
I N S TA L L AT I O N  +  D I S M A N T L E

LET US DO THE HEAVY LIFTING
Freeman specialists are ready to assist you with all of your exhibit requests, from beginning to end. And 

when it comes to installing and dismantling exhibits, we make no exceptions. Whether it’s shipping and 

storage, emergency on-site repairs, basic installation and dismantling or support service coordination, 

including electrical, furnishings and more, Freeman has the resources and capabilities to ensure the 

most successful show experience possible.

Call customer service at the number listed on the Quick Facts. For fast, easy ordering, go to www.freeman.com
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I N S TA L L AT I O N  +  D I S M A N T L E

Freeman installation & dismantling experts work closely with you to coordinate every phase of 
your trade show participation, including:

•  Pre-planning and budget consultation

•  Skilled labor coupled with support services coordination -
electrical, furnishings, floral, transportation, and audio visual

•  On-site supervisors with dedicated floor managers

•  Full, in-house carpentry for emergency repairs and refurbishing

•  Post-show evaluations focused on incremental improvement to meet rapidly changing market
conditions based upon customer feedback

•  Post-show evaluations that help identify small changes that make big impacts

 ON-SITE SUPERVISION
You may wish to supervise labor on your own, but if you need assistance, Freeman installation & dismantling experts will get 
the job done as an extension of your team.

If You Use Freeman Staff
Exhibits can be set up prior to your arrival under the direction of Freeman I&D supervisors.

Call customer service at the number listed on the Quick Facts. For fast, easy ordering, go to www.freeman.com



Description Advance Show Site         
Price Price   

                                                                                           

 _______  ________   _____________  x ______________= ___________ @ $ ____________ = $ ________________

 _______  ________   _____________  x  _____________=  ___________ @ $  ____________ = $  _______________

 _______  ________   _____________  x  _____________=  ___________ @ $  ____________ = $  _______________

Freeman Supervision  (30%/45.00) = $ ________________ 

Tax 8.875%  = $ ________________

Total Dismantle  = $ ________________ 
If you have questions or  need assistance in completing your order, please call and ask for your Freeman I & D Representative.

  Freeman Supervised Labor - Please complete the reverse side of this form.
• Installation of your exhibit will be completed at our discretion prior to show opening
• The charge for this service is 30% of the total installation labor bill, with a minimum of $45.00

Emergency contact: ______________________________________ Phone Number: ____________________________

  Exhibitor Supervised Labor
Supervisor will be: _______________________________________ Phone Number: ____________________________

Date Start No. of People Approx. Hrs. Total Hrs. Hourly Rate Estimated
Time per Person Total Cost

                                                         

	Freeman Supervised Labor - Please complete the reverse side of this form.
• Freeman is not responsible for product or literature that is not properly packed and labeled by exhibitor
• The charge for this service is 30% of the total dismantle labor bill, with a minimum of $45.00
Emergency contact: ______________________________________ Phone Number: ____________________________

	Exhibitor Supervised Labor
Supervisor will be: _________________________________________ Phone Number: ____________________________

Date Start No. of People Approx. Hrs. Total Hrs. Hourly Rate Estimated
Time per Person Total Cost

                                                              

DISMANTLE LABOR 

INSTALLATION LABOR 

DISPLAY  LABOR (One Hour Minimum per Worker)

(N/A)

Page 1 of 2

Carpenter Labor
Straight Time: Mon - Fri (first 8 hours of the worker’s shift, regardless of time of day) ............ $174.75 244.65
Overtime: (after first 8 hours of the worker’s shift, regardless of time of day) and Saturdays .. $209.50 293.30 
Double Time: Sundays and Holidays ....................................................................................... $265.50 371.70
• Show Site prices will apply to all labor orders placed at show site.

• Price is per person/per hour.
• Start time guaranteed only at start of working day
• One hour minimum per man - labor thereafter is charged in half (1/2) hour increments.
• Supervisor must check in at Service Desk to pickup labor.
• Labor must be canceled in writing, 24 hours in advance to avoid a one (1) hour cancellation fee per worker.
• When scheduling dismantle labor, be sure to allow sufficient time for empty containers to be returned to your booth.
• Freeman supervised jobs will be completed at our discretion prior to show opening and before the hall must be cleared.
Please include setup plan/photo, special instructions & inbound shipping information with this order.

                                                                                           

 _______  ________   _____________  x ______________= ___________ @ $ ____________ = $ ________________

 _______  ________   _____________  x  _____________=  ___________ @ $  ____________ = $  _______________

 _______  ________   _____________  x  _____________=  ___________ @ $  ____________ = $  _______________

Freeman Supervision  (30%/45.00) = $ ________________ 

Tax 8.875% = $ ________________

Total Installation  = $ ________________ 
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INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

NAME OF SHOW: ________________________________________________________________________________________

COMPANY NAME ______________________________________________________________ BOOTH #:_________________________

CONTACT NAME: ______________________________________________________ PHONE #: _________________________

E-MAIL ADDRESS _______________________________________________________________________________________
For Assistance, please call 201-299-7575 to speak with one of our experts.

