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SHOW INFORMATION

Table Top Package
Items provided in your space, per exhibitor: 
• 7" x 44" Cardstock Identification Sign
• 6’ Long Table and 2 chairs to be provided by Marriott 

Marquis
• (1) 500 Watt 5 AMP Single Outlet provided by Edlen

Exhibit Show Schedule
GENERAL EXHIBITOR MOVE-IN
Tuesday, May 17, 2022 • 6:00AM to 7:00AM

 
EXHIBIT HOURS
Tuesday, May 17, 2022 • 7:00AM to 7:00PM

 
EXHIBITOR MOVE OUT
Tuesday, May 17, 2022 • 7:00PM to 8:30PM

FREIGHT REROUTE BEGINS*

*All outbound carriers must be checked in by this time

Tuesday, May 17, 2022 | 8:30PM

Shipping Addresses
ADVANCE WAREHOUSE SHIPMENT ADDRESS
Exhibiting Co. Name & Booth Number 
Biologic Association Annual Summit 
Shepard Expo c/o Palmisano Delivery Service 
365 E Grand Ave Suite C 
San Francisco, CA 94080

DIRECT TO SHOW SITE SHIPMENT ADDRESS
Direct shipping is not permitted for this event. All 
shipments must be sent to the advanced warehouse 
prior to the event.

Discount Price Deadline  
for Custom Shepard Rentals 

Monday, April 18, 2022

Exhibitor Appointed Contractor 
Notification Deadline 
Monday, April 18, 2022

First Day for Warehouse Deliveries 
Without a Surcharge 
Monday, April 18, 2022

Discount Price Deadline for Standard 
Shepard Orders 

Tuesday, April 26, 2022

Last Day for Warehouse Deliveries 
Without a Surcharge 
Tuesday, May 10, 2022

Last Day for Warehouse Deliveries* 
Monday, May 16, 2022 

* Date indicated is last day freight can arrive to advanced warehouse 
with guarantee of delivery to booth for exhibitor move-in.

IMPORTANT DEADLINES

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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INFORMATION

ONLINE & DISCOUNT DEADLINE:* TUESDAY, APRIL 26, 2022

Due to liability concerns and/or labor jurisdictions, exhibitors or their Exhibitor Appointed 
Contractors (EACs) may not operate any type of mechanical or powered equipment 
including forklifts, manual or electric pallet jacks, overhead lifts, etc.

Shepard Mailing Address
1531 Carroll Drive, NW 
Atlanta, GA 30318 
Phone: 404-720-8600 
Email: orders@shepardes.com

Service Desk Hours (subject to change)

Tuesday, May 17, 2022 • 6:00AM to 8:30PM

Exhibitor Move Out
Tuesday, May 17, 2022 • 7:00PM to 8:30PM 

Dismantle & Move Out Information
Shepard will begin returning empty containers and skids as 
soon as the aisle carpet is removed and/or plastic protection 
is installed on top of the floor. All exhibitor materials must be 
removed from the facility by Tuesday, May 17, 2022 | 8:30PM.

Any materials remaining in the hall will be rerouted or returned to 
Shepard’s warehouse to await disposition at the exhibitor’s expense.

To ensure all exhibitor materials are removed from the facility 
during the exhibitor move out, please have all carriers checked 
in with Shepard no later than Tuesday, May 17, 2022 | 8:30PM.

Post Show Paperwork & Labels
Our Customer Service Representatives will gladly assist you in 
preparing your outbound shipping labels, outbound Material 
Handling Authorization paperwork, and outbound shipping in 
advance. You may find these forms included in this exhibitor 
services catalog. An email with links to an online portal will also 
be sent to the exhibitor contact on record for the booth. Labels 
and paperwork will also be available on-site. Make sure your 
carrier knows your company name, booth number, and the 
carrier check in deadline.

Outbound Shipping
It is the responsibility of each exhibitor to arrange for 
transportation of booth materials after the event. Our Customer 
Service Representatives are available pre show, during the 
show, and during move out to assist you in arranging shipping 
through our official carrier Shepard Logistics. For peace of mind 
and easy set up, contact Shepard Logistics before the event for 
transportation services to and from the event. Shepard does not 
provide UPS, FED-EX, or other carrier specific labels. Exhibitors 
must schedule pick ups directly with all carriers as well as 
provide carrier specific shipping labels.

Pick Up Address
San Francisco Marriott Marquis 
55 FOURTH STREET 
SAN FRANCISCO, CA 94103

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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ONLINE ORDERING
IT'S EASY.

Need help? Contact us: customerservice@shepardes.com

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA� May 17, 2022

Order online through the Shepard Exhibitor Portal at 
https://apps.shepardes.com/olk/intro.asp. Login or Create an Account and follow 
the simple instructions for ordering. If you need assistance during your shopping 
experience, contact us using our  chat feature on the right side of the screen. 
Representatives are available Monday - Friday, 8AM - 5PM EST.

1. Go to: https://apps.shepardes.com/olk/intro.asp.

2. Select the Event.

3. Login from the Show Information page by clicking 

the Login for Online Ordering button.
4. Select your event, enter your email address and 

password then click Login.
User Name = Your Email Address
(provided by Event Management)
Password = BIOLOGIC

5. Don’t have an account, click “Create an Account.”

6. Once logged in, please confirm your profile 
information. If you need to update your
information, please contact us at 
customerservice@shepardes.com.

7. To order, utilize the grey category drop-down menus 
above the Welcome message.

8. After making your selections, click the add to cart 
button on the bottom right of the page.

9. To view your order click the Shopping Cart Icon at the 
top right of the page.

10. Confirm your order, click and complete the payment 
process.

Login

If you are already registered for online ordering, please login below.

You’ll need to select and event first. After you login you will have access to your  
other events as well.

Select an Event
Select a Show

Email Address
youremail@yourcompany.com

Password
••••••••

Login  Forgot your password?

Create an Account

Registration is easy. To create an account we need your email address, name, and 
company information.

Select an Event
Select a Show

Creating an account will allow you to order online. 
First, we will need your email address.

Let’s do this!youremail@yourcompany.com
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METHOD  
OF PAYMENT

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA� May 17, 2022

Please review the information and complete your payment information online.
You may choose to pay by credit card, check payable to Shepard Exposition Services, or bank wire transfer, however, we require your 
credit card authorization to be on file before we process your order(s) for service. For your convenience, we will use your online 
credit card information to charge your credit card account for any additional amounts incurred as a result of show site orders 
placed by your representative including material handling and logistics charges for shipments received on your company’s 
behalf and any unpaid balance due for Shepard services. Credits for services will be issued at show site only. 

Shepard no longer accepts cash payments for any Shepard Services. Once a payment is processed by credit card, any changes to the 
payment method will be charged a fee of 5% of the total invoice. 10010-Change Of Payment Method Transaction Fee

Shepard Exposition Services only accepts payment information electronically. Place your order 
online with Shepard or follow the steps below to provide your payment information electronically 
and submit your order forms.

Complete your payment information online.
Login to your account at https://www.shepardes.com/payment-methods and choose the event you are submitting payment for.

Discount Pricing Deadlines
Orders received without payment or after the discount price deadline will be charged at the standard price.

Online: Tuesday, April 26, 2022 All paid orders placed online prior to the deadline date.

Discount Deadline: Tuesday, April 26, 2022 All paid orders placed via pdf prior to the deadline date.

ACH/Wire Transfers
You may choose to pay by Check or ACH/Wire Transfer, however a credit card is required on file to process all orders.
In order to accurately process the transfer of funds from your account, please complete the following information and email it along with a copy of the wire receipt to the email 
printed on the header of this page. A $50 service charge will be added for processing checks drawn on foreign banks. A $25 service charge will be added for processing U.S. wire 
transfers. $50 service charge for international wire transfers.

The following information must be included on the bank copy of the wire transfer confirmation:

NAME OF SHOW BEING ATTENDED: Biologic Association Annual Summit� EVENT CODE: C197260522

EXHIBITING COMPANY NAME:   BOOTH NUMBER:  
 

Account Name:  
Shepard Exposition Services, Inc.

Routing Number:  
041000124

SWIFT CODE (US):  
PNCCUS33 Please include the show name, event code and your booth number  

if you are sending a physical check.Bank Name:  
PNC Bank N.A., Pittsburgh, PA 15219 USA

Account Number:  
42-6061-9772

SWIFT CODE (INTL):  
PNCCUS33

TAX EXEMPT? Please submit tax exemption certificate to: orders@shepardes.com. If you are tax exempt, you must provide a tax exemption certificate for the state in which 
the event is being held.

Email completed form to: customerservice@shepardes.com

M
et

h
o

d
 o

f P
ay

m
en

t



shepardes.com | 7

TERMS &  
CONDITIONS

You are entering a contract which limits your possible recovery in case of loss or damage. 
The terms and conditions set forth below become a part of the contract between Shepard 
Exposition Services, and you, the Exhibitor. 

Exhibitor is deemed to accept these terms  
and conditions when any of the following  
conditions are met: 

Exhibitor materials are delivered to the Shepard 
warehouse or to a show or exposition site for which 
Shepard is the Official Show Contractor, or an order 
for labor and/or rental equipment is placed by the 
exhibitor with Shepard.

Definitions and Shepard Responsibilities: The name 
“Shepard” shall be construed within the meaning of 
this contract as Shepard Exposition Services, Inc. and 
its employees, officers, agents, and assigns including 
any subcontractors Shepard may appoint. The term 
“EXHIBITOR” refers to any party who contracts for 
services with Shepard. Shepard shall be responsible 
only for those services which it directly provides, and 
hereby agrees to execute its contracted duties in 
good faith. Shepard assumes no responsibility for any 
person, parties, or other contracting firms not under 
Shepard’s direct supervision and control. Shepard 
shall not be responsible for loss, delay, or damage due 
to strikes, lockouts, work stoppages, natural elements, 
vandalism, acts of God, civil disturbances, power 
failures, acts of terrorism or war, or any other causes 
beyond Shepard’s reasonable control; or for ordinary 
wear and tear in the handling of materials. Due to the 
security and liability requirements, Shepard personnel 
will unload all vendor materials from the loading docks 
to the booths. Exhibitors may not utilize powered 
mechanical equipment. 

