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All outbound shipments require Shepard Outbound Material Handling Authorization form
and shipping labels. Shepard offers complimentary pre-printing of these items. To take
advantage of this service, please complete this request and submit to Shepard. Your preprinted MHA and labels will be delivered to your booth prior to the close of the show.
*Note: All third parties must pick up MHA/labels at the Shepard Service Desk.

Outbound Material Handling
Authorization & Shipping Labels
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lasvegas@shepardes.com
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International LCT Show

Step 1: Complete Exhibiting Company Information:
Exhibiting Company Name

Booth #

Contact Name

Phone #

Email Address

Step 2: Tell us Where your items are going:
Company

City

Street Address

State

Zip

Step 3 How many Pieces are in your shipment?
# of Crate

# of Skids

# of Cases

# of Cartons

Approx Total Weight

Step 4: How many Labels do you need?
Step 5: Who is picking up your shipment?
OFFICIAL SHOW CARRIER: Elite Expo
OTHER
If selecting a carrier other than Elite Expo, you must schedule the pickup. This includes Fed Ex, UPS, etc.
If using FedEx or UPS you must have and apply their shipping labels.
Step 6: What type of Service do you need? (how
fast does it need to get there?)
Step 7: If your carrier doesn't show up, what do we do
with your items?

Ground

2nd Day

Overnight

Reroute via the show carrier (Elite Expo)
Return to warehouse ($400.00 minimum charge)

In order to process your order, we require payment on file. Please complete the Payment Authorization Form and return
to Shepard Exposition Services. If you have already placed an order with Shepard, we will automatically use the credit
card on file for your company.
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What is Material Handling?
Material Handling is the unloading and delivery of exhibit freight to the exhibitor's booth on the show
floor, the storage of empty containers, the return to booth for packing, and the loading back onto the
exhibitor's outbound carrier. This is an automatic service and is billed based on weight. This service,
whether used completely or in are part, are billed as a package.

(702) 948-0341
5845 Wynn Road, Suites
A,B,C,D, Las Vegas, NV
89118

Important!
All Material Handling
fees will be
automatically billed to
the credit card on file!

Material Handling Rates

International LCT Show

How to Calculate Material Handling Services: The following services whether used completely or in part are offered as a
package. When estimating weight, round up to the next 100 lbs. For example: 285 lbs. = 300 lbs./100 lbs. = 3 X RATE = $ Amount
or minimum charge, whichever is greater.

Standard Material Handling Rates: All rates are per 100 pounds with a 200 pound minimum charge. Certified weight tickets are required
on all shipments.

Blended Rates: The rates stated are blended to include overtime based on the schedule at publication. Changes in schedule
may result in additional fees.
Advance Warehouse Tips
Advance Warehouse Shipments
Weight

Crated

Special
Handling

139.10

180.75

35010

35036

Shipments can arrive to the Advance warehouse up to 30 days prior to move in.

Total

Single pieces over 5000 pounds or uncrated machines cannot be accepted at warehouse.

Advance freight is typically delivered to your booth before direct shipments.

Direct to Showsite Shipments
Weight

Direct to Show Site Tips

Crated

Uncrated

Special
Handling

131.30

197.00

170.75

35030

35043

35038

Total

Freight must arrive only during published move in dates and times.
Great for last minute shipments.
Large pieces of machinery can be accepted.

Small Package Tips
Light Weight (Shipments under 40 pounds)
Under 40

Total
Shipment

Total

69.50

Consolidate! Shipments that weigh under 40 pounds total will receive this special pricing. If
you have multiple lightweight shipments, bundle them together so that you are charged for
1 40 pound shipment as opposed to multiple charges for shipments that arrive separately
and at different days or times. All shipments must have certified weight noted on the
packge or bill of lading.

35400
Overtime - 30% for each overtime application based on ST rate

Double Time - 50% fee for each double time application based on ST

Early/Late Shipments to Warehouse: A surcharge will apply to shipments not arriving within the published dates (refer to Show Information page for dates) for
advance warehouse or arriving on show site
Reweigh of Shipments: An additional charge per forklift load will be applied to shipments that have to be reweighed at the dock due to the lack of a certified
weight ticket, or an incorrect or an understated weight on delivery document.
Disposal Fee: A disposal fee & minimum 1 hour labor will be charged for all booth materials (booth displays, flooring, etc.) left unclaimed after show move-out.
We understand that your calculation is only an estimate. Invoicing will be calculated from actual certified weight ticket or reweigh ticket on inbound
material handling receiving report. Adjustments will be made accordingly. Any adjustments to charges must be made at show site.
I acknowledge that all Material Handling charges are billable and will be charged to the credit card on file.

