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WELCOME 
 
Welcome to the The International Casual Furniture & Accessories Market™, September 12-15, 2011, the ultimate 
destination for casual furniture, accessories & outdoor living trends. For more than 30 years, The Casual Market 
has been the only show in North America devoted to the indoor/outdoor casual furnishings industry that is 
exclusively endorsed by the International Casual Furnishings Association (ICFA). 

Because our exhibitors bring in the newest, most innovative products that showcase the latest trends in color, 
product design and fabric patterns, the Casual Market is the one-stop shop for thousands of top buyers who attend 
Market each year. This year, Market is better than ever with special feature areas, seminars and special events that 
both you and your clients will enjoy.  

This manual will guide you through the process of exhibiting at The International Casual Furniture & Accessories 
Market.  It outlines helpful hints about the Show and associated special events as well as useful information about 
The Merchandise Mart and MMPI.  Reference this book for promotional information and ways to maximize your 
exposure at the Show, operational recommendations for smooth move in, run of show and move out details, and 
frequently asked questions. 
 
We look forward to your arrival and working with you to ensure another great Casual Market this September. 
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PROMOTION 

Attendee Promotions 
The Casual Market targets qualified retail buyers and trade professionals through an extensive, full-scale and 
focused marketing campaign. 
 

Audience  
 The International Casual Furniture & Accessories Market is open to the trade only. Attendees include 

thousand of owners and executives from a variety of retail stores and industry sources including: 
 Specialty Casual Furniture Retailers  
 Home Furnishings Retailers  
 Pool & Spa Retailers  
 Garden Center Retailers  
 Cataloguers  
 Home Center/Hardware Retailers  
 Discount/Mass Merchandisers  
 Hearth & Fireplace Retailers  
 Gift & Decorative Accessory Retailers 
 Department Stores 
 Hospitality Buyers  
 Hotel Specifiers 
 Interior Designers/Architects 
 Landscape Designers/Architects 

 

Direct Mail 
Targeted direct mail with more than 75,000 impressions including: 

 Attendee Mailer 
 Garden Accessories Courtyard Postcard 
 Market Brochure 
 Reminder Postcard 
 Hospitality Postcard 

 

HTML Email Blasts 
 Approximately 20+ emails to attendees between February 2011 and September 2011 including:  

• Top 5 Reasons to Attend Market 
• What’s New at Market  
• Events  
• Special Exhibits 
• General Promotion of the Show 
• And Much More! 

 

Website – www.casualmarket.com 
 Online Pre-Registration for Buyers & Exhibitors 
 Travel 
 Market Special Events and Seminars 
 Exhibitor and Showroom Listings 
 Online Product Locator 

 



 
WELCOME 

   

5 

PROMOTION (CONTINUED) 

 Special Feature Areas 
 Photo Gallery 

 
Buyer Relations  

 Buyer Outreach 
• E-blasts Campaigns 
• Call Campaigns 
• First Time Buyer Program 
• On-site Visits / Retailing 

 
Advertising  
Magazine 

 ASID Illinois 
 Casual Living 
 Garden Center 
 Garden Design 
 Hearth and Home 
 HFN   
 Home Furnishings Retailer 
 Hotel Design Magazine 
 Landscape Architecture 
 Lawn & Garden Retailer 
 Nursery Retailer 
 Patio and Hearth Products Report 

 
Internet  

 Casual Living E-Weekly Newsletter 
 Casual Living Website 
 Furnitureglobal.com Website 
 Furniture & Accessories World Website 
 Furniture Today E-Weekly Newsletter 
 HFN E-Newsletter 
 Home Accents Today E-Weekly Newsletter 
 Home Accents Today Website 
 Hotel Design Magazine Website 
 Hotel Design E-newsletter 
 ICFA Website (www.icfa-net.org) 
 Patio & Hearth Products Report E-Newsletter 
 Patio & Hearth Products Report Website 

 
 
 
 
 
 

http://www.icfa-net.org/
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PROMOTION (CONTINUED) 
 
MEDIA AND PUBLICITY 
The Public Relations Office of Merchandise Mart Properties, Inc (MMPI) is here to work with you to make your 
experience at The International Casual Furniture & Accessories Market the most successful it can be. In addition to 
promoting the overall event, the PR team is interested in hearing about you and your products. Please contact us 
and tell us about anything that might be newsworthy. We would also be happy to provide you with a copy of our 
Media List for your own efforts. Please contact Jaclyn Kelly at 312-527-7764 or jaclynkelly@mmart.com 
 
We want to include your company press kits in our Press Room. We encourage all exhibitors to share their press 
kits with the media by offering 20 press kits in the onsite Press Room. We recommend you clearly mark your 
company name and booth number on each press kit. It is also a good idea to keep extra press kits in your booth 
throughout the Market. Please send 20 press kits by Thursday, September 8, 2011 to: 
 
Maura Bruton 
Public Relations 
MMPI 
222 Merchandise Mart Plaza, Suite 470 
Chicago, IL 60654 
 
Our outreach campaign includes:  

 Fact Sheet 
 Comprehensive Show Overview Press Release 
 New Products Press Release 
 Events/Seminars Press Release 
 Apollo Awards Press Release 
 Design Excellence Awards 
 Post Show Recap Press Release 
 Keynote Speaker Press Release 
 Garden Accessories Courtyard Press Release 
 And Much More! 

 
 
 
Association Outreach 

 Associations 
• International Casual Furnishings Association (ICFA) 
• American Society of Interior Designers (ASID) 
• American Society of Landscape Architects (ASLA) 
• International Interior Design Association (IIDA) 
• The Network of the Hospitality Industry (NEWH) 
• Association of Professional Landscape Designers (APLD) 
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PROMOTION (CONTINUED) 
 
Marketing Materials for Exhibitors and Showrooms 

We want to make it easy for you to drive more business to your booth/showroom. The Casual Market offers 
showrooms and exhibitors free promotional materials to market their presence to buyers attending The Casual 
Market this September.  This is just a sample of the many opportunities available to you as an exhibitor at The 
Casual Market.  

Four-Color Promotional Mailers 
Four-color mailers are available to you at no charge to assist you in promoting yourself at the Market. These four-
color mailers are sent to our entire attendee database however this version features a template on the back with 
space for you to fill in your location at the show along with a personal message. Send these postcards to your 
existing buyer base. (Limit 100) First come, first served. 
 
International Casual Furniture & Accessories Market Logo 
Sending out an e-mail or creating your own direct mail piece? Be sure to include the FREE International Casual 
Furniture & Accessories Market logo to use when creating your own marketing materials. This logo can also be 
added to your home page and can link directly o the Casual Market Website. Logo will be sent via e-mail.  
 