Indemnification: The exhibitor agrees to indemnify, 
forever hold harmless, and defend Shepard and its 
employees, officers and agents from and against 
any and all claims, causes of action, fines, penalties, 
damages, liabilities, judgments, and expenses on 
account of personal injury or death, damage to or loss 
of property or profits arising out of, or contributed 
to by any of the following: (1) exhibitor’s negligent 
supervision of any labor secured through Shepard 
or the negligent supervision of such labor by any of 
the exhibitor’s employees, agents, representative, 
invitees, and/or exhibitor appointed contractor 
(EAC); (2) exhibitor’s negligence, willful misconduct, 
or deliberate act, or such actions of exhibitor’s 
employees, agents, invitees, representatives, or 
EACs at the show to which this contract relates, 
including but not limited to the misuse, improper 

use, unauthorized alteration, or negligent handling 
of Shepard equipment; or (3) exhibitor’s violation of 
Federal, State, or Local ordinance; or violation of show 
regulations and/or rules as published by the Facility 
and/or Show Management.

Payments are due prior to delivery of services 
or equipment to EXHIBITOR unless other credit 
arrangements have been made. All payments shall 
be in U.S. currency, MasterCard, VISA, or American 
Express , debit cards, or check, provided there is 
sufficient customer credit in Exhibitor’s form of 
payment to completely satisfy the amount owed 
by EXHIBITOR to Shepard. Undersigned authorizer 
acknowledges and agrees that all applicable charges 
for services rendered to the EXHIBITOR will be 
applied to the credit card on file in the event other 
form of payment is not tendered prior to the close of 
the trade show. In no instance shall any Exhibitor be 
extended credit beyond 30 days after the close of the 
Show. If there are any outstanding balances owed 
by EXHIBITOR to Shepard which have not been paid 
after 30 days following the close of the Show, then 
these unpaid balances shall bear interest at the rate 
of 1-1/2% per month (18% per annum). Exhibitor will be 
responsible for all charges incurred by Shepard while 
endeavoring to collect this account. If EXHIBITOR 
provides a credit card for payment and the credit card 
transaction is declined, EXHIBITOR hereby authorizes 
Shepard to process the outstanding balance in 
multiple smaller increments that total the amount 
of the outstanding payment obligation. In the event 
that a THIRD PARTY (AGENT) orders on behalf of 
the EXHIBITOR and the named THIRD PARTY does 
not discharge payment of the invoice prior to the 
last day of the show‚ charges will revert back to the 
EXHIBITOR. All invoices are due and payable upon 
receipt‚ by either party.

Show Site Orders: Services ordered at show site will 
require full payment at the time the order is placed. 
Purchase orders may not be used in lieu of payment. 
Regular prices will apply to all show site orders. Floor 
orders are limited to availability.

Third Party Orders: If you contract your work to a 
display or exhibit house and require services from 
Shepard, the payment policy stated above applies. 
Please pass this information on to them. A Third Party 
Payment form must be completed and submitted 

three weeks prior to show opening. If your elected 
Third Party Provider fails to pay for Shepard Services, 
the exhibitor is still responsible for paying all invoices 
to Shepard.

Equipment Audits: EXHIBITOR should be advised 
that routine audits of Exhibitor booths for service 
usage are conducted during the Convention. Should 
the result of such an audit indicate that equipment or 
services is in fact being used that has not been paid 
for, the Exhibitor will be charged for the equipment or 
service at the applicable rate.

Exchanges and Cancellations: On-site exchanges 
and cancellations in orders will be assessed a 100% 
pick-up fee. Custom products: All orders cancelled by 
the exhibitor within 30 days of first day of exhibitor 
move in day may be subject to cancellation fees up 
to 100% of the total order, based upon the status of 
move-in, work performed and/or Shepard set-up costs 
or expenses. Equipment and Furnishings: There are no 
exchanges or refunds once item has been delivered to 
your booth. Cancellations must be received in writing 
14 days prior to first exhibitor move in day. Labor: 
Cancellations must be received in writing before 48 
hours of 1st day of exhibitor move in, otherwise a 1 hour 
per man ordered will apply.

Invoices: Prior to close of show, an invoice will be 
prepared and emailed to the booth contact on file for 
your review. Credits will be issued at show site only. 
If you have any questions or want to pay your invoice 
by check or cash, please see our customer service 
representatives at the service desk on-site.

Outbound Services: All outbound services will be 
processed on your credit card. A copy of the receipt 
and invoice will be mailed within 10 days of the close 
of the show.

Rental Responsibility: All materials are on a rental 
basis and shall remain the property of Shepard. The 
customer shall be held financially responsible for any 
damage to Shepard equipment used by the customer. 
Prices quoted are for the duration of the show and 
include installation, rental, and removal except where 
indicated. If skirting and carpet colors are not selected, 
show colors will prevail.

� continued on the next page

Biologic Association Annual Summit� C197260522 
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TERMS &  
CONDITIONS (continued)

International Customers: International customers 
must pay for all services in U.S. funds. A $50 service 
charge will be added for processing checks or wire 
transfers drawn on foreign banks.	

U.S. Wire Transfers: A $25 service charge will be 
added for processing U.S. wire transfers. Please 
complete the wire transfer portion of the Method of 
Payment form. The credit card portion of the form 
must still be completed before your order will be 
processed.

Tax Exempt Status: If you are tax exempt in the state 
where the show is held, a copy of the certificate must 
accompany your order.

Tax Rates: State tax regulations and tax rates can 
change after the date of publication. Prevailing state 
tax rates will supersede any published rate.

Exhibitor Information: Exhibitor permits all contact 
information provided to Shepard to be used by 
Shepard and shared with other entities assisting in the 
production of the event in question. Facsimiles and 
email communications may include show information, 
promotional materials, advertising statements and 
other commercial notices. Permission may be revoked 
by the EXHIBITOR in writing.

Cancellation or Event Postponement: In the event 
the exposition or event is cancelled or postponed, 
Shepard reserves the right to charge for services 
rendered in preparation of the event or exposition as 
well as non-refundable costs incurred by Shepard.

Insurance: It is understood that Shepard is not 
an insurer. Insurance should be obtained by the 
EXHIBITOR. It is highly recommended that exhibitors 
arrange All Risk coverage which usually can be done 
by endorsements to existing policies. Exhibitor’s 
materials should be insured from the time they leave 
their firm until they are returned after the close of the 
show. Insurance and liability against theft or property 
damage to equipment or exhibit material owned or 
rented by EXHIBITOR, or bodily injury occurring within 
the confines of Exhibitor’s booth, remain the sole and 
complete responsibility of EXHIBITOR. Except where 
prohibited by law, the EXHIBITOR and its insurers 
waive all rights of recovery or subrogation against 
Shepard and their respective directors, officers, 
employees, and agents.

Claim(s) for Loss and Payment For Services: 
Exhibitor agrees that any and all claims for loss or 
damage shall be submitted to Shepard prior to the 
conclusion of the show when the alleged loss or 
damage occurred prior to that time, and in all cases 
within 30 days of the conclusion of the show. For claim 
reporting purposes, the “conclusion” of the show shall 
be construed as the end of the day on which exhibitor 

must vacate the show site. All claims reported after 
the 30-day period will be rejected. In no event shall 
a suit or action be brought against Shepard more 
than one year after the date the loss or damage 
occurred. Payment for services may not be withheld. 
In the event of any dispute between Shepard and 
the exhibitor relative to any loss or damage claim, 
the exhibitor shall not be entitled to and shall not 
withhold payment for Shepard services as an offset 
against the amount of the alleged loss or damage. Any 
claim against Shepard shall be considered a separate 
transaction and shall be resolved on its own merit.

Limits of Liability: If found liable for any loss, 
Shepard’s sole and exclusive maximum liability for 
loss or damage to Exhibitors materials and Exhibitor’s 
sole and exclusive remedy is limited to $.50 (USD) per 
pound per article with a maximum liability of $100.00 
(USD) per item, or $1,500.00 (USD) per shipment 
whichever is less. All shipment weights are subject to 
correction and final charges determined by the actual 
or re-weighed weight of the shipment. Shepard shall 
in no event be liable for collateral, exemplary, indirect 
costs or damages, or loss of sales resulting from, or 
related to, a claim for loss of or damage to material.

Inbound and Outbound Shipments: Consistent 
with trade show industry practices, there may be a 
lapse of time between the delivery of shipment(s) 
to the booth and the arrival of the exhibitor or his 
representative. During such time, the materials will 
be left unattended. Shepard is not, and cannot be, 
responsible for loss, damage, theft, or disappearances 
of exhibitor’s materials after same have been delivered 
to the exhibitor’s booth. Similarly, there may be a 
lapse of time between the completion of packing 
and the actual pick up of exhibitor’s materials from 
the booth for loading onto a carrier. During such 
time, the materials will be left unattended. Shepard 
shall not be responsible for loss, damage, theft, or 
disappearance of exhibitor’s materials before same 
have been picked up for loading after the show. All 
materials will be checked at the booth at the time of 
loading using document(s) submitted by the exhibitor 
and notations of exceptions to conditions of materials 
or piece counts will be made on said document. 
Shepard assumes no responsibility for loss, damage, 
theft, or disappearance of exhibitor’s materials after 
same have been delivered to exhibitor’s appointed 
carrier or agent for transportation after the show. 
Shepard loads materials onto the carrier’s truck under 
the supervision of the carrier driver who checks and 
signs for the materials. Shepard assumes no liability 
for any materials after the carrier assumes custody 
of materials. If exhibitor’s designated carrier fails to 
show by the move out deadline after a show, Shepard 
shall have the authority to route exhibitor’s shipment 
via an alternate carrier, or return shipment to a local 
warehouse for disposition at exhibitor’s expense.

Packaging, Crates, and Empty Containers: Shepard 
shall not be responsible for surface damage to loose or 
uncrated materials, pad-wrapped, or shrink-wrapped 
materials. Shepard shall not be responsible for 
concealed damage, damage to carpets in bags or poly, 
or damage to materials improperly packed. Shepard 
shall not be responsible for crates and packaging 
unsuitable for handling, partially assembled, or having 
prior damage. Affixing “Empty” storage labels to 
containers is the sole responsibility of the exhibitor 
or their representative. All previous labels should 
be removed. Shepard assumes no responsibility for 
removal or mis delivery of containers with old labels or 
incorrect information on labels or for loss or damage 
to materials stored in containers labeled “empty.”

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA� May 17, 2022
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COVID-19 CANCELLATION  
POLICY

This policy will apply to events that cancel prior to 
Shepard’s commencement of moving in the event:

•	 We will offer 100% refunds on standard furnishings,  
	 accessories, executive furnishings and standard  
	 carpet/padding. Custom products such as  
	 premium, special cut carpets and graphics will be  
	 refunded at 70-100%, based on cancellation date.