Company

Please Sign

Booth #
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Discount Deadline

(702) 948-0341
5845 Wynn Road, Suites
A,B,C,D, Las Vegas, NV
89118

Order with complete Payment Authorization must be received before Discount
Deadline date to receive discounted pricing.

Labor Hours
ST - Straight time:

Monday-Friday, 8:00 AM - 4:30 PM

OT - Overtime:

Monday-Friday, 4:30 PM - Midnight; Saturday/Sunday, 8:00 AM - 5:00 PM

DT - Double-time:

All other hours and holidays

GROUND RIGGING FORKLIFT RENTAL
Step 1: Tell us what we are moving:
# of pieces to be spotted

Heaviest piece to be spotted

Step 2: When are we moving it?Install Date/Time:

Dismantle Date/Time:

(times are not guaranteed)

Step 3: Describe the work to be performed:
Step 4: Choose your lift size:
Forklift Rental - Up To 5,000 # Capacity

Forklift Rental - Up To 20,000 # Capacity

Item

Discount

Regular

35028

ST Hourly Rental

342.90

445.75

35035

ST Hourly Rental 1028.65

1337.25

35039
35067

OT Hourly Rental
DT Hourly Rental

417.65
516.75

543.00
671.75

35066
35070

OT Hourly Rental 1252.90
DT Hourly Rental 1550.25

1628.75
2015.25

Code

Qty.

Amount

Code

Qty.

Item

Discount

Regular

35029

ST Hourly Rental

685.75

891.50

35049

OT Hourly Rental

835.25

1085.75

35069

DT Hourly Rental 1033.50

1343.50

Item

Discount

Regular

Amount

Cranes, Scissor Lifts, and
4 Stage Forklifts are available
upon request.
Contact Us for Pricing!

Forklift Rental - Up To 10,000 # Capacity
Code

Qty.

Amount

Rate structure includes forklift and (1) operator only.
Minimum crews are based on scope of work and area jurisdiction. Additional labor and groundmen will be billed at the hourly rate.
The minimum charge for labor and equipment is one (1) hour. Labor and equipment thereafter is charged in half (1/2) hour increments.
Orders cancelled without 24-hour notices will be charged a one (1) hour cancellation fee.

Rigging Labor Rates (per man hour)
Code

Qty.

Riggers and Material Handlers (per man hour)

Item

Discount

Regular

Amount

Item

Discount

Regular

35085

ST Hourly Rental

133.75

173.90

35087

Code

Qty.

ST Hourly Rental

107.00

139.10

35086

OT Hourly Rental

191.25

248.65

35100

OT Hourly Rental

153.00

198.90

35099

DT Hourly Rental

267.50

347.75

35101

DT Hourly Rental

214.00

278.20

The minimum charge for labor and equipment is one (1) hour. Labor and equipment thereafter is charged in half (1/2) hour increments.
Orders cancelled without 24-hour written notice will be charged a one (1) hour cancellation fee.
Signature indicates you read and accept the Payment Policy and Terms & Conditions.
No refunds or exchanges once item has been delivered to your booth.
Cancellations must be received in writing within 48 hours of 1st day of exhibitor move in.

Company Name:

Total Forklift:
Tax*:
Amount Due:

NA

Booth #

Contact Name

Contact Email Address

Please Sign
Card Holder Signature

Amount

Forklift Rental
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What is the definition of "freight"?

Any exhibit materials shipped or delivered to the advance warehouse or show facility via shipping carrier, POV, or delivery truck.

What is the difference between material handling and shipping?
Shipping is the process of carrying your shipment from your location, pick-up area to it's destination and also the process of returning your shipment back to your location
after the close of the show. Material handling begins at the time your shipment arrives to the docks (please refer to "What is material handling?" for the full definition.) These
are 2 different items and are billed differently.
No, please do not order a forklift for unloading/reloading of your materials.
Do I need to order a fork lift to unload or reload my freight?
CWT is an acronym for Century Weight Your crated shipment is billed per 100 lbs.
What does CWT mean?
Charges are based off the weight from your inbound weight ticket included with your shipment.
What determines how much I'm charged?
How do I calculate material handling charges?

Material Handling 101

M
What is material handling (also referred to as drayage)?
Material handling is the process of unloading your freight from your shipping carrier, either at the warehouse or show site, delivering it to your booth, storing your empty containers
(empties) if required, returning of your empties at the close of show, and then reloading your freight back onto your shipping carrier.

Material handling services whether used completely or in part are offered as a package. When recording weight, round up to the next 100 lbs. EXAMPLE: 285 lbs. = 300 lbs./100 lbs. = 3 X
RATE = $ Amount or minimum charge, whichever is greater.