Customizable Eblast 
Send your buyers an email inviting them to see you at the Casual Market. A customizable template featuring the 
2011 show creative will be sent out to all exhibitors and you can customize with your own text and images to send 
to your database. Instructions and the customizable email will be sent in June. 
 
For complete information about the free marketing materials and order forms, as well as other sponsorship and 
promotional opportunities, please reference the marketing kit at www.exhibitorinfo.com/casual or contact Jaclyn 
Kelly, senior director of marketing, at jaclynkelly@mmart.com or at 312.527.7764 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.exhibitorinfo.com/casual
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EXHIBITOR AMENITIES 
 
EXHIBITOR SERVICE DESK 
Please know that the Exhibitor Service Desk is there to help you with any questions you may have about all 
operational aspects of The International Casual Furniture & Accessories Market. Please do not hesitate to stop by 
on site at any time if you have questions or needs. The Exhibitor Service Desk will be located on the 8th floor next to 
the Show office.  
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SPECIAL EVENTS 
 
MONDAY, SEPTEMBER 12 
Market Welcome Party 
6 – 7:30 pm • 8th Floor, Market Suites 
Kick off your Market experience by browsing the exhibitors on the 8th Floor, Market Suites. Enjoy cocktails and hors 
d'oeuvres while mingling with friends. Hosted by MMPI. 
 
 TUESDAY, SEPTEMBER 13 
 ICFA Awards Presentation 
6:30 – 8 p.m. • School of the Art Institute of Chicago Ballroom 
A special ICFA awards event to highlight the presentation of the Design Excellence Category Awards and the 
announcement of the Lillian B. Winchester “Best of Show” Award. The ICFA Sales Representative of the Year Award 
will also be presented along with the coveted Manufacturer of the Year Award. ICFA Members and invited guests. 
Hosted by ICFA. 
 
 WEDNESDAY, SEPTEMBER 14 
International Casual Furnishings Association (ICFA) Annual Meeting 
7:30 am • Merchandise Mart Conference Center, 2nd Floor 
  
Apollo Awards Banquet + Fashion Show 
6:30 p.m. • Field Museum, Stanley Field Hall 
The grandest event of Market, the Apollo Awards celebrate the influential contributions made by industry icons. 
Leading retailers in single- and multi-store categories will be honored and the 2011 Lifetime Achievement Award 
honorees will be recognized for their industry achievements. 
 
And, take in the latest fabric trends during dinner with the “Textile Trends: Al-Fresco Fashion Show.” Presented by 
Casual Living magazine and headlined by Sunbrella, this premier runway event previews the latest fabric collections 
from top outdoor fabric manufacturers.         
 
By invitation only and tickets required. Hosted by the ICFA and MMPI 
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MMPI 
 
Merchandise Mart Properties, Inc. (MMPI) is the world leader in developing, owning and managing merchandise 
marts, design centers, market buildings, as well as trade and consumer shows. We have three primary areas of 
focus:  
 
PROPERTY MANAGEMENT 
This division specializes in ownership and management of design centers and market buildings. 
Our buildings, such as The Merchandise Mart™ in Chicago, the L.A. Mart® in Los Angeles and the Boston Design 
Center in Boston, are home to approximately 2,000 showrooms. Each showroom is maintained by manufacturers  
or distributors hoping to reach a key target audience. As market makers, our staff attracts this key target audience 
to the building by producing trade shows, conventions, educational programs and special events.  
 
TRADE AND CONSUMER SHOW MANAGEMENT 
MMPI is one of the largest trade and consumer show producers in North America. Each year, we mount more than 
300 trade and consumer shows, conventions, conferences, educational programs and special events that bring 
buyers and sellers together. 
 
INDUSTRY EXPERTISE 
We specialize in 11 key industries: office and retail; home furnishings; kitchen, bath and building products;  
contract furnishings; casual furnishings and accessories; gift and home; apparel; contemporary art; international 
antiques; fine crafts; and construction/real estate. As a result, we’ve developed an invaluable brain trust built on 
years of experience, carefully cultivated contacts and specialized knowledge, all of which work to elevate our 
showroom acumen, marketing communications and trade show operations in these industries
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SALES & MARKETING 
John H. Brennen III 
Executive Vice President 
jbrennen@mmart.com 
312.527.7950 
 
Whitney Gillespie 
Vice President of Sales & Leasing 
wgillespie@mmart.com    
312.527.7581 
 
Jaclyn Kelly 
Senior Director of Marketing 
jaclynkelly@mmart.com 
312.527.7764 
 
Madeleine Tullier 
Manager of Temporary Show Sales 
mtullier@mmart.com 
312.527.7583 
 
EXHIBITOR REGISTRATION 
Wendy Confrey 
Director of Registration Services 
wconfrey@mmart.com 
312.527.7603 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

OPERATIONS  
Megan Davidson 
Director of Tradeshow Operations 
mdavidson@mmart.com 
312.527.7514 
 
Maribel Rodriguez 
Exhibitor Services Supervisor 
marodriguez@mmart.com 
312.527.7078 
 
MEETING PLANNING & SPECIAL EVENTS 
Amy Killory 
Event Manager 
akillory@mmart.com 
312.527.7587 
 
Liz Waters 
Event Manager 
ewaters@mmart.com  
312.527.7061 
 
 
 
 
 

mailto:jbrennen@mmart.com
mailto:wgillespie@mmart.com
mailto:jaclynkelly@mmart.com
mailto:mtullier@mmart.com
mailto:mdavidson@mmart.com
mailto:akillory@mmart.com
mailto:ewaters@mmart.com
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OVERVIEW 
 
DRAYAGE 
Also known as “materials handling,” drayage is the labor to receive freight during move-in, delivering it to 
your booth, removing empty containers, storing and returning them after the show, and loading materials 
for outbound shipping.  Drayage is charged at a rate of $2.00 per square foot of contracted space. 
 
BOOTH LIGHTING 
Exhibit space includes a standard booth lighting package: (2) 75 watt halogen floodlights for every 100 
sq. ft. of rented booth space. A maximum of 6 floodlights can be put in each 100 sq. ft. booth.  We can 
provide more light fixtures, and electricity if needed.  Please see the Booth Order Form. 
 
BOOTH CLEANING 
MMPI ensures that all booths will be vacuumed prior to the show at no charge.  
 
WIRELESS INTERNET ACCESS 
Available through Boingo Wireless for a daily charge, wireless internet access is available throughout the 
show floor for the convenience of exhibitors. 
 
