
School Nutrition Association of Massachusetts Business & Industry Partners,

As we gear up for another exciting annual conference, we want to extend our sincere thanks for your
continued support of SNA of Mass and school nutrition professionals across Massachusetts. Your partnership
plays a vital role in ensuring our members have the resources, connections, and inspiration they need to thrive.

We’re thrilled to announce that the 2026 SNA of Massachusetts Annual Conference will take place October
13-14, 2026, at the DCU Center in Worcester, MA! 

SNA of Mass Annual Conference
October 13-14, 2026

DCU Center
50 Foster St, Worcester, MA 01608

*Exhibit Show to be held on Wednesday, October 14, 2026

As the conference approaches, we’ve prepared a suite of resources to support your planning. Within the
attached materials, you’ll find everything you need to get involved—from partner registration and participation
opportunities to exhibiting at the 2026 exhibit show and more. To help you stay on track, please review and
complete the checklist below:

PARTNER PREPARATION CHECKLIST

            Review the Partner Prospectus in this document and select your preferred partnership level

            Register for the 2026 SNA of Mass Annual Conference – click here to secure your spot

            Reserve your booth for the SNA of Mass Annual Exhibit Show
September 11, 2026: Presenting, Diamond, and Platinum Partners
September 20, 2026: All other partners

              (A reservation link will be sent via email to registered partners)

            Book your hotel accommodations at the conference hotel. Hotel information and link will be 
             included in your registration confirmation.

We encourage you to complete these steps early to ensure the best experience possible. We look forward to
partnering with you to make this year’s conference our best yet!

If you have any questions about this year’s conference or your partnership, please don’t hesitate to reach out
to SNA of Mass at admin@snaofmass.org

Thank you again for your continued support—we look forward to working with you!

-The SNA of Mass Team
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https://www.bing.com/ck/a?!&&p=107b6605fe66c971a69b6d5f9f019fec88b084cacb6499a898c28478665b7318JmltdHM9MTc0Mzk4NDAwMA&ptn=3&ver=2&hsh=4&fclid=08178b1b-2703-6bc5-3ef7-9e60264c6ad3&u=a1L21hcHM_Jm1lcGk9MTA5fn5Ub3BPZlBhZ2V-QWRkcmVzc19MaW5rJnR5PTE4JnE9QmxhaXIlMjBDb3VudHklMjBDb252ZW50aW9uJTIwQ2VudGVyJnNzPXlwaWQuWU43NDV4MTYxMTkxOTcwJnBwb2lzPTQwLjQ1NzQxMjcxOTcyNjU2Xy03OC40MDExMzgzMDU2NjQwNl9CbGFpciUyMENvdW50eSUyMENvbnZlbnRpb24lMjBDZW50ZXJfWU43NDV4MTYxMTkxOTcwfiZjcD00MC40NTc0MTN-LTc4LjQwMTEzOCZ2PTImc1Y9MSZGT1JNPU1QU1JQTA&ntb=1
https://schoolnutritionassociationofmassachusetts.growthzoneapp.com/ap/Events/Register/zBFlDjNFoHACR


One (1) extra-large focal booth (4 Booths) at the 2026 Exhibit Show
with designation as a “Presenting Partner”
Recognition as evening social event sponsor
Recognition as a keynote speaker sponsor
Recognition as Wi-Fi Sponsor
Logo on conference giveaway item for all director attendees
One complimentary partner registration/table at the 2027 USDA
Commodity Show (if applicable) 
Recognition as sponsor of conference mobile website
Recognition as Sponsor of a snack/beverage break with the
opportunity to provide a snack/beverage
Sponsor of Director's Only Day Lounge
Logo used on portion of conference registrant lanyards
Ability to facilitate one 30-minute "Innovation Session" at Annual
Conference
5-minute live speaking  opportunity at Annual Conference
One pre- or post-conference email to director registrants
Opportunity to provide a 30-second commercial spot for use at the
Annual Conference
Sponsor of Entertainment Night Event - Partner may provide gift(s)
for winners (or similar event if it is not held)

Listing and recognition as Sponsor for all main sessions at the Annual
Conference 
Inclusion of an item in the "Conference Bag" provided to Annual
Conference registrants. **Provided by partner
Four complimentary partner registrations at the Annual Conference 
Four complimentary tickets to the SNAMMIES
Linked logo recognition in all SNA of Mass Food for Thought
Newsletters 
Ability to share company updates/information through SNA of
Mass's Food for Thought Newsletter twice annually
Ability to create original pre-recorded webinars for SNA of Mass's
website
Ability to participate in SNA of Mass-hosted webinars
Featured on the home page of SNA of Mass's website w/ logo
Annual licensing rights to utilize SNA of Mass Logo
Annual membership in SNA of Mass

2026-27 PARTNERSHIP
OPPORTUNITIES

One (1) traditional booth at the 2026 Exhibit Show with
designation as a “Diamond Partner”
One complimentary partner registration/table  at the 2027 USDA
Commodity Show (if applicable) 
Recognition as sponsor of conference mobile website
Recognition as Sponsor of a snack/beverage break with the
opportunity to provide a snack/beverage
Sponsor of Director's Day Lounge
Logo used on portion of conference registrant lanyards 
5-minute live speaking  opportunity at Annual Conference*
One pre or post-conference email to director registrants
Opportunity to provide a 30-second commercial spot for use at the
Annual Conference

Listing and recognition as Sponsor for a main session at the

Annual Conference 

Inclusion of an item in the "Conference Bag" provided to Annual
Conference registrants. **Provided by partner
Three complimentary partner registrations at the Annual
Conference 
Three complimentary tickets to the SNAMMIES
Linked logo recognition in all SNA of Mass Food for Thought
Newsletters 
Ability to share company updates/information through SNA of
Mass's Food for Thought Newsletter twice annually
Ability to create original pre-recorded webinars for SNA of Mass's
website
Ability to participate in SNA of Mass-hosted webinars
Featured on the home page of SNA of Mass's website w/ logo
Annual licensing rights to utilize SNA of Mass Logo
Annual membership in SNA of Mass

PRESENTING PARTNER $8,000

DIAMOND PARTNER $5,500
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* Advertising opportunities subject to change based evolution of SNA-MASS newsletters & publications. 



One (1)  traditional booth at the 2026 Exhibit Show with
designation as a “Gold Partner”. 
Two complimentary partner registrations at the Annual
Conference 
Name recognition in commercial video loop at the Annual
Conference 
Recognition in SNA of Mass's Food for Thought Newsletter twice
annually
Ability to purchase tickets to the SNAMMIES

Ability to post an original pre-recorded webinar for SNA of Mass's
website
Ability to participate in SNA of Mass-hosted webinars
Featured as a listed sponsor on SNA of Mass's website
Annual licensing rights to utilize SNA of Mass Logo
Annual membership in SNA of Mass

One (1) traditional booth at the 2026 Exhibit Show with
designation as a “Platinum Partner”
Listing and recognition as a Session Sponsor for a main session at
the Annual Conference 
Inclusion of an item in the "Conference Bag" provided to  Annual
Conference registrants. **Provided by partner
Inclusion of static logo in commercial video loop at the Annual
Conference 
Two complimentary partner registrations at the Annual
Conference 
Ability to purchase tickets to the SNAMMIES

Ability to share company updates/information through SNA of
Mass's Food for Thought Newsletter once annually
Linked logo recognition in SNA of Mass's Food for Thought
Newsletter twice annually
Ability to post one original pre-recorded webinar for SNA of Mass's
website
Ability to participate in SNA of Mass-hosted webinars
Featured as a scrolling link on SNA of Mass's website w/ logo
Annual licensing rights to utilize SNA of Mass Logo
Annual membership in SNA of Mass

Annual licensing rights to utilize SNA of Mass Logo
Annual membership in SNA of Mass

Ability to participate in SNA of Mass-hosted webinars
Featured as a listed sponsor on SNA of Mass's website

PLATINUM PARTNER $3,000

GOLD PARTNER $1,850

$1,850

BRONZE PARTNER $350

To register as a partner for the 2026-27 year, visit us online HERE. 
Questions? Reach out to us by email at admin@snaofmass.org

Non-partners can reserve a half booth for $1,350 and a full booth for $2,000.
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SILVER PARTNER $1,200

Half (1/2)  booth at the 2026 Exhibit Show with designation as a

“Silver Partner”.  * Booth assigned by SNA of Mass unless you are

booking with your broker

One complimentary partner registration at the Annual Conference

Name recognition in commercial video loop at the Annual

Conference 

Ability to purchase tickets to the SNAMMIES

Recognition in SNA of Mass's Food for Thought Newsletter twice
annually
Ability to participate in SNA of Mass-hosted webinars
Featured as a listed sponsor on SNA of Mass's website
Annual licensing rights to utilize SNA of Mass Logo
Annual membership in SNA of Mass

* Advertising opportunities subject to change based evolution of SNA-MASS newsletters & publications. 



EXHIBITOR DETAILS
2026 SNA of Mass Conference Dates:  October 13-14,  2026

2026 SNA of Mass Exhibit  Show Date:  October 14,  2026

Location:  DCU Center
50 Foster Street Worcester MA 01608

Space Contract  and Rules & Regulat ions 
Terms and condit ions of  booth rental  and occupancy are included in this  prospectus.
Please read these guidel ines careful ly .  Purchase of a membership indicates that the
exhibitor agrees to and accepts a l l  terms and condit ions stated therein.  Please make
checks payable to the School  Nutr it ion Associat ion of Massachusetts (SNA of Mass) .  

I f  ful l  payment is  not received by September 29,  2026,  SNA of Mass reserves the r ight
to cancel  the exhibit  space without refunding the deposit  and/or moving said
organizat ion to a different booth locat ion at  SNA of Mass’s  discret ion.  Space wi l l  not
be formal ly assigned without ful l  payment.  Reservat ion of booth space wi l l  be
avai lable (with payment in ful l )  on a f i rst-come,  f i rst-served basis  by partnership level ,
start ing on September 2026.  Space wi l l  not be formal ly assigned without appl icable
payment.  SNA of Mass reserves the r ight to assign or re-assign to a space other than
that requested.  I f  exhibit  space is  canceled pr ior  to September 29,  SNA of Mass
reserves the r ight to charge one half  of  the exhibit  pr ice as a cancel lat ion fee.  I f
exhibit  space is  canceled/reduced after  September 29,  a l l  exhibit  fees are Non-
Refundable.  

Exhibitor  Move-In Hours:
Tuesday,  October 13,  2026 from 3:00PM to 5:00PM and Wednesday,  October 14,
2026 from 9:00AM to 12:00PM. Al l  exhibits  must be completely instal led by:  12:00PM
on Wednesday,  October 14,  2026.

Show Hours:
Wednesday,  October 14,  2026 from 12:30PM to 3:30PM 

Exhibitor  Move-Out Hours:
Wednesday,  October 14,  2026 from 4:00PM to 6:00PM. Al l  equipment & exhibit
materia ls  must be completely removed from the show f loor by 6:00PM on Wednesday,
October 14,  2026.

Note:  Al l  Carr iers must check in at  the dock or service desk two hours pr ior  to f loor
closing t ime.
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EXHIBITOR DETAILS
Booth Size & Provided Equipment:  

S ingle Booths are 10’  x  10’  and include 2-6’  draped tables,  3 '  h igh draped s ide
rai ls ,  8 ’  h igh backdrop,  two chairs ,  one wastebasket and a vendor s ign.  

Half  Booths are 5’  x  10’  and include 1-4’  draped table,  3 '  h igh draped s ide rai ls ,  8 ’
high backdrop,  one chair ,  one wastebasket and a vendor s ign.  The exhibit  hal l  does
not have a covered f loor.  

Please note:  an Extra-Large Booth(equivalent of  four ful l  booths 20’  x  20’  or  10'  x
40' )  is  included with the Presenting Level  Business & Industry Partnership.  A
tradit ional  booth (10’  x  10’ )  is  included with the Diamond,  Plat inum and Gold Level
Business & Industry Partnership.  A s ingle half  booth (5 '  x  10' )  is  included with the
Si lver Business & Industry Partnership.  

Booth Selection:  
Information on booth select ion wi l l  be shared with registered partners.  Booths wi l l
be selected on a f i rst-come,  f i rst-served basis  by partnership level  start ing at  the
end of September 2026.  

Si lver booths wi l l  be assigned by SNA of Mass unless working with a broker.

Shipping Information:  
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ADVANCE WAREHOUSE SHIPPING ADDRESS:

[Name of Exhibiting Company]
[Your Booth Number] (if available)
School Nutrition Association of MA Fall Conference
Capital Convention Contractors
153 Northboro Road - Ste 6
Southborough, MA 01772

Warehouse Receiving Hours: 
Monday - Friday, 9:00 AM - 4:00 PM

DIRECT SHOW SITE SHIPPING ADDRESS:

[Name of Exhibiting Company]
[Your Booth Number] (if available)
School Nutrition Association of MA Fall Conference
Capital Convention Contractors
DCU Center
50 Foster St
Worcester, MA 01608

Frieght received only during exhibitor
move-in hours.

ALL DIRECT SHIPMENTS MUST arrive on
October 13, 2026

Advance Warehouse Deadline: 
ALL ADVANCE SHIPMENTS MUST Arrive
between:  September 14, 2026-October 6, 2026

  OFFICIAL SHOW CARRIER:  ABF FREIGHT 800-654-7019 OR EMAIL TRADESHOW@ARCB.COM 

PLEASE USE ENCLOSED FREIGHT LABELS FOR ALL CONFERENCE SHIPMENTS



EXHIBITOR DETAILS
Addit ional  Services:  The pr ice of  the booth rental  does not include storage,
placement,  shipment or reshipment of  exhibit  mater ia ls ,  e lectr ic ity ,  specia l
l ight ing,  booth furnishings,  e lectr ical  suppl ies ,  carpet ,  individual  booth c leaning or
any other special  service ordered by the exhibitor .  

Electr ic ity:  Electr ic ity is  not included but is  avai lable for purchase through Capital
Convention Contractors .  Please see Exhibitor Service Manual  for  addit ional
information beginning on page 15.

Limitation of  Exhibits :  SNA of Mass reserves the r ight to stop or remove any
exhibitor ,  or  his/her representat ive,  that is  found to be performing an act  or
pract ice which in the opinion of SNA of Mass is  object ionable,  detracts from the
dignity of  the associat ion,  or  is  unethical  to the business purpose of the expo.  

*SNA of Mass reserves the r ight to refuse admittance of exhibits  or  mater ia ls  to
the expo f loor unti l  a l l  dues and fees owed are paid in ful l .

Payment:  Ful l  payment must be made in order for booth(s)  to be assigned.  A 4%
processing fee wi l l  be appl ied to a l l  payments made by credit  card.  SNA of Mass
accepts MasterCard,  Visa,  American Express,  Discover and checks.  

Allocation of  Space:  A shared ful l  booth may be occupied by a maximum of two (2)
individual ly  paid exhibit ing companies i f  ut i l ized by a Broker,  but only one
exhibit ing company if  not working with a Broker.  Half  booths are not permitted to
be shared by mult iple exhibit ing companies.  When space is  reserved to share a
booth,  both exhibit ing companies must submit  separate partnership renewals and
payments.  Each company must identify which company they are shar ing the exhibit
booth space with.  Al l  exhibitors in a booth must be at  least  a Bronze Partner or
purchase booth space.

General  Expo Floor Pol ic ies:  No exhibitor or  part  of  an exhibit  wi l l  be admitted to
any space unti l  rental  of  that space has been paid in ful l .  Noisy or offensive
exhibits  are prohibited.  Chi ldren under the age of 16 are not permitted in the
exhibit  hal l .  Al l  persons shal l  have a conference badge to be on the show f loor.
SNA of Mass shal l  a lways have sole control  over a l l  admission pol ic ies .  There are
no exceptions to general  expo f loor pol ic ies .  

Relocation of  Exhibits :  SNA of Mass reserves the r ight to a lter  the off ic ia l  f loor
plan and/or re-assign any exhibitor ’s  locat ion as deemed advisable.  SNA of Mass
further reserves the r ight to make such changes,  amendments,  and addit ions to
these rules and such further regulat ions as i t  considers necessary to act  in the
best interest  of  the expo.  
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EXHIBITOR REGISTRATION
All  Exhibitors should register  onl ine -  HERE .

Exhibitors may register  the al lotted number of  compl imentary attendees based on
their  membership.  “Badge swapping” is  not permitted and violators wi l l  lose al l
pr iv i leges to the Exhibit  Hal l  during show hours.  Exhibitor badges al low entry to
the Exhibit  Hal l  and education sessions.

Minimum Partnership Requirements:  SNA of Mass’s  pol icy is  that to exhibit ,
part ic ipate in a booth or gain access to the exhibit  f loor ,  you must be at  least  a
paid Bronze Business & Industry Partner and purchase exhibit  space.

Included in booth registrat ion:  Complementary 8.5”/11” s ign l ist ing your company
name or logo,  s ignage throughout the Massachusetts School  Nutr it ion Industry
Expo based on your partner membership level ,  security service from instal lat ion
through dismantl ing.  Name Badges are provided and must be worn at  a l l  t imes on
the show f loor.  Presenting partners wi l l  receive up to 4 badges,  Diamond- 3
badges,  Plat inum and Gold- 2 badges,  S i lver-  1 badge.  Addit ional  badges can be
purchased during registrat ion.

On-site Registrat ion:  Registrat ion packets and badges wi l l  be distr ibuted on the
expo s ite.  Badges are required for admission to the exhibit  f loor .  

Cancel lat ions:  I f  exhibit  space is  canceled pr ior  to September 29,  SNA of Mass
reserves the r ight to charge one half  of  the Membership Level  Pr ice as a
cancel lat ion fee.  I f  exhibit  space is  canceled/reduced after  September 29,  a l l
booth and membership dues are Non-Refundable.  
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EXHIBITOR DETAILS
Collection Pol icy:  The exhibitor agrees to pay the balance of fees due before the
booth(s)  is/are assigned.  Ful l  payment is  required before setup and entry.  

Insurance:  I t  shal l  be the responsibi l i ty of  each exhibitor to maintain such
insurance against  in jury to person or damage or loss of  property in such amounts
as the exhibitor shal l  deem adequate.  

Pr ior  arrangements for specif ic  needs must be requested and coordinated through
SNA of Mass.  The deadl ine for a l l  requests is  September 29,  2026.

https://schoolnutritionassociationofmassachusetts.growthzoneapp.com/ap/Events/Register/zBFlDjNFoHACR


SNA of  Mass Annual  Conference 2026 
DCU Center ,  Worcester ,  MA
October  13-14,  2026

EXHIBIT RULES & REGULATIONS 

ASSOCIATION:  The word “Associat ion”  means the  School  Nutr i t ion  Associat ion of  Massachusetts ,
i ts  off icers ,  d i rector ,  committees ,  agents  or  employees act ing for  i t  in  the  management  of  the
exhib i t ion.

SNA of  Mass CONFERENCE LOGO (USE OF) :  An exhib i tor  wishing to  use the  SNA of  Mass
conference logo shal l  submit  i ts  intended use to  the  SNA of  Mass Execut ive  Di rector ,  for  pr ior
approval ,  which shal l  be  wi th in  the  sole  d iscret ion of  SNA of  Mass.  