•	 Custom rental exhibits will be refunded based on  
	 cancellation date and production status.

•	 We will charge for work performed on labor,  
	 material handling and transportation.

•	 Custom fabrication items are non-refundable.

•	 All products/services not listed above will be  
	 charged per contracted terms.

•	 The Shepard customer services team will reach out  
	 to exhibitors to assist with freight, as well as answer  
	 any questions regarding orders. They will be able to  
	 assist on both cancelled and postponed shows.

Frequently Asked Questions
How do I cancel my order? 
As soon as we are informed of a cancelled event, we will 
begin working through canceling orders. You will be 
emailed a final invoice showing any applicable charges 
and/or credits.

If I just sent in my order, will it be processed, and will 
my card be charged? 
If we have been notified by the event organizer that the 
event has been cancelled, we will not process the order.

When will I get a refund? 
If a refund is due, we will send a check for monies due to 
the address on file. Wire transfers will be refunded and 
issued by the Shepard Accounts Receivable department 
as soon as invoices are finalized.

Will I still be charged material handling for  
my shipment? 
Yes, material handling charges will apply and will be 
based on where your freight was shipped and if it had 
been taken to show site by the time of cancellation.

I already shipped my freight to the Shepard advance 
warehouse or the event. Can you send it back to me? 
Yes, with the shipment already in our possession,  
we can easily return your freight to the destination  
of your choice using Shepard Logistics. Please contact  
us at logistics@shepardes.com.

Shepard reserves the right to modify this and other 
policies at any time.

Cancellation Policy Statement for Exhibitors on Events Impacted by Coronavirus 
(COVID-19) The impact of COVID-19 has been unlike anything our live events industry 
and the global community have ever experienced. We understand that our exhibitors are 
disappointed in the lost opportunity to connect with attendees and grow their businesses. 
Due to these unprecedented circumstances, we have temporarily revised our policy to 
support our customers.

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA� May 17, 2022
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SAFETY FIRST PLAN
CREATING SAFE & SUCCESSFUL LIVE 
EVENTS IN A COVID WORLD.

Changes are taking place at our events.
With Shepard, You Can.
To support the production and maintenance of clean and healthy environments—both at 
Shepard offices and event sites—we’ve implemented a series of solutions and standards for 
all associates and event personnel.

Want to learn more? Contact us: logistics@shepardes.com

Sa
fe

ty
 F

ir
st

 P
la

n

Masks Required
Associates and union 
personnel are required to 
wear a mask while working 
at Shepard offices and 
event sites.

Health Screening
Associates and union 
personnel are required to 
complete a daily health 
screening before reporting  
in for work.

Temperature Check
Shepard is conducting 
a temperature check for 
all personnel entering 
Shepard offices and  
event sites.

Hand Hygiene
Personnel is required to follow hand hygiene protocols placed in all 
restrooms and break areas.

Safety Signage
Shepard signage with health and safety reminders are placed at 
entrance and exit points.

Hand Sanitizing Stations
Hand sanitizing stations are placed at Shepard check-in areas and 
work stations.

Exhibitor Service Center
Area has enhanced safety measures, including sneeze guards 
to protect customer service associates and customers during all 
interactions.

Daily Safety Briefings
We have incorporated COVID-19 preventative practices into existing 
daily safety briefings.

Social Distancing/No Contact Rule
Personnel is encouraged to keep a distance of at least 6 feet away 
from other associates in all areas. Please refrain from physical 
contact greetings.

COVID-19 Training
All associates are required to complete training and courses on 
COVID-19 safety and infectious disease prevention.

Team Meeting Areas
General meeting areas will follow social distancing guidelines and 
any additional preventative measures.

Our Commitment!
Shepard is committed to partnering 
with our facility, organizer and 
vendor partners to implement an 
enhanced safety environment.
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Return this form when a third party (any party other than exhibiting company) should 
be billed for services. Both parties MUST sign this form indicating acceptance; otherwise, 
request will be denied.
When a third party is handling your display and/or paying for any services on your behalf, we will agree to this third party 
arrangement if the following payment is agreed upon and all signatures are properly completed. By signing this form, both parties 
agree and understand that the exhibiting firm is responsible for all charges. In the event that the named third party does not make 
payment by show close, Shepard will be paid by the exhibiting firm on demand at show site. The show site invoice may or may not 
include any outbound services, such as additional material handling, rigging, and/or shipping charges.

Step 1. Provide the exhibiting company contact information and signature.

EXHIBITING COMPANY NAME:   BOOTH NUMBER: 

EXHIBITING COMPANY ADDRESS:  

CITY:   STATE:   ZIP CODE: 

CONTACT EMAIL ADDRESS:   PHONE NUMBER: 

EXHIBITING COMPANY AUTHORIZED NAME (please print): 

SIGNATURE FROM EXHIBITING COMPANY: 

Step 2. Check services below to bill to the third party. 

 ALL SERVICES  Booth Cleaning  Material Handling  Carpet  Furniture

 Exhibit Rentals  Overhead Rigging/Labor  Installation/Dismantling Labor  Logistics/Transportation

Other (please specify):

Step 3. Provide third party contact information.

3RD PARTY COMPANY NAME: 

CONTACT NAME: 

EXHIBITING COMPANY ADDRESS: 

CITY:   STATE:   ZIP CODE: 

CONTACT EMAIL ADDRESS:   PHONE NUMBER: 

Step 4. Complete your payment information online.

Login to your account at https://www.shepardes.com/payment-methods and choose the event you are submitting payment for.

THIRD PARTY PAYMENT

DEADLINE: MONDAY, APRIL 18, 2022

Email completed form to: customerservice@shepardes.com

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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This form is to be completed by the Exhibitor and returned to Shepard by the deadline  
date noted above.

EXHIBITING COMPANY NAME:   BOOTH NUMBER: 

CONTACT EMAIL ADDRESS:   PHONE NUMBER: 

An Exhibitor Appointed Contractor (EAC) is a company other than the “general or official” service provider on the show that requires access to your booth during installation 
and dismantling. The EAC may only provide services in the facility that are not designated by the facility as “exclusive” to a designated provider, or by the event organizer in a 
contract as an exclusive service for the “general or official: service provided or other third party.

No EAC will be allowed to work in an exhibitor’s booth if this EAC form, a valid form of insurance, a third party Method of Payment form and an exhibitor Method of Payment 
is not completed by an authorized representative and received by Shepard by the due date indicated above. The Form must be completed for every third party (as well as any 
other ordering third party ordering or requesting services from Shepard on behalf of exhibitor) at the above event. Multiple booths are not to be listed on one form. If form is not 
submitted by deadline date, the EAC will not be allowed to perform work in the hall except to supervise the official contractor provided labor.

EXHIBITOR APPOINTED CONTRACTOR: 

CONTACT NAME:   PHONE NUMBER: 

STREET ADDRESS: 

CITY:   STATE:   ZIP CODE: 

DESCRIPTION OF PROPOSED SERVICE FOR EXHIBITOR: 

The EAC hired by the exhibitor must, by the deadline date, provide Shepard with a current Certificate of Insurance with minimum limits of $500,000 property damage per 
occurrence, $1,000,000 personal injury per occurrence, workers compensation aggregate coverage of $1,000,000 per occurrence, and naming Shepard Exposition Services 
as the certificate holder for the time period of the event, including move-in and move out days. Listing Shepard Exposition Services as an additionally insured only will not be 
accepted, and may prevent EAC from working on the premises. If EAC does not have minimum coverage and proper documentation, they will be subject to employing Shepard 
Exposition Services for labor services.

The EAC must abide by the rules and regulations of the show and all pertinent union regulations.

EAC employees must wear approved identification badges at all times while in the work area. Badge will be issued at show site to authorized contractor representatives when 
all requirements have been met.

The EAC must confine its operations to the exhibit area of its clients. No service desks, storage areas or other work facilities will be located anywhere in the facility. Show aisles 
and public areas are not part of the Exhibitor’s booth space.

Solicitation of business by EAC is strictly prohibited. EAC companies discovered soliciting will be removed from the show floor and the exhibitor will not be able to use that EAC 
for the remainder of the event.

The EAC must have all business licenses, work permits and insurance required by State and City governments and Facility Management before beginning work, and shall 
provide Show Management with evidence of compliance.

If required, the EAC must be able to provide evidence that it has current and applicable labor contracts and must comply with all labor agreements and jurisdictions.  
The EAC must not jeopardize the production of the event by any act or practice that would lead to work stoppages, strikes or labor disputes.

EACs agrees to keep all No Freight Aisles clear at all times. If SES is required to rearrange any material situated in a clearly No Freight Aisle, the exhibitor or the EAC 
depending on billing arrangements will be a charged a 1 hour minimum forklift rental and labor.

EXHIBITOR SIGNATURE: 

EXHIBITOR APPOINTED  
CONTRACTOR (EAC)

DEADLINE: MONDAY, APRIL 18, 2022

Email completed form to: customerservice@shepardes.com

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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With Shepard, You Can.
Use this grid to show where to place Hanging Signs, Electrical, or other Utility Orders. 

Make as many copies as you need!

Enter in the booth numbers above, below, and on each side of your booth to ensure proper placement!  
If you are using this grid for a hanging sign, include the total height from the floor to the top of the sign.	

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME:   CONTACT EMAIL ADDRESS: 

ABOVE BOOTH NUMBER: 

BELOW BOOTH NUMBER: 

LE
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: 

Email completed form to: customerservice@shepardes.com

WHERE DOES IT GO?
TELL US! SAVE TIME AND MONEY.
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SHIPPING VS.  
MATERIAL HANDLING

Make freight management easy.
With Shepard, You Can.

What is Shipping?
Shipping is the process of a carrier picking 
up items from your office or any place of 
origin and transporting it to the dock of 
either the advance warehouse or event 
facility. Shipping is separate from Material 
Handling. Exhibitors may use any carrier 
they want, including Shepard Logistics.

What is material handling?
Material Handling is the process of 
receiving a shipment from your carrier and 
managing on-site handling of the shipment 
through the event cycle. It is a standard 
event procedure with associated costs 
typically based on shipment weight.

Material Handling Process:
•	 Unloading freight from your carrier once it arrives  
	 at the receiving dock.

•	 Transporting freight from dock to your booth space.

•	 Removing empty shipping containers (boxes, crates  
	 and pallets) from your booth.

•	 Temporarily storing your empty shipping containers  
	 during the show.

•	 Returning empty shipping containers to your booth  
	 at the close of event.

•	 Transferring your freight back to the loading dock.