ADVANCE SHIPPING DATES 
In order to ease your delivery process, we have set aside a designated receiving day specifically for 
ICFMA Exhibitors on Monday, August 22 – Friday, August 26.  Freight will be delivered to your space and 
remain uncrated until a designated representative arrives on-site for move-in. 
 
TARGETED/DEDICATED FREIGHT MOVE IN DATES 
If you do not elect to use the advance shipping days, please arrange for your freight to arrive on  
Thursday, September 8 or Friday, September 9.  
 
BOOTH IDENTIFICATION SIGN 
All exhibitor spaces will be identified with a clean, simple booth sign that includes exhibitor name and 
booth number.  As necessary, multiple signs will be available for large spaces to help attendees navigate 
the show floor. 
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SCHEDULE 
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SCHEDULE (CONTINUED) 
 
FREIGHT DELIVERY HOURS 
Advance Deliveries: 
Monday, August 22 – Friday, August 26   8:00 am – 3:00 pm 
 
Direct Deliveries: 
Thursday, September 8      8:00 am – 3:00 pm  
Friday, September 9     8:00 am – 3:00 pm 
 
*In order to ease your delivery process, The Merchandise Mart has set aside designated receiving days 
for International Casual Furniture & Accessories Market Exhibitors.   All exhibitors are required to submit 
the Shipment Notification Form.   Please arrange for your freight to arrive within the designated time 
frames above.  
 
Please note:  

 Drayage is charged at a rate of $2.00 per square foot per contracted space. 
 Instruct your carrier to arrive early and not withdraw from the line until your merchandise has been 

delivered.  
 A handling charge of $55 per 100 lbs is applied to shipments that arrive outside the designated schedule.  
 Merchandise Mart Properties, Inc. is not responsible for loss or theft of materials after they have been 

delivered to your Market Suite or after they have been picked up for loading out of the dock.  
 

SET-UP HOURS 
Friday, September 9     8:00 am – 4:00 pm (By appointment only) 
• Please note – Carpenters are available for Pre-Orders only on Friday,  Sept. 9th 
Saturday, September 10    8:00 am – 4:00 pm 
Sunday, September 11    8:00 am – 4:00 pm 
 

SHOW HOURS 
Monday, September 12      9:00 am – 6:00 pm 
Tuesday, September 13    9:00 am – 6:00 pm 
Wednesday, September 14                                      9:00 am – 6:00 pm  
Thursday, September 15    9:00 am – 4:00 pm  
    

DISMANTLING HOURS Thursday, September 15 4:00 pm – 10:00 pm (Return of Empties, dismantling, & POV load out) 

Friday, September 16    8:00 am – 4:00 pm 
Saturday and Sunday, September 17-18  FLOOR CLOSED 
 
FREIGHT AND PERSONALLY OWNED VEHICLE (POV) LOAD OUT HOURS 
Friday, September 16    8:00 am – 4:00 pm (POV’s, Sold Merchandise, Common Carrier) 
* Please note – all merchandise that is sold or picked up via POV must be cleared from the floor by Friday 
Saturday and Sunday, September 17-18  FLOOR CLOSED  
Monday, September 19     8:00 am – 3:00 pm  
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REGISTRATION 

EXHIBITOR BADGES 

Registering for exhibitor badges is a simple process. Please follow the steps below before your arrival in 
Chicago.  

To register, please visit:  www.martreg.com/reg/ecasual/ecasual.cfm or visit www.casualmarket.com and click 
on “Register Now.”  

 
• Type in all required fields 
• Click Accept 
• Print your Barcoded Confirmation Page 
• You MUST present this barcode at Exhibitor Registration to receive your Show Badge. 
• BADGES WILL NOT BE MAILED IN ADVANCE OF THE SHOW 
 

Note: To register more than one person from the same company follow the procedures above, print out Barcode 
Confirmation page, then select the link to “register additional people” 
 
FAXED or XEROXED COPIES OF THE BARCODE PAGE WILL NOT SCAN.   
 
Exhibitor badges will NOT be mailed in advance. Badges will only be issued on-site during move-in at Exhibitor 
Registration in the Sales Office.   
 
When you arrive for move-in, Show Management will issue your authorized badge. Please follow the simple  
steps below.  
 

 To pick up your badge, please proceed to the 8th Floors using the west elevator bank.    Proceed to 
Exhibitor Registration for your badge.    

 
 Please wear your badge at all times when on the show floor.  

 
Deadline for Online Registration September 7th, 2011  
 
The 2-D barcode contains all of your registration information.  When scanned, your badge will be immediately 
printed. 

 
All exhibitors working in the booth will need a Business Card. This registration process will better serve you with 
shorter lines and quicker service.  If you have any questions regarding registration, please contact: 
Customer Service at 800-677-6278 or 312-527-7600. 
 
 
CONTRACTOR BADGES 

The Exhibitor Service Desk, located on the 8th floor, will issue temporary badges, valid only for set-up and 
dismantling, to contractors on a daily basis. 

 

http://www.martreg.com/reg/ecasual/ecasual.cfm
http://www.casualmarket.com/
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BOOTH EQUIPMENT & SERVICES 

BOOTH CLEANING 

As part of our service, MMPI ensures that all booths will be vacuumed prior to the show at no charge.  If 
you require additional cleaning services, please complete the Booth Order Form and we will gladly 
respond to your request. 

BOOTH CUSTOMIZATION 

If you would like to have MMPI customize your booth in any way that involves construction, painting, or 
flooring, please return the Customization of Booth Request Form .  MMPI will provide a quote that must 
be approved by the Exhibitor before the production of the custom work starts.  Alternatively, you may 
contract an installer to do such work for you, consistent with the rules regarding Exhibitor Appointed 
Contractors.  

BOOTH EQUIPMENT  

Please see below for the lighting that comes with your booth space. Each exhibitor also receives booth 
identification signage. Please note that your booth is not equipped with any furniture.  For questions 
regarding these services, call (312) 527-7078. In order to more quickly facilitate your on-site requests, we 
ask that all exhibitors submit the Method of Payment Form by August 19, 2011. 

BOOTH FLOORING 

All booths come with grey carpet and the corridors will be carpeted as well. If you would like to order 
install flooring, please submit the Customization of Booth Request Form. Please note that if you choose 
to install your own flooring you must install a transition strip as well. 