I .  PAYMENT AND REFUNDS
A.  Payment  Pol icy :  I f  fu l l  payment  is  not  received by  September  29 ,  2026,  SNA of  Mass reserves
the r ight  to  cancel  the  exhib i t  space wi thout  refunding the  deposi t  and/or  moving said
organizat ion to  a  d i f ferent  booth  locat ion at  SNA of  Mass ’s  d iscret ion.  Cancel lat ion or
reassignment  of  space wi l l  be  communicated in  wr i t ing  to  the  designated exhib i tor  contact .  Space
wi l l  not  be  assigned wi thout  fu l l  payment .  Booth  space wi l l  be  assigned (wi th  deposi ts  or  payment
in  fu l l )  on  a  f i rst -come,  f i rs t -served basis  based on partner  leve l ,  s tar t ing  no later  than October  1 ,
2026.  Space wi l l  not  be  formal ly  assigned wi thout  appl icable  payment .  SNA of  Mass reserves the
r ight  to  assign or  re -assign to  a  space other  than that  requested.  Cancel lat ion and/or  booth
reduct ions of  reserved space are  non- refundable  af ter  September  29 ,  2026.
B.  Cancel lat ions:  I f  exhib i t  space is  canceled af ter  September  29 ,  2026 SNA of  Mass reserves the
r ight  to  charge the  fu l l  Exhib i t  Pr ice  as  a  cancel lat ion fee.  Hal f  of  the  exhib i t  fee  is  refundable  for
exhib i t  space canceled pr ior  to  September  29 ,  2026.

I I .  ALLOWABLE PRODUCTS IN SNA of  Mass EXHIBIT SHOWS AND SPONSORSHIPS
A.  Al lowable  Products :  Companies  exhib i t ing  at  SNA of  Mass ’s  Annual  Conference and/or  showing
thei r  product  at  a  predetermined sponsored meal  or  event  may only  inc lude products  that  are
with in  the  USDA regulat ions to  be  sold  in  Chi ld  Nutr i t ion  (CN)  programs.  Representat ion inc ludes
demonstrat ing or  featur ing the  product  or  logo in  the  booth  design or  d ispensing cups ,  napkins ,
etc .  I t  a lso inc ludes demonstrat ing wr i t ten  mater ia l ,  s ignage,  any  g iveaways such as  tote  bags
and T-shi r ts ,  or  any  other  merchandise or  mater ia l  wi th  the  logo or  product  name.
B.  Non-Al lowable  Products :  Products  that  may not  be  sold  in  CN programs,  and therefore  may not
be represented in  t rade shows and sponsorships  are  def ined as  foods of  min imal  nutr i t ional  va lue
and inc lude ,  but  are  not  l imi ted to :

1 . Soda and/or  carbonated beverages
2. Water  ices
3. Chewing gum
4. Certa in  candies  such as  hard  candies ,  je l l ies  and gums,  marshmal low candies ,  fondant ,

l icor ice ,  spun candy ,  candy coated popcorn

I I I .  SPACE RENTAL AND ASSIGNMENT OF LOCATION
A.  Contract  Acceptance:  The Associat ion reserves the  r ight  to  exerc ise  i ts  sole  d iscret ion in
acceptance or  refusal  of  appl icat ions.  I f  an  appl icat ion is  not  accepted by  the  Associat ion ,  a l l
money paid  wi l l  be  returned to  the  appl icant .
B.  Booth  Assignment :  Booths wi l l  be  assigned us ing the  SNA of  Mass Platform.  The Associat ion
reserves the  r ight  to  use i ts  sole  d iscret ion in  reassigning space in  cases where  compet i t ive
products  have exhib i ts  adjacent  to  each other .
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IV.  USE OF SPACE
A.  Permissib le  Exhib i ts :  A l l  business act iv i t ies ,  inc luding booth  character  personnel ,  of  the
Exhib i tor  in  the  Exhib i t  Hal l  must  be  wi th in  the  Exhib i tor ’s  a l lot ted exhib i t  space.
B.  Food Sampl ing in  Space:  In  connect ion wi th  d ist r ibut ion of  food or  beverages in  exhib i tors ’
booths ,  food and beverage manufacturers  must  serve  only  sample-s ize  port ions of  the i r  own
products.  Equipment  manufacturers  who requi re  a  food or  beverage product  served to  demonstrate
thei r  equipment  may do so only  in  sample-s ize  port ions.  Carbonated (unless CN-approved)  or
a lcohol ic  beverages may not  be  d isplayed or  served wi th in  the  Exhib i t  Hal l .  A l l  food must  be
prepared or  served wi th in  the  requi rements  of  the  PA Heal th  Department  and the  Convent ion Center
(CC).  
C.  Exhib i t  Space and Hal l :

1 . Decorat ions ,  s igns ,  banners ,  e tc . ,  may not  be  taped,  na i led ,  tacked,  s tapled or  otherwise
fastened to  ce i l ings ,  wal ls ,  doors ,  windows,  pa inted surfaces or  columns.

2. No holes  may be dr i l led ,  cored or  punched in  the  bui ld ing.
3. No paint ing of  s igns ,  d isp lays  or  other  objects  is  permit ted in  the  bui ld ing.
4. Promot ional  dev ices may not  obstruct  name badges in  any  way.
5. No exhib i ts ,  d isp lays  or  presentat ions wi l l  be  permit ted at  any  t ime in  hote l  rooms,  su i tes

and/or  meet ing rooms without  wr i t ten  approval  f rom Exhib i ts  Operat ions.
6. Contests ,  drawings ,  etc . ,  MUST receive  PRIOR approval  f rom the Associat ion.  Contact  Exhib i t

Operat ions.
7. Giveaway i tems that  are  carr ied  or  worn as  v is ib le  advert isement  shal l  be  contro l led  by  the

Associat ion.
8. When d ispensing food or  beverages ,  exhib i tors  are  to  prov ide the i r  own t rash conta iners

(beyond smal l  one prov ided by  the  Associat ion at  each booth) .
9 . Loud noises ,  br ight  l ights  or  other  d ist ract ions are  not  permit ted.  Sound volume of  ampl i f iers  or

audiov isual  presentat ions must  be  regulated so as  not  to  d isturb  nearby  exhib i tors.
10. No hanging s igns are  permit ted wi thout  pr ior  wr i t ten  approval  f rom exposi t ion  management.
11. Vehic les  ut i l iz ing f lammable  fue ls :  A l l  fue l  tank openings shal l  be  locked and sealed in  an

approved manner  to  prevent  the  escape of  vapors.  Fuel  tanks shal l  not  be  more than one-hal f
fu l l  or  conta in  more than 10 gal lons of  fue l ;  whichever  is  less.  At  least  one battery  cable  shal l
be  removed f rom the bat ter ies  used to  star t  the  vehic le  engine.  The d isconnected battery  cable
shal l  then be taped down.  Vehic les  cannot  be  moved dur ing show hours.  A  set  of  keys  to  the
vehic le  must  be  lef t  wi th  show secur i ty  management.

12. No adhesive  i tems or  decals  wi l l  be  a l lowed in  the  hal l .
13. Cla ims made in  exhib i t  booths and products  d isplayed are  requi red to :
     a)  meet  a l l  or  par t  of  the  re imbursable  meal  pat tern  for  school  lunch or  school  breakfast  or
     b)  manufacturer  or  serv ice  prov ider  must  keep on f i le  documents  of  ver i f icat ion that  wi l l
substant iate  such c la ims.  These documents  wi l l  be  avai lab le  for  rev iew at  any  t ime by  SNA of  Mass
representat ives  or  members  should  a  quest ion ar ise.
14.  At  the  request  of  the  Associat ion ,  made at  any  t ime or  t imes before  or  dur ing the  Exhib i t ion ,
the  exhib i tor  must  prompt ly  furn ish  the  Associat ion wi th  sample  products ,  packages ,  labels ,
advert is ing and promot ional  l i terature  that  would  be or  is  be ing d ist r ibuted ,  before  the  exhib i tor
wi l l  be  e l ig ib le  to  part ic ipate  or  cont inue in  the  Exhib i t ion.  The Associat ion ,  in  i ts  sole  d iscret ion ,
reserves the  absolute  r ight  to  determine which f i rms and products  are  appropr iate ,  in  i ts  judgment ,
for  inc lus ion in  the  Exhib i t ion  and to  refuse ,  cancel  or  rest r ic t  any  appl icant  or  exhib i t .  Th is
prov is ion appl ies  to  exhib i tor ’s  conduct ,  ar t ic les ,  pr inted matter ,  samples ,  quest ionnai res  or  any
other  i tem that  the  Associat ion deems object ionable.  I f  the  Associat ion decides ,  in  i ts  sole
discret ion ,  that  any  of  these do not  meet  i ts  standards or  is  not  su i table ,  the  exhib i tor  must
immediate ly  comply  wi th  the  Associat ion ’s  decis ions or  wi thdraw.  I f  the  exhib i tor  chooses to
withdraw,  the  booth  must  remain  intact  unt i l  the  end of  the  show day.
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Sublet t ing  of  Space:  Exhib i tor  may not  assign th is  contract ,  or  sublet  any  space contracted for
hereunder ,  or  show in  such space any  ar t ic les  other  than those manufactured by  the  exhib i tor  and
shal l  not  p lace any  name s igns or  courtesy  cards on any  equipment  i t  loaned for  demonstrat ion
purposes unless the  suppl ier  of  such equipment  a lso is  an  exhib i tor  in  the  Exhib i t ion.

V.  CANVASSING AND PROHIBITED MATERIALS
A.  Act iv i t ies  That  Cause Ais le  &  Booth  Blockage:  Exhib i tors  must  cease the  act iv i t ies  of  any  k ind
whenever  such act iv i ty  b locks the  a is les  or  in  any  way inh ib i ts  nearby  exhib i tors.  I f  the  exhib i tor
does not  take act ion to  stop such act iv i t ies  that  are  causing a is le  or  booth  b lockage,  show
management  has the  author i ty  to  stop such act iv i ty  immediate ly .  I t  is  the  sole  responsib i l i ty  of  the
exhib i tors  to  “pol ice”  the i r  own l ines.
B.  Canvassing and Other  Act iv i t ies :  No person,  f i rm or  organizat ion not  hav ing contracted wi th  the
Associat ion for  the  occupancy of  space in  the  Exhib i t ion  wi l l  be  permit ted to  d isplay  or
demonstrate  i ts  products ,  processes or  serv ices ,  or  d ist r ibute  promot ional  mater ia ls  in  the  Exhib i t
Hal l ,  convent ion hal ls  or  corr idors  or  in  hospi ta l i ty  su i tes.  Any  inf r ingements  of  th is  ru le  wi l l  resul t
In  the  prompt  removal  of  the  offending persons f rom the Hal l ,  and exhib i tors  waive  any  and a l l
r ights  for  c la ims against  the  Associat ion ar is ing out  of  the  enforcement  of  th is  ru le .

1. Ci rculars  or  other  promot ional  mater ia l  may be d ist r ibuted only  f rom the exhib i tor ’s  booth
space.

2. The Associat ion reserves the  r ight  to  re ject ,  cancel ,  remove or  rest r ic t  exhib i tors  who,  because
of  noise  or  any  other  reason shal l  in terfere  wi th  the  best  interests  of  the  Exhib i t ion  as  a  whole.

C.  Prohib i ted Mater ia ls :  The use of  characters ,  music ians ,  enter ta iners ,  loud speakers ,  sound
systems and noise-making dev ices is  rest r ic ted to  wi th in  the  booth.  Bal loons ,  horns ,  use of  other
mechanical  dev ices that  create  object ionable  noises ,  odors  or  congest ion are  prohib i ted.  Show
management  reserves the  r ight  to  determine when such i tems become object ionable.
D.  Ev ict ion:  Show Management  reserves the  r ight  to  rest r ict  the  operat ion of ,  or  ev ict  complete ly ,
any  exhib i t  which ,  in  i ts  sole  opin ion ,  det racts  f rom the genera l  character  of  the  exposi t ion  as  a
whole.  This  inc ludes ,  but  is  not  l imi ted to ,  an  exhib i t  which ,  because of  noise ,  f lashing l ights ,
method of  operat ion ,  are  determined by  show management  to  be  object ionable  to  the  successfu l
conduct  of  the  exposi t ion  as  a  whole.  Use of  so-cal led  “barkers”  or  “p i tchmen”  is  st r ic t ly
prohib i ted.
E.  Promot ions and Sales :  A l l  demonstrat ions or  other  promot ional  act iv i t ies  must  be  conf ined to
the l imi ts  of  the  exhib i t  space.  No sales  act iv i ty ,  demonstrat ions ,  sampl ing ,  g iveaways ,
sol ic i tat ion ,  e tc .  wi l l  be  permit ted in  the  a is les.

VI.  ARRANGEMENT AND CARE OF EXHIBITS
A.  Booth  Construct ion and Arrangement :  The Associat ion wi l l  prov ide and ar range for  construct ion
of  necessary  draped back-  grounds of  uni form sty le .  Drapery  is  f lameproof  fabr ic .  Unf in ished or
unsight ly  ends of  exhib i ts  must  be  draped by  the  serv ice  contractor  at  the  expense of  the  exhib i tor .
The Associat ion does not  a l low for  “end caps , ”  peninsulas  or  is lands under  400 square  feet .
B.  Booth  Conf igurat ion and Restr ict ions:  A l l  exhib i ts  must  be  conf ined to  the  l imi ts  of  the i r
respect ive  booths as  indicated on the  f loor  p lan.  Back wal l  of  the  booth  is  8  feet  h igh ;  s ide  d iv iders
are  3  feet  h igh.  No specia l  s igns ,  booth  construct ion ,  apparatus ,  equipment ,  l ight ing f ix tures ,  e tc . ,
wi l l  be  permit ted to  extend above 8  feet  wi th  the  except ion of  is land or  per imeter  spaces where
height  l imi tat ion is  16 feet  un less otherwise noted due to  center  rest r ic t ions ;  however ,  cubic
content  of  these booths must  be  approved in  advance by  Exhib i t ion  Management.  Mater ia ls  up to  8
feet  in  he ight  may be p laced wi th in  5  feet  f rom the back wal l .  Exhib i t  mater ia l  must  not  be  set  up
so as  to  interfere  wi th  the  v iew into  adjo in ing booths.  A l l  mater ia ls  must  conform to  local  bu i ld ing ,
e lect r ica l  and f i re  department  codes and regulat ions.
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Care of  Exhib i t  Space:  The exhib i tor  must ,  a t  i ts  expense ,  mainta in  and keep in  good order  the
exhib i t  space contracted.  The exhib i tor  shal l  mainta in  and conduct  the  exhib i t  in  a  neat ,  c lean ,
order ly  and safe  manner ,  and shal l  not  do or  a l low anyth ing to  be  done in ,  on  or  about  the
exhib i tor ’s  space that  might  adversely  ref lect  on the  Associat ion.  The exhib i tor  shal l  keep an
attendant  in  i ts  d isplay  dur ing the  hours  the  Exhib i t ion  is  open,  and the  exhib i tor  must  surrender
the space occupied by  i t  to  the  Associat ion in  the  same condi t ion  as  i t  was at  the  commencement
of  occupat ion (ord inary  wear  excepted) .

1. No s ign or  other  ar t ic les  may be aff ixed ,  na i led  or  otherwise at tached to  wal ls ,  doors ,  drapery ,
etc . ,  so  as  to  deface or  destroy  them;  l ikewise ,  no at tachments  may be made to  f loors  by  nai ls ,
screws or  other  dev ices that  might  damage or  mark  them.

2. Exhib i ts  shal l  be  so insta l led  that  they  wi l l  in  no way pro ject  beyond the  space and not  extend
into  the  a is le .

3. Exhib i ts  shal l  not  obstruct  the  l ight ,  v iew or  space of  others.  Exhib i tors  shal l  be  responsib le  for
damage to  property .  I f  the  space occupied by  the  exhib i tor  shal l  be  damaged by  the  exhib i tor  or
the  exhib i tor ’s  agents ,  employees ,  patrons or  guests ,  the  exhib i tor ,  on  demand,  shal l  pay  such
sum as shal l  be  necessary  to  restore  the  space to  the  same condi t ion  i t  was in  when f i rst
occupied by  the  exhib i tor .

 
VII .  HANGING SIGNS

1. Def in i t ion:  An exhib i t  component  suspended above for  the  purpose of  d isplay ing graphics  or
ident i f icat ion.

2. Approval :  A l l  hanging s ign requests  must  be  submit ted wi th  f loor  p lans or  d iagrams in  wr i t ing
to  the  Associat ion.  A l l  hanging s ign requests  must  be  received no later  than September  30 ,
2026.  S igns not  approved in  advance wi l l  not  be  hung.

VII I .  AUTHORIZED EXHIBITOR REPRESENTATIVES
A.  Badges:  The exhib i t  is  l imi ted to  indiv iduals ,  business f i rms and manufacturers  who have
contracted and paid  for  space assignments.  Each exhib i tor  shal l  furn ish  the  Associat ion wi th  the
names of  i ts  representat ives.  Exhib i tors  may register  the  a l lot ted number  of  compl imentary
at tendees based on the i r  membership  leve l .  The exhib i tor  and i ts  representat ives  are  requi red to
wear  these ident i f icat ion badges throughout  the  Exhib i t ion.  The badges are  not  t ransferable ,  and
the Associat ion reserves the  r ight  to  wi thdraw the use of  the  badge used to  gain  admission to  the
Exhib i t ion  by  any  person other  than the  one for  whom i t  was issued.
B.  Admit tance:  The Associat ion reserves the  r ight  to  refuse to  admit  and e ject  f rom the Exhib i t
Hal l ,  or  f rom any space there- in ,  any  object ionable  or  undesi rable  person or  persons ;  and on the
exerc ise  of  th is  author i ty ,  the  exhib i tor ,  for  i tse l f ,  i ts  employees and to  agents ,  hereby  waives any
r ight  and a l l  c la im for  damages against  the  Associat ion.  No one under  the  age of  16 wi l l  be  a l lowed
in  the  Exhib i t  Hal l .  No except ions wi l l  be  made.

IX.  INSTALLATION AND REMOVAL
A.  Set -up T imes and Hours  (subject  to  change)
Tuesday ,  October  13 ,  2026 f rom 3:00PM to  5 :00PM and Wednesday ,  October  14 ,  2026 f rom 9:00AM
to 12:00PM. Al l  exhib i ts  must  be  complete ly  insta l led  by :  12:00PM on Wednesday ,  October  14 ,
2026.

B.  Ant ic ipated Exhib i t  Hours  (subject  to  change)
Wednesday ,  October  14 ,  2026 f rom 12:30PM to  3 :30PM 

Al l  exhib i ts  must  remain  intact  on Wednesday ,  October  14 ,  2026,  unt i l  af ter  the  off ic ia l  c lose of  the
exhib i t  ha l l  and ex i t  of  at tendees.  D ismant l ing  may begin  at  4 :00 pm.
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C.  Removal  Of  Exhib i ts :
Wednesday ,  October  14 ,  2026 f rom 4:00PM to  6 :00PM
Al l  equipment  &  exhib i t  mater ia ls  must  be  complete ly  removed f rom the show f loor  by :  6 :00PM on
Wednesday ,  October  14 ,  2026.
Note :  A l l  Carr iers  must  check in  at  the  dock or  serv ice  desk two hours  pr ior  to  FLOOR c los ing t ime.

