROBUTTON CheckIt (
	Fire Marshal 

	 MACROBUTTON CheckIt (
	Sales Tax Issues

	 MACROBUTTON CheckIt (
	Preferred Contractor Issues


Floor Plans

	 MACROBUTTON CheckIt (
	Scale

	 MACROBUTTON CheckIt (
	All Dimensions Shown

	 MACROBUTTON CheckIt (
	Variations Shown (floor Loads, Ceiling Heights, Obstructions, Fire Apparatus, Right-of-Ways, Catwalks, etc.)

	 MACROBUTTON CheckIt (
	Entrances, Exits Marked

	 MACROBUTTON CheckIt (
	Utility Access Shown (Telephone, Electrical, Fiber Optics, Wireless Capabilities, Plumbing)

	 MACROBUTTON CheckIt (
	Overall Floor Plan Showing Function Rooms, Registration Areas, Bus Drop-Off


Utilities

	 MACROBUTTON CheckIt (
	Limitations, Accessibility

	 MACROBUTTON CheckIt (
	Electricity

	 MACROBUTTON CheckIt (
	Lighting (Spot, Special)

	 MACROBUTTON CheckIt (
	Gas

	 MACROBUTTON CheckIt (
	Telephone

	 MACROBUTTON CheckIt (
	Internet

	 MACROBUTTON CheckIt (
	Compressed air

	 MACROBUTTON CheckIt (
	Steam

	 MACROBUTTON CheckIt (
	Water

	 MACROBUTTON CheckIt (
	Drain


Facility Space Rates

	 MACROBUTTON CheckIt (
	Rate

	 MACROBUTTON CheckIt (
	Coverage Included (Area, Facility, Equipment, Services)

	 MACROBUTTON CheckIt (
	Payment, Deposit Requirements

	 MACROBUTTON CheckIt (
	Insurance Requirements


Labor

	 MACROBUTTON CheckIt (
	Booth Installers (Unions Utilized, Job Scope)

	 MACROBUTTON CheckIt (
	Electricians (Unions Utilized, Job Scope)

	 MACROBUTTON CheckIt (
	Plumbers (Unions Utilized, Job Scope)

	 MACROBUTTON CheckIt (
	Riggers (Unions Utilized, Job Scope)

	 MACROBUTTON CheckIt (
	Other Skilled Labor (Unions Utilized, Job Scope)

	 MACROBUTTON CheckIt (
	Unskilled Labor (Unions Utilized, Job Scope)

	 MACROBUTTON CheckIt (
	Material Handling

	 MACROBUTTON CheckIt (
	Union Requirements, Restrictions

	 MACROBUTTON CheckIt (
	Pay Scale (Include Straight Time, Overtime and Holiday rates)


Signs

	 MACROBUTTON CheckIt (
	Registration

	 MACROBUTTON CheckIt (
	Transportation (Shuttle Routes)

	 MACROBUTTON CheckIt (
	Directional

	 MACROBUTTON CheckIt (
	Function Rooms

	 MACROBUTTON CheckIt (
	Booth Identification

	 MACROBUTTON CheckIt (
	Aisle Identification

	 MACROBUTTON CheckIt (
	Directions

	 MACROBUTTON CheckIt (
	Ticket Sales

	 MACROBUTTON CheckIt (
	Exhibit Hours

	 MACROBUTTON CheckIt (
	Cost, Sources


Booth Decorations

	 MACROBUTTON CheckIt (
	Pipe and Drape

	 MACROBUTTON CheckIt (
	Masking Pipe and Drape

	 MACROBUTTON CheckIt (
	Aisle Carpet

	 MACROBUTTON CheckIt (
	Standard Furniture

	 MACROBUTTON CheckIt (
	Custom Furniture

	 MACROBUTTON CheckIt (
	Special Entrances

	 MACROBUTTON CheckIt (
	All-Inclusive Rental Exhibit Booths (Exhibit Packages incl. table with drape & chairs)


Sources of Exhibit Services

	 MACROBUTTON CheckIt (
	Exhibit Hall

	 MACROBUTTON CheckIt (
	Hotel

	 MACROBUTTON CheckIt (
	Bureau

	 MACROBUTTON CheckIt (
	Your Organization

	 MACROBUTTON CheckIt (
	Contractors

	 MACROBUTTON CheckIt (
	Exhibitors


Check Facilities, Services, Charges For

	 MACROBUTTON CheckIt (
	Facility Security

	 MACROBUTTON CheckIt (
	Emergency Medical Services

	 MACROBUTTON CheckIt (
	Exhibitors’ Shipment Desk

	 MACROBUTTON CheckIt (
	Transportation

	 MACROBUTTON CheckIt (
	Utilities

	 MACROBUTTON CheckIt (
	Drayage

	 MACROBUTTON CheckIt (
	Crate Storage

	 MACROBUTTON CheckIt (
	Food, Beverage

	 MACROBUTTON CheckIt (
	Florist

	 MACROBUTTON CheckIt (
	Public Address System

	 MACROBUTTON CheckIt (
	Telephone, Fax

	 MACROBUTTON CheckIt (
	Computers, Word Processors, Modems

	 MACROBUTTON CheckIt (
	Parking

	 MACROBUTTON CheckIt (
	Photographers


Investigate Shipping Details

	 MACROBUTTON CheckIt (
	Conflicting or Overlapping Shows

	 MACROBUTTON CheckIt (
	Shipping Address

	 MACROBUTTON CheckIt (
	Drayage Fees

	 MACROBUTTON CheckIt (
	Drayage Minimums

	 MACROBUTTON CheckIt (
	Check-In, Check-Out Procedure at Exhibit Area

	 MACROBUTTON CheckIt (
	Schedule of Placement in Booths, Removal

	 MACROBUTTON CheckIt (
	Storage Facilities

	 MACROBUTTON CheckIt (
	Advance Shipping Procedures

	 MACROBUTTON CheckIt (
	Delayed Outgoing Procedures

	 MACROBUTTON CheckIt (
	Dock Facility and Availability

	 MACROBUTTON CheckIt (
	Handling of Small Package Deliveries


Insurance and Liability Contracts

	 MACROBUTTON CheckIt (
	Accident

	 MACROBUTTON CheckIt (
	Damage

	 MACROBUTTON CheckIt (
	Fire

	 MACROBUTTON CheckIt (
	Theft

	 MACROBUTTON CheckIt (
	Other (Natural Disasters)


Regulations

	 MACROBUTTON CheckIt (
	Alcohol

	 MACROBUTTON CheckIt (
	Building Inspector

	 MACROBUTTON CheckIt (
	Fire

	 MACROBUTTON CheckIt (
	Liability

	 MACROBUTTON CheckIt (
	Licenses (Music, Sales Tax, etc.)

	 MACROBUTTON CheckIt (
	Exhibitor Activities

	 MACROBUTTON CheckIt (
	Clean-Up

	 MACROBUTTON CheckIt (
	Special Permits (From Fire Marshal for Special Gases)
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exhibits Checklist





Piano Technicians Guild, Inc.


4444 Forest Ave.


Kansas City, KS 66106-3750


Phone:  913-432-9975


Fax:  913-432-9986


www.ptg.org
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