BOOTH LIGHTING AND ELECTRICAL SERVICES 

Each 10’ by 10’ space will be provided with (2) 75 watt halogen floodlights, preinstalled in the overhead 
track and (1) 150 watt duplex outlet.  Each exhibitor may request from the service desk one light 
adjustment free of charge.  All electrical services will be provided and installed by The Merchandise Mart. 
To order additional lights, please see the Booth Order Form.  Questions regarding the acceptability of your 
electrical set-up may be directed to (312) 527-7078.  

BUSINESS SERVICES/SERVICE DESK 

The Exhibitor Service Desk, located on the 8th floor, offers business services, including photocopying and 
faxing. The Service Desk can also respond to questions about shipping, materials handling, and billing, 
and will be happy to assist you in placing orders for booth services or equipment.  
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VENDORS AND SERVICES 

AUDIO VIDEO 

For audio visual rentals, please contact: 

    AV Chicago 
    Contact: Jerry Bernachi 
    Phone: (630) 943-9822 
    Email: jerry@avchicago.com 
    www.avchicago.com 
 

CATERING 

A number of food-service providers conveniently located within The Merchandise Mart are prepared to  
meet your catering requests. Please see most-used catering contacts below. For additional providers, please 
call (312) 527-7988. 

 Artisan Cellar     ▪   Au Bon Pain 
Wine & Cheese          Drop Off Service 
Contact: Phillip Bernstein         Contact : Lisa Duryea   
(312) 527-5810          (312) 755-9779 

 Chopping Block      ■  Holiday Inn Mart Plaza 
Full Service          Full Service 
Contact: Lisa Duryea         Contact: John Dexter 
312.644.6360 (312) 529-1133 

 
 Foodstuffs     ■  Nick’s Fishmarket Grill & Bar 

Full Service          Contact:  Chelle Leskovitch 
Contact: Jay Liberman         (312) 621-0211    
(847) 328-7710 

 

CUSTOM SIGNAGE 

Custom signs including vinyl lettering and other special requests can be ordered from Katherine Frank Creative at 
www.katherinefrank.com/martsignage.htm or call Michael at (630) 620-7720. 
 
FLORAL 

The preferred vendor for floral arrangements is Kabloom, located on the 2nd floor of the Merchandise Mart. 
Please call (312) 329-1500 to place an order. 

mailto:jerry@avchicago.com
http://www.katherinefrank.com/martsignage.htm
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FURNITURE RENTAL    

For furniture needs, please contact Alex Displays at (312) 829-2948 or sfelder@alexdisplays.com.  
For more information, visit www.alexdisplays.com.  

PEDESTALS 

Easy Pedestal Rental   Pedestal Plus (For Sale)   
888.350.1325    1.336.887.2986 
www.easypedestal.com   www.pedestalplus.com 
 
PHOTOGRAPHY, VIDEOTAPING & BROADCASTING 

Photographing, videotaping, filming, or sound recording is prohibited without the prior written consent of Show 
Management.     

SECURITY 

Show security will be on duty 24 hours a day from move-in to move-out, but cannot and should not be counted on to 
provide more than a presence to inhibit theft.  Any exhibitors requiring special guard services may request such 
services only and with approval from Show Management. 

Andy Frain Security Services        Phone: (312) 755-1701   Email: hpayne@andyfrain.com 

To help provide for the security of merchandise in your booth, we advise you to staff your booth at all times and not 
to leave valuables unattended. 

TABLE DRAPES 
The Merchandise Mart does not provide draping for tables. You can make arrangements for table draping by  
contacting Carousel Linens at (847) 432-8182.  

TELECOMMUNICATIONS 

For your convenience, wireless Internet service is available through Boingo Wireless for a daily charge.   
Please visit their website at www.boingo.com.  Hard line dial-up telephone service is not available.  

GRATUTITY 

All members of the MMPI staff are a team.  Show Management requests that exhibitors do not offer gratuity for 
labor.  

 

 

 

 

 

 

 

 

 

mailto:sfelder@alexdisplays.com
http://www.alexdisplays.com/
http://www.easypedestal.com/
http://www.pedestalplus.com/
mailto:hpayne@andyfrain.com
http://www.boingo.com/
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TRAVEL 

Please contact MMPI Travel at (800) 528-8700 to reserve the lowest available airfare and discounted rates at 
Chicago’s finest, most conveniently located hotels. You will receive 7% discount on the lowest published price 
on American Airlines flights, the official carrier for International Casual Furniture Market™ (some restrictions 
apply). Please visit www.casualmarket.com and click on Travel for more information.   

Please Note: We have been notified that some exhibitors have been contacted by travel companies not 
affiliated with MMPI. We advise against exhibitors making hotel reservations with any group other than MMPI 
Travel (powered by on Peak).   

It is important to know:  We continue to secure housing blocks for convenient access to MMPI trade shows 
and consumer shows and discounted room rates for your stay during the show. We provide this room block 
through MMPI Travel Official Housing (formerly Mart Travel Services), which is powered by on Peak.   

By booking with MMPI Travel, you and your staff will receive the best rates for your stay and help MMPI meet 
its commitments with the contracted hotels.  In the mean time, MMPI is addressing this situation directly with 
these travel companies.  We apologize for any confusion or inconvenience their actions may have caused you. 

http://www.casualmarket.com/
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STORAGE 
 
EMPTY CONTAINER STORAGE 

Due to City of Chicago Ordinances, packing materials may not remain on the show floor while the show  
is open. Flammable containers must be removed from the floor.   

When your containers are empty, obtain "EMPTY" labels from the Exhibitor Service Desk.  Use the labels to 
mark your crates, boxes and containers with your company name and booth number. Leave the containers  
in the aisle; for your convenience, these empty labeled containers will be picked up by MMPI staff and 
returned to you at the end of the Show. Please remember that you will not have access to these containers 
during the show. 

 

 

Exhibiting Information Helpful Hints 

 Register in advance for all your staff badges. 

 Save money by being aware of deadlines for ordering equipment and labor. 

 Ensure that you have submitted the Method of Payment Form by August 19. 
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SHIPPING ADDRESS AND GUIDELINES 

SHIPPING ADDRESS 

2011 International Casual Furniture & Accessories Market 
(Your Company Name) 
(Your Booth Number Floor X-XXXX) 
c/o MMPI 
222 Merchandise Mart Plaza 
Chicago, IL 60654 

Drayage will be billed at a rate of $2.00 per square foot per contracted space.  

SHIPPING GUIDELINES 

1. Consolidate all freight—booth, merchandise, literature, etc.—into one shipment. 
2. Clearly label all packages with show name, company name, and booth number.  Remove all old labels. 
3. All freight must be no larger than 5’ wide x 10’ long x 5’8” high and weigh less than 2,000 pounds.  Any 

freight that exceeds these measurements and MMPI does feel safe to turn on its side will be charged a 
handling fee of $55 per item, per trip. MMPI is not responsible for damage or loss to  
product during turning. Any items too large to move will be held at the loading dock for unpacking.   
An hourly surcharge will be applied and your booth set-up will be delayed. 