X.  SOUND AND NOISE PRODUCING DEVICES
A.  Sound Systems:  When the  sound f rom one booth  interferes  consistent ly  wi th  the  proper
conduct ing of  business in  another  booth ,  th is  is  a  v io lat ion.  Each exhib i tor  must  have the
opportuni ty  to  meet  and ta lk  wi th  buyers ,  un impeded by  the  excess noise  f rom another  exhib i tor .
B.  The 80/30 Rule :  Any  sound that  consistent ly  exceeds 80 decibels  measured at  the  edge of  an
exhib i tor ’s  booth  or  is  c lear ly  ident i f iab le  more than 30 feet  f rom the booth  is  considered
object ionable.  I f  sound leve ls  become excessive  or  i f  an  exhib i tor  fa i ls  to  reduce the  sound leve l ,
or  la ter  turns  the  volume up ,  the  sound wi l l  again  be moni tored and the  exhib i tor  wi l l  be  g iven a
second warning.  The th i rd  t ime an exhib i t  is  found to  be in  v io lat ion ,  a l l  e lect r ica l  power  to  that
booth  wi l l  be  terminated for  the  remainder  of  the  conference.  The exhib i tor  wi l l  a lso incur  the
expense of  reconnect ing the  e lect r ica l  serv ice  to  the  booth.
C.  Moni tor ing Decibel  Levels :  The Exhib i t  Manager  wi l l  u t i l ize  professional  e lect ronic  moni tor ing
equipment ,  which can object ive ly  moni tor  sound leve ls  at  ind iv idual  booths.  The Exhib i t  Manager
wi l l  adv ise  exhib i tors  to  adjust  the i r  sound systems to  be under  the  predetermined decibel  leve l .
Sound leve ls  on the  exhib i t  f loor  must  not  exceed 80 decibels .
D.  Cooperat ion:  Remember  that  the  use of  sound systems or  publ ic  address equipment  in  exhib i t
booths is  an  except ion to  the  ru le ,  not  a  r ight .  Each exhib i tor  is  asked to  moni tor  the i r  own booth
si te  to  make sure  the  sound leve ls  do not  inf r inge upon the  r ights  of  ne ighbor ing exhib i tors.

XI.  OPERATION OF DISPLAYS
A.  Ais le  and Booth  Blockage:  Exhib i tors  must  cease the  d ist r ibut ion of  samples of  any  k ind
whenever  such act iv i ty  b locks the  a is les  or  in  any  way inh ib i ts  nearby  exhib i tors.  I f  the  exhib i tor
does not  take act ion to  stop such act iv i t ies  that  are  causing a is le  or  booth  b lockage,  show
management  has the  author i ty  to  stop such act iv i ty  immediate ly .
B.  Sale  or  D ist r ibut ion of  Merchandise:  Exhib i tors  may show,  d iscuss ,  expla in  and demonstrate
i tems or  serv ices but  shal l  not  make sales  that  resul t  in  exchange of  merchandise or  money in  the
Exhib i t  Hal l .  Exhib i tors  engaging in  object ionable  methods shal l  be  subject  to  ev ict ion wi thout
refund and the  loss of  a l l  pr ior i ty  points  for  the  current  year .
C.  Product  and L i terature  Dist r ibut ion:  A l l  demonstrat ions or  other  act iv i t ies  must  be  conf ined to
the l imi ts  of  the  exhib i tor ’s  booth  space and are  not  per -  mi t ted in  the  bui ld ing ’s  publ ic  areas.
Dist r ibut ion of  t rade publ icat ions ,  inv i tat ions ,  c i rcu lars ,  business cards ,  s t ickers ,  novel t ies ,  e tc ,
may be made only  wi th in  the  space assigned to  the  exhib i tor  d ist r ibut ing such mater ia ls .  Trade
publ ishers  are  prohib i ted f rom sol ic i t ing  advert is ing dur ing the  show.
D.  Bag Dist r ibut ion:  A l l  bags d ist r ibuted by  exhib i tors  on the  exhib i t  f loor  must  be  no larger  than
15x18x3- in .  inc luding the  handle.

XII .  FOOD PREPARATION AND/OR BEVERAGE SAMPLING
A.  Sampl ing of  Food Products :  A l l  products  prepared and/or  sampled are  subject  to  the  fo l lowing
terms and condi t ions.
1.  Food sampl ing is  permit ted only  by  the  manufactur ing company or  the  d ist r ibutor  of  the  product .
2.  Proper  hand wash fac i l i t ies  must  be  prov ided at  each booth  (sani tary  towelet tes  or  hand
sani t izer  are  acceptable) .  Tongs ,  p last ic  g loves or  other  appropr iate  utensi ls  are  requi red in  the
handl ing of  food products.
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XII I .  STORAGE AND SHIPPING
A.  Storage Behind Booths:  Because of  f i re  regulat ions ,  NO STORAGE wi l l  be  a l lowed behind booths.
I f  any  exhib i tor  has specia l  problems in  th is  area ,  p lease advise  the  off ic ia l  serv ice  contractor
dur ing set -up.
B.  Shipping Inst ruct ions:  Del ivery  receipts ,  waybi l ls  and b i l ls  of  lad ing are  to  show weight ,  number
of  p ieces and c lassi f icat ion.  Shipping inst ruct ions can be found in  the  at tached mater ia ls  or  on the
Capi ta l  Convent ion Contractors  websi te .  Quest ions regarding shipping should  be d i rected to  the
off ic ia l  serv ice  contractor  -  Capi ta l  Convent ion Contractors.

XIV.  MISCELLANEOUS
C.  Secur i ty :  Twenty - four -hour  secur i ty  wi l l  be  prov ided by  the  Associat ion throughout  the  ent i re
Exhib i t ,  inc luding set -up and teardown days at  the  entrances to  the  Exhib i t  Hal l  and Fre ight  Doors.
Any theft  is  to  be  reported to  show management  immediate ly  and a  theft  report  must  be  completed.
Exhib i tors  must  prov ide adequate  insurance in  the i r  own insurance pol ic ies  for  theft .  
D.  S igns:  A  two- l ine  standard s ign is  prov ided compl imentary  to  exhib i tors ,  inc luding booth  number
and company name.  Addi t ional  s igns may be ordered through the  Exhib i tor  Serv ice  Manual .

XV.  LIABILITY INSURANCE
I t  is  agreed that  the  exhib i tor  shal l  make no c la im of  any  k ind against  the  Associat ion ,  operator  of
the  CC premises ,  A l ,  MA,  i ts  agents  or  employees ,  or  against  any  of  the  Associat ion ’s  agents  or
employees for  any  loss ,  damage,  theft  or  destruct ion of  goods;  nor  for  any  in jury  that  may occur  to
i tse l f  or  i ts  employees whi le  in  the  Exhib i t  Hal l ;  nor  for  any  damage of  any  nature  or  character
whatsoever ,  and wi thout  l imi t ing  the  foregoing ,  inc luding any  damage to  i ts  business by  reason of
the fa i lure  to  prov ide space for  an  exhib i t  or  removal  of  the  exhib i t ,  or  for  any  act ion of  the
Associat ion or  i ts  par t ic ipants ,  agents  or  employees in  re lat ion to  the  exhib i t  or  exhib i tor ,  and the
exhib i tor  shal l  be  sole ly  responsib le  to  i ts  own agents  and employees and to  a l l  th i rd  persons ,
inc luding inv i tees and the  publ ic ,  for  a l l  c la ims,  l iab i l i t ies ,  act ions ,  costs ,  damages and expenses
ar is ing out  of  or  re lat ing to  the  custody ,  possession ,  operat ion ,  maintenance or  contro l  of  the
leased space or  exhib i t ,  for  negl igence or  otherwise re lat ing thereto ;  and exhib i tor  thereby  agrees
to indemnify  and hold  harmless the  Associat ion and i ts  agents  and employees and the  operator  of
the  premises against  any  and a l l  such c la ims as may be asserted against  i t  or  them.

XVI.  EXHIBITOR INSURANCE 
Exhib i tors  must  carry  Workers ’  Compensat ion ,  comprehensive  genera l  l iab i l i ty ,  inc luding products
and completed operat ions ,  independent  contractors ,  personal  in jury  and b lanket  contractual
l iab i l i ty .  These coverages must  be  ev idenced by  a  Cert i f icate  of  Insurance wi th  a  30-day  not ice  of
cancel lat ion prov is ion to  the  holder ,  which shal l  be  at  the  exhib i t  booth  at  a l l  t imes dur ing show
hours.  I t  is  st rongly  recommended that  exhib i tors  a lso carry  insurance to  cover  loss of  or  damage
to the i r  exhib i ts  or  other  personal  property  whi le  such property  is  located at  or  is  in  t ransi t  to  or
f rom the Exhib i t ion  s i te .

Whi le  the  Exhib i t ion  prov ides secur i ty  guards ,  th is  is  sole ly  as  an accommodat ion to  exhib i tors ,
and the  Associat ion assumes no responsib i l i ty  for  any  loss ,  damage or  in jury  to  any  property  of  the
exhib i tor  or  to  any  of  i ts  off icers ,  agents ,  employees or  contractors ,  whether  at t r ibutable  to
accident ,  f i re ,  thef t  or  any  other  cause whatsoever .  The exhib i tor  expressly  agrees to  save and hold
harmless the  Associat ion ,  i ts  management ,  agents  and employees f rom any and a l l  c la ims,
l iab i l i t ies  and losses for  in jur ies  to  persons ( inc luding death)  or  damage to  property  ar is ing in
connect ion wi th  exhib i tor ’s  use of  the  exhib i t  space.
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XVII .  INDEMNIFICATION BY EXHIBITOR
Neither  the  Associat ion ,  the  management  of  the  Associat ion nor  the  operators  of  the  CC premises ,
Al toona,  PA,  i ts  agents  or  employees shal l  be  he ld  l iab le  for  in jur ies  to  any  persons or  for  damage
to property  owned or  contro l led  by  the  exhib i tor ,  which c la ims for  damages or  in jur ies  may be
inc ident  to ,  ar ise  f rom or  be  in  any  way connected wi th  the  exhib i tor ’s  occupat ion of  d isplay  space ,
or  on account  of  the  neglect  by  exhib i tor  of  any  ru le ,  regulat ions or  inst ruct ion of  the  Associat ion ;
or  any  ru le ,  regulat ion or  inst ruct ion of  the  premises ;  or  on account  of  v io lat ion of  any  law,
ord inance or  governmental  regulat ion of  any  k ind.  The exhib i tor  shal l  indemnify  and hold  the
Associat ion ,  the  management  of  the  Associat ion and the  operators  of  the  premise harmless against
a l l  such c la ims.

XII I .  CONFERENCE POSTPONEMENT AND/OR CANCELLATION
The Associat ion ,  in  i ts  d iscret ion ,  shal l  have the  r ight  to  postpone or  cancel  the  conference and
exhib i t  and shal l  be  l iab le  in  no way to  the  exhib i tor  for  losses resul t ing  f rom such delay  or
cancel lat ion.  The Associat ion wi l l  not  be  l iab le  for  the  fu l f i l lment  of  th is  contract  as  to  the  del ivery
of  exhib i t  space i f  non-del ivery  is  due to  any  of  the  fo l lowing causes:  by  reason of  the  fac i l i ty
being damaged or  destroyed by  f i re ,  act  of  God,  publ ic  enemy,  war  or  insurrect ions ,  s t r ikes ,  the
author i ty  of  the  law,  postponement  or  cancel lat ion of  the  Exhib i t ion ,  or  for  any  cause beyond i ts
contro l .
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EXHIBITOR SERVICE
MANUAL 

 Fall Conference 
DCU Center

 Worcester, MA
 October 14,2026
 



 
School Nutrition Association of MA Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

Dear Exhibitor: 

Capital Convention Contractors is pleased to have been selected as the Official Service
Contractor for the upcoming School Nutrition Association of MA Fall Conference. In our
commitment to a productive and smooth-running event, we have prepared the Exhibitor
Service Manual with all the products and services necessary to plan a successful event. 

Please carefully review all the information within this Exhibitor Manual and take advantage
of advance order pricing by submitting your orders by the posted deadlines. In addition to
Capital services, we have included all other ancillary service order forms that pertain to 
this event. Note that some of these forms are to be returned to the specific contractors
and/or facilities who have jurisdiction over these services. Capital forms can be returned 
to our office by using the contact information listed at the bottom of each Capital order
form. 

For your convenience, please refer to the Event Quick Facts page for important event-
specific information. If you have any additional questions about Capital’s services or
equipment, please do not hesitate to contact us at 877-335-3700 or
help@capitalconventions.com. 

A Capital Exhibitor Service Desk will be available on–site at the show and staffed during all
move–in and move-out hours to answer any question or assist with any last–minute
requirements. 

Capital understands that your participation in this event is an important part of your
company’s marketing strategy, and we will work with you to make the event a complete
success for you and your company! 

Sincerely, 

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com


School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

Your allotted space is 10’ x 10’ or 10’ x 5’ 

Each 10’ x 10’ space includes: 8’ high back drape
3’ high side drape 
Exhibitor ID sign 

8’ high back drape
3’ high side drape
Exhibitor ID sign 

Each 10’ x 5’ space includes: 

Show color: Green & Yellow 

EXHIBIT HALLCARPET
Exhibit Hall is Not Carpeted. 

ADVANCE SHIPMENTS 
Pleaseuse enclosed freight labels 
Receiving hours: M-F 9:00 am to 4:00 pm 
Must arrive between: September 14, 2026-October 6, 2026 

(2)6’ draped table
(2) chairs
wastebasket

(1)4’ draped table
(1) chair
wastebasket

DIRECT SHIPMENTS 
Pleaseuseenclosed freight labels 
Received only during exhibitor move-in hours
Only on: October 13, 2026 

 
Official Show Carrier: ABF Freight 800-654-7019 or email tradeshow@arcb.com

Capital Equipment and Service Orders received with full payment by September 29, 2026 enjoy the discounted Advance
Price as shown in this Manual. Standard pricing will prevail for all orders received after this date. 
For non-Capital services, please refer to the specific contractors’ order forms enclosed within this manual for pricing
policies. 

To:
For:
c/o 

Exhibitor Name & Booth # (if available) 
School Nutrition Association of MA Fall Conference
Capital Convention Contractors 
153 Northboro Road - Suite 6 
Southborough, MA 01772 

Exhibitor Set-up: Tuesday
Wednesday 

October 13
October 14 

3:00 p.m. – 5:00 p.m.
9:00 a.m. – 12:00 p.m. 

Note: All exhibits must be completely installed by 12:00pm on Wednesday, October 14, 2026 

Exhibit Hours:

Exhibitor Dismantle: 

Wednesday

Thursday 

October 14

October 15 

12:30 p.m. – 3:30 p.m. 

4:00 p.m. – 6:00 p.m. 
Note: All equipment & exhibits must be completely removed by 6:00pm on Wednesday, October 14, 2026 

Drivers for all carriers must be checked in at the Capital Exhibitor Service Desk for pickup of freight by: October 14, 2026 5:00 PM. 

To:
For:
c/o 

Exhibitor Name & Booth # (if available) 
School Nutrition Association of MA Fall Conference
Capital Convention Contractors 
DCU Center 
50 Foster St 
Worcester, MA01608

EVENT QUICK FACTS

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

mailto:tradeshow@arcb.com
mailto:tradeshow@arcb.com
mailto:tradeshow@arcb.com
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School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 

Hassled by printing forms and faxing, or scanning and emailing them? 
If so, take advantage of Online Ordering! 

If you prefer to order your Capital Conventions products and services 
online, we have a fully secure and easy to use Online Ordering system
specifically tailored to this event. 

Your secure login credentials will be emailed to you, with all the
information you need to get started. Even better, you can use your 
same login information for multiple shows with Capital Convention
Contractors; no more keeping track of multiple logins for multiple 
events. 

All the Capital products and services that you find on the following 
Exhibitor Service Manual forms are available at our secure storefront. 

Click Here to Access Online Ordering 

If you haven’t yet received your credentials, email us at
help@capitalconventions.com 

Of course, you can still fax or email your orders to us if you prefer: 
• Fax orders to 508.481.1150 
• Email orders to help@capitalconventions.com 

 
EASY & SECURE ONLINE ORDERING 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite6∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

https://capitalconventions.boomerecommerce.com/Home/Pages/Security/Login.aspx?ReturnUrl=%2f
https://capitalconventions.boomerecommerce.com/Home/Pages/Security/Login.aspx?ReturnUrl=%2f
mailto:help@capitalconventions.com
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Exhibitor 

Credit Card Billing Address

City 

Contact Person 

Phone ( 

Credit Card Number 

) 

Card Holder Name  (please print)

State

Email

Fax(

 . 

CREDIT CARD PAYMENT POLICY 
NO SERVICES WILL BE RENDEREDUNTIL THIS DOCUMENT IS COMPLETED, SIGNED AND

RETURNED TO CAPITAL 

 Expiration
 / 

Signature 

Booth # 

Zip Code 

CVV* 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 

) 

 
IMPORTANT: PLEASE PROVIDE YOUR BOOTH REPRESENTATIVE WITH A COPY OF THIS CREDIT CARD AUTHORIZATION FORM TO AVOID 

ANY MISUNDERSTANDING

Cardholderherebyauthorizes Capital to charge credit card described herein for all charges incurredby Exhibitor andhas read, understands and agrees to all forms in the
exhibitor manual and agrees to pay all charges as described in the Cardholder Agreement. All estimated charges must be paid in ADVANCE, and a valid credit card must be on
file with Capital authorizing payment for modified and/or additional charges. All charges must be paid by the end of the show. 

CREDIT CARD AUTHORIZATION FORM 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@ capitalconventions.com 

*(3 digit MC/Visa 4 digit Amex) 

ADVANCE FLOOR ORDERS: All orders require advance payment for initial estimate of charges for services AND a VALID CREDITCARD with proper authorization 
be provided to Capital. You may prepay with a company check, but a credit card is required by Capital to ensure any unexpected charges, such as additional
freight, clean-up cost, etc. that are paid at the time the show closes. 
THIRD PARTY ORDERS: If you choose to contract work to a Display or Exhibit House/company and/or require services from Capital, the payment information 
presente d above shall apply. Capital must be notified, in writing, from exhibiting company or any other Display or Exhibit Company involved in the set-up or 
dismant le of exhibits. 
DRAYAG E TO WAREHOUSE OR SHOW SITE AND/OR LABOR: Capital’s Payment Policy must be adhered to by exhibitor prior to any freight being shipped to 
Capital. All charges for freight, assembling, disassembling, shipping, handling and any other must be prepaid. If adjustments or additional charges are required 
at Show Close, they will be charged to the enclosed Credit Card provided, unless Exhibitor disputes charges in writing. Capital is not responsible for any
damage or loss of your freight; please secure round trip insurance from your company insurance carrier. 
ALL CHA RGES: All charges/costs requested by Exhibitor MUST be PAID IN FULL before services are rendered, and any adjustment and/or additional charges 
must be paid by Show Close. Such costs will be charged to Exhibitor’s credit card provided unless prior arrangements have been made. All Checks must be 
drawn on a US bank, and there will be a minimum charge for each NSF check written to Capital. Declined credit cards are subject to a $35.00 service fee. 
ADJUSTM ENTS: Exhibitors are responsible for ensuring services rendered as ordered prior to Show Opening. All requests for adjustments must be made on 
site prior to the Sho w Closing . Capital w ill not be re sponsible for adjustments after the Show Closes unless prior arrangements have been made in writing to 
Capital. 
SALES TAX: Applicable city, county and state taxes will apply. If any Exhibitor is exempt from paying sales tax, it is the Exhibitor’s responsibility to provide 
Capital w ith its tax exempt certificate prior to the Show Opening.  

COLLEC TION POLICY: In the event this contract is turned over to an attorney for collection or dispute, Capital will be entitled to reasonable attorney fees.  