•	 Loading your freight into your carrier’s delivery vehicle  
	 for return shipping.

One easy way to keep charges low?
Consolidate. Whether you ship to the advance 
warehouse or directly to show site, it is in your best 
interest to consolidate your shipment as much as 
possible. Each shipment that arrives separately is 
assessed the minimum charge. 

So, keep your charges low by skidding items  
so that they are sure to arrive together.
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SHEPARD LOGISTICS
EFFICIENT. ON-TIME. GUARANTEED.

Enjoy convenience and confidence.
With Shepard Logistics, You Can.
Shepard Logistics is the official event carrier. Our dedicated team of logistics specialists  
will provide you with personalized and efficient shipping solutions to make sure your 
freight arrives on time.

Inbound & Outbound Services
•	 Small package

•	 Standard ground

•	 Next Day, 2-Day, and 3-Day service levels

•	 Air-ride

•	 Flatbed

•	 Dedicated truckload

•	 Volume discounts

•	 Caravan services

Material Handling
•	 Handle-with-care approach

•	 On-time delivery

•	 Fast resolution in case of damage

•	 Signature series material handling 10%  
	 discount to all round-trip customers

Value-Added Services
•	 Personalized service

•	 Priority empty return for all inbound with  
	 Shepard Logistics

•	 Transparent quotes with no hidden fees

•	 Available 7-days a week

•	 Late fees waived at Shepard events

•	 Outbound shrink wrap at no charge

•	 Shepard Logistics personnel on-site at  
	 your service for assistance

Want to learn more? Contact us: logistics@shepardes.com
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Email completed form to: logistics@shepardes.com

Ship Roundtrip with Shepard Logistics and receive a 10% discount on Material Handling*
*Discount does not apply to shipments considered small package, local deliveries, “Light Weight” shipments, or shipments over 10,000 lbs. Roundtrip SLS shipping is required to qualify for discount. (35572)

Step 1. Complete exhibiting company information.

EXHIBITING COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME:   PHONE NUMBER: 

CITY:   STATE:   ZIP CODE: 

EMAIL ADDRESS: 

Step 2. Where are we picking up the shipment?

COMPANY NAME: 

STREET ADDRESS:   PHONE NUMBER: 

CITY:   STATE:   ZIP CODE: 

Is there a loading dock?   Yes      No

Is the building in a residential area?   Yes      No

Do we need a lift gate on our truck?   Yes      No

Do we need to go inside your office to pick up your items?   Yes      No

Step 3. When are we picking up the shipment?

DATE:   HOURS OF OPERATION: 

Step 4. Where is the shipment going?  

 Advanced Warehouse      Direct to Facility/Show Site

Step 5. What are we shipping?
QTY ITEM LENGTH WIDTH HEIGHT WEIGHT QTY ITEM LENGTH WIDTH HEIGHT WEIGHT

Crates Carpet (color)

Cartons (cardboard) Monitors

Cases/Trunks Other

Skids/Pallets TOTAL

Step 6. What type of service is need (how fast do you need it)?
 Standard Ground      2nd Day Air      Next Day Air      Other (Truckload, Specialized)  

Service level may be changed to meet delivery date. Order must be received within 24 hours of requested pick up date.

Step 7. After the event is over, are we shipping it back to you?
 YES!      No, I will arrange another carrier.

EXHIBITING COMPANY NAME:   BOOTH NUMBER: 

STREET ADDRESS: 

CITY:   STATE:   ZIP CODE: 

A credit card must be on file to order Shipping Services. Please complete the Method of Payment form. Shipping services do not include material handling charges at show site. Material handling fees will be 
charged to the credit card on file.

SHEPARD LOGISTICS SERVICES (SLS)

Any thing else we should know about your building?

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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ORDER ONLINE!

https://www.shepardes.com/olk/intro.asp
https://www.shepardes.com/olk/intro.asp
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IInntteerrnnaattiioonnaall  EExxhhiibbiittiioonn  aanndd  EEvveenntt  LLooggiissttiiccss  

  

DDSSVV  --  AAggiilliittyy  iiss  tthhee  pprreeffeerrrreedd  IInntteerrnnaattiioonnaall  FFrreeiigghhtt  FFoorrwwaarrddeerr                          
aanndd  CCuussttoommss  BBrrookkeerr  ffoorr  SShheeppaarrdd  EExxppoossiittiioonn  SSeerrvviicceess  eevveennttss..  
  

OOuurr  ccoommpplleettee  sseerrvviicceess  iinncclluuddee::  

 SShhiippmmeenntt  ppllaannnniinngg——ppaacckkaaggiinngg,,  ddooccuummeennttaattiioonn,,  sscchheedduulliinngg  

 DDoooorr  ppiicckk--uupp  aatt  tthhee  oovveerrsseeaass  oorriiggiinn  

 IInntteerrnnaattiioonnaall  sshhiippppiinngg  aanndd  CCuussttoommss  cclleeaarraannccee  aatt  UUSS  aaiirr//ppoorrtt  

 FFiinnaall  ddeelliivveerryy  ttoo  tthhee  SShheeppaarrdd  aaddvvaannccee  wwaarreehhoouussee  oorr  sshhooww  ddoocckk  

 PPiicckk--uupp  aatt  tthhee  sshhooww  ssiittee  ddoocckk  oorr  SShheeppaarrdd  wwaarreehhoouussee  

 PPrreeppaarraattiioonn  ooff  eexxppoorrtt  ddooccuummeennttss  

 IInntteerrnnaattiioonnaall  sshhiippppiinngg  aanndd  CCuussttoommss  cclleeaarraannccee  oovveerrsseeaass  

 FFiinnaall  ddeelliivveerryy  ttoo  tthhee  oovveerrsseeaass  rreettuurrnn  ddeessttiinnaattiioonn  

  

CCoonnttaacctt  uuss  ffoorr  aa  ffrreeee  qquuoottee  ttooddaayy!!  

YYoouurr  oonnee  ssttoopp  ssoouurrccee  ffoorr  
ttrraaddee  sshhooww,,  eexxhhiibbiittiioonn  aanndd  
eevveenntt  sshhiippppiinngg  wwoorrllddwwiiddee    
  
DDSSVV  --  AAggiilliittyy  
11110000  TTaammiiaammii  TTrraaiill  SS..  
SSuuiittee  BB  
VVeenniiccee,,  FFLL  3344228855  
  

TTeell::  994411--886611--88993300    
CCoonnttaacctt::  KKeellllyy  OO’’NNeeiillll--EExxlleeyy  
kkoonneeiillll@@aaggiilliittyy..ccoomm    
  

wwwwww..ddssvv..ccoomm    
ccoolliinn..mmaayy@@ddssvv..ccoomm  

hhttttppss::////wwwwww..aaggiilliittyy..ccoomm//eenn//ddssvv--gglloobbaall--iinntteeggrraatteedd--llooggiissttiiccss//  
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Email completed form to: logistics@shepardes.com

All outbound shipments require a Shepard Outbound Material Handling Authorization (MHA) 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 pre-printed 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.

Step 1. Complete exhibiting company information.

EXHIBITING COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME:   PHONE NUMBER: 

EMAIL ADDRESS: 

Step 2. Where is the shipment going?

COMPANY NAME: 

STREET ADDRESS: 

CITY:   STATE:   ZIP CODE: 

Step 3. How many pieces are in your shipment?

# OF CRATES:    # OF SKIDS:    # OF CASES:    # OF CARTONS:    APPROX. TOTAL WEIGHT: 

Step 4. What are we shipping?
QTY ITEM LENGTH WIDTH HEIGHT WEIGHT QTY ITEM LENGTH WIDTH HEIGHT WEIGHT

Crates Carpet (color)

Cartons (cardboard) Monitors

Cases/Trunks Other

Skids/Pallets TOTAL

Is there a loading dock?   Yes      No

Is the building in a residential area?   Yes      No

Do we need a lift gate on our truck?   Yes      No

Do we need to go inside your office to pick up your items?   Yes      No

Step 5. How many labels do you need? 

Step 6. Who is picking up your shipment?
 Official Show Carrier: SHEPARD LOGISTICS      Other (Truckload, Specialized)  

If selecting a carrier other than Shepard Logistics, 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 7. What type of service is need (how fast do you need it)?
 Ground      2nd Day      Expedited Ground (3-5 Days)      Overnight

Step 8. What do we do with your items if your carrier doesn’t show up?
 Send out via Shepard Logistics or available carrier      Return to warehouse for pickup, $400 minimum charge

In order to process your order, we require payment on file. Please complete the Method of Payment 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.

$$$$$ 
SAVING TIP!

Use Shepard Logistics for  
inbound and outbound and 
receive a discount on your 

Material Handling fees!

OUTBOUND MATERIAL HANDLING  
AUTHORIZATION & LABEL REQUEST

Any thing else we should know about your building?

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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Print at least one advanced shipping label for each box. Include the exhibiting company 
name and booth number. If you are creating your own labels, make sure the same 
information below is on your labels.

ADVANCED SHIPPING LABEL

TO:

 
(Exhibiting Company Name)

 
(Exhibiting Company Booth Number)

Shepard Expo c/o Palmisano Delivery 
Service 

365 E Grand Ave Suite C 
San Francisco, CA 94080

FOR: 
Biologic Association Annual Summit

ADVANCED WAREHOUSE

A
D

V
A

N
C

E
D

 
W

A
R

E
H

O
U

SE

Delivery Hours: Monday - Friday, 8:00AM - 4:00PM

First day freight can arrive without a surcharge: 
Monday, April 18, 2022

Last day freight can arrive without a surcharge: 
Tuesday, May 10, 2022

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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Email completed form to: orders@shepardes.com

Ship Roundtrip with Shepard Logistics and receive a 10% discount* on Material Handling
* Discount does not apply to shipments considered small package, local deliveries, “Light Weight” shipments, or shipments over 10,000 lbs. Roundtrip SLS shipping is required to qualify for discount. (35572)

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.

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 or if your carrier delivers your freight outside  
of published hours may result in additional fees. Please see Material Handling page for a complete listing of all possible charges.