909 Newark Turnpike
Kearny, NJ 07032

 (201) 299-7575   Fax: (469) 621-5618
FreemanNewYorkES@freeman.com

JCC 16/17 (442868)

JA Special Delivery New York / October 29-31, 2017



NAME OF SHOW: 

COMPANY NAME: BOOTH#: 

CONTACT NAME: PHONE#:

IN ORDER TO BETTER SERVE YOU  -  PlEaSE cOMPlETE ThE FOllOwINg INFORMaTION 
IF YOUR DISPlaY IS TO BE SET-UP aND/OR DISMaNTlED BY FREEMaN I&D aND YOU wIll 
NOT BE PRESENT TO SUPERVISE ThE INSTallaTION aND/OR DISMaNTlE.

SHIP TO:  _____________________________________________________________________________________________   

  _____________________________________________________________________________________________

  _____________________________________________________________________________________________

  _____________________________________________________________________________________________

              

METHOD OF SHIPMENT

 Exhibit Transportation:
  Common Carrier
  Air Freight  Next Day  2nd Day  Deferred 

 Other (list carrier name & phone number):
	  Other Common Carrier: ___________________________________________________________________________
	  Other Air Freight: ________________________________________________________________________________
	  Van Line: ______________________________________________________________________________________

Freight Charges
  Prepaid 	Collect
  Bill To:  ___________________________________________________________________________________   
    ___________________________________________________________________________________
    ___________________________________________________________________________________  

In	the	event	your	selected	carrier	fails	to	show	on	final	move-out	day,	please	select	one	of	the	
following options:

  Reroute via Freeman’s choice.

  Delivery back to warehouse at Exhibitor’s expense.

PLEASE NOTE:  Freeman will not be responsible for product or literature that is not properly packed and labeled by 
exhibitor personnel.

OUTBOUND SHIPPING INFORMATION

INBOUND SHIPPING & SET UP INFORMATION

FREEMAN SUPERVISED LABOR

Page 2 of 2

                             JA Special Delivery New York / October 29-31, 2017
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Freight will be shipped to Warehouse ___________ Show Site _________ Date Shipped ______________________________

Total No. of:        ___________________Crates    _____________________Cartons  ______________________Fiber Cases

Setup Plan/Photo:  Attached ______________ To Be Sent With Exhibit _________________ In Crate No. __________________

Carpet: With Exhibit _____________ Rented From Freeman _____________ Color _____________ Size ________________

Electrical Placement: __________________ Drawing Attached __________________ Drawing With Exhibit ________________

Electrical Under Carpet ______________________________          

       Comments:__________________________________________________ ______________________________________

         ________________________________________________________________________________________________

Graphics: With Exhibit ________________ Shipped Separately _____________

 Comments: ________________________________________________________________________________________

  _________________________________________________________________________________________________

Special Tools/Hardware Required: __________________________________________________________________________

(442868)



NAME OF SHOW:

COMPANY NAME: BOOTH #:    BOOTH SIZE:        X 

CONTACT NAME: PHONE #:

E-MAIL ADDRESS:

  For Assistance, please call 201-299-7575 to speak with one of our experts.

Straight Time - 8:00 A.M. to 4:30 P.M. Monday through Friday
Overtime - 4:30 P.M. to 8:00 A.M. Monday through Friday, all day Saturday and Sunday
Double Time - Recognized Holidays
• Show site prices will apply to all labor orders placed at show site
• Start time guaranteed only at start of working day
• One hour minimum - labor thereafter is charged in half (1/2) hour increments
• Supervisor must check in at Service Desk to pick up labor
• When scheduling dismantle labor, be sure to allow sufficient time for empty containers to be returned to your booth

Part# Description Advance Show Site  
    Price      Price  

FORKLIFT RIGGING EQUIPMENT AND LABOR

         Part #           Description         Date       Start      # of Equip/ Approx Hrs Total Hourly Estimated
      Time      Person per Person  Hours Rate Total Cost

                                    Sub-Total 

 Tax N/A

     Total 

Describe work to be done: _____________________________________________________________________________

____________________________________________________________________________________________________

        Part #           Description            Date       Start     # of Equip/ Approx Hrs Total Hourly Estimated
         Time     Person per Person  Hours Rate Total Cost

 Sub-Total 

     Tax 8.875%

    Total 

DISMANTLE

Describe work to be done: _____________________________________________________________________________