4. Create a detailed inventory sheet of every item you are shipping or bringing to the show.  Be able to 
provide the number of units, item descriptions (i.e. cartons, cases, crates, and/or individual items), and 
weight for all shipments being delivered to the Show. 

5. All shipments should include piece count to ensure proper tracking, manifesting, and delivery of freight.  
6. Insure your merchandise against theft, damage, and loss from the time it leaves your facility until it 

returns. 

A handling charge of $55.00 per 100lbs is applied to shipments that arrive outside the Advance Freight and 
Targeted Deliveries schedules OR to shipments that exceed the freight size limitations.  

 

DIRECTIONS TO THE MERCHANDISE MART LOADING DOCK  

Directions to The Merchandise Mart Loading Dock (Common Carrier/Large Trucks):  
From I-90/94, exit on Ohio Street. At the first light, turn right onto Orleans. Proceed for 3 blocks and turn right 
onto Hubbard. Proceed for 1 block and turn left onto Kingsbury. Continue for 1 block and turn left onto Kinzie. 
Continue on Kinzie for 1 block until you reach a stop sign. Turn right into the dock. 

Directions to The Merchandise Mart Loading Dock (Cars and Small Trucks):  
From I-90/94, exit on Ohio Street. At second light, turn right onto Franklin. Continue four blocks south on 
Franklin to Kinzie. Turn right onto Kinzie. At the first stop sign, turn left into the dock. 

DOMESTIC SHIPPING 

Yellow Freight Systems is the preferred shipper of the International Casual Furniture & Accessories Market.  
However, each exhibitor is free to choose their own means of shipping.   
 
INTERNATIONAL SHIPPING 
R.E. Rogers is the official customs broker and international freight forwarder for The International Casual Furniture 
& Accessories Market.   For more information, contact them at (847) 806-9200 or import@rerogers.com. 

mailto:import@rerogers.com
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PERMANENT SHOWROOM TENANTS  

If you are a permanent tenant and are showing merchandise in the Market Suites please return  
the Tenant Move Form no later than August 19.   

CUSTOMS INFORMATION 

R.E. Rogers is the official customs broker and international freight forwarder for The 2011 International Casual 
Furniture & Accessories Markets.  Click here for additional information. 

MMPI is available to receive freight directly at the trade show facility and will operate all drayage services in the 
trade show facility. 

However, pursuant to all applicable laws, MMPI is not the ultimate consignee or the appointed agent of any 
exhibitor or tenant of a trade show.  Therefore, MMPI will not provide its federal tax identification number to act as 
the importer of record for US customs clearance of any international shipments for exhibitors or tenants of the 
trade shows it manages. 

Each tenant or exhibitor must work directly with a customs broker to clear trade show shipments in the broker’s 
name or in the exhibitor’s name through a customs power of attorney form.  
 

UPS/FED EX/SMALL PACKAGE SERVICES  

All packages will be received through the loading dock. Please note that piece counts cannot be guaranteed 
for such shipments. Where possible, exhibitors may avoid delays and extra charges by having express 
deliveries shipped to their hotel.  Any packages received outside of the designated shipping schedule will be 
billed at a rate of $55.00 per 100lbs. 
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FREIGHT MOVE-IN 

Advance Deliveries: 
Monday, August 22– Friday, August 26   8:00 am – 3:00 pm 
     
Direct Deliveries: 
Thursday, September 8     8:00 am – 3:00 pm  
Friday, September 9     8:00 am – 3:00 pm 
 
* In order to ease your delivery process, The Merchandise Mart has set aside designated receiving days for both 
Common Carrier and Personally Owned Vehicle (POV) deliveries specifically for ICFMA exhibitors.  If you have elected 
not to use the advance shipping day, please arrange for your freight to arrive on the direct shipping dates. 
 

 Drayage will be charged at a rate of $2.00 per square foot per contracted space. 
 There will be NO load in on Saturday, September 10 and Sunday, September 11.  
 All exhibitors must be set up by 4:00 pm on Sunday, September 11. Booths not set up by this time may be 

set up by Show Management and assessed a fee. We ask that no construction, arranging or setting up of 
booths – including deliveries or moving of product – take place during show hours.  

 If you choose, you may carry small items via the regular show entrances, but please refrain from using 
handcarts, flatbeds or dollies.  
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FREIGHT MOVE-OUT 

Thursday, September 15                     4:00 pm – 10:00 pm Return of Empties, POV load out only 
Friday, September 16                      8:00 am – 3:00 pm (POV’s, Sold Merchandise, & Common Carriers) 
* Please note – all merchandise that is sold or picked up via POV. 
Saturday, Sept. 17 -Sunday, Sept. 18          FLOOR CLOSED 
Monday, September 19                8:00 am – 3:00 pm (Common Carriers only) 
 

 
 You may ship your materials from the show via any carrier.  You are required only to contact your 

carrier, pack your materials, and file a Bill of Lading with the freight desk. Merchandise Mart 
Properties, Inc. assumes no responsibility for shipments until they are collected from the exhibitor’s 
booth.  A representative of the exhibitor should remain with their property until this has been done.  

 All booths must be left in a reasonable state that enables them to be easily repaired and repainted. 
All nails, Velcro, staples, paper or other materials applied to the booth walls must be removed prior to 
vacating the booth. Exhibitors will be assessed repair charges based on time and materials if they 
choose not to comply.  

 Please note that every effort to return empty boxes as quickly as possible at the close of the show will 
be made, but it may take several hours for all empty containers to be returned. Please make travel 
plans accordingly.  

 

Helpful Hints for Shipping 
 Utilize the advance shipping days. 

 Make sure you are aware of the freight delivery and pick-up schedule. 

 When preparing to ship, be conscious of the freight size limitations. 
       Freight cannot exceed 5’ wide x 10’ long x 5’8” high or weigh over 2,000 lbs. 

 Remember to include your Company Name and Booth Number on all shipments. 
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SET-UP PROCEDURES 

SET-UP HOURS  
 Friday, September 9       8:00 am – 4:00 pm (By Appointment Only) 
 Saturday, September 10    8:00 am – 4:00 pm 
 Sunday, September 11    8:00 am – 4:00 pm 

All exhibits must be set up by 4:00 pm on Sunday, September 11.  No construction, arranging, or setting up  
of exhibits, including deliveries or moving of products, are permitted during show hours. 
 