Advanced Warehouse Shipments**

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

FIRST DAY FREIGHT CAN ARRIVE: Monday, April 18, 2022 
LAST DAY FREIGHT CAN ARRIVE: Monday, May 16, 2022

CODE ITEM WEIGHT PRICE/CWT TOTAL

35010 Crated X $295.50

35036 Special Handling X $384.25

Other Material Handling Services
CODE ITEM QTY PRICE TOTAL

35490 Banding Service Per 4x4 
Skid/Pallet X $75.00

35491 Shrink-wrap Service Per 4x4 
Skid/Pallet X $75.00

Light Weight Shipments****

**** Shipments 40 pounds or less.

CODE ITEM WEIGHT PRICE TOTAL

35400 Light Weight X $147.75

TOTAL ESTIMATE $ 

TAX (All tax rates are subject to change) 8.75%

AMOUNT DUE $ 

MATERIAL HANDLING RATES 

Only Shepard personnel are allowed to operate mechanical equipment. 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. Acceptance of said terms and conditions will be construed when 
any of the following conditions are met: This Material Handling Agreement (MHA) is signed; Exhibitor’s materials are delivered to Shepard’s warehouse or to an event site for which Shepard is the Official Show 
Contractor or an order for labor and/or rental equipment is placed by Exhibitor with Shepard. Please be aware that disposal of exhibit properties is not included as part of your material handling charges. Please 
contact Shepard for your quoted rates and rules applicable to disposal of your exhibit properties. All Material Handling charges are billable and will be charged to the credit card on file.

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME: 

EMAIL ADDRESS: 

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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MATERIAL HANDLING 
INFORMATION

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA� May 17, 2022

Special Handling Definitions

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.

Padded Van Deliveries 
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.

Disposal Fee 
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 the Warehouse 
SURCHARGE:� 25% • 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 
show site 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% • 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.

Marshaling Yard 
FEE:� $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 
FEE:� $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 
FEE:� $25.00 per piece • 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.

Light Weight Shipments 
Shipments weighing 40 lbs. or less will qualify for  
the light weight shipment rate. Shipments exceeding 
40 lbs. will be billed standard Material Handling fees 
at the prevailing show rates. All shipments must have 
certified weight tickets.

Envelope Deliveries 
FEE:� $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.

Priority Empty Labels  
FEE:� $75.00 per label • 35064 
Limited quantities available on a per event basis.

Mobile Spotting 
FEE:� $200 per round trip 
All vehicles must be escorted in and out of building by 
Shepard personnel.
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MATERIAL 
HANDLING 101

Shepard Exposition Services is the sole provider of Material Handling Services. Exhibitors  
or their hired EAC/Carriers may not deliver freight to exhibit spaces or operate any type  
of mechanical or powered equipment. Material handling is a billable service.

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.

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 transporting 
your shipment from its origin to it’s final destination. 
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.

Do I need to order a forklift to unload or reload 
my freight? No, please do not order a forklift for 
unloading/reloading of your materials.

What does CWT mean? CWT is an acronym for 
Century Weight.

What determines how much I’m charged? Charges 
are based on certified inbound weight ticket included 
with your shipment as well as the type of service 
required.

How do I calculate material handling charges? 
Material handling , whether used completely or in part 
are offered as a round trip service. 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 Light Weight shipments? All shipments 
regardless of carrier that weigh 40 pounds or less. 
Shipments need to have certified weight tickets 
or other verifiable weight noted upon delivery. 
Shipments without 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.

All shipments, regardless of carrier, weighing 41 lbs. 
and up will be billed using the standard material 
handling rates listed in the kit and billed at a 200 lb. 
minimum.

How do I calculate my Light Weight shipment? 
Charges for Light Weight shipments are total 
shipment weight, per delivery. Any shipment above 40 
lbs. will not qualify for this rate. Please be advised that 
your whole shipment may not arrive to its destination 
at one time. Therefore you may be charged per each 
delivery.

What are Crated Materials? Materials delivered 
that are skidded or in a container that can easily 
be unloaded/reloaded with no additional 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 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.

What are Advanced 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, 
8:00 AM - 4:00 PM, excluding holidays. Shipments 
must arrived by advanced warehouse deadline date 
to avoid 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 (MHA) with all 
required information, and return to the customer 
service desk. If you have questions on how to 
complete your bill of lading (MHA), please ask a 
Shepard customer service representative located at 
the customer service desk.

If you are NOT using the designated show carrier, 
you must call your carrier with pick-up information. 
If your carrier fails to pick up your shipment, Shepard 
Logistics will either reroute your freight through the 
carrier of our choice or return to the local warehouse 
(whichever is indicated on your MHA).

Equipment. Exhibitors or their EACs may not utilize 
or operate any type of material handling mechanical 
or powered equipment. If you need assistance, 
please contact us to order labor and equipment.
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Cartload Service provides service to exhibitors arriving in personally 
owned vehicles (POVs) and have small hand-carried items that 
need to be delivered to and from the dock/booth location. 
Exhibitors may not utilize mechanical or powered equipment to 
unload their items.

Cartload Service includes:
Includes: 
•	 One laborer 
•	 One cart 
•	 One trip (per rate listed below)

Please remember:
•	 If you arrive with a truck, van, trailer, or truck with trailer  
	 filled with exhibit material you will not qualify for this  
	 service and will be redirected.

•	 No personal trucks (one (1) ton & over), no rental trucks,  
	 trailers, or bobtails will be unloaded through cartload  
	 service.

•	 All items must fit on flat bed cart (approximately 3' x 4'  
	 in size) and weigh less than 200 pounds. If items are  
	 designated by Shepard personnel to be too large or  
	 too heavy, materials will be billed at regular material  
	 handling rates.

•	 Your vehicle must unload on the receiving dock of  
	 the exhibit hall. Shepard personnel will direct vehicles.  
	 The cart is not authorized to enter or go to any parking  
	 structure. There must be two (2) people with the  
	 vehicle; one person to go with your product to the  
	 booth space and one person to remove your vehicle  
	 from the unloading area to the parking area.

Labor Hours
Straight Time (ST):	 Monday - Friday | 8:00AM - 5:00PM 
Overtime (OT):	 Monday - Friday 5PM - 8AM.  All hours on Saturday. 
Double Time (DT):	 All hours on Sunday.  Holidays. 
Holidays:		  NY Day, Presidents Day, Memorial Day, Independence Day, 
Labor Day, Thanksgiving, Day after Thanksgiving, Christmas Eve Day, Christmas

CODE ITEM # OF 
TRIPS RATE TOTAL

35151 Dock to Booth ST $305.00

35152 Booth to Dock ST $305.00

35153 Dock to Booth OT $437.50

35154 Booth to Dock OT $437.50

TOTAL ESTIMATE $ 

TAX (All tax rates are subject to change) 8.75%

AMOUNT DUE $ 

CARTLOAD SERVICE

Only Shepard personnel are allowed to operate mechanical equipment. No refunds or exchanges once service has been rendered. Cancellations must be received in writing within 48 hours of first day  
of exhibitor move in.

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME: 

EMAIL ADDRESS: 

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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As the General Service Contractor, Shepard has the exclusive cleaning contract for this 
show. Other service contractors will not be permitted to provide this service on the show 
floor. Minimum 100 square foot order for all cleaning services.
If you have any issues at all regarding cleaning during the show, please contact the Service Desk immediately so we can make it right. 
Please do not wait until the end of the event.

Booth carpet is the first product installed on an exhibit floor. While carpet is installed clean, it will get dirty during the move in  
process due to debris in the air, aisles and other exhibitors. It is always recommended to order a one time vacuuming prior to the 
show opening.

Booth Vacuuming

VACUUM ONCE

CODE SERVICE SQ. FT. ONLINE DISCOUNT REGULAR TOTAL

47050 0-399 sq. ft. $0.60 $0.70 $0.80

47051 400-900 sq. ft. $0.55 $0.65 $0.75

47052 900+ sq. ft. $0.50 $0.60 $0.65

VACUUM DAILY

CODE SERVICE SQ. FT. ONLINE DISCOUNT REGULAR TOTAL

47055 0-399 sq. ft. $0.60 $0.70 $0.80

47056 400-900 sq. ft. $0.55 $0.65 $0.75

47057 900+ sq. ft. $0.50 $0.60 $0.65

Porter Service
Includes emptying wastebaskets within the booth every two hours during the show. 

PORTER SERVICE

CODE SERVICE SQ. FT. ONLINE DISCOUNT REGULAR TOTAL

47030 One Time Porter $0.85 $1.00 $1.10

47031 Daily Porter $0.85 $1.00 $1.10

Specialty Services

MOPPING & CARPET SHAMPOOING

CODE SERVICE SQ. FT. ONLINE DISCOUNT REGULAR TOTAL

47042 Mop One Time $0.75 $0.85 $0.95

47022 Mop Daily $0.75 $0.85 $0.95

47013 Shampoo One 
Time $0.75 $0.85 $0.95

DISPLAY WIPE DOWN (CHARGED PER HOUR)

CODE SERVICE SQ. FT. ONLINE DISCOUNT REGULAR TOTAL

47043 One Time $279.80 $321.75 $360.35

47044 Daily $254.36 $292.50 $327.60

TOTAL ESTIMATE $ 

TAX (All tax rates are subject to change) 8.75%

AMOUNT DUE $ 

BOOTH & CARPET CLEANING

ONLINE & DISCOUNT DEADLINE:* TUESDAY, APRIL 26, 2022

Vacuuming, Porter Service, Mopping, and Shampooing are based on total booth sq. ft. regardless of area being cleaned. Minimum order of 100 sq. ft. Submission of this form indicates you read and accept the 
Payment Policy and Terms & Conditions. No refunds once the service has been performed in your booth. Cancellations must be received in writing prior to 48 hours of 1st day of exhibitor move in. 

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME: 

EMAIL ADDRESS: 

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

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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Clean + Disinfecting Services—specialized protocols to combat biological threats.
In response to the COVID-19 crisis, we elevated our cleaning services to ensure we effectively neutralize environments and safeguard 
participants from unwanted germs. Following GBAC Star accreditation guidelines and utilizing cleaning products approved by 
government regulatory agencies, we are committed to the highest standard of cleaning and disinfecting solutions.

As the General Services Contractor, Shepard has the exclusive cleaning contract for this show. Other service contractors will not be 
permitted to provide sanitizing or electrostatic fogging services on the show floor. Minimum 100 square foot order for all cleaning 
services. If you have any issues at all regarding cleaning services during the event, please contact the Shepard Service Desk 
immediately so that we can make it right. Please do not wait until the end of the event.

Display Wipe Down with Sanitizing Disinfectant
CODE ITEM PER HOUR ONLINE DISCOUNT REGULAR TOTAL

47070 One Time Wipe Down Disinfectant $290.59 $334.20 $374.30

Disinfectant and sanitizing of furniture and product delivered to booths. Service provided one time prior to show open.