 

CREDIT CARD BILLING INFORMATION

WE ACCEPT: American Express VISA MasterCard Discover

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
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Exhibiting Firm  

 Display House 3  Party rd

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

Capital Convention Contractors will invoice third parties for payment of services rendered to exhibitors 
provided the following conditionsare met: 

1. The payment record of thethird party is acceptabletoCapital. 
2. This completed form is signed by both parties and returnedto Capital at least 14 days prior to move-in. 
3. A completed Credit Card Authorization Form MUSTaccompany this form from each party. 
4. Capital’s prepayment policyis adhered to; i.e. ordersmustbe received with payment by the deadline 

dates. 
5. If there is any doubt whichparty is to be invoiced foraservice, the exhibiting firm accepts responsibility 

for payment upon presentation of invoice at show site.
6. The exhibiting firm is ultimately responsible for paymentofall charges by show conclusion.
7. Both parties have read andunderstand the LiabilityandInsurance Bulletin included in this 

packet and as stated on theenclosed sheets. 

P lease indicate which of thefollowing items/servicesaretobe invoiced to thethird party: 

THIRD PARTY PAYMENT POLICY 

We understand and agree that we, the exhibiting firm, are ultimately responsible for payment of charges incurred. In
the event the named third party does not make payment upon presentation of invoice at show site, such charges will 
be presented to the exhibiting firm for payment before the closeofthe show. 

 

Company Name

Address

City/State/Zip Code 

Phone ( 

Authorized Signature 

) 

Display House 3  party

Address 

rd

City/State/Zip Code 

Phone ( 

Authorized Signature 

) 

Printed Name 

Printed Name 

Booth # 

All Capital Services

Furniture/Carpet/Accessories

Labor Other (specify) 

 Freight Handling



 
Exhibitor Booth Labor* 

Material Handling* 

Furnishings & Accessories 

Special Signs & Banners 

Standard & Deluxe Carpet 

Miscellaneous 

MA Tax 6.25% 

TOTAL ESTIMATED CHARGES 
*indicates nontaxable services 

$

$

$

$

$

$

$ 

$ 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 
Payment Policy: All orders faxed or mailed to Capital must be accompanied by a Credit Card Authorization
Form. Payment in full is due at show site. Absolutely no show site orders will be executed prior to full
payment of all customer bills. 
Calculate your order total: 

. 
 

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

 

ORDER S UMMARY 

Service Amount Due 

PLEASE BE AWARE OF OUR PAYMENT AND PRICING POLICIES 

ALL CHARGES MUST BE PAID PRIOR TO THE CLOSE OF THE SHOW 
ORDERS RECEIVED WITHOUT FULL PAYMENT OR CREDIT CARD INFORMATION WILL NOT BE PROCESSED 

 
MAKE CHECKS PAYABLE TO: CAPITAL CONVENTION CONTRACTORS 

Checks must include exhibiting firm name and booth number 

Capital Convention Co ntractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

mailto:help@capitalconventions.com
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Capital ConventionContractor’sliability shall be limited to the physical loss or damage to 

the specific article, which is lost or damaged as described below: 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

1.

2. 

CapitalConvention Contractors shall not be responsible for damage to uncrated materials; materials improperly packed or concealed damage. 

CapitalConvention Contractors shall not be responsible for loss, theft, or disappearance of exhibitor’s materials after same have been delivered to
exhibitor’s booth. 

Capitaland its subcontractors shall not be responsible for loss, theft, and disappearance of exhibitor’s materials before it is picked up from exhibitor’s booth
for reloading after the close of the show. Outbound Bills of Lading are available at the Capital Exhibitor Service Desk. Outbound Bills of Lading will 
be checked at the time of actual pickup of freight from the booth. Piece counts will be adjusted and corrections will be made to the Bill of Lading where
discrepancies may occur. 

Capital and its subcontractors will not be responsible for ordinary wear and tear in handling of equipment. Neither will they be responsible for loss, damage 
or delay of shipments due to fire, theft, water, vandalism, acts of God, strikes, lockouts, work stoppages of any kind or any other circumstances beyond their
control. 

Capital and its subcontractors’ liability shall be limited to physical loss or damage to the specific article which is lost or damaged, and in any event Capital’s
maximum liability shall be limited to $.30 per pound per article with a maximum liability of $50.00 per item or $1,000.00 per shipment, whichever is less. 

If Capital is found negligent for the damage of materials, the exhibitor’s sole remedy will be to have Capital repair or replace the defective materials with that
of like kind and quality. In no event shall Capital be liable for incidental or consequential damages, which may result or arise out of the damaged materials.
This shall include those losses or damages, which may arise out of the inability of an exhibitor to show their product. 

The consignment for delivery of a shipment to Capital by an exhibitor, or by any shipper on behalf of the exhibitor, shall be construed as an acceptance by
such exhibitor (and/or other shipper) of the terms and conditions set forth in this notice. It is understood that Capital and its subcontractors are not insurers.
Insurance, if any, shall be based on the value of the material handling services and the scope of liability is unrelated to the value of the exhibitor’s property
being handled. It is suggested that exhibitors insure all shipments from the time they leave your company until they are returned from the show. If a
shipment must be re-routed due to incorrect or unclear shipping instructions on the Outbound Bill of Lading, Capital assumes no liability as a result of such
rerouting 
or handling. 

Capital and its subcontractors shall not be liable to any extent whatsoever for any actual, potential or assumed loss of profits or revenues or for any
collateral costs, which may result from any loss or damage to an exhibitor’s materials, which may make it impossible or impractical to, exhibit same. 

Loss or damage must be submitted to Capital prior to the close of the show on which the loss or damage occurred or shall be considered waived. No suit 
or action shall be brought against Capital or its subcontractors more than one (1) year after the accrual of the cause of action therefore. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. Shipment received without receipts, freight bills or specified unit counts on receipts or freight bills such as UPS or van lines will be delivered to the 
exhibitor’s booth without guarantee of piece count or condition. No liability will be assumed by Capital for such shipments. 

11. Empty container labels are available at the service desk. Affixing the labels is the sole responsibility of the exhibitor or his/her representative. All previous
labels should be removed or completely covered. Capital assumes no responsibility for errors to the aforementioned procedure, removal of containers with old
empty labels and without Capital’s labels, improper information on empty labels, or valuables stored in containers with empty labels. 

12. Freight handling charges are the responsibility of the exhibitor to whom the shipments have been consigned. Also, charges for loading out freight shipments 
are the responsibility of the exhibitor from whose shipments are made. Exhibitors may not assign this responsibility to suppliers or customers. 

The exhibitor agrees, in the event of a dispute with Capital relative to any loss or damage to any of their materials or equipment that they will not withhold
payment of any amount due to Capital for drayage or any other service provided by Capital as an offset against the amount of the alleged loss or damage.
Instead, they shall agree to pay Capital at the close of the show for all such charges, and they further agree that any claim they may have against Capital
shall be pursued independently by them as a completely separate transaction to be resolved on its own merits. 

13. Where an exhibitor indicates choice of carrier for pickup, it is the exhibitor’s responsibility to arrange with such carrier for said pickup service. If the carrier
does not pick up within the time limited for the removal of exhibitor’s materials at the Exhibit Hall, we reserve the right to forward such materials by the shipping
method of our choice or to remove said materials to our warehouse for disposition, at an additional charge to the exhibitor in accordance with prevailing rates for
the service performed. 

14. Materials left behind without orders placed at the Service Desk may be classified as abandoned. The Service Contractor shall not be responsible for same. We
are not responsible for any delay of rush shipments. We will expedite such rush shipments to the best of our ability, but will not assume any financial
responsibility for shipments, which do not arrive at their destination at a dated time. 

 
LIABILITY ANDINSURANCE BULLETIN

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 
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School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

TIPPING 

EXHIBIT INSTALLATION AND DISMANTLING 

To assist you in planning for your participation in this upcoming exposition, we are certain you will appreciate knowing in
advance that Union labor is required for certain aspects of your exhibit handling. To help you understand, we ask that you read
the following: 

MATERIAL HANDLING 

Unionregulations require thatthe official materialhandlingcontractor off-load all equipment anddisplay materialsfor ALL trucks,including
box rental trucks of any size and all rental vans using the loading dock. The use of fork trucks, pallet jacks and lift gates are permitted by
personnel of the official drayage contractor. 

Exhibitors are allowed to perform their own material handling, provided they meet all of the following criteria: 

•
• 

•

• 

Personnel performing the work must be bonafide, full-time employees of the exhibiting company. 
Exhibitors may load/unload uncrated materials from a mini-van, car, station wagon or pick-up truck owned by the exhibiting 
company. 
Exhibitors may use only hand-operated equipment, which they have provided; two-wheeled hand trucks and four-wheeled flat carts 
are permitted. 
Exhibitors choosing to handle their own materials are responsible for their own storage during the show. 

CAPITAL CONVENTION CONTRACTORS requests that exhibitors do not tip our employees. They are paid at an excellent wage scale denoting a
professional status, and we feel that tipping is not necessary. This applies to all employees. Any request for such should be brought to the
attention of a Capital representative at the service desk or correspondence may be directed to the attention of the General Manager at the
Capital office. 

SAFETY 

Standing on chairs, tables, or other rental furniture is prohibited. This furniture is not engineered to support standing weight. CAPITAL
CONVENTION CONTRACTORS cannot be 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 and the necessary ladders and tools will be provided. 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@ capitalconventions.com 

Full time employees of the exhibiting companies may set their own exhibits without assistance from the Union employees. Any labor services
that may be required beyond what your regular full time employees can provide must be rendered by the Union. Labor can be ordered in
advance by returning the Labor Order Form, or at show site, at the service desk. Proof of full time employment status may be requested by the
Union. 

NON-OFFICIAL CONTRACTOR RULES 

Non-Official Installation and Dismantling Contractors must use Union labor supplied by Capital Convention Contractors. Supervision by Non-
Official is allowed. 
The following is required: 

•

• 

Non-Officials must furnish Show Management the names and addresses and telephone numbers of key executives for
emergency contact. 
All personnel must be properly identified with a badge at show site. 

This statement and insurance rider is not required by the exhibitors who plan to set-up and dismantle their own booths or equipment with their
own employees. 

All Non-Officials Installation and Dismantle Contractor (supervisors) will be allowed on the exhibit floor only during official installation and
dismantle hours, and must be identified with a temporary work pass, either supplied by Show Management or the Official Service Contractor. 

 
DCU CE NTER  

LABOR GUIDELINES & NON-OFFICIAL CONTRACTOR RULES FOR
EXHIBITOR PARTICIPATION 

mailto:help@capitalconventions.com
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Up to ten (10) CARTONS/ITEMS
Over ten (10) CARTONS/ITEMS 

$139.00
$172.00 

$168.00
$210.00 

Advance Order Price Deadline: September 29, 2026 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 
Exhibitors who would like assistance with the unloading and re-loading of their show materials at
the loading dock may order Cart Load Service through Capital at the rates listed below: 

Load Description Advance Rate Floor Rate Total 

Cart Load Service Guidelines 

CartLoad Service is available for Personally Owned Vehicles
(POV) such as automobiles or vans/mini-vans only. 

•

• 

Cart Load Service is only available during designated Exhibitor Move-in and Move-out
hours. 
For ALL loaded trailers towed by a car or van and ALL loaded straight trucks a minimum 
labor charge of two (2) men for one (1) hour will apply. Please refer to our Advanced Labor 
Order Form to place orders for this service. 
Cart Load service pricing includes both load-in and load-out. 
Cart Load service is provided on a first-come, first serve basis for non-skidded and non-
pallet items unloaded from and loaded into non-commercial vehicles. 
Cart Load service is for loose items only, NO MACHINERY. 
Cart Load service is provided from the loading dock to the exhibit booth only. 

•
• 

•
• 

Cart loaders are not available to assist with booth set-up or booth tear down, please order labor separately.

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

CART LOAD SERVICE ORDER FORM 

 ADVANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS PRIOR TO MOVE-IN. 
Cart Load Service orders are a prepaid service. 
Canc ellation requires a written 24-hour notice for a refund. 
This is a round trip service. No refunds will be provided should the exhibitor decide not to use the full
service. 

❖

❖

❖

 
 
 

Capital Convention C ontractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 
Phone 877-335-3 700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 
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School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 
For Exhibits, Exhibitions and Trade Shows – Public & Private 

Booth Construction – Booths, platforms and space dividers shall be of materials that are
flame-retardant or rendered so, satisfactory to the Fire Department representatives.
Coverings for counters or tables used within or as part of the booth shall be flame-retardant.
All electrical wiring and apparatuses will be of a wire UL type approved. 

Fire Department – A permit shall be required for the following: 
1. Display or operate any heater, barbecue, heat-producing or open flame device, 

candles, lamps lanterns, torches, etc. 
2. Display or operate any electrical, mechanical, or chemical device, which may be 

deemed hazardous by the fire department. 
3. Use or storage of inflammable liquids and dangerous chemicals. 
4. Display any internal combustion engine (special requirements available upon 

request). 
5. Use of compressed gases. (Permit available for 32CF bottles ½ or less full). 

Obstructions – Aisle and exits, as designated on approved show plans, shall be kept clean,
clear and free of obstacles. Booth construction shall be substantial and fixed in position in
specified areas for the duration of the show. Easels, signs, etc., shall not be placed beyond
the booth area into aisles. Firefighting equipment shall be provided and maintained in
accessible, easily seen locations and may be required to be posted with designating signs. 

Fire-Retardant Treatment – All decorations, drapes, signs, banners, acoustical materials,
cotton, paper, hay straw, moss, split bamboo, plastic cloth, and similar materials shall be
flame-retardant to the satisfaction of the Fire Department. Booth identification banners
and signs shall be flame-retardant unless smaller than 1232 square inches (28” x 44”) if
separated from other combustibles by a minimum of 12” horizontally and 24” vertically. Oil
cloth, tar paper, nylon and certain other plastic materials cannot be made flame-retardant,
and their use is prohibited. 

Combustibles – Literature on display shall be limited to reasonable quantities (one-day
supply). Reserve supplies shall be kept in closed containers and stored in a neat and
compact manner in a location approved by the Fire Department. All exhibit and display
empty cartons must be stored in an approved drayage area. If the show is under a 24-
hour approved manned security program, automobiles are allowed to retain 1 gallon or
less of fuel, gas caps must be taped. Batteries are to be disconnected and taped. 

STORAGE BEHIND BOOTH BACKWALL IS STRICTLY PROHIBITED. 

 

US FIRE DEPARTMENT REGULATIONS 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@ capitalconventions.com 
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SUB TOTAL
MA TAX 6.25%
GRAND TOTAL 

Advance Order Price Dead l ine: September 29, 2026 

$
$
$ 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 .
.
. 

 
**IF YOU DO NOT INDICATE COLOR CHOICE -SHOW COLOR WILL BE PROVIDED** 

ROYAL BLUE SILVER BURGUNDY HUNTER GREEN 
WHITE RED BLACK 

ADVA NCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS 
PRIOR TO MOVE-IN. 

❖ 

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

QTY DESCRIPTION 
4’ X 2’ – 30” HIGH 

6’ X 2’ – 30” HIGH 

8’ X 2’ – 30” HIGH 
4’ X 2’ – 40” HIGH 

6’ X 2’ – 40” HIGH 

8’ X 2’ – 40” HIGH 
4’ X 2’ – 30” HIGH 
6’ X 2’ – 30” HIGH 
8’ X 2’ – 30” HIGH 
4’ X 2’ – 40” HIGH 
6’ X 2’ – 40” HIGH 
8’ X 2’ – 40” HIGH 
30” ROUND – 30” HIGH
30” ROUND – 40” HIGH 

30” ROUND – 30” or 40” 

4’ X 10” HIGH 
6’ X 10” HIGH 
6’ OR 8’ TABLE 
6’ OR 8’ COUNTER 
8’ HIGH PER LINEAR FT
3’ HIGH PER LINEAR FT 

Advance Price 
$134.00 $158.00

$171.00 
$158.00 

$183.00 

$208.00 
$74.00 
$92.00 
$104.00 
$85.00 
$97.00 
$110.00 $122.00
$134.00 

$80.00 

$86.00 
$98.00 
$80.00 
$80.00 
$14.00 
$10.00 

Floor Price 
$167.00

$197.00

$213.00 
$197.00 

$228.00 

$260.00
$92.00
$116.00
$129.00
$105.00
$122.00
$137.00
$152.00
$168.00 

$101.00 

$108.00
$123.00
$100.00
$100.00
$19.00
$12.00 

Amount  
TABLES-DRAPED 

TABLES-UNDRAPED 

TABLES-COCKTAIL FINISHED TOP 

SPANDEX COVER FOR COCKTAIL
TABLE – Black, White, or Blue Only 
TABLE RISERS 

TABLES-4  SIDE DRAPE TH

CUSTOM BOOTH DRAPE 
6ft,8ft& 10ftincrements

CIRCLE COLORCHOICE:

COUNTER HEIGHT TABLES-DRAPED 

COUNTER HEIGHT TABLES-UNDRAPED 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

❖ 
❖ 

No credit will be issuedon equipment ordered and placed in yourbooth,
either unused or after the close of the show. There is a 50% cancellation
charge for orders cancelled at show-site. 
All materials are on a rental basis and remain the property of Capital. 
The undersigned is responsible for all items ordered and for its condition
at close of show. 

TABLE/DRAPEORDER FORM 

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com


SUB TOTAL
MA TAX 6.25%
GRAND TOTAL 

Advance Order Price Deadline: September 29, 2026 

$
$
$ 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 .
.
. 

41.5”W X 21.75”D X 42”H 

 
PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

 

CHAIRS 

ACCESSORIES 

QTY DESCRIPTION

UPHOLSTERED BAR STOOL 
PADDED ARM CHAIR 
PADDED SIDE CHAIR 
FOLDING CHAIR 

6’ DISPLAY CASE W/SHELVES 
STANDARD COUNTER 
4’ X 8’ DISPLAY BOARD 
LITERATURE RACK 
CHROME 22” x 28” SIGN HOLDER
BAG RACK 
GARMENT RACK 
TRIPOD EASEL 
RAFFLE DRUM 
7 GALLON WASTEBASKET 
8’ ALUMINMUM BACK POST W/BASE
6’-10’ ADJUSTABLE CROSS BAR 

Advance
Price 
$107.00 
$85.00 
$67.00 
$23.00 

$460.00
$245.00
$190.00
$104.00
$84.00
$92.00
$92.00
$43.00
$86.00 
$22.00 
$37.00
$25.00 

Floor
Price 
$134.00 
$108.00 
$84.00 
$29.00 

$576.00
$308.00
$238.00
$130.00
$105.00
$116.00
$116.00
$54.00
$108.00 
$28.00 
$47.00
$31.00 

Amount 

BOOTH FURNISHINGS ORDER FORM 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

 ADVANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS PRIOR TO MOVE-IN. 
No credit will be issued on equipment ordered and placed in your booth, either unused or after the close of the
show. There is a 50% cancellation charge for orders cancelled at show-site. 
All materials are on a rental basis and remain the property of Capital. 
The undersigned is responsible for all items ordered and for its condition at close of show. 

❖

❖
❖

 
 
 

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
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mailto:help@capitalconventions.com
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Chairs 

Accessories 

Draped Tables 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

Display Case 

 
30” High draped table
 

Garment Rack

 
Upholstered Bar Stool 

 
Literature Racks

 
40” High draped table 

 
Padded Arm Chair 

 Tripod Easel 

Standard Counter

 
Chrome SignHolder 

 
Padded Side Chair

 
30” High cocktail table

 Bag Rack 

Display Board 

Raffle Drum 

Folding Chair 

 
40” High cocktail table 

•

Please Note: 

Draped tables are available in lengths of 4, 6 and 8 ft. and heights of 30 or 40 inches. 