Will there be any additional charges?
Additional charges may apply. Please review the Material Handling Authorization and Material Handling Additional Services forms included in the manual for all applicable fees.

What are small package shipments?
Shipments that weight a under 40 pounds. Shipments need to have certified weight tickets or other verifiable weight noted upon delivery. Shipements with out certified weight tickets may
be subject to special handling or reweigh fees. Packages that arrive separately at different times or days will be billed separately.

How do I calculate my small package carrier shipment?
Charges for small package carrier shipments are based on per carton, per delivery.
Example: I'm shipping 3 packages via FedEx, how much will I be charged?
3 x per carton rate = $ amount charged (plus any additional fees that may apply)
Please be advised that your whole shipment may not arrive to its destination at one time. Therefore you may be charged per each delivery, and minimum charges may apply.
What are Crated materials?
Materials delivered that are skidded or in a container that can easily be unloaded/reloaded with no special handling required.

What are Uncrated materials?
Materials delivered that are loose, pad-wrapped or unskidded without proper lifting bars and/or hooks.

What is Special Handling?
Shipments delivered that require extra labor for stacking or unstacking containers on a truck, tarping or untarping freight or containers, or rigging pieces for loading or unloading on a truck or
from the ground, or other circumstances requiring the rehandling of materials. Cannot be completed solely with one forklift and operator.

What are Advance Shipments?
All shipments that are addressed to the advance warehouse address (please refer to "Advance Warehouse" shipping labels included in this manual).
Shepard will begin accepting your shipments 30 days prior to first show open day (date may vary depending on show schedule).
The warehouse will receive shipments Monday-Friday, 8:00am - 4:00pm, excluding holidays.
Shipments must arrive by advance warehouse deadline date to avoid a late surcharge. (Please refer to the "Show Information" page included with this manual for deadline date.)
Crates, cartons, skids, fiber cases, and carpets can be accepted at the warehouse, but DO NOT ship crates weighing over 5,000 lbs., loose/uncrated shipments and/or machinery to
warehouse. You must ship those items direct to show site.
All shipments must have a bill of lading or delivery slip indicating number of pieces and weight. Certified weight tickets required.
All shipments must be prepaid, no collect on delivery shipments will be accepted.

What are Direct Shipments?
All shipments that are addressed directly to the exhibit facility (please refer to "Direct to Show" shipping labels included in this manual).
Shipments must arrive during published exhibitor move-in times only. Do not ship direct to show site in advance. If delivery cannot be guaranteed to arrive during exhibitor move-in,
shipment must go to advance warehouse.
All shipments must have a bill of lading or delivery slip indicating number of pieces and weight. Certified weight tickets required.
Crates weighing over 5,000 lbs. or loose/uncrated shipments must be shipped direct to show site to arrive during exhibitor move-in times.
All shipments must be prepaid, no collect on delivery shipments will be accepted.

What is and why would I need liability insurance?
Accidents happen, therefore, most show organizers and facilities require liability insurance. Please refer to your booth contract for exact minimums required.
Please make sure your materials are covered from the moment they leave your company location to the time they return after the close of the show.
If applicable, included in your manual is information and an application for liability insurance and booth coverage can also be purchased to protect your valuable exhibit materials.

Outbound Shipping
You must complete a Shepard Material Handling Agreement (MHA) for all outbound shipments. A MHA will be distributed at show site if all services have been paid in full, or you can
request one at the customer service desk.
Upon completion of packing and labeling of your materials, complete the bill of lading with all required information, and return to customer service. If you have questions on how to complete
your bill of lading, please ask a Shepard customer service representative located at the customer service desk.
If you are NOT using the designated shipping carrier, you must call your carrier with pick-up information. If your carrier fails to pick up your shipment, Shepard will either reroute your freight
through the carrier of our choice or return to the local warehouse (whichever is indicated on your MHA).
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SPECIAL HANDLING DEFINITIONS
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Rate as shown on Material Handling Rate Form, approx 30%

