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ICF Annual International Conference — Fort Worth, Texas USA

October 27-30, 2010

Frequently Asked Questions (FAQs)
Where do we register and pick up our credentials on-site?

Registration is located on the first level of the Fort Worth Convention Center, in the foyer near Hall B.  Enter through the facility through the 12th Street Entrance (off our Houston Street).
What are the show colors?
Teal and white back drape, teal side drape and teal table skirting.

Is the exhibit area carpeted?

Yes, the exhibit area is carpeted and located in the foyer outside the Ballroom on the 2nd level of the Fort Worth Convention Center.  

What is included with my 8’ x 10’ booth?

8’ high back drape, 3’H side drape, 1-6’ table*, 2 chairs, wastebasket and I.D. sign with your booth name and number.  *Emerald booth package includes 2-6’ tables.

Does my booth include electricity?

No, electricity is not included in your booth space.  Orders for electricity can be placed using the Electrical order form that’s included with the Exhibitor Services Manual – a link to the Manual will be posted to the exhibits page of the website on July 30. 

Who do I contact to rent a computer, LCD projector, flowers, Internet and other items I may need for my booth?

Order forms are included in the Exhibitor Services Manual – a link to the Manual will be posted to the exhibits page of the website on July 30. 

Is security provided for my booth?
ICF provides perimeter security for the facility during move-in, move-out and during show hours.  If you require additional security, please see the Security order form included in the Exhibit Services Manual – a link to the Manual will be posted to the exhibits page of the website on July 30. 

Can I distribute literature at the show?

Yes, however you are limited to distributed from your booth space only.  Companies who distribute materials outside of their booth maybe banned from exhibiting at future shows.

Can I distribute food and beverages from my booth?

Yes, but the Fort Worth Convention Center requires that all food and beverage be ordered through Trinity Catering, who has exclusive catering rights for the facility.  

When do I need to have my booth set-up?
All booths must be set up by 8:00 a.m., on Thursday, October 28.  If you need labor to set-up your booth you can order this through Shepard Exposition Services – see form included in the Exhibit Services Manual.
When can I begin packing to leave?

Exhibitors may begin pack at 12:30 p.m. on Saturday, October 30.  Packing up early is disruptive to your neighbors and looks unprofessional to attendees.  If you need labor to dismantle your booth you can order this through Shepard Exposition Services – see form included in the Exhibit Services Manual.

What is Material Handling?

Material Handling, also called freight handling or drayage, is the movement of your freight form the loading dock/carrier to your booth and back to the loading dock/carrier at the close of the show.  Drayage includes delivery of the materials to your booth, the handling of empty containers to and from the storage facility, and removal of your material from the booth for reloading onto your outbound carrier.

Is there a charge for Material Handling?

Yes, material handling charges are computed based upon the weight of your materials.  The weigh is rounded up to the next 100 pounds (cwt.) and charged according to rates published in the Exhibitor Services Manual.  Material Handling is based upon published labor rates (outlined in the Exhibit Services Manual).

If I drive my booth materials to the convention center instead of shipping, do I pay Materials Handling?

If you “hand carry” your items through the front entrance of the hall, you do not pay Material Handling.  In order to hand carry, your materials must weigh less the 30 lbs. and can be hand carried or rolled in with a 2-wheel luggage cart without the assistance of another person (e.g., hotel bellman).  If you are driving a vehicle and want to unload your materials at the loading dock, then you will pay Material Handling fees to have your items delivered to your booth from the loading dock.

Does Material Handling include the cost for me to ship my materials?
No, Material Handling should not be confused with the costs of shipping or getting your materials to and from the conference.

How do I ship in advance of the conference?

Shepard will accept freight beginning on September 14.  The warehouse will accept crates, cartons, skids and trunks.  To ensure timely arrival of your materials to the conference, freight should arrive by the deadline of October 19.  Your freight will be accepted after the deadline date, but additional charges will be incurred.   Refer to the shipping information and form included in the Exhibit Services Manual

How do I ship to direct to the conference and the Fort Worth Convention Center?

Be advised that the Fort Worth Convention Center will not accept advance freight prior to October 27 and then only between the hours of 8:00 a.m. – 5:00 p.m.  Anything sent to the Fort Worth Convention Center must be addressed “in care of” (c/o) Shepard Exposition Services.  Shipments sent prior to October 27 direct to the Fort Worth Convention Center will be refused and/or returned at the exhibitor’s expense.

How do I label my freight?

The label should contain the name of the exhibit; booth number and the conference name (refer to the Exhibit Services Manual for sample labels).  Remove old shipping labels.  Make sure your boxes have nothing on the outside indicating the contents.  Keep a master list of each numbered box and its contents.

Have more questions?  

Contact Denise Stenzel at denise.stenzel@coachfederation.org / +1.859.226.4269