•
• 

Actual available products may vary. Please contact ourExhibitorServices Department to ensure the availability of specific items.
All colors depend upon dye lots and lighting. 



STANDARD CARPET 

 
CUSTOM CARPET 

PRESTIGE CARPET 

PADDING & VISQUEEN 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 .
.
. 

 
QTY DESCRIPTION 

9 x 10 
9 x 20 
9 x 30 

Advance 
Price 

Advance Price: Booth size 

Floor Price: Booth size 

Floor
Price 
$249.00
$498.00
$744.00 

Amount 

(

(

SQ
FT 

 x $5.00 sq. ft. =

x $6.00 sq. ft. = 

 

DESCRIPTION 
Padding ½”

Visqueen 

 

Advance Price: Booth size (100 sq. ft. min) x $8.00 sq. ft. = 
Please call Exhibitor Services for Prestige Carpet Color Choices 

 

Advance
Price 
$2.50

$2.50 

 

Floor
Price 
$3.50

$3.50 

Custom carpet is required for booths longer than 30’ or booths configured as an island or Peninsula.
All prices include: delivery, installation, carpet tape and removal. 

 

Amount 

100 sq. ft. min)

100 sq. ft. min)

(If no color is chosen, Tuxedo will be delivered automatically)

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

Minimumorderof100squarefeetisrequiredforpadding &visqueenorders. 

$199.00
$398.00
$596.00 

 
CIRCLE COLOR CHOICE: BLUE GREY RED

 BLUEJAY TUXEDO 

 
ADV ANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS

PRIOR TO MOVE-IN. 
No credit will be issued on equipment ordered and placed in your
booth, either unused or after the close of the show. 
There is a 50% cancellation charge for orders cancelled at show-
site. 
All materials are on a rental basis and remain the property of
Capital. 

FOREST GREEN BLACK 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

Minimum orderof100squarefeetisrequired for custom carpet orders. 

Minimumorderof100squarefeetisrequiredforprestigecarpetorders. 

STANDARD & CUSTOMCARPET ORDER FORM 

SUB TOTAL
MA TAX 6.25%
GRAND TOTAL 

Advance Order Price Deadline: September 29, 2026

$
$
$ 

❖

❖

❖

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
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SUB TOTAL
MA TAX 6.25%
GRAND TOTAL 

Advance Order Price Deadline: September 29, 2026 

$
$
$ 

 

Please indicate below where you would like your gondola(s) set up in your booth: 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 .
.
. 

 
SINGLE SIDED GONDOLA FIXTURE 

 

NOTE: Peg hooks are not supplied. Please plan accordingly. 

DOUBLE SIDED GONDOLA FIXTURE 

 
Dimensions: 4’ wide x 6’ high x 16” base

Front of Booth

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

 
Dimensions:4’widex6’highx32”base 

QTY DESCRIPTION 

SINGLE SIDED GONDOLA 

DOUBLE SIDED GONDOLA 

SHELVES 

Advance
Price 
$129.00 

$166.00 

$16.00 

Floor
Price 
$162.00 

$208.00 

$20.00 

Amount 

GONDOLA ORDER FORM 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

 ADVANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14DAYS PRIOR TO MOVE-IN. 
No credit will be issued on equipment ordered and placed in your booth, either unused or after the close of the show.
There is a 50% cancellation charge for orders cancelled at show-site. 
All materials are on a rental basis and remain the property of Capital. 
The undersigned is responsible for all items ordered and for its condition atclose of show. 

❖

❖
❖
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BANNERS 

 

CUSTOM SIGNS 

ADDITIONAL SIGN OPTIONS 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

SUB TOTAL
MA TAX 6.25%
GRAND TOTAL 

$
$
$ 

Add your company’s logo and otheroptionsforanadditionalcost.Exhibitor must supply artwork. 

Sign Order Deadline: September 29, 2026 

PLEASE NOTE: In order to receive the discount rate on your signs and graphics, this form must arrive at
Capital at least two (2) weeks prior to exhibitor move-in. 

 
Special or custom signs can be made. Prices listedareforblackcopy, ten words or less to be applied on white Card

stock or foam core depending on size. We welcome inquiries regarding signs not listed. 

Prices are based upon one color vinyl graphics applied towhite10oz. material with grommets and up to ten words of
copy. Other color materials and hanging options are available. 

 .
.
. 

 

= 

 
PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

QTY 

QTY

QTY 

Dimensions

X 

SIZE
14” x 22”
22” x 28” 

28” x 44” 

DESCRIPTION 
Logo 
Over 10 words
Cardboard Easel Back
Directional Arrow 

SQ.FT.

X 

Advance
Price 
$153.00
$2.00
$6.00
$7.00 

Advance  
Price 
$53.00
$92.00 

$117.00 

Advance Price

$20.00 per sq. ft.

Floor
Price 
$191.00
$3.00
$9.00
$10.00 

Floor
Price 
$79.00
$139.00 

$176.00 

Amount 

Amo unt

Floor Price Total

$34.00 per sq. ft. $ 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

SIGN ORDER FORM 

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com


Graphic Setup 

& File Upload Information

 File Formats Accepted

 

File Setup Information

•  

Uploading Information

Capital Account Executive to share

Dropbox folder

Large Format File Saving Information
Illustrator/InDesign (vector) 

Other Methods

•

•

•

•

• 

•

• 

•

•

• 

size at the least.

AdobeIllustrator,Photoshop, and InDesign

EPS (vector paths)

PDF (export X-4:2008)

Please do not add crop marks or bleed. 

Setup the files at 100% of actual size when possible. If 

• When saving files to PDF as X-4:2008, uncheck Preserve 
Edi

•

• 

Allfilesarepreferredtobe set up using Adobe Illustrator,
InDesign and/or Photoshop.

All artwork should be setup in a CMYK workspace.

Please provide vector files for logos, taglines and
trademarks.

Outline all text

All artwork should be provided at full scale if possible and
without bleed.

• We recommend text and logos to be setup in Illustrator or 
InDesign.

• Place/link images in Illustrator or InDesign (do not embed 
images in one 
folder along with the main Illustrator or InDesign file. Please 

• 

• 

•

• 

•

•

•

workspace.

 • TIFF (high res)

• JPG (high res)

Transfer via wetransfer.com

Email (up to 10 MBs)

> Set Preview to TIFF (8 bits/pixel)
> Set Encoding to JPG (maximum quality)

 of your 

CMYK 

Specify PANTONE (PMS) color values using the PANTONE
Solid Coated library for all crucial colors, especially logos
and background colors.

Custom color builds (RGB or CMYK), transparency colors, 
and PMS  nts cannot be guaranteed to print correctly. 
Please specify a PANTONE color, or provide a physical 
color reference, or the color will print as is.

Setup the files at 100 DPI at 100% of actual size (at the very
least).

Photoshop (raster)



School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 
Company Representative: 
 

This plan allows for exhibits to be set up prior to exhibitor’s arrival. Thecharge for this service is 50% of the exhibitor’s total labor bill, with 
CAPITALSUPERVISION

 

 
Phone: 

Labor is available for installation and dismantling of exhibits, shrink-wrapping and banding of materials.
RATES: 

� Straight Time: $ 118.00 per man-hour - 
� Overtime: $ 177.00 per man-hour - 

CALCULATE ESTIMATED LABOR 

 

ORDERS PLACED AFTER September 29, 2026 WILL BE CHARGED AN ADDITIONAL 30% 
Labor Options (choose one) Exhibitor Supervised Labor Capital Supervised Labor 

EXHIBITOR SU PERVISION  

 

Any claims of material damage for either Exhibitor Supervised or Capital Supervised Labor must be submitted to us in writing
no later than 5 days after the close of the event. After 5 days any claim shall be considered waived. 

ADDITIONAL OPTIONS 

DATE TIME #OF
MEN

TOTAL
HOURS 

DEADLINE ORDER DATE:September 29, 2026 

RATE PER
MAN HOUR

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

ESTIMATED
COST 

Steel banding at $2.00 per linear foot, including labor. $54.00 MINIMUM (include on Order Summary page) 
Shrink wrap at $38.00 per skid # x $38.00 = (include on Order Summary page) 

8:00a.m.to4:30p.m.MondaythroughFriday.Onehourminimum. 

before8:00a.m.andafter4:30p.m.,andallhoursonSaturday,Sunday and observed 
holidays, where applicable. One hour minimum.

Alllabor is performed underthedirection of the exhibitor.Exhibitormust meetthe scheduled labor at theCapital Service Desk. Failure to
check in at the scheduled time will result in a one-hour minimum charge per person requested. Starting times are guaranteed only in those 
instances wherelabor is requested for the start of the workday. Twenty-four-hour notice isrequired for cancellation of labor services. 

a minimum of $45.00 on installation and $45.00 on dismantles. In order to perform this service without the exhibitor’s representative
present, Capital must have detailed set-up instructions (blueprints/floor plans, etc.) with this labor order. Please see the next page for
outbound shipping instructions. 

Booth display being shipped to: 
Shipment consists of: 
If no carpet is being shipped, is carpet ordered through Capital? 

Set Up Information Required: 
Warehouse Show site Scheduled delivery date 

Crates Cartons Carpets/pads 
Yes No 

Blueprints & Exhibit instructions: Attached Shipped with Display(Pleasesupplyadvanceinstructionswithorder)

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

AM 
INSTALLATION:

DISMANTLE: 

PM X

X 

X

X 

$

$ 

=

= 

$

$ 
AM 
PM 

FINALCOSTS WILLBE CALCULATEDAFTER COMPLETIONOFSERVICES.COSTSARE BASEDON OPTIONS ANDACTUALLABOR TIME. 

 
LABOR ORDER FORM

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
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 BILLING INFORMATION 

Only Exhibitors hiring Capital to dismantle their booth should complete this form. 

OUTBOUND SHIPPING INSTRUCTIONS FOR CAPITAL SUPERVISED LABOR ONLY 

School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 

; 

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

LABOR ORDER FORM 

Bill Shipping Charges to (if different from above):

Shipper (signature) 

Freight Charges Billed to: 

Company Name: 

Address: 

City/State/Zip: 

Attention: Phone: 

Print Name: 

(CONTINUATION) 

At the closeof the show,exhibitorfreight will beshipped tothe following address: 
If your freight is being shipped to another tradeshow, be sure to include the show name and your booth
number. 
Company Name: 

Address: 

City/State/Zip: 

Attention: 

Booth #: 

SELECT SHIPPING METHOD 
� Exhibitor Carrier Choice: 

� Official Show Carrier: ABF *Must arrive by: 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

PLEASE NOTE: If an exhibitor is using a carrier ofhis/her choice (not using the official show freight carrier) the exhibitor is
responsible for arranging for the carrier to pick upatthe close of the show. Shipping costs are not included and are the
responsibility of the exhibitor. Capital cannot guarantee pick up time for exhibitor appointed carriers, all shipments are moved
out of the exhibit hall at Capital’s discretion. 

mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
mailto:help@capitalconventions.com
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School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

 
Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 

Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@c apitalconventions.com 

 
If your company plans to use a Contractor other than Capital, please read, complete and submit this form to Capital Convention 
Contractors. 

Official Service Contractors are appointed to perform and provide necessary services and equipment. 
The Official Service Contractor will provide all usual trade show services, including labor.
Exceptions are: 

•
•
• 

Supervision may be provided by the exhibitor. 
The exhibitor may appoint the official contractor for supervision.
The exhibitor may appoint a qualified non-official contractor. 

Official Service Contractors are appointed to: 
•
•
•
•
• 

Ensure the orderly and efficient installation and removal of exhibits. 
Assure the distribution of labor to all exhibitors according to need. 
Provide sufficient labor to satisfy the requirements of exhibitors and for the show itself.
See that the proper type and limits of insurance are in force. 
Avoid any conflicts with local union regulations and requirements. 

SHOULD THE EXHIBITOR WISH TO EMPLOY THE SERVICES OF A CONTRACTOR OTHER THAN THE OFFICIAL CONTRACTOR, THE 
FOLLOWING CONDITIONS MUST BE MET: 

1. The exhibitor must inform Capital Convention Contractors of the name and address of the contractor and the work performed.
This information must be received in writing no later than 30 days prior to the show in Capital’s office. If this information is not
received 30 days prior to the show, Capital labor must be used for all work. The non-official contractor will be permitted to
supervise only. 
The non-official contractor to be used by the exhibitor must do the following: 2. 

a. Provide a certificate of insurance with at least the following limits: Comprehensive General Liability not less than
$1,000,000 with respect to injuries to any one person in any occurrence; and $500,000 with respect to damage of
property; Workers’ Compensation Insurance, including employee liability coverage, in a minimum amount of not less
than $1,000,000 of individual and/or aggregate coverage, and naming Capital Convention Contractors as additional
insured. 
Agree to abide by all the rules and regulations of the show. 
Agree to abide by all union rules and regulations. 
Information must be received in the Capital office no later than 30 days prior to the show. 
Identification badges must be worn at all times. Temporary labor badges will be provided. Badges will be issued only 
to persons actually used to supervise, install, dismantle and maintain exhibit-related equipment. 

b.
c.
d.
e. 

For services such as electrical, plumbing, telephone, cleaning and drayage, no other contractor other than the official contractor will
be approved. This regulation is made necessary because work is done on equipment and facilities owned by parties other than the
exhibitor. The exhibitor shall provide only the material and equipment that he owns and that is to be used in his exhibit space. 

INCOMPLETEOR UNSIGNED FORMSWILLNOTBEACCEPTED.

 
Return this form, along with Certificate of Insurance and name and addresses of employees who are working

in your booth by September 14, 2026 to Capital. 

EXHIBITOR-APPOINTED NON-OFFIC IAL CONTRACTOR AUTHORIZATION 

 ACKNOWLEDGED AND AGREED TO:

Date: 

Name of Service Contractor

Contractor Street Address

City/State 

Contractor Phone ( ) Fax(

Signature of Exhibitor:  

Booth # 

Zip Code 

Email address  ) 

mailto:help@capitalconventions.com
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School Nutrition Association of MA
Fall Conference 
DCU Center 
Worcester, MA 
October 14, 2026 

What is Additional Handling? 
Material delivered in such a manner that it requires additional handling, such as (but not limited to) shipments that are
loaded by cubic space, ground loading/unloading, stacked or constricted space loading/unloading, designated piece
loading/unloading, alternate delivery location, loads mixed with pad wrapped material, carpet/pad, multiple shipments,
pad wrapped shipments, uncrated shipments, no documentation (including weight tickets), and inaccurate or missing
weights which require shipment to be re-weighed on the dock. Shipments loaded in this manner require additional time,
equipment and/or labor. Courier type companies (such as Federal Express, UPS, and DHL), airfreight and local cartage
companies, POVs & company trucks are included in this category due to their delivery procedures. 
What is a Cartage Company? 
Freight forwarders, as well as other carriers, will often outsource the delivery of their freight to third party cartage 
companies. Cartage companies provide local pick-up and delivery services to and from the event venue, as well as other 
locations. In most cases cartage companies will consolidate shipments from multiple carriers onto a single truck. Due to 
their loading/unloading procedures, these shipments may fall into the additional handling category. 
What is The Difference Between Crated and Uncrated Shipments? 
Crated shipments are those that are packed in any type of shipping container that can be unloaded at the dock with no
additional handling required. Such containers include crates, fiber cases, cartons, and properly packed skids. An uncrated
shipment is material that is shipped loose or pad-wrapped, and/or unskidded without proper lifting bars and hooks. 
What are Stacked Shipments? 
Shipments loaded in a manner that requires pieces to be moved to ground level for delivery to booth. Stacked or "cubed
out" shipments, and loose items placed on top of crates and/or pallets constitute additional handling. 
What is Ground Loading/Unloading? 
Applies to facilities where there is no loading dock and to vehicles that are not dock height and therefore cannot be
loaded/unloaded at a loading dock. Examples are U-Hauls, flat bed trailers, double drop trailers, and company vehicles
with trailers. 
What are Mixed Shipments? 
Mixed shipments are those that include both crated and uncrated goods. Where the percentage of uncrated is minimal and
does not warrant the full uncrated rate for the shipment Capital will charge additional handling. Capital defines additional
handling for mixed loads as more than 30% of the volume uncrated. 
What is Constricted Space Loading/Unloading? 
Freight that is loaded "high and tight" in the trailer and is not easily accessible, or freight that is loaded to full capacity of
the trailer (top to bottom, side to side). An example of this is freight that is loaded down one side of a trailer that must be
bypassed to reach targeted freight. 
What is Designated Piece Loading/Unloading? 
Drivers that require loading of specific pieces in a certain order to ensure all items fit on the trailer, or having to remove
freight from the trailer and then reload to fit on the trailer. 
What is Alternate Delivery Location? 
Shipments that are delivered by a carrier and require pieces to be delivered to different areas/levels in the same building, 
or to other venues (such as a hotel near an event venue). 
What are Multiple Shipments? 
Any carrier delivering more than (1) one shipment for more than (1) one exhibitor, booth, location, or venue will be charged
additional handling due to additional labor that is needed to sort, separate and deliver the various shipments. 
What does it Mean if I Have “No Documentation”? 
Shipments that arrive from a small package carrier (including Federal Express, UPS, and DHL) without an individual Bill of
Lading, requiring additional time, labor or equipment to process. 
What about Carpet/Pad Only Shipments? 
Shipments that consist solely of carpet and/or carpet padding require additional handling due to additional time, labor and
equipment needed to load/unload. 
October 30 - November 1, 2011 
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ADVANCE
SHIPMENTS
Warehouse

DIRECT
SHIPMENTS
Showsite/
Exhibit Hall

NUMBER
OF PIECES 

EST.
WEIGHT

 

c/oCapital Convention Contractors
153 NorthboroRoad - Suite6
Southborough,MA 01772 

 
Please use enc losed frei ght labels 
Rece iving hours : M-F 9:0 0 am to 4:00 pm 

CARRIER(S)

 
NAME OF CARRIER: 

PLEASE COMPLETE THE FOLLOWING INFORMATION ON EACH COMPLETED ORDER SHEET. The Undersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

 
P lease us e e nclo sed freight label s 
Receiv ed o n ly dur ing e xhibitor m ove- in hour s 

 
Capital Convention Contractors 

c/o DCU Center 
50 Foster St
Worcester, MA 01608 

TRACKING # 
(Please provide Pro Number) 

EST. DATE OF EST. COST 
(OfMaterialHandling)

(200lb.min.pershipment) 
ARRIVAL 

 
Ifyouhave anyquestions, pleasefeel free to contact  ExhibitorServicesatthenumber below.