Shipments received that are packed in a manner as to require additional handling/labor are deemed special handling. Examples of shipments falling into this category
would be constricted space unloading, ground unloading, stacked shipments, designated piece unloading, shipment integrity, mixed shipments, no bill of lading or
documentation, carpet/pad only shipments.
•Constricted Space - Freight packed in trailer to full capacity. Shipments are not easily accessible because trailer is loaded by cubic space, or top to bottom and side to
side.
•Stacked Shipments - Shipments with multiple pieces stacked on top of one another throughout the majority of the truck or trailer requiring unstacking during the
unloading process.
•Mixed Shipments - Mixed shipments are shipments that contain a mixture of uncrated and crated materials, and the uncrated portion is minimal deeming the shipment
special handling but not uncrated. But in cases where greater than 50% of the load by volume is uncrated the load will be categorized as uncrated.
•Shipment Integrity - Shipments loaded on a carrier in a manner requiring separating or sorting to reestablish the integrity of each shipment.
•Carpet/Pad Only - Carpet and/or pad only shipments are time and labor intensive, and require additional manpower and tools (e.g. carpet poles, flatbed carts or scooters,
dollies).
•No Documentation - Shipments received from small package carriers (including, among others, Fed Ex, UPS, & DHL) that are delivered without documentation or bills of
lading that require additional sorting, processing, and tools for delivery.
•Designated Piece Unloading - Shipments loaded in such a manner that require the unloading/loading crew to be directed by driver remove items in a particular order, or
unloading and reloading items to reach certain pieces behind others remaining on the trailer.

DISPOSAL FEE

Fee:

.75 Per Lb

Labor Rate

107.00

Per Hour (OT/DT may apply)

A disposal fee & minimum 1 hr labor will be charged for all booth materials (booth displays, flooring, etc.) that are left unclaimed after show move-out.

OVERTIME/DOUBLE TIME

Surcharge: Overtime: 30%

Double Time: 50%

Shipments that are moved and/or handled on overtime and/or double time hours will incur a surcharge based on the handling times noted on the receiving/shipping
documents. Drivers picking up outbound shipments will be sequenced for loading ONLY after a bill of lading is submitted to the Shepard Service Desk AND the driver has
checked in.

WAREHOUSE OVERTIME/DOUBLE TIME

Surcharge: Overtime: 30%

Double Time: 50%

Advanced shipments may be received during straight time hours at the warehouse location, however an overtime/double time surcharge may be applied to an advanced
warehouse shipment due to required delivery schedule based on show move-in and move out hours beyond our control. This would also be true if freight was received
after hours at the warehouse trapping facility.

EARLY/LATE SHIPMENTS TO WAREHOUSE

Surcharge:

25%

Minimum:

$50.00

35003

A surcharge will apply to shipments not arriving within the published dates (refer to Show Information page for dates) for advance warehouse or arriving on show site after
show opening. Any shipment arriving to showsite after show open will be charged a surcharge.

UNCRATED SHIPMENTS

Rate as shown on Material Handling Rate Form

An additional charge of 50% (or as stated on Material Handling Authorization page) of the applicable material handling charge at the time of delivery shall be charged for
all loose, uncrated, or unprotected shipments received at the show site docks. The charge is a one-time charge that includes both move-in and move-out of the show,
and is based on the weight of the shipment handled.

OFF-TARGET DELIVERIES

Surcharge:

15%

Minimum:

$50.00

35004

For targeted shows (exhibitors who received/requested a Targeted Date/Time), a surcharge will apply if shipment is not delivered (or carrier has not checked in) during
assigned target date/time.

PADDED VAN DELIVERIES

Surcharge:

$8.00/CWT

35041

This applies to van line carriers that transport freight at cubic displacement rates, operate a non-standard dock height equipment, require freight on the truck to be
unloaded in a specific order or orientation, or require that freight on the truck be moved to unload the actual delivery.

MARSHALING YARD

Surcharge:

$30 per Shipment

35250

Where Shepard Exposition Services as the show contractor must lease space for marshaling yard operations because no space is provided by the facility, Shepard may
charge a one time fee per shipment processed inbound and/or outbound through the marshaling yard.

REWEIGH OF SHIPMENTS

Surcharge:

$25.00 per forklift load

35282

An additional charge per forklift load will be applied to shipments that have to be reweighed at the dock due to the lack of a certified weight ticket, or an incorrect or
understated weight on a delivery document.

EMPTY CRATE STORAGE

Surcharge:

$25.00 per piece, Minimum $50.00

35105

A charge per crate, carton or skid applies when Shepard handles the storage and return of empties from a shipment not received by Shepard and therefore not subject to
material handling charges.

SMALL SHIPMENTS
Shipments weighing 40lbs or less will qualify for the small package rate. Packages exceeding 40lbs will be billed standard Material Handling fees at the prevailing show
rates. All small shipments must have certified weight tickets. Shipments without certified weight will be subject to special handling or reweigh fees.

ENVELOPE DELIVERIES

Surcharge:

$10.50 per envelope

35007

During show hours at the show facility, a charge will apply to receiving and delivering envelope packages to your booth.

MOBILE SPOTTING

Fee: $200 round trip

All vehicles must be escorted in and out of building by Shepard personnel.

35106

