
Dear Exhibitor,

Welcome to the 3rd Annual Landscape Architects’ Expo! 

The information provided in this manual can help save you time and money, so please read 
it carefully and note the important deadlines and show regulations. Make sure you place any 
necessary orders early so that you may take advantage of the discounted rates provided by the 
decorator, electrical and lead retrieval companies. Please do not wait until the day of the show to 
order your electricity, internet, etc. 

We are using a non-union decorator, which enables you to save on your exhibiting costs. We have 
also made a forklift available (for the first 15 minutes) for all exhibitors to use.

All of the forms, rules and regulations, information for exhibiting, as well as travel and hotel 
information are included in this Exhibitor Service Manual.

Please make sure that all staff members coordinating your participation know that the entire
Exhibitor Service Manual is available at LandscapeOnline.com click any LAX logo that will be 
directed to LAX event page (see Exhibitor tab).  

Book your hotel early and take advantage of the discounted block rates. This year
we have negotiated good rates at four hotels! A perfect time to book a romantic Valentine’s day 
weekend! Have a little fun in Long Beach! 

A Certificate of Insurance is a mandatory requirement for all exhibitors.  Please forward a current 
copy as soon as possible with the current and correct information.

We are dedicated to making this year’s event a tremendous success and look forward to working 
with you in the years ahead!
 
Sincerely,

George Schmok
Producer
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For Additional Questions or Concerns
714-979-5276 ext. 130 vkostich@landscapeonline.com

Thank You for Exhibiting at the 2014 Landscape Architects’ Expo!
Personnel Registration for The Landscape Architects’ Expo is Free of Charge.  

Please complete this form and fax 
to 714-434-3862 by January 29th, 2014

Badges will be available for pick up at the expo

EXHIBITOR PERSONNEL REGISTRATION FORM

14771 Plaza Drive, Suite “M” Tustin, CA 92780 · 714-979-5276 ext. 130 · FAX: 714-434-3862

*Company Name: ____________________________________________________________

Representative’s First Name Representative’s Last Name Email
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All Exhibits must be complete by 8:00 pm on Wednesday Febru-
ary 12, 2014. If an exhibitor fails to install in its assigned space 
by that time, LCI reserves the right to take possession of the 
space and no refund will be provided to the exhibitor.

Move - Out Hours:
Friday, February 14 		      3:00 pm - 9.00 pm

Early teardown is not allowed. All members of the public must be 
out of the hall before vehicles are allowed to enter for teardown. 
All exhibits must be removed from the Long Beach Convention 
Center by 9:00 p.m. Friday, February 14, 2013.  All exhibitor dis-
plays or materials left in booths after this time will be packed and 
shipped at the discretion of show management, and all applicable 
service charges will be applied to the exhibitor.

Exhibitor Badges:
Please register your booth staff in advance to save time using the 
Staff Registration Form in this exhibitor manual and fax to: 
(714) 434-3862.

The exhibit booth staff can pick up their badges at the Exhibitor 
Registration Counter from 11:00 a.m. - 8:00 p.m. on Wednesday, 
February 12, 2014 or at 8:00 a.m. on February 13 and Friday, 
February 14, 2014.

Important Contact Information:
  
Decorator:	 EZ Rents – (909) 624-1697

Electrical:	 Edlen Electrical – (714) 985-1480

Audio Visual:	 Projection Presentation – (562) 499-7546

Lead Retrieval:	 Expo Badge – (800) 490-9941

Indoor Booth Sizes
Inline 10’ x 10’ and end caps are draped
10’ x 20’ and larger booths are floor marked 
only.

Parking:
Parking is $10.00 per vehicle.
Oversized vehicles are $20.00.

Payment Terms/ Cancellation 
As stated in your contract, all booths must 
be paid for before exhibiting. 50% of cost 
is due immediately by Exhibitor as deposit 
upon receipt of invoice. Full payment is due 
90 days of invoice date or August 15, 2014. 
All deposits made are non-refundable. All 
payments made are non-refundable after 
January 1, 2014.

Seminar Hours:
Wednesday, February 13, 2014
1.5 hour seminars are scheduled
between 9:00 am - 5:00 pm

Thursday, February 14, 2014
1.5 hour seminars are scheduled
between 9:00 am - 5:00 pm

Registration Hours:

Registrations for both days are:
8:00 am - 3:00 pm

For Additional Questions or Concerns:
Contact: Cheryl Raver
(714) 979-5276 Ext.142
laxinfo@landscapeonline.com

Show Dates and Hours
Thursday, February 13 	 9:00 am - 3:00 pm
Friday, February 14 		  9:00 am - 3:00 pm

Move - In Hours:
Wednesday, February 12 		  8:00 am - 8:00 pm



Where Can I Find Information Regarding  
Seminars?

Visit LandscapeOnline click any LAX logo to enter 
the Expo homepage. (see “Educational Programs” tab) 
All information regarding seminars will be on Educa-
tional Program page.

Is There A Current List of Exhibitors?

Visit LandscapeOnline click any LAX logo to enter 
the Expo homepage. A list will be provided under 
“Exhibitor” tab.

Who Can I Contact For Assistance With My Booth?

All inquiries related to booth setup, (for example, 
cleaning services, banner hanging or furniture  
requests) should be directed to the official  
show decorator:
EZ Rents - (909) 624-1697

If you need electricity, please contact
Edlen Electrical - (714) 985-1480

For Lead Retrieval, please contact
Expo Badge - (800) 490-9941

All other questions should be directed to:
(714) 979-5276 Ext. 141

Are Any Discounted Hotel Rates Available?