CODE ITEM SERVICE ONLINE DISCOUNT REGULAR TOTAL

47071 Daily Wipe Down Disinfectant $264.17 $303.80 $340.25

Disinfecting and sanitizing of furniture and product delivered to booths. Service provided each day of the event, prior to show open.  
Cost covers service for each day of the event.

CODE ITEM PER HOUR ONLINE DISCOUNT REGULAR TOTAL

47072 Multi Visit Wipe Down Disinfectant $264.17 $303.80 $340.25

Disinfecting and sanitizing of furniture and product delivered to the booths. Service times to be pre scheduled by exhibitor throughout event open days. Minimum order of two 
(2) visits per day. Each visit billed by hour. Please provide cleaning schedule to orders@shepardes.com. Include show name, company name, booth number, onsite contact 
name and cleaning schedule broken down by days and times.

Electrostatic Fogging
CODE ITEM SQ. FT. ONLINE DISCOUNT REGULAR TOTAL

47073 Electrostatic Fogging per Sq. Ft. $1.20 $1.40 $1.55

Nightly fogging of exhibit area and equipment for all event open days. Electrostatic Fogging services may only per performed when booth and surrounding area is clear  
of people. Fogging is a mist and the exhibitor is responsible for protecting electrical equipment and other fragile/sensitive items.

TOTAL ESTIMATE $ 

TAX (All tax rates are subject to change) 8.75%

AMOUNT DUE $ 

EXHIBIT DISINFECTING SERVICES

ONLINE & DISCOUNT DEADLINE:* TUESDAY, APRIL 26, 2022

Shepard is not responsible for any damage, discoloration etc. of exhibit items resulting from disinfecting or fogging chemicals. Disinfecting wipe down is a minimum of one hour. Electrostatic fogging services 
are based on total booth sq. ft. regardless of area being cleaned. Submission of this form indicates you read and accept the Payment Policy and Terms & Conditions. There are no refunds once service has been 
performed. Cancellations must be received in writing 24 hours prior to first exhibitor move in day. 

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME: 

EMAIL ADDRESS: 

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

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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Abandoned Carpet/Floor Coverings and Display Materials
Exhibitors are required to remove all floor coverings and display materials from their exhibit space prior to leaving the facility during 
move out. Exhibitors who abandon floor coverings and/or displays, leave large or heavy amounts of trash will be charged labor plus 
disposal fees for Shepard to remove the materials. The rates for this service are shown below. If you need to dispose of your exhibit, 
carpet, padding, or other large/heavy materials, please pre-arrange the removal with us!

Labor and Forklifts will be billed per man hour. Dumpster fees will be billed per amount of space used. 
All related disposal fees will be added to the payment method on file.

Labor
CODE ITEM QTY ONLINE DISCOUNT REGULAR TOTAL

68066 Labor - Straight Time $279.80 $321.75 $360.35

68067 Labor - Overtime $419.75 $482.70 $540.60

68068 Labor - Double Time $559.65 $643.60 $720.85

Forklift
CODE ITEM QTY ONLINE DISCOUNT REGULAR TOTAL

35028 5k Forklift - Straight Time $380.10 $437.10 $489.55

35039 5k Forklift - Overtime $472.80 $543.70 $608.95

35067 5k Forklift - Double Time $565.55 $650.40 $728.45

Dumpster Fee
CODE ITEM QTY ONLINE DISCOUNT REGULAR TOTAL

35330 Per Full Dumpster $500.00 $575.00 $644.00

TOTAL ESTIMATE $ 

TAX (All tax rates are subject to change) 8.75%

AMOUNT DUE $ 

BULK WASTE REMOVAL

ONLINE & DISCOUNT DEADLINE:* TUESDAY, APRIL 26, 2022

Submission of this form indicates you read and accept the Payment Policy and Terms & Conditions. There are no exchanges or refunds once item has been delivered to your booth. Cancellations must be received 
in writing 14 days prior to first exhibitor move in day. Rental items found and in use in your booth are subject to “Standard” pricing. 

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME: 

EMAIL ADDRESS: 

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

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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LABOR RULES  
& REGULATIONS

Labor rules and regulations can be copied and pasted 
here. Labor rules and regulations can be copied and 
pasted here. Labor rules and regulations can be copied 
and pasted here.

Labor rules and regulations can be copied and pasted 
here. Labor rules and regulations can be copied and 
pasted here. Labor rules and regulations can be copied 
and pasted here.

Need help? Contact us: customerservice@shepardes.com
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LABOR RULES  
& REGULATIONS

San Francisco, California

LABOR
California is NOT a “right-to-work” state. The installation 
and dismantling of prefabricated displays comes under 
the jurisdiction of the Painters union. Union Labor is 
available to assist in the installation and dismantling 
of exhibit booths. Exhibit labor, freight and rigging 
labor, electricians and plumbers can be arranged for at 
established rates, using the enclosed order forms.

EXHIBIT LABOR JURISDICTION
Painters union exhibit labor claims jurisdiction for the 
installation and dismantling of prefabricated exhibits and 
displays. However, one (1) full-time exhibiting company 
employee may work without tools for thirty (30) minutes 
on the installation (move in) and (30) thirty minutes on 
the dismantle (move out), without union labor.

Exhibitors are not permitted to use tools of any type 
(screwdrivers, hammers, electric drills, power saws, etc) 
on booths of any size. Exhibitors may handle and set out 
the products they manufacture; however all background 
materials-display boards, back drops, stands-anything 
products are displayed upon, attached to, or made part 
of and laying of floor tile and carpets must be installed by 
union labor.

MATERIAL/FREIGHT HANDLING 
JURISDICTION
The Teamsters have jurisdiction over all unloading and 
reloading of materials. The union also has jurisdiction 
over the operation of all material handling equipment – 
this includes all dollies and hand trucks. Exhibitors may 
carry only what 1 person can manage in one trip, using 
no equipment. No hand carried items may come through 
the loading dock. Current union jurisdiction precludes 
hotel personnel from delivering material to exhibit 
booths.

Vehicles must not be left unattended at the loading 
areas. Any unattended vehicles will be towed at the 
owner’s expense.

GRATUITIES /BREAKS
Tipping is expressly prohibited. This includes such 
practices as giving money, merchandise, or other special 
consideration for services rendered. Do not give coffee 
breaks other than mid-morning and mid-afternoon, 
when the union has a 15 minute paid break. Meal breaks 
are one hour. Any attempt to solicit a gratuity by an 
employee for any service should be reported immediately 
to Shepard Exposition Services.

IN GENERAL
Exhibitors do not have to respond to grievances or 
complaints from union and trade personnel with respect 
to work jurisdictions. Please refer all such disputes 
and/or questions to Shepard management personnel 
immediately.

SAFETY
Safety of everyone working in the hall is of our utmost 
concern at all times. Standing on chairs, tables and 
other rental furniture is prohibited. This furniture is not 
engineered to support your standing weight. Shepard 
Exposition Services cannot be held responsible for 
injuries or falls caused by the improper use of this 
furniture. If assistance is required in assembling your 
booth, please order labor on the Labor Order Form 
included in this manual and the necessary ladders and 
tools will be provided.
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SHEPARD BLUE LABOR

Submission of this form indicates you read and accept the Payment Policy and Terms & Conditions. Orders cancelled without 48-hour written notice will be charged a one (1) hour cancellation fee. 

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME: 

EMAIL ADDRESS: 

ONLINE & DISCOUNT DEADLINE:* TUESDAY, APRIL 26, 2022
* Order with complete Method of Payment must be received before Discount Deadline date to receive discounted pricing.

Labor Hours
Straight Time (ST):	 Monday - Friday | 8:00AM - 5:00PM 
Overtime (OT):	 Monday - Friday 5AM - 8AM and 5PM - 10PM. 
Double Time (DT):	 All hours between 10PM - 5AM.  All hours Saturday and Sunday.  
Holidays. 
Holidays:		  NY Day,  ML King Day, Presidents Day, Cesar Chavez Day, 
Memorial Day, Independence Day, Labor Day, Thanksgiving, Christmas.

Shepard Blue Supervised Labor

INSTALL LABOR**

CODE ITEM ONLINE DISCOUNT REGULAR ESTIMATED 
TOTAL*** 

68066 ST $279.80 $321.75 $360.35

68067 OT $419.75 $482.70 $540.60

68068 DT $559.65 $643.60 $720.85

DISMANTLE LABOR**

CODE ITEM ONLINE DISCOUNT REGULAR ESTIMATED 
TOTAL*** 

68070 ST $279.80 $321.75 $360.35

68071 OT $419.75 $482.70 $540.60

68072 DT $559.65 $643.60 $720.85

**Pricing includes Supervisory fee of 30% over standard labor.

TOTAL ESTIMATE $ 

TAX (All tax rates are subject to change) 8.75%

AMOUNT DUE $ 

Step 1. Choose your service.
 Installation      Dismantling      Both Installation & Dismantling

Step 2. How many people are needed?
INSTALLATION NUMBER OF PEOPLE: 

DISMANTLING NUMBER OF PEOPLE: 

BOTH INSTALLATION & DISMANTLING NUMBER OF PEOPLE: 

Step 3. How many hours?***

*** Hours are based on estimates. You will be invoiced for actual time incurred. Minimum one hour per 
person ordered and half increments thereafter.

INSTALLATION HOURS: � DISMANTLING HOURS: 

BOTH INSTALLATION & DISMANTLING HOURS: 

Step 4. When should the build be complete?
If using Shepard Blue Labor for both install and dismantle, please  
complete BOTH date and time fields.

INSTALLATION DATE: � INSTALLATION TIME: 

DISMANTLING DATE: � DISMANTLING TIME: 

Step 5. Tell us about your exhibit.
Section MUST be completed before Shepard can begin any work on your exhibit.

