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• Ship in advance to the warehouse. Ship prepaid and keep an inventory and the tracking 
numbers of all your shipments.

• Place a rider on your insurance policy from the time your exhibit and product leaves your 

• Ship your freight and product via common carrier or van line to arrive on your target date. 

MAIL.
• Be sure to remove old shipping labels before you send anything to the warehouse or to the 

show site.
• While making your shipping plans for the show, also plan for shipping home after the 

show is over. Make sure that someone from your company will be on-site to oversee the 
outbound shipment of your display.

• Take the extra time to ensure that your display and product are packed neatly and securely.
•

the event your shipment is lost.
• If you ship by way of your own truck or car, it is important to have a delivery ticket prepared 

weight. If no information is available, the weight is estimated by the unloading crew.
• Consolidate as many pieces as possible into one shipment to avoid being billed for 

several minimum shipments. To reduce material handling costs (Drayage), ship all of your 
exhibit materials in  shipment.  

• Please be sure to obtain and complete an IMS Bill of Lading.  Bills of Lading will be made 

completed Bill of Lading and any additional outbound information before you leave the 

•
to contact them with any necessary pick-up information.  IMS is not responsible for 
contacting outside carriers for pick-ups.

•
shipments, exhibit material is time-sensitive.

• Old labels left on crates and cartons, which cause confusion.
• Not specifying what type of air freight service is desired, i.e., AM, PM, second day, and 

deferred service.
•

basically covered for $.50/lb per shipment.
• Not giving clear instructions on how the freight is to be shipped:

A. not advising your carrier about your target date and time.
B. not including an accurate description or piece count.
C. not reading the exhibitor manual and shipping instructions; and
D.
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ON THEIR BILLS OF LADING:
•
• EXHIBITOR’S NAME
• SHIPPER’S NAME
•
•
• NET, GROSS AND TARE WEIGHT

• CARTONS (WOODEN BOXES)
• CARTONS (CARDBOARD BOXES)
•
•
•
• MACHINES
•
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ORIGIN OF SHIPMENT:
CARRIER:
SHIPPING DATE: 
APPROXIMATE ARRIVAL DATE: 

TOTAL WEIGHT OF SHIPMENT: 

STREET ADDRESS: 

STATE:      ZIP CODE: 
CARRIER:         PREPAID:        COLLECT: 

TOTAL WEIGHT OF SHIPMENT

STREET ADDRESS: 

STATE: ZIP CODE: 
CARRIER: PREPAID:        COLLECT: 

TOTAL WEIGHT OF SHIPMENT: 

STREET ADDRESS: 

STATE:      ZIP CODE: 
ATTENTION: 

NFORMATION ON INCOMING SHIPMENTS FOR THE SHOW

BILLING ADDRESS FOR FREIGHT CHARGES