NOTE:   

If you are unsure if your display requires labor, submit the Customization of Booth Request Form and our 
Operations Team will gladly respond.   

Please note that display materials must adhere to City of Chicago Fire Department Rules and Regulations.   
Candles are permitted only if completely enclosed on all sides and the container extends 6 inches above the 
flame.  If you require further information, please contact our Exhibitor Services Team at (312) 527-7695. 

Exhibitors may hand-carry small items, but we ask that they refrain from using handcarts, flatbeds,  
or dollies.  Our Material Handling Staff is on hand to facilitate such moves.  
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DISMANTLING PROCEDURES 

DISMANTLING HOURS 

Thursday, September 15   4:00 pm – 10:00 pm (Return of empties, packing, & POV load out) 
Friday, September 16   8:00 am – 4:00 pm  
* Please note – All merchandise that is either sold or will be picked up via POV must be cleared by Friday 
Saturday, Sept 17, and Sunday, Sept. 18   Floor Closed 

                    

MMPI will return your empty containers as soon as possible; however, it may take several hours for all empty 
containers to be returned. MMPI will handle the standard refurbishing of booth walls. Excessive damage  
to wall panels will be the responsibility of the individual exhibitors.  
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CONTRACTOR AND LABOR INFORMATION 

You have the option of employing your own union labor to assist with the installation of your booth.  
 

CONTRACTOR GUIDELINES 

Exhibitors who wish to employ EACs should make known to them the following guidelines: 

1. The EAC shall be given the right to provide services requested of them by an exhibitor in set-up and 
dismantling on the show floor, and shall have the right to utilize qualified employees registered in advance. 

2. Services shall not conflict with labor regulations or contracts including jurisdictions claimed by local labor 
unions.  The EAC shall adhere to the rules and regulations in this manual. 

3. The EAC shall possess a valid public liability and property damage insurance policy for at least 
$2,000,000.  The certificate of insurance must name Merchandise Mart Properties, Inc., Merchandise 
Mart L.L.C., 350 North Orleans L.L.C., Vornado Realty Trust and Vornado Realty L.P. as additional insured. 

4. The EAC shall have a true and valid work order from an exhibitor in advance of the show move-in date  
and shall not solicit business on the show floor or during move-in or move-out dates. 

5. The EAC will share with MMPI all reasonable costs related to their operation including overtime pay for 
stewards, restoration of the exhibit space to its initial condition, etc. 

6. The EAC shall cooperate fully with MMPI, especially with regard to the efficient utilization of labor. 
 

LABOR  

Any labor personnel working in your booth must be one of the following: 

1) Your own company personnel (depending on the type of work being done, union labor may be required).  See 
Union Regulations for additional information. 

2) Exhibitor appointed contractor.  EACs must comply with guidelines regarding EACs.  See Exhibitor Appointed 
Contractors for additional information.  

To request MMPI Union Labor, please refer to the Installation/Dismantle Labor Request Form.  Additional 
guidelines regarding Labor should be reviewed on this form. 

All orders for dismantling labor must be confirmed no later than 10:00 am on Wednesday, September 14. 
 

UNION REGULATIONS 

Various unions claim jurisdiction over all set-up and dismantling of exhibits including carpentry, electrical and 
material handling to name a few.  Your personnel may work along with a union installer, if one is necessary.  

Please call (312) 527-7078 for questions regarding union regulations. 

 

Helpful Hints for Set-Up and Dismantling 
 Review the Exhibitor Checklist for any Obligatory and Optional Forms. 
 Be aware of the schedule for Set-Up and Dismantling.  Make travel plans 

accordingly. 
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Obligatory Forms  Optional Forms 
Deadline: August 19, 2011  Deadline: See Forms 

 
 Complimentary Sign Order Form            p. 29 

 
 Display Grid Order Form            p. 37 

 Customization of Booth Request Form  p. 30  Bottled Water Order Form          p. 38 

 Booth Order Form                                   p. 31  Display Case Order Form           p. 39 

 Method of Payment                                p. 32  Floral Order Form                       p. 41 

 
 Labor Request Form                               p. 33 

 
 Lead Retrieval Order Form         p. 43 

 
 Shipment Notification Form                  p. 34 

 
 

 
 Permanent Tenant Move Form             p. 35 

 
 

 
 Exhibitor Appointed Contractor Form   p. 36 
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DEADLINE: August 19, 2011 
 
Each booth is provided with two 8-1/2" x 14" identification signs, installed by Merchandise Mart personnel.  If 
the form is not completed, we will use the company name listed on your contract. 

 
PLEASE TYPE OR PRINT THE INFORMATION AS YOU WOULD LIKE IT TO APPEAR ON YOUR SIGN. 

 
Booth Name:    

 

Booth Number:                    

 

City:    State/Country:    

 
 

 
 

Exhibitor 123 
 

- SAMPLE- 
 
NOTE: Management reserves the right to modify or shorten copy in order to fit within signage space constraints. 
 
 
 
Booth Information 
 
Booth Name:  Booth Number:        
 
Ordered by:   
 
Telephone Number: Fax Number:  
 
 

Mail or Fax this form to: International Casual Furniture & Accessories Market, Attn: Maribel Rodriguez,  

222 Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998 

www.exhibitorinfo.com 

http://www.exhibitorinfo.com/
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DEADLINE: August 19, 2011 
 
If you would like to customize your booth in any way that involves construction (i.e. special flooring, painting, 
and custom lighting), please complete and return this form to us no later than August 19, 2011.  If your 
request is not received by the deadline date, service cannot be guaranteed.  An MMPI staff member will contact 
you about implementing your plan and give you quotes on the costs involved.  If you have any questions, 
contact Maribel Rodriguez at (312) 527-7078.   
 
Note: There may be some requests that cannot be accommodated.    
 
Booth Name:    Booth Number:             _  
 
Name:    

Phone:       Fax:     

 
Please specify your needs.  Include complete description (floor plan, drawings, etc.)  to assist us in calculating 
the cost for this request.   
 
  

  

  

  

  

  

  

  

  

 

Mail or Fax this form to: International Casual Furniture & Accessories Market, Attn: Maribel Rodriguez,  

222 Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998  

www.exhibitorinfo.com 

http://www.exhibitorinfo.com/
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DEADLINE:  AUGUST 19, 2011 

If you need additional equipment or services, complete and return this form. 