BOOTH SIZE:  x 

INBOUND FREIGHT:   Advanced Warehouse      Direct to Show Site

CARRIER NAME: 

TRACKING OR PRO NUMBER: 

ESTIMATED ARRIVAL DATE: 

NUMBER OF PIECES:   ESTIMATED WEIGHT: 

SET UP INFORMATION

COMPANY CONTACT NAME: 

EMAIL: 

CELL PHONE NUMBER: 

DRAWINGS/PHOTOS/INSTRUCTIONS
 Attached      Emailed to Shepard      With the Exhibit      In Crate #: 

GRAPHICS
 With Exhibit      Shipped Separately

ELECTRICAL PLACEMENT (exhibitor is responsible to order)
 Emailed to Shepard      Drawing Attached      Drawing with Exhibit 
 Run Under Carpet

CARPET�
 Ordered from Shepard      Exhibitor Owned      Carpet Padding

OTHER SERVICES ORDERED
 Overhead Rigging      Cleaning      Audio Visual (AV)

Step 6. Tell us about outbound shipping.****

**** Allow time for empty return when scheduling your pick up.

NUMBER OF CRATES: � NUMBER OF CARTONS: 

NUMBER OF FIBER CASES: � NUMBER OF PALLETS: 

METHOD:   Ground      2-Day Air      Next Day Air      Other

NAME OF CARRIER: 

PHONE NUMBER: 

DATE SCHEDULE TO PICKUP FREIGHT: 

MUST ARRIVE AT DESTINATION BY: 

IF YOUR CARRIER DOESN’T SHOW UP?
 Re-route with Shepard Logistics Service 
 Send to advanced warehouse for pickup ($400 minimum charge)

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
May 17, 2022
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EXHIBITOR SUPERVISED LABOR

ONLINE & DISCOUNT DEADLINE:* TUESDAY, APRIL 26, 2022
* Order with complete Method of Payment must be received before Discount Deadline date to receive discounted pricing.

Labor Hours
Straight Time (ST):	 Monday - Friday | 8:00AM - 5:00PM 
Overtime (OT):	 Monday - Friday 5AM - 8AM and 5PM - 10PM. 
Double Time (DT):	 All hours between 10PM - 5AM.  All hours Saturday and Sunday.  
Holidays. 
Holidays:		  NY Day,  ML King Day, Presidents Day, Cesar Chavez Day, 
Memorial Day, Independence Day, Labor Day, Thanksgiving, Christmas.

Exhibitor Supervised Labor

INSTALL LABOR**

CODE ITEM ONLINE DISCOUNT REGULAR ESTIMATED 
TOTAL*** 

68060 ST $215.25 $247.55 $277.25

68061 OT $322.88 $371.30 $415.85

68062 DT $430.50 $495.10 $554.50

DISMANTLE LABOR**

CODE ITEM ONLINE DISCOUNT REGULAR ESTIMATED 
TOTAL*** 

68063 ST $215.25 $247.55 $277.25

68064 OT $322.88 $371.30 $415.85

68065 DT $430.50 $495.10 $554.50

** When ordering dismantle labor, due to show break down and returning empties to your booth, 
labor ordered through Shepard at the close of the event may not be available until one hour after 
show close.

TOTAL ESTIMATE $ 

TAX (All tax rates are subject to change) 8.75%

AMOUNT DUE $ 

Signature and submission of this form indicates you read and accept the Payment Policy and Terms & Conditions. Orders cancelled without 48-hour written notice will be charged a one (1) hour cancellation fee. 

COMPANY NAME:   BOOTH NUMBER: 

CONTACT NAME:   PHONE NUMBER: 

EMAIL ADDRESS: 

Step 1. Choose your service.
 Installation      Dismantling      Both Installation & Dismantling

Step 2. How many people are needed?
INSTALLATION NUMBER OF PEOPLE: 

DISMANTLING NUMBER OF PEOPLE: 

BOTH INSTALLATION & DISMANTLING NUMBER OF PEOPLE: 

Step 3. How many hours?***

*** Hours are based on estimates. You will be invoiced for actual time incurred. Minimum one hour per 
person ordered and half increments thereafter.

INSTALLATION HOURS: � DISMANTLING HOURS: 

BOTH INSTALLATION & DISMANTLING HOURS: 

Step 4. Where is the carpet coming from?
 Ordered from Shepard      Exhibitor Owned      Carpet Padding

Step 5. Provide a list of any tools or additional details 
that would be needed.

 Ladders      Lifts      Special Tools:  

ADDITIONAL DETAILS:  

Step 6. Tell us about the schedule?
Requested times are not guaranteed and are based on availability.

INSTALLATION REQUEST DATE: 

START TIME: � END TIME: 

DISMANTLE REQUEST DATE: 

START TIME: � END TIME: 

Step 7. Provide on-site contact information.
ON-SITE CONTACT NAME: 

ON-SITE CONTACT PHONE NUMBER: 

EMAIL ADDRESS: 

Biologic Association Annual Summit� C197260522 
San Francisco Marriott Marquis | SAN FRANCISCO, CA 
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�� 2UGHU�ZLWK�SD\PHQW�	�IORRU�SODQ��IRU�LVODQG�ERRWKV�RU�DQ\�ERRWK�UHTXLULQJ�GLVWULEXWLRQ�RI�HOHFWULFDO�VHUYLFHV��PXVW�EH�UHFHLYHG�QR�ODWHU�WKDQ�WKH�GHDGOLQH�GDWH�RQ�WKH�RUGHU�

IRUP� IRU� DGYDQFH� SD\PHQW� UDWHV� WR� DSSO\��2UGHUV� UHFHLYHG� ZLWKRXW� SD\PHQW� DQG� UHTXLUHG� IORRU� SODQ� ZLOO� QRW� EH� JXDUDQWHHG� DGYDQFH� UDWHV�� � �2UGHUV� UHFHLYHG� DIWHU� WKH�
GHDGOLQH�GDWH�ZLOO�EH�FKDUJHG�DW�WKH�UHJXODU�UDWH��$�SXUFKDVH�RUGHU�RU�SKRWRFRS\�RI�D�FKHFN�DUH�QRW�FRQVLGHUHG�YDOLG�IRUPV�RI�SD\PHQW�IRU�VHFXULQJ�DGYDQFHG�UDWH� 

�� 7R� UHFHLYH�DGYDQFH� UDWHV�D�FRPSOHWH�RUGHU� LQFOXVLYH�RI� D�VFDOHG�HOHFWULFDO� OD\RXW�PXVW�EH� UHFHLYHG�EHIRUH� WKH�DGYDQFH�SD\PHQW� GHDGOLQH�GDWH��7KH�VFDOHG� OD\RXW�PXVW�
PDWFK�WKH�RUGHU�DQG�LQFOXGH�SRZHU�ORFDWLRQV�DQG�RULHQWDWLRQ��$Q\�FKDQJHV�RU�DGGLWLRQDO�VHUYLFHV�UHFHLYHG�DIWHU�WKH�GHDGOLQH�GDWH�ZLOO�EH�FKDUJHG�WKH�UHJXODU�SD\PHQW�SULFH� 

�� ,Q�WKH�HYHQW�RUGHU�WRWDOV�DUH�FDOFXODWHG�LQFRUUHFWO\��(GOHQ�UHVHUYHV�WKH�ULJKW�WR�PDNH�WKH�QHFHVVDU\�FRUUHFWLRQV�DQG�FKDUJH�WKH�FRUUHFWHG�DPRXQW���([KLELWRUV�ZLOO�EH�QRWLILHG�
E\�HPDLO�RI�DQ\�VXFK�FRUUHFWLRQV� 

�� 2XWOHW�UDWHV�OLVWHG�LQFOXGH�EULQJLQJ�VHUYLFHV�WR�RQH�ORFDWLRQ�DW�WKH�UHDU�RI�LQOLQH�DQG�SHQLQVXOD�ERRWKV�� 

�� 2XWOHW�UDWHV�OLVWHG�GR�QRW� LQFOXGH�WKH�FRQQHFWLRQ�RI�DQ\�HTXLSPHQW��VSHFLDO�ZLULQJ��RU�GLVWULEXWLRQ�RI�WKH�RXWOHWV��WR�RWKHU�WKDQ�WKH�VWDQGDUG�ORFDWLRQV�ZLWKLQ�WKH�ERRWK�VSDFH���
'LVWULEXWLRQ�WR�DOO�RWKHU�ORFDWLRQV�UHJDUGOHVV�RI�ERRWK�W\SH�UHTXLUH�ODERU�DQG�LV�SHUIRUPHG�RQ�D�WLPH�DQG�PDWHULDO�EDVLV����([KLELWRUV�DUH�LQYLWHG�WR�FRQWDFW�WKH�ORFDO�(GOHQ�RIILFH�
WR�GLVFXVV�DQ\�DGGLWLRQDO�FRVWV�WKDW�PD\�EH�LQFXUUHG� 

�� $�VHSDUDWH�RXWOHW�PXVW�EH�RUGHUHG�IRU�HDFK�ORFDWLRQ�ZKHUH�DQ�HOHFWULFDO�VHUYLFH�LV�UHTXLUHG�����DPSV�RU�����ZDWWV�LV�WKH�PLQLPXP�DPRXQW�RI�SRZHU�WKDW�FDQ�EH�RUGHUHG�IRU�
DQ\�RQH�ORFDWLRQ���3RZHU�PXVW�EH�RUGHUHG�DFFRUGLQJ�WR�SHDN�DPSHUDJH�UDWLQJV� 

�� ,VODQG�%RRWKV�-�%RRWKV�WKDW�UHTXLUH�SRZHU�WR�EH�GHOLYHUHG�WR�PXOWLSOH�ORFDWLRQV�ZLWKLQ�WKHLU�ERRWK�VSDFH�LQFXU�D�PLQLPXP�����KRXU�ODERU�FKDUJH�IRU�LQVWDOODWLRQ���7KH�UHPRYDO�
RI�WKLV�ZRUN�ZLOO�EH�FKDUJHG�D�PLQLPXP�������KRXU�RU�������WKH�WRWDO�WLPH�RI�LQVWDOODWLRQ���0DWHULDO�FKDUJHV�ZLOO�DSSO\���5HWXUQ�D�IORRU�SODQ�OD\RXW�RI�\RXU�ERRWK�VSDFH�LQGLFDWLQJ�
D�PDLQ�GLVWULEXWLRQ�SRLQW�DQG�DOO�RXWOHW� ORFDWLRQV�ZLWK�PHDVXUHPHQWV�DQG�RULHQWDWLRQ��� ,I�D�PDLQ�GLVWULEXWLRQ�SRLQW� LV�QRW�SURYLGHG��(GOHQ�ZLOO�GHOLYHU� WR�WKH�PRVW�FRQYHQLHQW�
ORFDWLRQ�� 

�� 7KHUH�LV�D�WRWDO�����KRXU�RU�������KRXU�LQVWDOODWLRQ�DQG�������KRXU�UHPRYDO�FKDUJH�IRU�,VODQG�%RRWKV�WKDW�UHTXLUH�GHOLYHU\�WR�RQH�ORFDWLRQ� 