:Capital Convention Co ntractors ∙10 TechnologyDr∙Suite40∙Hudsn,MA01749
Phone 877-335-3700 ∙ Fax508-351-9911 ∙ E mail help@capitalconventions.com 

MAIL OR FAX FORM TO

 

ESTIMATED MATERIAL HANDLING ORDER FORM 

 
ADVANCE SHIPMENTS

 
DIRECT SHIPMENTS

Must arrive between: September 14, 2026-October6,2026
To: ExhibitorName/ Booth#  
For: School Nutrition Association of MAFallConference 

If shipment is greater than 3,000 lbs., what is the weight of the single heaviest piece being shipped?
Please provide contact information for person in charge of your move-in that will be on site: 
CONTACT NAME PHONE # ( ) 

Capital Convention Contractors∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

Only on:October13, 2026 
To: ExhibitorName/ Booth #
For: SchoolNutrition AssociationofMAFallConference 

*****PLEASE READ THE LIABILITY AND INSURANCE BULLETIN INCLUDED IN THIS MANUAL*****

 
OUTBOUND CAPITAL BILLS OF LADING must be completed and turned in at the Capital Service Desk. Any freight left on the
show floor without a completed Bill of Lading will result in a service fee equal to ½ hour of labor. 
DO NOT LEAVE YOUR BILL OF LADING IN YOUR BOOTH! 
A credit card is required for material handling services. Exhibitor is responsible for all shipping charges regardless of carrier. 
Payments must be in US FUNDS. Please complete credit card information on the CREDIT CARD Authorization form. 
Drivers MUST check in at the loading dock by5:00 PM on October 14, 2026 or the shipment will be re-routed to the show 
carrier. 
Return to Warehouse Fee: Shipments returned to Capital’s warehouse will be assessed an $11.00 per cwt or a $80.00 
minimum charge, whichever is greater. 

•

• 
• 
•

• 

CHECK appropriate arrangements: 
�
� 

Freight arrangements will be handled by Capital Convention Contractors commoncarrier, collect.
Freight arrangements will be handled by exhibitor.

INBOUND SHIPPING INFORMATION

OUTBOUND SHIPPING INFORMATION 
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Rate Classifications 
■ Crated - Materialthat arrives as a single shipment on a dedicated truck that is skidded and/or crated or in any type of shipping container that can be unloaded at the
dock with no additional handling required. 
■ Additional Handling - Material delivered in such a manner that it requires additional handling, such as (but not limited to) shipments that are loaded by cubic space,
ground loading/unloading, stacked or constricted space loading/unloading, designated piece loading/unloading, alternate delivery location, loads mixed with pad
wrapped material, carpet/pad, multiple shipments, pad wrapped shipments, uncrated shipments, no documentation (including weight tickets), and inaccurate or missing
weights which require shipment to be re-weighed on the dock. Shipments loaded in this manner require additional time, equipment and/or labor. Courier type companies
(such as Federal Express, UPS, and DHL), airfreight and local cartage companies, POVs & company trucks are included in this category due to their delivery procedures. 
■ Uncrated - Material that is shipped loose or pad-wrapped, and/or unskidded machinery without proper lifting bars or hooks. 
■ Small Packages - A shipment of any number of pieces with a combined weight not to exceed 25 lbs that is received on the same day, from the same shipper and delivered 
by the same carrier. 
Additional Fees May be Applicable 
■ Off-Target: Direct shipments that do not arrive on the date or time assigned. 
■ Late to Warehouse Fee: Shipments arriving after October 6, 2026. 
■ Early Shipments to Warehouse: Any shipment arriving prior to September 14, 2026. 
■ Shipments Returned to Warehouse: Shipments returned to the warehouse at close of the show will be charged an additional fee of $11.00 per cwt or $80.00 minimum 
charge, whichever is greater. Shipments not picked up from the warehouse within 72 hours will be charged for storage by Capital Convention Contractors. 
■ Additional charges will apply for any shipment left on floor without a Capital Bill of Lading form completed and turned into the Capital Service Desk. One half hour 
minimum Capital supervised labor fee will be charged. 
Overtime 
Overtime is Monday through Friday prior to 8 a.m. and after 4:30 p.m.; all day Saturday, Sunday and observed union holidays. 
■ Overtime will be applied to all freight received at or moved from the warehouse and/or show site during above listed times. 

200 lb. minimum 

■ Your shipment is moved into or out of showsite on overtime due to scheduling beyond Capital’s control. 

Rate Classifications: Price Per CWT 
■ Advance Shipments to Warehouse (200 lb minimum) - Advance Freight Deadline Date: October 6, 2026 

Crated/Skidded . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 110.00
Additional Handling . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 138.00
Crated Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 38.50
Additional Handling Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 48.30 
**Uncrated shipments will NOT be accepted at the Advance Warehouse. 
■ Additional Surcharges 
Early/Late Shipments to Warehouse Crated* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 38.50
Early/Late Shipments to Warehouse Additional Handling* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 48.30 

■ Direct Shipments to Show Site (200 lb minimum) - Direct Freight Acceptance: October 13, 2026 

Crated/Skidded. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Additional Handling . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ...
Uncrated . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Crated Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Additional Handling Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Uncrated Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
■ Additional Surcharges 
Off-Target Fee Crated* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Off-Target Fee Additional Handling* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Off-Target Fee Uncrated* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Shipments Returned to Warehouse* (Not available for all events) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
 
■ Small Packages (direct shipments only, 25 lbs. or less combined, received on the same day, same 
 shipper,samecarrier).
*Inaddition to abovecharges.

$ 108.00 
$ 135.00 
$ 146.00 
$ 37.80 
$ 47.25 
$ 51.10 

$ 37.80 
$ 47.25 
$ 51.10 
$ 11.00 percwt

First Piece

$ 38.00 

PLEASECOMPLETETHE FOLLOWING INFORMATIONON EACH COMPLETED ORDERSHEET. TheUndersigned has read and
understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual. 
Company Name

Phone 

Contact Name Booth No 

Email Signature 

Send completed form to help@capitalconventions.com or fax to 508.481.1150 

$ 220.00
$ 276.00
$ 77.00 $
96.60 

$ 77.00
$ 96.60 

$ 216.00 
$ 270.00 
$ 292.00 
$ 75.60 
$ 94.50 
$ 102.20 

$ 75.60 
$ 94.50 
$ 102.20 
$ 80.00 minimum 

Additional Pieces
$ 25.00 

Sub-Total: $ 

Total: $ 

MATERIAL HANDLING RATE SCHEDULE 
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CERTIFIED WEIGHT TICKETS 
Inthe event that no weight tickets or inaccurate weight tickets are indicated on the delivery documents presented, Capital
shall estimate the weight or re-weigh, and charges shall be based upon the estimates. The estimated weight shall be final
and binding if actual scale weight figures are not submitted prior to the close of the show. All shipments received at the
warehouse and show site are subject to re-weigh. 
OVERTIME 
An overtime surcharge per cwt, for each occurrence, will apply if: 
• Shipments are received on overtime.* 
• Overtime will be applied to all freight received at the warehouse and/or show site that must be moved into or out of booth
during below listed times. 
• Shipment is moved into or out of show site on overtime due to scheduling beyond Capital’s control. 
*Overtime is: 
• Monday through Friday before 8:00 a.m. and after 4:30 p.m. 
• All day Saturday, Sunday, and observed union holidays 
INBOUND SHIPMENT(S) 
All charges are based upon inbound weight certificates and are quoted on a round-trip basis whether services are utilized
completely or not. All charges are per cwt (100 lbs.), rounded up to the next 100 lbs., with a 200 lb. minimum. Capital will
receive advance crated shipments at the warehouse and will provide up to 30 days free storage prior to the show. Capital
will receive direct shipments at showsite on scheduled move-in day(s). Capital will provide delivery to booth, storage of
empty packing materials, and return outbound shipments to the loading dock. All shipments must be accompanied by
certified weight tickets. Capital reserves the right to re-weigh your Shipment(s) to determine actual weight. 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 exhibitor or his/her representative. During this time the materials will be left unattended. Capital Convention Contractors
will not be responsible or liable for any loss, damage, theft, or disappearance of exhibitor’s material after it has been
delivered to the exhibitor’s booth. 
Capital recommends hiring security services from the facility or Show Management. NOTE: Capital does NOT accept any
ADVANCE Materials labeled and/or designated as HAZARDOUS or FLAMMABLE. Please CALL us with any questions. 
OUTBOUND SHIPMENT(S) 
Consistent with trade show industry practices, there may be a lapse of time between the completion of packing and actual
pick up of materials from the booths for loading onto a carrier. During this time the materials will be left unattended. Capital
Convention Contractors will not be responsible or liable for any loss, damage, theft, or disappearance of exhibitor’s material
between the time it is packed and when it is picked up and loaded. Capital highly recommends hiring security services from
facility or Show Management. All Material Handling Agreements submitted to Capital by the exhibitor will be checked at the
time of pick up from the booth, and corrections will be made where discrepancies exist between the 
quantities of items on the form submitted to Capital and the actual count of such items in the booth at the time of pick up. 
Capital shall not be responsible for loss, damage, or delay due to fire, acts of God, strikes, lockouts, or work stoppages of 
any kind or for any causes beyond its control. If found liable for any loss, CAPITAL’S sole and exclusive MAXIMUM liability 
for loss or damage to EXHIBITOR’S materials and EXHIBITOR’S sole and exclusive remedy is limited to $ .30 (USD) per 
pound per article with a maximum liability of $50.00 (USD) per item, or $1,000.00 (USD) per shipment, whichever is less.
Capital shall not be liable to any extent whatsoever for any actual, potential, or assumed loss of profits or revenues or for
any collateral costs that may result from any loss or damage to an exhibitor’s materials that may make it impossible or
impractical to exhibit same. The consignment or delivery of a shipment to Capital by an exhibitor or by any shipper on
behalf 
of the exhibitor shall be construed as an acceptance by such exhibitor (and/or other shipper) of the terms and conditions
set forth in this bulletin. It is suggested that exhibitors insure all shipments from the time that they leave exhibitor’s
company until they are returned from the show. Your insurance carrier can add a rider to your current policy. Shipments
left on the floor without forwarding instructions will be shipped out or returned to our Warehouse pending re-routing. No
liability will be assumed as a result of such re-routing or handling. 

ALL CHARGES ARE THE RESPONSIBILITY OF THE EXHIBITING COMPANY FOR WHOM MATERIALS HAVE
BEEN RECEIVED AND HANDLED. 

CAPITALRESERVESTHERIGHT TO SHIP MATERIALS WITH THE OFFICIALSHOWCARRIERIFEXHIBITORCARRIERDOES
NOT CHECK IN BY THE APPOINTED DATE AND TIME: October 14, 2026 5:00 PM. 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

MATERIAL HANDLING POLICY 
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Please review both pages of this Move Out Guide to answer any questions you may have 
about the breakdown at the end of the show. Dismantling may NOT take place prior to the 
close of the show. 

PAYMENT 
All accounts must be paid prior to move out. If you have not provided us with the credit card
authorization form, please do so prior to the conclusion of the event. There is no billing of 
services. 

RETURNING OF EMPTY CONTAINERS 
Proceeding at the close of the show, we will begin the process of returning your empty 
containers to your booth for those exhibitors who have stored them with us. This process 
may take up to an hour depending on the number of exhibitors. Please keep all aisles clear 
to enable us to complete this process in an expeditious manner. 

OUTBOUND SHIPMENT OPTIONS (3) 

1-All exhibitors planning to ship-out freight using Capital Convention’s show carrier ABF
must: 

1. Visit the Capital Conventions Exhibitor Service Desk to obtain a Bill of Lading and 
shipping labels. 

2. The Bill of Lading must be completed (all grey shaded sections are required). 
3. Once all your freight items are packed, taped and properly labeled, please bring the 

completed Bill of Lading to the Capital Conventions Service Desk. DO NOT leave the
Bill of Lading at your booth. 

4. Please leave all freight at your booth – see the note below for small/valuable items. 

2-All exhibitors planning to ship-out freight using an alternative carrier must: 
1. Contact your shipper prior to the close of show to arrange for a pick-up. The shipper 

must check in with Capital Conventions by: October 14, 2026 5:00 PM. 
2. Visit the Capital Conventions Service Desk to obtain a Bill of Lading. 
3. The Bill of Lading must be fully completed (all grey shaded sections are required). 
4. Once all your freight items are packed, taped and properly labeled, please bring the
completed Bill of Lading back to the Capital Conventions Service Desk. DO NOT
leave the Bill of Lading at your booth. 
5. Please leave all freight at your booth – see the note below for small/valuable items. 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

continued
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3-Exhibitors using UPS or FedEx for outbound shipping must: 

1. Contact UPS or FedEx prior to the close of show to arrange for a pick-up. The 
shipper must check in with Capital Conventions by: October 14, 2026 5:00 PM. Note
that FedEx Ground pickups CANNOT be called in the same day as the pickup. You
must call the day prior to schedule the pickup. 

2. Exhibitors must supply their own prepaid FedEx or UPS labels. 
3. Visit the Capital Conventions Service Desk to obtain a Bill of Lading. 
4. The Bill of Lading must be fully completed (all grey shaded sections are required). 
5. Once all your freight items are packed, taped and properly labeled, please bring the 
completed Bill of Lading back to the Capital Conventions Service Desk. DO NOT 
leave the Bill of Lading at your booth. 
6. Please leave all freight at your booth – see the note below for small/valuable items. 

 
Please Note: If your carrier fails to show up for your shipment, Capital will either re-route 
your shipments via ABF or bring your shipments back to our warehouse. Return to 
warehouse charges will apply. 

Capital Convention Contractors ∙153 Northboro Rd ∙ Suite6 ∙ Southborough, MA 01772
Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com 

Thankyou! 

REMEMBER:Smalland/orvaluableitems should not be left unattended
duringtheoftenhecticmoveoutprocess. Please be sure to remove or
securetheseitems!Ifyouareconcerned about leaving small items in

yourbooth,pleasebringthemtotheCapital Service desk at Move-Out. 
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Trust your important trade show
shipment to the leader in exhibition 

transportation services

Let ArcBest  make your next trade show the ®

easiest you have attended!

We have over 100 years of experience in the freight
industry and a dedicated Trade Show division 
with service through North America through the
ABF Freight  network.®

Choose guaranteed, expedited shipping solutions
–air or ground – with special discounted rates for
your inbound and outbound shipments.

For personalized quotes, please call

80 0.654.7019
Our Services Include:
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Exhibiting Company__________________________________Contact Name_ ________________________________

Title__________________________ Email____________________________________ Phone____________________

Company_______________________________________Show Name _____________________________________

Address________________________________________Booth No._______________________________________

_______________________________________________Contractor ______________________________________

City____________________ State______Zip__________Show Dates _____________________________________

Pickup Date/Time________________________________Address ________________________________________

FREIGHT INFORMATION
City____________________ State______ Zip__________

Piece Count and Type_____________________________
Delivery Date ____________________________________

ADDITIONAL INFORMATIONTotal Weight_____________________________________

Dimensions (L)_________ (W)_________ (H)__________ Residential Pickup Inside Pickup

Liftgate Dock

Would you like an ArcBest Trade Show Coordinator to contact you with a quote or information? 
YES NO

ArcBest  Trade Show Shipping®

R E Q U E S T  F O R  I N F O R M A T I O N

If you are faxing this form, please print a copy, complete the requested
information, and then fax to 479.785.8701.

If you are completing electronically, you can either print and fax your request or click on
the submit button to send your request to one of our Trade Show specialists.

ArcBest • Trade Show Shipping • P.O. Box 10048 • Fort Smith, AR 72917-0048

SUBMIT

SHIPPER INFORMATION SHIP TO: Warehouse Show Site

800-654-7019



Please follow the link below to access the DCU Center online ordering
system, where you can order such items as: 

• Electrical 
• Internet/Telephone
• Water 
• Compressed Air 
• Cleaning 

 
For assistance with ordering any of these items, please contact the DCU
Center at (508) 755-6800. 

https://www.dcucenter.com/event-planning/exhibitor-services1/ 

DCU CENTER LINK FOR ONLINE ORDERING 

https://www.dcucenter.com/event-planning/exhibitor-services1/
https://www.dcucenter.com/event-planning/exhibitor-services1/

	PARTNER PREPARATION CHECKLIST
	2026-27 PARTNERSHIP OPPORTUNITIES
	PRESENTING PARTNER
	$8,000
	DIAMOND PARTNER
	$5,500
	* Advertising opportunities subject to change based evolution of SNA-MASS newsletters & publications.
	SNAOFMASS.ORG  |  (413) 650-5530


	PLATINUM PARTNER
	$3,000
	GOLD PARTNER
	$1,850
	$1,850
	SILVER PARTNER
	$1,200
	BRONZE PARTNER
	$350
	Non-partners can reserve a half booth for $1,350 and a full booth for $2,000.
	To register as a partner for the 2026-27 year, visit us online HERE.
	Questions? Reach out to us by email at admin@snaofmass.org
	* Advertising opportunities subject to change based evolution of SNA-MASS newsletters & publications.
	SNAOFMASS.ORG  |  (413) 650-5530

	EXHIBITOR DETAILS
	Space Contract and Rules & Regulations
	Exhibitor Move-In Hours:
	Show Hours:
	Exhibitor Move-Out Hours:
	SNAOFMASS.ORG  |  (413) 650-5530

	EXHIBITOR DETAILS
	Additional Services: The price of the booth rental does not include storage, placement, shipment or reshipment of exhibit materials, electricity, special lighting, booth furnishings, electrical supplies, carpet, individual booth cleaning or any other special service ordered by the exhibitor.
	Electricity: Electricity is not included but is available for purchase through Capital Convention Contractors. Please see Exhibitor Service Manual for additional information beginning on page 15.
	Limitation of Exhibits: SNA of Mass reserves the right to stop or remove any exhibitor, or his/her representative, that is found to be performing an act or practice which in the opinion of SNA of Mass is objectionable, detracts from the dignity of the association, or is unethical to the business purpose of the expo.
	*SNA of Mass reserves the right to refuse admittance of exhibits or materials to the expo floor until all dues and fees owed are paid in full.
	Payment: Full payment must be made in order for booth(s) to be assigned. A 4% processing fee will be applied to all payments made by credit card. SNA of Mass accepts MasterCard, Visa, American Express, Discover and checks.
	Allocation of Space: A shared full booth may be occupied by a maximum of two (2) individually paid exhibiting companies if utilized by a Broker, but only one exhibiting company if not working with a Broker. Half booths are not permitted to be shared by multiple exhibiting companies. When space is reserved to share a booth, both exhibiting companies must submit separate partnership renewals and payments. Each company must identify which company they are sharing the exhibit booth space with. All exhibitors in a booth must be at least a Bronze Partner or purchase booth space.
	General Expo Floor Policies: No exhibitor or part of an exhibit will be admitted to any space until rental of that space has been paid in full. Noisy or offensive exhibits are prohibited. Children under the age of 16 are not permitted in the exhibit hall. All persons shall have a conference badge to be on the show floor. SNA of Mass shall always have sole control over all admission policies. There are no exceptions to general expo floor policies.
	Relocation of Exhibits: SNA of Mass reserves the right to alter the official floor plan and/or re-assign any exhibitor’s location as deemed advisable. SNA of Mass further reserves the right to make such changes, amendments, and additions to these rules and such further regulations as it considers necessary to act in the best interest of the expo.