Equipment Preorder Rate On-Site Rate    

  
(before 
08/19/11) 

(after 
08/19/11) 

Quantity Total 

Table: 2'x4'x30" green laminate top $41.00 $51.25   $  
Chair: arm chair-Black $25.75 $32.00   $  
Riser: wooden, 11"x11"x4' $11.00 $13.75   $  
Wastebasket $15.50 $19.50   
      +8% rental   

     (A) Total Equipment  $  

Lighting         
75 Watt Halogen Floodlight $38.50  $48.00    $  
75 Watt Halogen Spotlight $51.50 $64.50   
      +8% rental   
    (B) Total Lighting $  

Wattage         
151-500 $96.50 $96.50   $  
501-1000 $186.75 $186.75   
1001-1500 $322.00  $322.00   
1501-2000 $469.00 $469.00   
      (C)  Total Power $  
  Electrical equipment must conform to City of Chicago code requirements. 
 
1. Zip cords, taps, extension cords over 6’, clamp lights or track lights are not permitted. 
2. All wiring or flexible cords shall be 3-wire, "hard usage approved", 12-gauge, grounded, unless a component 

part of an assembly approved under City of Chicago Electrical Code. 
3. Christmas tree lights are permitted only with the use of a GFI cord.  GFI cords must be rented through MMPI.  
4. All fixtures must be UL listed, though this does not ensure passage of Chicago Electrical Code. 
5. Only MMPI light tracks and fixtures are to be used.   
6. MMPI reserves the right to review all other lighting and electrical to ensure it meets City of Chicago Electrical 

Code and Building Code.  Additional charges may be assessed. 
 

HOUSEKEEPING Dates Price/sq. ft./Day  
Carpet Vacuuming-Night of (circle 
date)  

9/12  9/13 
9/14      

$.34 $  

    (D) Total Cleaning $  
          
      Total (A-D) $ 

Exhibitor Information 
 
Booth Name:     Booth Number:       

Ordered by:    Telephone Number:    

Fax Number:      

Mail or Fax this form to: International Casual Furniture & Accessories Market, Attn: Maribel Rodriguez  
222 Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998 
www.exhibitorinfo.com 

http://www.exhibitorinfo.com/
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DEADLINE: AUGUST 19, 2011 

All exhibitors must complete a method of payment. 

Booth Name:    Booth Number:        ___     

Address: (City/State/ZIP)   

Ordered By:    Print Name:   

Date:    Phone:    Fax:   

□ CREDIT CARD (Required of all exhibitors) 

For your convenience, we will use this for authorization to 
charge your credit 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 labor, 
equipment rental, material handling and any damages to the 
suite. An alternate method may be provided at show site. 

□ AMERICAN EXPRESS 

□ MASTERCARD 

□ VISA 

Account No:      

Expiration Date:      

Cardholder's Name:      

Signature:      

Billing Address:      

City/State/Zip:      

While we require a credit card of all exhibitors, you may elect to 
pay for services by cash, check, or with an alternate credit card. 
If you plan to provide an alternate method of payment at show 
site, check the appropriate box below. Pre-orders will be 
charged to the card number provided above unless payment 
accompanies the order. No orders will be processed until credit 
card information has been provided. 

Pre-order rates apply only to orders received with payment 
before the AUGUST 19, 2011 deadline. 

□ COMPANY CHECK (must accompany order) 

Make Checks Payable to:  
MMPI 

We have read, understand and agree to all terms as described 
and have advised our show site representative accordingly. 
 
Signature:  

Print:  

Date:  

 

 

 

 

IF YOU PLAN TO USE AN EXHIBITOR APPOINTED UNION 
CONTRACTOR: 

□ THIRD PARTY AUTHORIZATION 

We understand and agree that we, the exhibiting firm, are 
ultimately responsible for payment of charges.  In the event that 
the named third party does not discharge payment of the 
invoice prior to the last day of the show, charges will revert to 
the exhibiting company.  All invoices are due and payable upon 
receipt, by either party.  The items checked below are to be 
invoiced to the third party: 

□ ALL SERVICES □ RENTAL FURNITURE 

□ I & D LABOR □ SIGNS 

□ MATERIAL HANDLING □ OTHER (Please specify) 

 

THIRD PARTY AGENT: 

□ Personal Credit Card □ Company Credit Card 

□ AMERICAN EXPRESS 

□ MASTERCARD 

□ VISA 
Account No.:       

Expiration Date:      

Cardholder's Name:      

Signature:      

Address:       

City/State/Zip:      

Phone:       

Fax:       

 Mail or Fax this form to: International Casual Furniture & Accessories 
Market, Attn: Maribel Rodriguez 222 Merchandise Mart Plaza, Suite 
470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998 
www.exhibitorinfo.com 
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DEADLINE: AUGUST 19, 2011     
 
Use this form if you will require assistance in installing or dismantling your display.  
       
LABOR RATES PER HOUR (25% surcharge applied to orders received after 08/19/11): 
  Straight Time Overtime  Double Time 
  (8 am-4:30 pm: M-F) (After 4:30 pm: M-F  (After 4:30 pm: Sat 
   8 am-4:30 pm: Sat) All day Sunday) 
Carpenter   $115.70 $173.55   $231.40 
Electrician  $107.30 $160.95   $214.60  
       
*Double Time Rates also apply to carpenter labor after 6:30 pm Monday – Friday.   

All labor before 8:00 am and after 4:30 pm Monday through Friday, and all hours Saturday, Sunday and holidays will be 
charged at the posted overtime and double time rates.  (One (1) hour minimum per worker thereafter ½ hr. increments.)   
       
Note: Starting time can be guaranteed only in those instances where personnel are requested for the start of the 
working day, which is 8:00am, and only for orders placed by the deadline date. All the other orders will be filled 
as labor is available.  All labor must be signed in/out at the Service Desk.  Exhibitors not checked in by their 
requested starting times are subject to a charge of ½ the total time scheduled, per man ordered (one hour 
minimum), unless we receive written cancellation 24 hours prior to starting time. 
       
Please indicate the service desired and number of personnel required.   
       

INSTALLATION No. of 
Personnel Date Start Time *Estimated Duration  

CARPENTER         

ELECTRICIAN       
       

*Type of work to be performed:      
              

DISMANTLE No. of 
Personnel Date Start Time *Estimated Duration 

CARPENTER         

ELECTRICIAN       
       
*Type of work to be performed: 
       
Exhibitor Information      
Booth Name:     Booth Number:            

Ordered by:   Telephone Number:   

Fax Number:           

Mail or Fax this form to: International Casual Furniture & Accessories Market, Attn: Maribel Rodriguez,  

222 Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998 

www.exhibitorinfo.com 

http://www.exhibitorinfo.com/
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DEADLINE: AUGUST 19, 2011 
 
SHIPMENTS WILL BE RECEIVED AND HANDLED IN ACCORDANCE WITH THE INFORMATION SET FORTH IN THE 
EXHIBITOR MANUAL.  A METHOD OF PAYMENT FORM MUST ACCOMPANY THIS ORDER. 
 