____________________________________________________________________________________________________

INSTALLATION

FORKLIFT LABOR
304050 Forklift w/operator - up to 5,000 lbs -   ST ................................................................$   450.00 630.00 
304051 Forklift w/operator - up to 5,000 lbs -   OT................................................................$   669.75 937.65 
304052 Forklift w/operator - up to 5,000 lbs -   DT ................................................................$   914.50 1,280.30

3040100 Forklift w/operator - up to 10,000 lbs - ST ................................................................$   616.75 863.45 
3040101 Forklift w/operator - up to 10,000 lbs - OT................................................................$1,075.50 1,505.70
3040102 Forklift w/operator - up to 10,000 lbs - DT ................................................................$1,240.75 1,737.05

3090600 Man cage for Forklift  .............................................................................................. $     83.50 83.50
3090700 Forklift Boom ............................................................................................................$     83.50 83.50 
3090800 Pallet Jack ................................................................................................................$     83.50 83.50

For fast, easy ordering, go to www.freeman.com

909 Newark Turnpike
Kearny, NJ 07032

 (201) 299-7575   Fax: (469) 621-5618
FreemanNewYorkES@freeman.com

INCLUDE THE FREEMAN METHOD OF 
PAYMENT FORM WITH YOUR ORDER

JCC 16/17 (442868)

JA Special Delivery New York / October 29-31, 2017
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rIGGING rIGGING SIGNS   EXHIBIT        GrAND 
INSTALLATION DISMANTLE TrANSPOrTATION  TOTAL

ENTER  TOTALS HERE

Account No.: Exp. Date: 
Personal Credit Card Company Credit Card

Cardholder Name (Print): Signature:

Cardholder Billing Address:

City/State/Zip:

• remember to order in advance to save time and money.  You may place your order by phone, fax, mail, or use our
online ordering service at: www.freeman.com.

• Orders received without payment or after the discount price deadline date will be charged at the standard price.
• Copies of invoices may be picked up from the Service Desk prior to show closing.
• If you have questions or need assistance with any items not listed, please call and ask for your Exhibitor

Sales representative.

furNISHINGS & CArPET rENTAL EXHIBITS INSTALLATION DISMANTLE      MATErIAL
ACCESSOrIES  & ACCESSOrIES LABOr LABOr     HANDLING

METHOD OF PAYMENT

NAmE of Show:        
ComPANY NAmE: Booth#: 

ADDRESS: Booth SIZE X 

CItY/StAtE/ZIP:  

PhoNE #:  EXt.: fAX #:  

SIgNAtuRE: PRINt NAmE:

CoNtACt'S E-mAIl 

E-mAIl foR INvoICE Check if you are a new Freeman Customer

AMErICAN EXPrESS            MASTErCArD      VISA        We do not accept credit card information via email.

Invoices will be sent by e-mail, please provide e-mail address of the person who reconciles your invoices if different than contact's e-mail.
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*909 Newark turnpike
Kearny, NJ 07032

 (201) 299-7575   fax: (469) 621-5618

 CREDIT/DEBIT CARD
for your convenience, we will use this authorization to 
charge your credit/debit card account for your advance 
orders, and any additional amounts incurred as a result 
of show site orders placed by your representative.  these 
charges may include all freeman companies, or any 
charges which freeman may be obligated to pay on behalf of 
Exhibitor, including without limitation, any shipping charges. 
Please complete the information requested below:

COMPANY CHECK
Please make check payable to:  freeman.  Checks 
must be in u.S. funds drawn on a u.S. or Canadian 
bank.(“uS. fuNDS” muSt BE PRE-PRINtED on 
Canadian checks.)
Please reference (442868) on your remittance. 

 BANK TRANSFER
Bank transfer to Bank of America, N.A.;  Dallas, tX  
Wire Transfer
ABA#:  026009593 ACCt #1252039192 freeman
International Wire Transfer
Swift Code:  BofAuS3N ACCt #1252039192 freeman
ACH Direct Deposit
ABA# 111000012 ACCt #1252039192 freeman
Please reference Name of Show & Booth Number so we can 
properly credit your account.

Note:  Customers are responsible for any bank processing fees. 

JA Special Delivery New York / October 29-31, 2017

JCC16/17 (442868)

BY SUBMITTING THIS FORM VIA FAX OR POSTAL MAIL OR ORDERING MATERIALS OR SERVICES FROM FREEMAN, YOU AGREE TO BE 
BOUND BY ALL TERMS & CONDITIONS INCLUDED IN YOUR SERVICE MANUAL.

* Not a Warehouse receiving Location - Please refer to the Quick facts for Advance freight Location
DISCOUNT PRICE
DEADLINE DATE

OCTOBER 5, 2017
INCLUDE THIS FORM
WITH YOUR ORDER
PLEASE USE BLACK INK