	EXHIBITOR DETAILS
	EXHIBITOR REGISTRATION
	SNAOFMASS.ORG  |  (413) 650-5530
	SNA of Mass Annual Conference 2026  DCU Center, Worcester, MA October 13-14, 2026

	EXHIBIT RULES & REGULATIONS
	SNAOFMASS.ORG  |  (413) 650-5530
	SNAOFMASS.ORG  |  (413) 650-5530
	SNAOFMASS.ORG  |  (413) 650-5530
	VII. HANGING SIGNS
	SNAOFMASS.ORG  |  (413) 650-5530
	SNAOFMASS.ORG  |  (413) 650-5530
	SNAOFMASS.ORG  |  (413) 650-5530
	SNAOFMASS.ORG  |  (413) 650-5530
	EXHIBITOR SERVICE MANUAL
	Fall Conference
	DCU Center
	Worcester, MA



	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026
	Dear Exhibitor:
	Capital Convention Contractors is pleased to have been selected as the Official Service Contractor for the upcoming School Nutrition Association of MA Fall Conference. In our commitment to a productive and smooth-running event, we have prepared the Exhibitor Service Manual with all the products and services necessary to plan a successful event.
	Please carefully review all the information within this Exhibitor Manual and take advantage of advance order pricing by submitting your orders by the posted deadlines. In addition to Capital services, we have included all other ancillary service order forms that pertain to
	this event. Note that some of these forms are to be returned to the specific contractors and/or facilities who have jurisdiction over these services. Capital forms can be returned
	to our office by using the contact information listed at the bottom of each Capital order form.
	For your convenience, please refer to the Event Quick Facts page for important event- specific information. If you have any additional questions about Capital’s services or equipment, please do not hesitate to contact us at 877-335-3700 or help@capitalconventions.com.
	A Capital Exhibitor Service Desk will be available on–site at the show and staffed during all move–in and move-out hours to answer any question or assist with any last–minute requirements.
	Capital understands that your participation in this event is an important part of your company’s marketing strategy, and we will work with you to make the event a complete success for you and your company!
	Sincerely,
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	EVENT QUICK FACTS
	Your allotted space is 10’ x 10’ or 10’ x 5’
	Each 10’ x 10’ space includes:
	Each 10’ x 5’ space includes:
	8’ high back drape 3’ high side drape
	Exhibitor ID sign
	8’ high back drape 3’ high side drape Exhibitor ID sign
	(2)6’ draped table (2) chairs wastebasket
	(1)4’ draped table (1) chair wastebasket
	Show color:
	Green & Yellow
	EXHIBIT HALLCARPET
	Exhibit Hall is Not Carpeted.
	ADVANCE SHIPMENTS
	Pleaseuse enclosed freight labels
	Receiving hours: M-F 9:00 am to 4:00 pm
	Must arrive between: September 14, 2026-October 6, 2026

	DIRECT SHIPMENTS
	Pleaseuseenclosed freight labels
	Received only during exhibitor move-in hours Only on: October 13, 2026
	To: For: c/o
	Exhibitor Name & Booth # (if available)
	School Nutrition Association of MA Fall Conference Capital Convention Contractors
	153 Northboro Road - Suite 6
	Southborough, MA 01772
	To: For: c/o
	Exhibitor Name & Booth # (if available)
	School Nutrition Association of MA Fall Conference Capital Convention Contractors
	DCU Center
	50 Foster St
	Worcester, MA01608
	Official Show Carrier: ABF Freight 800-654-7019 or email tradeshow@arcb.com
	Capital Equipment and Service Orders received with full payment by September 29, 2026 enjoy the discounted Advance Price as shown in this Manual. Standard pricing will prevail for all orders received after this date.
	For non-Capital services, please refer to the specific contractors’ order forms enclosed within this manual for pricing policies.
	Exhibitor Set-up:
	Tuesday Wednesday
	October 13 October 14
	3:00 p.m. – 5:00 p.m. 9:00 a.m. – 12:00 p.m.
	Note: All exhibits must be completely installed by 12:00pm on Wednesday, October 14, 2026
	Exhibit Hours: Exhibitor Dismantle:
	12:30 p.m. – 3:30 p.m.
	4:00 p.m. – 6:00 p.m.
	Note: All equipment & exhibits must be completely removed by 6:00pm on Wednesday, October 14, 2026
	Wednesday Thursday
	October 14 October 15
	Drivers for all carriers must be checked in at the Capital Exhibitor Service Desk for pickup of freight by: October 14, 2026 5:00 PM.

	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	EASY & SECURE ONLINE ORDERING
	Hassled by printing forms and faxing, or scanning and emailing them?
	If so, take advantage of Online Ordering!
	If you prefer to order your Capital Conventions products and services
	online, we have a fully secure and easy to use Online Ordering system specifically tailored to this event.
	Your secure login credentials will be emailed to you, with all the information you need to get started. Even better, you can use your
	same login information for multiple shows with Capital Convention Contractors; no more keeping track of multiple logins for multiple
	events.
	All the Capital products and services that you find on the following
	Exhibitor Service Manual forms are available at our secure storefront.
	Click Here to Access Online Ordering
	If you haven’t yet received your credentials, email us at help@capitalconventions.com
	Of course, you can still fax or email your orders to us if you prefer:
	• Fax orders to 508.481.1150
	• Email orders to help@capitalconventions.com
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	CREDIT CARD AUTHORIZATION FORM
	WE ACCEPT:
	American Express

	VISA
	MasterCard
	Discover

	Exhibitor
	Booth #
	CREDIT CARD BILLING INFORMATION
	Credit Card Billing Address City
	Contact Person
	Phone (
	Credit Card Number
	Card Holder Name (please print)
	State
	Zip Code
	Email Fax(
	Expiration
	Signature

	CVV*
	IMPORTANT: PLEASE PROVIDE YOUR BOOTH REPRESENTATIVE WITH A COPY OF THIS CREDIT CARD AUTHORIZATION FORM TO AVOID
	ANY MISUNDERSTANDING

	CREDIT CARD PAYMENT POLICY
	NO SERVICES WILL BE RENDEREDUNTIL THIS DOCUMENT IS COMPLETED, SIGNED AND RETURNED TO CAPITAL

	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	THIRD PARTY PAYMENT POLICY
	Capital Convention Contractors will invoice third parties for payment of services rendered to exhibitors
	provided the following conditionsare met:
	1. The payment record of thethird party is acceptabletoCapital.
	2. This completed form is signed by both parties and returnedto Capital at least 14 days prior to move-in.
	3. A completed Credit Card Authorization Form MUSTaccompany this form from each party.
	4. Capital’s prepayment policyis adhered to; i.e. ordersmustbe received with payment by the deadline
	dates.
	5. If there is any doubt whichparty is to be invoiced foraservice, the exhibiting firm accepts responsibility
	for payment upon presentation of invoice at show site.
	6. The exhibiting firm is ultimately responsible for paymentofall charges by show conclusion. 7. Both parties have read andunderstand the LiabilityandInsurance Bulletin included in this
	packet and as stated on theenclosed sheets.
	P lease indicate which of thefollowing items/servicesaretobe invoiced to thethird party:
	All Capital Services Furniture/Carpet/Accessories Labor
	Freight Handling
	Other (specify)
	Exhibiting Firm
	Display House 3rd Party
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	ORDER S UMMARY
	Payment Policy: All orders faxed or mailed to Capital must be accompanied by a Credit Card Authorization Form. Payment in full is due at show site. Absolutely no show site orders will be executed prior to full payment of all customer bills.
	Calculate your order total:
	Service
	Amount Due
	Exhibitor Booth Labor*
	Material Handling*
	Furnishings & Accessories
	Special Signs & Banners
	Standard & Deluxe Carpet
	Miscellaneous
	MA Tax 6.25%
	TOTAL ESTIMATED CHARGES
	PLEASE BE AWARE OF OUR PAYMENT AND PRICING POLICIES
	ALL CHARGES MUST BE PAID PRIOR TO THE CLOSE OF THE SHOW
	ORDERS RECEIVED WITHOUT FULL PAYMENT OR CREDIT CARD INFORMATION WILL NOT BE PROCESSED
	MAKE CHECKS PAYABLE TO: CAPITAL CONVENTION CONTRACTORS
	Checks must include exhibiting firm name and booth number
	Capital Convention Co ntractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
	Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com



	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	LIABILITY ANDINSURANCE BULLETIN
	Capital ConventionContractor’s
	liability shall be limited to the physical loss or damage to
	the specific article, which is lost or damaged as described below:
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com

	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	DCU CE NTER
	LABOR GUIDELINES & NON-OFFICIAL CONTRACTOR RULES FOR EXHIBITOR PARTICIPATION
	MATERIAL HANDLING
	EXHIBIT INSTALLATION AND DISMANTLING
	NON-OFFICIAL CONTRACTOR RULES
	TIPPING
	SAFETY
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	CART LOAD SERVICE ORDER FORM
	Advance Order Price Deadline: September 29, 2026
	CartLoad Service is available for Personally Owned Vehicles (POV) such as automobiles or vans/mini-vans only.
	Exhibitors who would like assistance with the unloading and re-loading of their show materials at the loading dock may order Cart Load Service through Capital at the rates listed below:
	Load Description
	Up to ten (10) CARTONS/ITEMS Over ten (10) CARTONS/ITEMS
	Advance Rate
	$139.00 $172.00
	Floor Rate
	$168.00 $210.00
	Total

	Cart Load Service Guidelines
	Cart Load Service is only available during designated Exhibitor Move-in and Move-out hours.
	For ALL loaded trailers towed by a car or van and ALL loaded straight trucks a minimum
	labor charge of two (2) men for one (1) hour will apply. Please refer to our Advanced Labor
	Order Form to place orders for this service.
	Cart Load service pricing includes both load-in and load-out.
	Cart Load service is provided on a first-come, first serve basis for non-skidded and non-
	pallet items unloaded from and loaded into non-commercial vehicles.
	Cart Load service is for loose items only, NO MACHINERY.
	Cart Load service is provided from the loading dock to the exhibit booth only.
	Cart loaders are not available to assist with booth set-up or booth tear down, please order labor separately.
	ADVANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS PRIOR TO MOVE-IN.
	Cart Load Service orders are a prepaid service.
	Canc ellation requires a written 24-hour notice for a refund.
	This is a round trip service. No refunds will be provided should the exhibitor decide not to use the full service.
	Capital Convention C ontractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
	Phone 877-335-3
	700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com


	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	US FIRE DEPARTMENT REGULATIONS
	For Exhibits, Exhibitions and Trade Shows – Public & Private
	Booth Construction – Booths, platforms and space dividers shall be of materials that are flame-retardant or rendered so, satisfactory to the Fire Department representatives. Coverings for counters or tables used within or as part of the booth shall be flame-retardant. All electrical wiring and apparatuses will be of a wire UL type approved.
	Fire Department – A permit shall be required for the following:
	1. Display or operate any heater, barbecue, heat-producing or open flame device,
	candles, lamps lanterns, torches, etc.
	2. Display or operate any electrical, mechanical, or chemical device, which may be
	deemed hazardous by the fire department.
	3. Use or storage of inflammable liquids and dangerous chemicals.
	4. Display any internal combustion engine (special requirements available upon
	request).
	5. Use of compressed gases. (Permit available for 32CF bottles ½ or less full).
	Obstructions – Aisle and exits, as designated on approved show plans, shall be kept clean, clear and free of obstacles. Booth construction shall be substantial and fixed in position in specified areas for the duration of the show. Easels, signs, etc., shall not be placed beyond the booth area into aisles. Firefighting equipment shall be provided and maintained in accessible, easily seen locations and may be required to be posted with designating signs.
	Fire-Retardant Treatment – All decorations, drapes, signs, banners, acoustical materials, cotton, paper, hay straw, moss, split bamboo, plastic cloth, and similar materials shall be flame-retardant to the satisfaction of the Fire Department. Booth identification banners and signs shall be flame-retardant unless smaller than 1232 square inches (28” x 44”) if separated from other combustibles by a minimum of 12” horizontally and 24” vertically. Oil cloth, tar paper, nylon and certain other plastic materials cannot be made flame-retardant, and their use is prohibited.
	Combustibles – Literature on display shall be limited to reasonable quantities (one-day supply). Reserve supplies shall be kept in closed containers and stored in a neat and compact manner in a location approved by the Fire Department. All exhibit and display empty cartons must be stored in an approved drayage area. If the show is under a 24-hour approved manned security program, automobiles are allowed to retain 1 gallon or less of fuel, gas caps must be taped. Batteries are to be disconnected and taped.
	STORAGE BEHIND BOOTH BACKWALL IS STRICTLY PROHIBITED.
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	TABLE/DRAPEORDER FORM
	Advance Order Price Dead l ine: September 29, 2026
	TABLES-DRAPED
	COUNTER HEIGHT TABLES-DRAPED
	TABLES-UNDRAPED
	COUNTER HEIGHT TABLES-UNDRAPED
	TABLES-COCKTAIL FINISHED TOP
	SPANDEX COVER FOR COCKTAIL TABLE – Black, White, or Blue Only

	TABLE RISERS
	TABLES-4TH SIDE DRAPE
	CUSTOM BOOTH DRAPE
	6ft,8ft& 10ftincrements

	QTY
	DESCRIPTION
	4’ X 2’ – 30” HIGH
	6’ X 2’ – 30” HIGH
	8’ X 2’ – 30” HIGH
	4’ X 2’ – 40” HIGH
	6’ X 2’ – 40” HIGH
	8’ X 2’ – 40” HIGH
	4’ X 2’ – 30” HIGH
	6’ X 2’ – 30” HIGH
	8’ X 2’ – 30” HIGH
	4’ X 2’ – 40” HIGH
	6’ X 2’ – 40” HIGH
	8’ X 2’ – 40” HIGH
	30” ROUND – 30” HIGH 30” ROUND – 40” HIGH
	30” ROUND – 30” or 40”

	4’ X 10” HIGH
	6’ X 10” HIGH
	6’ OR 8’ TABLE
	6’ OR 8’ COUNTER
	8’ HIGH PER LINEAR FT 3’ HIGH PER LINEAR FT
	Advance Price
	$134.00 $158.00 $171.00
	$158.00
	$183.00
	$208.00
	$74.00
	$92.00
	$104.00
	$85.00
	$97.00
	$110.00 $122.00 $134.00
	$80.00
	$86.00
	$98.00
	$80.00
	$80.00
	$14.00
	$10.00
	Floor Price
	$167.00 $197.00 $213.00
	$197.00
	$228.00
	$260.00 $92.00 $116.00 $129.00 $105.00 $122.00 $137.00 $152.00 $168.00
	$101.00
	$108.00 $123.00 $100.00 $100.00 $19.00 $12.00
	Amount
	**IF YOU DO NOT INDICATE COLOR CHOICE -SHOW COLOR WILL BE PROVIDED**


	CIRCLE COLORCHOICE:
	ROYAL BLUE
	WHITE
	SILVER
	RED
	BURGUNDY
	BLACK
	HUNTER GREEN
	ADVA NCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS
	PRIOR TO MOVE-IN.


	SUB TOTAL MA TAX 6.25% GRAND TOTAL
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	BOOTH FURNISHINGS ORDER FORM
	Advance Order Price Deadline: September 29, 2026
	CHAIRS
	ACCESSORIES
	QTY
	DESCRIPTION UPHOLSTERED BAR STOOL
	PADDED ARM CHAIR
	PADDED SIDE CHAIR
	FOLDING CHAIR
	Advance Price
	$107.00
	$85.00
	$67.00
	$23.00
	Floor Price
	$134.00
	$108.00
	$84.00
	$29.00
	Amount

	6’ DISPLAY CASE W/SHELVES
	41.5”W X 21.75”D X 42”H

	STANDARD COUNTER
	4’ X 8’ DISPLAY BOARD
	LITERATURE RACK
	CHROME 22” x 28” SIGN HOLDER BAG RACK

	GARMENT RACK
	TRIPOD EASEL
	RAFFLE DRUM
	7 GALLON WASTEBASKET
	8’ ALUMINMUM BACK POST W/BASE 6’-10’ ADJUSTABLE CROSS BAR
	$460.00 $245.00 $190.00 $104.00 $84.00 $92.00 $92.00 $43.00 $86.00
	$22.00
	$37.00 $25.00
	$576.00 $308.00 $238.00 $130.00 $105.00 $116.00 $116.00 $54.00 $108.00
	$28.00
	$47.00 $31.00


	SUB TOTAL MA TAX 6.25% GRAND TOTAL
	ADVANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS PRIOR TO MOVE-IN.
	No credit will be issued on equipment ordered and placed in your booth, either unused or after the close of the show. There is a 50% cancellation charge for orders cancelled at show-site.
	All materials are on a rental basis and remain the property of Capital.
	The undersigned is responsible for all items ordered and for its condition at close of show.
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com



	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026
	Chairs
	Upholstered Bar Stool
	Padded Arm Chair
	Padded Side Chair
	Draped Tables
	Folding Chair
	30” High draped table
	40” High draped table
	30” High cocktail table
	Draped tables are available in lengths of 4, 6 and 8 ft. and heights of 30 or 40 inches.

	40” High cocktail table
	Accessories
	Display Case
	Literature Racks
	Garment Rack
	Standard Counter
	Chrome SignHolder
	Tripod Easel
	Display Board
	Bag Rack
	Raffle Drum
	Please Note:
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	STANDARD & CUSTOMCARPET ORDER FORM
	Advance Order Price Deadline: September 29, 2026
	Custom carpet is required for booths longer than 30’ or booths configured as an island or Peninsula. All prices include: delivery, installation, carpet tape and removal.
	CIRCLE COLOR CHOICE: BLUE
	GREY
	RED
	BLUEJAY TUXEDO
	FOREST GREEN
	BLACK

	STANDARD CARPET
	QTY
	DESCRIPTION
	9 x 10
	9 x 20
	9 x 30
	Advance
	Price
	$199.00 $398.00 $596.00
	Floor Price
	$249.00 $498.00 $744.00
	Amount


	PADDING & VISQUEEN
	SQ FT
	DESCRIPTION
	Padding ½” Visqueen
	Advance Price
	$2.50 $2.50
	Floor Price
	$3.50 $3.50
	Amount


	CUSTOM CARPET
	Minimum orderof100squarefeetisrequired for custom carpet orders.
	Advance Price: Booth size
	Floor Price:
	Booth size
	x $5.00 sq. ft. = x $6.00 sq. ft. =

	PRESTIGE CARPET
	Minimumorderof100squarefeetisrequiredforprestigecarpetorders.
	Advance Price: Booth size
	x $8.00 sq. ft. =
	Please call Exhibitor Services for Prestige Carpet Color Choices
	ADV ANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14 DAYS PRIOR TO MOVE-IN.
	No credit will be issued on equipment ordered and placed in your booth, either unused or after the close of the show.
	There is a 50% cancellation charge for orders cancelled at show-
	site.
	All materials are on a rental basis and remain the property of Capital.