�� /DERU�UDWHV�DUH�EDVHG�RQ�FXUUHQW�ZDJH�VFDOHV�DQG�DUH�VXEMHFW�WR�FKDQJH�LQ�WKH�HYHQW�RI�D�ZDJH�LQFUHDVH�DIWHU�UDWHV�KDYH�EHHQ�SXEOLVKHG�����$�PLQLPXP�FKDUJH�RI�����KRXU�
ODERU�ZLOO�DSSO\�IRU�DOO�LQVWDOODWLRQ�ZRUN���7KH�UHPRYDO�RI�WKLV�ZRUN�ZLOO�EH�FKDUJHG�D�PLQLPXP�RI�����KRXU�RU�����WKH�WRWDO�WLPH�RI�LQVWDOODWLRQ��SOXV�PDWHULDO� 

��� (GOHQ�6XSHUYLVLRQ—$�VXSHUYLVRU\�FKDUJH�RI�����RI�WKH�SUHYDLOLQJ�ODERU�UDWH�ZLOO�DSSO\�WR�DOO�ODERU�WKDW�H[FHHGV�RQH�KRXU� 

��� )RU�D�GHGLFDWHG�RXWOHW��RUGHU�D����DPS�RXWOHW� 

��� 1R�LQYHUWHUV��VHOI�FRQWDLQHG�SRZHU�VXSSOLHV�RU�GHYLFHV�WKDW�FRQYHUW�EDWWHU\�SRZHU�WR�����YROW�SRZHU�DOORZHG� 

��� ,Q�WKH�HYHQW������ZDWW�RYHUKHDG�TXDUW]�OLJKWV�FDQQRW�EH�PRXQWHG�WR�H[LVWLQJ�FDWZDONV�LQ� WKH�FRQYHQWLRQ�KDOO�� OLIW�DQG�ODERU�FKDUJHV�ZLOO�DSSO\���&RQWDFW�RXU�ORFDO�RIILFH�WR�
GLVFXVV�DQ\�DGGLWLRQDO�FKDUJHV� 

��� (GOHQ�HPSOR\HHV�DUH�DXWKRUL]HG�WR�FXW�IORRU�FRYHULQJV�ZKHQ�HVVHQWLDO�IRU�LQVWDOODWLRQ�RI�VHUYLFHV�XQOHVV�RWKHUZLVH�GLUHFWHG� 

��� (GOHQ�LV�WKH�H[FOXVLYH�SURYLGHU�RI�DOO�PDWHULDO�DQG�HTXLSPHQW�XVHG�LQ�WKH�GLVWULEXWLRQ�RI�WHPSRUDU\�HOHFWULFDO�VHUYLFHV�WKURXJKRXW�WKH�H[KLELW�KDOO�LQFOXGLQJ�WKH�H[KLELWRU�ERRWK�
VSDFH���7KLV�PDWHULDO�LV�SURYLGHG�RQ�D�UHQWDO�EDVLV�21/<�DQG�UHPDLQV�WKH�SURSHUW\�RI�(GOHQ���,W�VKDOO�EH�UHPRYHG�RQO\�E\�(GOHQ�HPSOR\HHV� 

��� $Q\�H[WHQVLRQ�FRUGV�RU�SRZHU�VWULSV�RUGHUHG�RQ�WKH�IURQW�RI�WKLV�IRUP�VKRXOG�EH�SLFNHG�XS�DW�WKH�([KLELWRU�6HUYLFH�&HQWHU��&UHGLW�ZLOO�QRW�EH�QRW�LVVXHG�IRU�XQXVHG�LWHPV� 

��� 6WDQGDUG�ZDOO�DQG�RWKHU�SHUPDQHQW�EXLOGLQJ�XWLOLW\�RXWOHWV�RU�VRFNHWV�DUH�QRW�SDUW�RI�D�ERRWK�VSDFH�DQG�PD\�QRW�EH�XVHG�E\�H[KLELWRUV�XQOHVV�HOHFWULFDO�VHUYLFHV�KDYH�EHHQ�
RUGHUHG�WKURXJK�(GOHQ� 

��� $OO�HTXLSPHQW�UHJDUGOHVV�RI�VRXUFH�RI�SRZHU��PXVW�FRPSO\�ZLWK�IHGHUDO��VWDWH�DQG�ORFDO�FRGHV���(GOHQ�UHVHUYHV�WKH�ULJKW�WR�LQVSHFW�DOO�HOHFWULFDO�GHYLFHV�DQG�FRQQHFWLRQV�WR�
HQVXUH� FRPSOLDQFH�ZLWK�DOO� FRGHV�� IRU�ZKLFK� ODERU� FKDUJHV� FDQ� EH� LQFXUUHG�� �(GOHQ� LV� UHTXLUHG� WR� UHIXVH� FRQQHFWLRQV�ZKHUH� WKH�([KLELWRU�ZLULQJ� RU� HTXLSPHQW� LV� QRW� LQ�
DFFRUGDQFH�ZLWK�HOHFWULFDO�FRGHV� 

��� $OO� HOHFWULFDO� HTXLSPHQW� PXVW� EH� SURSHUO\� WDJJHG� DQG� ZLUHG� ZLWK� FRPSOHWH� LQIRUPDWLRQ� DV� WR� WKH� W\SH� RI� FXUUHQW�� YROWDJH�� SKDVH�� F\FOH�� KRUVHSRZHU�� HWF��� UHTXLUHG� IRU�
RSHUDWLRQ� 

��� $OO�([KLELWRUV¶�FRUGV�PXVW�EH�D�PLQLPXP�RI����JDXJH����ZLUH�DQG�JURXQGHG���7ZR�����ZLUH�H[WHQVLRQ�FRUGV�DUH�QRW�DOORZHG���$OO��H[SRVHG��QRQ-FXUUHQW�FDUU\LQJ�PHWDO�SDUWV�RI�
IL[HG�HTXLSPHQW�ZKLFK�DUH�OLDEOH�WR�EH�HQHUJL]HG��VKDOO�EH�JURXQGHG� 

��� 3D\PHQW�LQ�IXOO�PXVW�EH�UHQGHUHG�GXULQJ�WKH�HYHQW���([KLELWRUV�$5(�127�ELOOHG�IRU�VHUYLFHV�SURYLGHG����6HUYLFHV�PD\�EH�LQWHUUXSWHG�LI�SD\PHQW�LV�QRW�UHFHLYHG� 

��� &UHGLW�ZLOO�QRW�EH�JLYHQ�IRU�VHUYLFHV�LQVWDOOHG�DQG�QRW�XVHG��$OO�RUGHUV�DUH�VXEMHFW�WR�D�����FDQFHOODWLRQ�IHH�LI�FDQFHOOHG�LQ�ZULWLQJ�DQG�UHFHLYHG�E\�(GOHQ������FDOHQGDU�GD\V�
RU�OHVV�SULRU�WR�WKH�ILUVW�FRQWUDFWHG�HYHQW�PRYH�LQ�GDWH���([FHSW�VDOHV�WD[��(GOHQ�ZLOO�QRW�UHIXQG�RYHUSD\PHQW�LQ�DPRXQWV�OHVV�WKDQ��������XQOHVV�VSHFLILFDOO\�UHTXHVWHG�LQ�
ZULWLQJ���� 

��� ,I�WKH�HYHQW�LV�FDQFHOOHG�ZLWKLQ����GD\V�SULRU�WR�WKH�ILUVW�FRQWUDFWHG�HYHQW�PRYH-LQ�GD\�DOO�RUGHUV�DUH�VXEMHFW�WR�D�����FDQFHOODWLRQ�IHH��1R�UHIXQGV�ZLOO�EH�LVVXHG�IRU�HYHQWV�
FDQFHOOHG�RQ�RU�DIWHU�WKH�ILUVW�FRQWUDFWHG�HYHQW�PRYH-LQ�GD\���� 

��� &ODLPV�ZLOO�QRW�EH�FRQVLGHUHG�RU�DGMXVWPHQWV�PDGH�XQOHVV�ILOHG�LQ�ZULWLQJ�E\�([KLELWRU�SULRU�WR�WKH�FORVH�RI�WKH�HYHQW� 

��� ([KLELWRU�KROGV�(GOHQ�KDUPOHVV�IRU�DQ\�DQG�DOO�ORVVHV�RI�SRZHU�EH\RQG�(GOHQ¶V�FRQWURO��LQFOXGLQJ��EXW�QRW�OLPLWHG�WR��ORVVHV�GXH�WR�XWLOLW\�FRPSDQ\�IDLOXUH��SHUPDQHQW�SRZHU�
GLVWULEXWLRQ�IDLOXUH��SRZHU�IDLOXUH�FDXVHG�E\�YDQGDOLVP��IDXOW\�([KLELWRU�HTXLSPHQW�RU�RYHUORDGV�FDXVHG�E\�([KLELWRU� 

��� ,W�LV�DJUHHG�WKDW�LQ�WKH�HYHQW�LW�EHFRPHV�QHFHVVDU\�WR�WXUQ�WKLV�PDWWHU�RYHU�WR�DQ�DWWRUQH\�IRU�FROOHFWLRQ��RU�WR�ILOH�D�OLHQ��RU�IRUHFORVXUH��RU�RWKHUZLVH���([KLELWRU�ZLOO�SD\�(GOHQ�
LWV�DWWRUQH\�IHHV�RU�DSSOLFDEOH�DJHQF\�IHHV� 

��� $�VHUYLFH�FKDUJH�RI� �����SHU�PRQWK�RQ�DQ\�XQSDLG�EDODQFHV�ZLOO�EH�DVVHVVHG� VWDUWLQJ����GD\V�DIWHU� GDWH�RI� LQYRLFH�� �$��������VHUYLFH�FKDUJH�ZLOO� EH�DVVHVVHG� IRU� DOO�
UHWXUQHG�FKHFNV�DQG�FUHGLW�FDUGV��([KLELWRU�DJUHHV�WR�UHLPEXUVH�(GOHQ�IRU�DOO�DSSOLFDEOH�UHQWDO�WD[HV��� 

��� ([KLELWRU�KHUHE\�DJUHHV�WR�DOO�WHUPV�DQG�FRQGLWLRQV�RXWOLQHG�RQ�DOO�RUGHU�IRUPV�DQG�WKH�(GOHQ�*HQHUDO�'DWD�3URWHFWLRQ�5HJXODWLRQ��*'35��SULYDF\�SROLF\�ZKLFK�FDQ�EH�UH�
YLHZHG�E\�YLVLWLQJ��KWWSV���RUGHULQJ�HGOHQ�FRP�/HJDO1RWLFHV�7HUPV-(GOHQ-*'35�SGI 
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