Booth Name:  Booth Number:   
 
Contact Name:    Telephone:    
 
 
 SHIPMENTS TO THE MERCHANDISE MART DOCK    
 

Shipper name:     From City/ State  

How will you ship:  Common Carrier ο   Personally Owned Vehicle ο    Company Truck ο   Air Freight ο       

Delivery Date to Dock:        Number of Pieces:       Total Weight:   

Carrier (If known):   PRO Number (if known):   

Comments/Special Handling Requirements:     

  

Attach separate sheet for multiple shipments if necessary. 

 

OUTBOUND SHIPMENTS 
 

Shipper name:            

How will you ship out:  Common Carrier ο  Personally Owned Vehicle ο   Company Truck ο  Air Freight ο   

Shipping Date:        Number of Pieces:       Weight:   

Carrier (If known):        PRO Number (if known):   

 
Mail or Fax this form to: International Casual Furniture & Accessories Market, Attn: Maribel Rodriguez, 222 
Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998 
www.exhibitorinfo.com 

 

http://www.exhibitorinfo.com/
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If you are a Tenant of the Merchandise Mart and your exhibit material is coming from your permanent 
showroom to your Temporary Market Suite, please complete and return this form to us no later than August 19, 
2011.  MMPI staff must complete all moves.  Tenants will not be able to check out carts or dollies from the 
dock.   Actual date and time of the tenant moves will be determined by Show Management and cannot be 
guaranteed.  An MMPI staff member will contact you about the actual time your material will be moved to your 
booth number.  In order to ensure proper handling of your material, a company representative must be present 
in your showroom at the time of move.  MMPI and its staff are not responsible for any loss or damage during 
the move.  If you have any questions, contact Maribel Rodriguez 312.527-7078. 
  
 
PLEASE FAX THIS FORM BY AUGUST 19, 2011 to (312) 379-6056. 
                  

Permanent Showroom #    Move Date:       
 
Booth Name:     Booth Number:    
 
Ordered by:    Telephone Number:    
 
Fax Number:    
 
Please specify your needs.  Include complete description of material that will be moved (Attach detailed page if 
necessary).  All material must be packed and ready to be moved.  A service charge will be assessed if material 
is not packed and ready to move when MMPI staff arrives.  
 
  

  

  

  

  

  

  

 
 
 
 
Mail or Fax this form to: International Casual Furniture & Accessories Market , Attn: Maribel Rodriguez   
222 Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998 
www.exhibitorinfo.com 

http://www.exhibitorinfo.com/
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DEADLINE: AUGUST 19, 2011 
TO THE EXHIBITOR: Forward this Form to the contractor after completing the top portion. 
If you plan to use the services of an independent set-up contractor or display house, rather than those services 
offered by The Merchandise Mart, Show Management must be notified, using this form, by the deadline date. 
 
Booth:  Booth Number:   

Ordered by:     

Exhibitor Responsible at the Show Site:     

Telephone Number:  Fax Number:     

TO THE CONTRACTOR:  Return this form with certificate of insurance to the address below by  
August 19, 2011. 
 
Provide below the names of full-time employees who will be working in the Market Suite listed above, 
and the dates work is contracted for.  Services provided must not conflict with existing labor 
regulations or contracts, and the independent contractor shall adhere to the regulations set up by 
Show Management regarding entrance. 
 
This form, accompanied by a Certificate of Insurance showing possession of a public liability and 
property damage insurance policy of not less than $2,000,000, and Workmen's Compensation 
Insurance to cover employees, must be submitted by the contractor and approved by Show 
Management or access will be denied.  The certificate of insurance must name MMPI, Merchandise 
Mart L.L.C., 350 North Orleans L.L.C., Vornado Realty Trust and Vornado Realty L.P. as additional 
insured. By submitting this form, the independent contractor named below hereby agrees to 
conform to guidelines contained in the exhibitor kit.  If your client has not supplied to you a copy 
of the Exhibitor Guidelines, you may request a copy from Show Management. 
 
Name of Contractor:    
 
Name of Supervisor:    
 
Address/City/State/Zip:    
 
Phone Number:     Dates For Contracted Work:    
 
Fax Number:    
 
Name of Authorized Personnel  Name of Authorized Personnel  

Name of Authorized Personnel  Name of Authorized Personnel   

Mail or Fax this form to: International Casual Furniture & Accessories Market , Attn: Maribel Rodriguez 
222 Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078 FAX: (312) 527-7998 
www.exhibitorinfo.com
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	BOOTH CUSTOMIZATION
	BOOTH FLOORING
	All booths come with grey carpet and the corridors will be carpeted as well. If you would like to order install flooring, please submit the Customization of Booth Request Form. Please note that if you choose to install your own flooring you must install a transition strip as well.
	VENDORS AND SERVICES
	AUDIO VIDEO
	For audio visual rentals, please contact:
	SHIPPING ADDRESS
	CONTRACTOR AND LABOR INFORMATION

	DEADLINE: August 19, 2011
	DEADLINE:  AUGUST 19, 2011

	DEADLINE: AUGUST 19, 2011
	SHIPMENTS WILL BE RECEIVED AND HANDLED IN ACCORDANCE WITH THE INFORMATION SET FORTH IN THE EXHIBITOR MANUAL.  A METHOD OF PAYMENT FORM MUST ACCOMPANY THIS ORDER.

	Mail or Fax this form to: International Casual Furniture & Accessories Market, Attn: Maribel Rodriguez, 222 Merchandise Mart Plaza, Suite 470, Chicago, IL  60654, (312) 527-7078, FAX: (312) 527-7998 www.exhibitorinfo.com
	If you are a Tenant of the Merchandise Mart and your exhibit material is coming from your permanent showroom to your Temporary Market Suite, please complete and return this form to us no later than August 19, 2011.  MMPI staff must complete all moves.  Tenants will not be able to check out carts or dollies from the dock.   Actual date and time of the tenant moves will be determined by Show Management and cannot be guaranteed.  An MMPI staff member will contact you about the actual time your material will be moved to your booth number.  In order to ensure proper handling of your material, a company representative must be present in your showroom at the time of move.  MMPI and its staff are not responsible for any loss or damage during the move.  If you have any questions, contact Maribel Rodriguez 312.527-7078.