	SUB TOTAL MA TAX 6.25% GRAND TOTAL
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026
	QTY



	GONDOLA ORDER FORM
	Advance Order Price Deadline: September 29, 2026
	DESCRIPTION
	SINGLE SIDED GONDOLA
	DOUBLE SIDED GONDOLA
	SHELVES
	Advance Price
	$129.00
	$166.00
	$16.00
	Floor Price
	$162.00
	$208.00
	$20.00
	Amount


	SUB TOTAL MA TAX 6.25% GRAND TOTAL
	SINGLE SIDED GONDOLA FIXTURE
	DOUBLE SIDED GONDOLA FIXTURE
	Please indicate below where you would like your gondola(s) set up in your booth:
	NOTE: Peg hooks are not supplied. Please plan accordingly.
	ADVANCE DISCOUNT ORDER PAYMENT MUST BE RECEIVED 14DAYS PRIOR TO MOVE-IN.
	No credit will be issued on equipment ordered and placed in your booth, either unused or after the close of the show. There is a 50% cancellation charge for orders cancelled at show-site.
	All materials are on a rental basis and remain the property of Capital.
	The undersigned is responsible for all items ordered and for its condition atclose of show.
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com


	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	SIGN ORDER FORM
	Sign Order Deadline: September 29, 2026
	PLEASE NOTE: In order to receive the discount rate on your signs and graphics, this form must arrive at Capital at least two (2) weeks prior to exhibitor move-in.
	CUSTOM SIGNS
	Special or custom signs can be made. Prices listedareforblackcopy, ten words or less to be applied on white Card stock or foam core depending on size. We welcome inquiries regarding signs not listed.
	QTY
	SIZE
	14” x 22” 22” x 28”
	28” x 44”
	Advance  Price
	$53.00 $92.00
	$117.00
	Floor Price
	$79.00 $139.00
	$176.00
	Amo unt



	ADDITIONAL SIGN OPTIONS
	Add your company’s logo and otheroptionsforanadditionalcost.Exhibitor must supply artwork.
	QTY
	DESCRIPTION
	Logo
	Over 10 words Cardboard Easel Back Directional Arrow
	Advance Price
	$153.00 $2.00 $6.00 $7.00
	Floor Price
	$191.00 $3.00 $9.00 $10.00
	Amount



	BANNERS
	Prices are based upon one color vinyl graphics applied towhite10oz. material with grommets and up to ten words of copy. Other color materials and hanging options are available.
	QTY
	Dimensions X

	SQ.FT.
	Advance Price $20.00 per sq. ft.
	Floor Price
	Total
	$34.00 per sq. ft. $



	SUB TOTAL MA TAX 6.25% GRAND TOTAL
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com


	Graphic Setup
	& File Upload Information
	File Formats Accepted
	File Setup Information
	Outline all text

	Large Format File Saving Information Illustrator/InDesign (vector)
	Photoshop (raster)
	images
	in one
	CMYK

	Uploading Information
	Capital Account Executive to share
	Dropbox folder
	Other Methods
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	LABOR ORDER FORM
	DEADLINE ORDER DATE:September 29, 2026
	Labor is available for installation and dismantling of exhibits, shrink-wrapping and banding of materials. RATES:
	8:00a.m.to4:30p.m.MondaythroughFriday.Onehourminimum.
	before8:00a.m.andafter4:30p.m.,andallhoursonSaturday,Sunday and observed
	holidays, where applicable. One hour minimum.
	CALCULATE ESTIMATED LABOR
	DATE
	TIME
	#OF  MEN
	TOTAL HOURS
	RATE PER MAN HOUR
	ESTIMATED COST
	AM
	INSTALLATION: DISMANTLE:
	PM
	AM
	PM
	X X
	X X
	FINALCOSTS WILLBE CALCULATEDAFTER COMPLETIONOFSERVICES.COSTSARE BASEDON OPTIONS ANDACTUALLABOR TIME.
	ORDERS PLACED AFTER September 29, 2026 WILL BE CHARGED AN ADDITIONAL 30%
	Exhibitor Supervised Labor

	EXHIBITOR SU PERVISION
	Labor Options (choose one)
	Capital Supervised Labor
	Alllabor is performed underthedirection of the exhibitor.Exhibitormust meetthe scheduled labor at theCapital Service Desk. Failure to check in at the scheduled time will result in a one-hour minimum charge per person requested. Starting times are guaranteed only in those
	instances wherelabor is requested for the start of the workday. Twenty-four-hour notice isrequired for cancellation of labor services.
	Company Representative:
	This plan allows for exhibits to be set up prior to exhibitor’s arrival. Thecharge for this service is 50% of the exhibitor’s total labor bill, with

	CAPITALSUPERVISION
	Phone:
	a minimum of $45.00 on installation and $45.00 on dismantles. In order to perform this service without the exhibitor’s representative present, Capital must have detailed set-up instructions (blueprints/floor plans, etc.) with this labor order. Please see the next page for outbound shipping instructions.
	Booth display being shipped to:
	Shipment consists of:
	If no carpet is being shipped, is carpet ordered through Capital?

	Set Up Information Required:
	Warehouse
	Show site
	Scheduled delivery date
	Crates
	Cartons
	Carpets/pads
	Yes
	No
	Blueprints & Exhibit instructions:
	Attached
	Any claims of material damage for either Exhibitor Supervised or Capital Supervised Labor must be submitted to us in writing no later than 5 days after the close of the event. After 5 days any claim shall be considered waived.
	ADDITIONAL OPTIONS
	Steel banding at $2.00 per linear foot, including labor. $54.00 MINIMUM (include on Order Summary page)
	Shrink wrap at $38.00 per skid
	# x $38.00 =
	(include on Order Summary page)
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com

	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026


	LABOR ORDER FORM
	(CONTINUATION)
	Only Exhibitors hiring Capital to dismantle their booth should complete this form.

	OUTBOUND SHIPPING INSTRUCTIONS FOR CAPITAL SUPERVISED LABOR ONLY
	At the closeof the show,exhibitorfreight will beshipped tothe following address:
	If your freight is being shipped to another tradeshow, be sure to include the show name and your booth number.
	Company Name:
	Address:
	City/State/Zip:
	Attention:
	Booth #:
	Exhibitor Carrier Choice:

	SELECT SHIPPING METHOD
	*Must arrive by:
	PLEASE NOTE: If an exhibitor is using a carrier ofhis/her choice (not using the official show freight carrier) the exhibitor is responsible for arranging for the carrier to pick upatthe close of the show. Shipping costs are not included and are the responsibility of the exhibitor. Capital cannot guarantee pick up time for exhibitor appointed carriers, all shipments are moved out of the exhibit hall at Capital’s discretion.


	BILLING INFORMATION
	Bill Shipping Charges to (if different from above): Shipper (signature)
	Freight Charges Billed to:
	Company Name:
	Address:
	City/State/Zip:
	Attention:
	Print Name:
	Phone:
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite6 ∙ Southborough, MA 01772 Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@capitalconventions.com


	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	EXHIBITOR-APPOINTED NON-OFFIC IAL CONTRACTOR AUTHORIZATION
	If your company plans to use a Contractor other than Capital, please read, complete and submit this form to Capital Convention
	Contractors.
	Official Service Contractors are appointed to perform and provide necessary services and equipment.
	The Official Service Contractor will provide all usual trade show services, including labor. Exceptions are:
	Supervision may be provided by the exhibitor.
	The exhibitor may appoint the official contractor for supervision. The exhibitor may appoint a qualified non-official contractor.
	Official Service Contractors are appointed to:
	Ensure the orderly and efficient installation and removal of exhibits.
	Assure the distribution of labor to all exhibitors according to need.
	Provide sufficient labor to satisfy the requirements of exhibitors and for the show itself. See that the proper type and limits of insurance are in force.
	Avoid any conflicts with local union regulations and requirements.
	SHOULD THE EXHIBITOR WISH TO EMPLOY THE SERVICES OF A CONTRACTOR OTHER THAN THE OFFICIAL CONTRACTOR, THE
	FOLLOWING CONDITIONS MUST BE MET:
	1.
	2.
	The exhibitor must inform Capital Convention Contractors of the name and address of the contractor and the work performed. This information must be received in writing no later than 30 days prior to the show in Capital’s office. If this information is not received 30 days prior to the show, Capital labor must be used for all work. The non-official contractor will be permitted to supervise only.
	The non-official contractor to be used by the exhibitor must do the following:
	a.
	b. c. d. e.
	Provide a certificate of insurance with at least the following limits: Comprehensive General Liability not less than $1,000,000 with respect to injuries to any one person in any occurrence; and $500,000 with respect to damage of property; Workers’ Compensation Insurance, including employee liability coverage, in a minimum amount of not less than $1,000,000 of individual and/or aggregate coverage, and naming Capital Convention Contractors as additional insured.
	Agree to abide by all the rules and regulations of the show.
	Agree to abide by all union rules and regulations.
	Information must be received in the Capital office no later than 30 days prior to the show.
	Identification badges must be worn at all times. Temporary labor badges will be provided. Badges will be issued only
	to persons actually used to supervise, install, dismantle and maintain exhibit-related equipment.
	For services such as electrical, plumbing, telephone, cleaning and drayage, no other contractor other than the official contractor will be approved. This regulation is made necessary because work is done on equipment and facilities owned by parties other than the exhibitor. The exhibitor shall provide only the material and equipment that he owns and that is to be used in his exhibit space.

	INCOMPLETEOR UNSIGNED FORMSWILLNOTBEACCEPTED.
	Return this form, along with Certificate of Insurance and name and addresses of employees who are working in your booth by September 14, 2026 to Capital.
	Capital Convention Contractors ∙153 Northboro Rd ∙ Suite 6 ∙ Southborough, MA 01772
	Phone 877-335-3700 ∙ Fax 508-481-1150 ∙ Email help@c
	apitalconventions.com

	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	MATERIAL HANDLING DEFINITIONS
	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	ESTIMATED MATERIAL HANDLING ORDER FORM
	INBOUND SHIPPING INFORMATION
	ADVANCE SHIPMENTS
	DIRECT SHIPMENTS
	MAIL OR FAX FORM TO
	CONTACT NAME
	PHONE # (



	OUTBOUND SHIPPING INFORMATION
	DO NOT LEAVE YOUR BILL OF LADING IN YOUR BOOTH!

	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	MATERIAL HANDLING RATE SCHEDULE
	Rate Classifications
	Additional Fees May be Applicable
	Overtime
	Rate Classifications:
	Price Per CWT
	200 lb. minimum
	■ Advance Shipments to Warehouse (200 lb minimum) - Advance Freight Deadline Date: October 6, 2026
	$ 110.00 Additional Handling . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 138.00 Crated Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 38.50 Additional Handling Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 48.30
	**Uncrated shipments will NOT be accepted at the Advance Warehouse.
	■ Additional Surcharges
	Early/Late Shipments to Warehouse Crated* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 38.50 Early/Late Shipments to Warehouse Additional Handling* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ 48.30
	Crated/Skidded . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	$ 220.00 $ 276.00 $ 77.00 $ 96.60
	$ 77.00 $ 96.60
	■ Direct Shipments to Show Site (200 lb minimum) - Direct Freight Acceptance: October 13, 2026
	Crated/Skidded. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Additional Handling . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ... Uncrated . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Crated Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Additional Handling Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Uncrated Overtime Inbound/Outbound* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ■ Additional Surcharges
	Off-Target Fee Crated* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Off-Target Fee Additional Handling* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Off-Target Fee Uncrated* . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Shipments Returned to Warehouse* (Not available for all events) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	■ Small Packages (direct shipments only, 25 lbs. or less combined, received on the same day, same
	shipper,samecarrier).
	$ 108.00
	$ 135.00
	$ 146.00
	$ 37.80
	$ 47.25
	$ 51.10
	$ 37.80
	$ 47.25
	$ 51.10
	$ 11.00 percwt
	First Piece
	$ 38.00
	$ 216.00
	$ 270.00
	$ 292.00
	$ 75.60
	$ 94.50
	$ 102.20
	$ 75.60
	$ 94.50
	$ 102.20
	$ 80.00 minimum
	Additional Pieces $ 25.00

	Sub-Total: $
	Total:
	PLEASECOMPLETETHE FOLLOWING INFORMATIONON EACH COMPLETED ORDERSHEET. TheUndersigned has read and understands the Liability & Insurance Bulletin included in this packet and as stated within this Exhibitor Service Manual.
	Company Name Phone
	Contact Name
	Email
	Booth No
	Signature
	Send completed form to help@capitalconventions.com or fax to 508.481.1150

	School Nutrition Association of MA Fall Conference
	DCU Center
	Worcester, MA
	October 14, 2026

	MATERIAL HANDLING POLICY
	CERTIFIED WEIGHT TICKETS
	OVERTIME
	INBOUND SHIPMENT(S)
	OUTBOUND SHIPMENT(S)
	ALL CHARGES ARE THE RESPONSIBILITY OF THE EXHIBITING COMPANY FOR WHOM MATERIALS HAVE BEEN RECEIVED AND HANDLED.
	Use these labels only if shipping in advance
	to warehouse
	From:
	To:
	Capital Convention Contractors  153Northboro Road-Suite6 Southborough, MA01772
	Show: School Nutrition Association of MA
	Fall Conference
	Booth#  Carrier  Piece #

	LATE TO WAREHOUSE CHARGES APPLY AFTER:  October 6, 2026
	of
	Use these labels only if shipping in advance to warehouse
	From:
	To:


	Capital Convention Contractors
	153Northboro Road-Suite6 Southborough, MA01772
	Show: School Nutrition Association of MA
	Fall Conference
	Booth#  Carrier  Piece #
	LATE TO WAREHOUSE CHARGES APPLY AFTER:  October 6, 2026
	of
	Use these labels only if shipping in advance to warehouse
	From:
	To:
	Capital Convention Contractors  153Northboro Road-Suite6 Southborough, MA01772
	Show: School Nutrition Association of MA
	Fall Conference
	Booth# Carrier Piece #
	of

	LATE TO WAREHOUSE CHARGES APPLY AFTER:
	October 6, 2026
	Use these labels only if shipping in advance to warehouse
	From:
	To:



	Capital Convention Contractors
	153Northboro Road-Suite6 Southborough, MA01772
	Show: School Nutrition Association of MA
	Fall Conference
	Booth# Carrier Piece #
	of
	LATE TO WAREHOUSE CHARGES APPLY AFTER:
	October 6, 2026
	exhibitor, or by any other shipper on behalf of the exhibitor, shall be construed as an acceptance by such exhibitor (and/or other shipper)ofthetermsand conditions set forth in this bulletin.
	NOTE: Please review the Liability and Insurance Bulletin. The consignment or delivery of a shipment to Capital Convention Contractors, Inc., by an
	From:
	Use these labels only if shipping Direct to Show Site
	To:
	c/o



	Capital Convention Contractors  DCUCenter  50FosterSt  Worcester, MA 01608
	Show: School Nutrition Association of MA
	Fall Conference
	Booth# Carrier Piece #
	of
	DELIVERY DATE: October 13, 2026 ONLY
	From:
	Use these labels only if shipping Direct to Show Site
	To:
	c/o


	Capital Convention Contractors
	DCUCenter
	50FosterSt
	Worcester, MA 01608
	Show: School Nutrition Association of MA
	Fall Conference
	Booth#
	Carrier
	Piece #
	DELIVERY DATE: October 13, 2026 ONLY
	of
	From:
	Use these labels only if shipping Direct to Show Site


	Capital Convention Contractors
	DCUCenter
	50FosterSt
	Worcester, MA 01608
	To:
	c/o
	Show: School Nutrition Association of MA
	Fall Conference
	Booth# Carrier Piece #
	of
	DELIVERY DATE:
	October 13, 2026 ONLY
	From:
	Use these labels only if shipping Direct to Show Site
	To:
	c/o



	Capital Convention Contractors
	DCUCenter
	50FosterSt
	Worcester, MA 01608
	Show: School Nutrition Association of MA
	Fall Conference
	Booth# Carrier Piece #
	of
	DELIVERY DATE: October 13, 2026 ONLY
	exhibitor, or by any other shipper on behalf of the exhibitor, shall be construed as an acceptance by such exhibitor (and/or other shipper)ofthetermsand
	NOTE: Please review the Liability and Insurance Bulletin. The consignment or delivery of a shipment to Capital Convention Contractors, Inc., by an

	School Nutrition Association of MA Fall Conference
	DCU Center
	50 Foster St
	Worcester, MA 01608
	October 14, 2026

	MOVE OUT GUIDE – Page 1
	Please review both pages of this Move Out Guide to answer any questions you may have
	about the breakdown at the end of the show. Dismantling may NOT take place prior to the
	close of the show.
	PAYMENT
	All accounts must be paid prior to move out. If you have not provided us with the credit card authorization form, please do so prior to the conclusion of the event. There is no billing of
	services.

	RETURNING OF EMPTY CONTAINERS
	Proceeding at the close of the show, we will begin the process of returning your empty
	containers to your booth for those exhibitors who have stored them with us. This process
	may take up to an hour depending on the number of exhibitors. Please keep all aisles clear
	to enable us to complete this process in an expeditious manner.

	OUTBOUND SHIPMENT OPTIONS (3)
	1-All exhibitors planning to ship-out freight using Capital Convention’s show carrier ABF must:
	1. Visit the Capital Conventions Exhibitor Service Desk to obtain a Bill of Lading and
	shipping labels.
	2. The Bill of Lading must be completed (all grey shaded sections are required).
	3. Once all your freight items are packed, taped and properly labeled, please bring the
	completed Bill of Lading to the Capital Conventions Service Desk. DO NOT leave the Bill of Lading at your booth.
	4. Please leave all freight at your booth – see the note below for small/valuable items.
	2-All exhibitors planning to ship-out freight using an alternative carrier must:
	1. Contact your shipper prior to the close of show to arrange for a pick-up. The shipper
	must check in with Capital Conventions by: October 14, 2026 5:00 PM.
	2. Visit the Capital Conventions Service Desk to obtain a Bill of Lading.
	3. The Bill of Lading must be fully completed (all grey shaded sections are required).
	4. Once all your freight items are packed, taped and properly labeled, please bring the completed Bill of Lading back to the Capital Conventions Service Desk. DO NOT leave the Bill of Lading at your booth.
	5. Please leave all freight at your booth – see the note below for small/valuable items.
	continued


	School Nutrition Association of MA Fall Conference
	DCU Center
	50 Foster St
	Worcester, MA 01608
	October 14, 2026

	MOVE OUT GUIDE – Page 2
	3-Exhibitors using UPS or FedEx for outbound shipping must:
	1. Contact UPS or FedEx prior to the close of show to arrange for a pick-up. The
	shipper must check in with Capital Conventions by: October 14, 2026 5:00 PM. Note that FedEx Ground pickups CANNOT be called in the same day as the pickup. You must call the day prior to schedule the pickup.
	2. Exhibitors must supply their own prepaid FedEx or UPS labels.
	3. Visit the Capital Conventions Service Desk to obtain a Bill of Lading.
	4. The Bill of Lading must be fully completed (all grey shaded sections are required).
	5. Once all your freight items are packed, taped and properly labeled, please bring the
	completed Bill of Lading back to the Capital Conventions Service Desk. DO NOT
	leave the Bill of Lading at your booth.
	6. Please leave all freight at your booth – see the note below for small/valuable items.
	Please Note: If your carrier fails to show up for your shipment, Capital will either re-route
	your shipments via ABF or bring your shipments back to our warehouse. Return to
	warehouse charges will apply.

	REMEMBER:Smalland/orvaluableitems should not be left unattended duringtheoftenhecticmoveoutprocess. Please be sure to remove or securetheseitems!Ifyouareconcerned about leaving small items in yourbooth,pleasebringthemtotheCapital Service desk at Move-Out.
	Thankyou!
	Official Transportation Provider
	viatheABFFreight network
	Let ArcBest® make your next trade show the
	easiest you have attended!
	We have over 100 years of experience in the freight industry and a dedicated Trade Show division

	with service through North America through the ABF Freight® network.
	Choose guaranteed, expedited shipping solutions –air or ground – with special discounted rates for
	your inbound and outbound shipments.
	For personalized quotes, please call


	80 0.654.7019
	Our Services Include:
	Priority handling of your inbound and outbound shipments
	Guaranteed expedited air and ground services
	LTL ground transportation
	International transportation
	Trust your important trade show shipment to the leader in exhibition
	transportation services

	REQUEST
	FOR
	INFORMATION
	ArcBest® Trade Show Shipping
	SHIPPER INFORMATION
	FREIGHT INFORMATION
	ADDITIONAL INFORMATION
	If you are faxing this form, please print a copy, complete the requested
	information, and then fax to 479.785.8701.
	If you are completing electronically, you can either print and fax your request or click on
	the submit button to send your request to one of our Trade Show specialists.
	ArcBest • Trade Show Shipping • P.O. Box 10048 • Fort Smith, AR 72917-0048
	SUBMIT


	800-654-7019
	DCU CENTER LINK FOR ONLINE ORDERING
	https://www.dcucenter.com/event-planning/exhibitor-services1/