A special block booking has been arranged at the 
Hyatt Regency Long Beach. This discounted rate will 
only be available until January 10, 2014. Refer to the 
Hotel & Travel section of this manual for  
additional information.

How do I register for an EXPRESS badge?

Please fill out the Exhibitor Registration Form that is 
found in the Forms section and fax to (714) 434-3862.

Can I get on the Internet at the show?

You can order your own Internet connection for your 
booth, but do this before the early bird deadline date. 
Smart City - (888-446-6911)

Can I use the same email address to register  
everyone for my company?

No. It is preferable to use a separate email address for 
each person, as that way you will get your own  
confirmation that you have been registered.

If I bring my family to Long Beach, what is there to 
do in the area?

Check out http://www.visitlongbeach.com. There are 
so many interesting things to do in Long Beach, visit 
the Queen Mary, go to the beach, or check out the 
Aquarium.  Even Disneyland and Knott’s Berry Farm 
are only a few miles away.

Move in and out procedures and large  
exhibits/vehicles

If you have a large exhibit/vehicle, please fill out the 
necessary form in the Forms section. We have to be 
able to plan to get the larger equipment/vehicles in 
the show first, before the other smaller exhibits arrive, 
otherwise we will have to dismantle booths to fit  
you in.

For Additional Questions or Concerns:
Contact: Cheryl Raver
(714) 979-5276 Ext.142
tleinfo@landscapeonline.com

FAQ’s
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Certificate of Insurance:
Exhibitors must maintain Commercial General Liability and Blanket Contractual Liability insurance. The limits for bodily injury and property 
damage combined shall be at least $1,000,000. Certificates of insurance stating such limits shall also provide the policy may not be cancelled without 
15 days advance written notice to LCI. All property of the Exhibitor is understood to remain in its custody and control in transit to or from the 
confines of the exhibit hall, subject to the Official Rules and Regulations on Exhibit Space Contract Expo and/or Institute Exhibiting companies 
must provide certificates of insurance evidencing the required insurance coverage. This coverage must be in effect February 12, 2014 through  
Febraury 14, 2013 for the Expo.

LCI must be named as an additional insured on certificate. These certificates must be provided to LCI prior to exhibiting in either event. Failure to 
provide said certificates will cause the exhibitor to be prevented from exhibiting at either event and said exhibitor shall forfeit all monies paid 
for said event.

The following information must be provided to LCI BEFORE you exhibit. Please either fax your certificate to 714-434-3862 or mail a copy to  
LCI, 14771 Plaza Drive, Suite M, Tustin, CA 92780. Please see example of the Certificate of Liability below.

John Doe John Doe

Location:  Long Beach Convention Center, CA
Certificate Holder:  Landscape Communications, Inc. (LCI) is named as additional insured
14771 Plaza Drive, Suite M
Tustin, CA 92780

Landscape Communications, Inc. (LCI)  
14771 Plaza Drive, Suite M
Tustin, CA 92780

Insurance Agency 
Address 
City, State, Zip

Vendor / Exhibitor 
Address 
City, State, Zip

Date

Insurance Carrier

Phone # Number

ABC123

ABC123

ABC123

Date

Date

Date

Date

Date

Date



Thank you for your registration for The Landscape Architects’ Expo scheduled to occur on February 13th and 
14th.

As a standard requirement of all of our show exhibitors, it is necessary for you to provide proof of general 
liability coverage from an insurance company in good standing with minimum policy limits of $1,000,000 per 
occurence and $2,000,000 in all.  If you do not have this coverage in place, we have made arrangements for 

Proof of alternative coverage, satisfying these minimums, or secured coverage through the link provided 
above must be in place prior to your scheduled move-in date.  You will not be allowed to move-in/exhibit 
without proper insurance coverage in place.

Please feel free to contact me with any questions.

Sincerely,

Show Management
The Landscape Architects’ Expo – Long Beach (LAX)

Landscape Communications, Inc.
14771 Plaza Drive, Suite M
Tustin, CA 92780
714-979-5276 (ph)
714-979-3543 (fx)

https://www.TotalEventInsurance.com/app/Customer/ExhibitorAnnual.aspx?eid=XwoUiKb9xio$
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SHOW HOURS: February 13th & 14th  9:00 am - 3:00 pm

EXHIBlTOR MOVE-lN: February 12th  8:00 am - 8:00 pm

EXHlBlTOR MOVE-OUT:  February 14th  3:00 pm - 9:00 pm

YOUR  FREIGHT IS FORCED OFF SHOW FLOOR ON: February 14th, 2014 9:00 PM

YOUR BOOTH SPACE INCLUDES:
	 8’ Black and White Backwall Drape
	 3’ Black & Ivory Siderail Drape
	 Complimentary 15 Minute Forklift Will Be Provided During Load In and Load Out. You must BE 
	 PRESENT to receive this service or you will be charged drayage (see material handling form below). 
	 If you are not paying drayage fees any pallets left on show floor will be charged a storage fee of 
	 $20 per skid.

PLEASE NOTE DEADLINE DATE TO ORDER SERVICES AT DISCOUNT RATES: October 8th, 2013

EZ RENTS
440 E. BONITA AVE. POMONA CA 91767 909-624-1697 FAX: 909-626-6589

email: julio@sprezrents.com

Exhibitors Information Packet
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A Message from the Decorator
E Z Rents has been selected as The Official Service/Drayage contractor for the 2014 Landscape Architects’ 
Expo being held at the Long Beach Convention Center on February 13th and 14th. We welcome the 
opportunity to assist you in every way possible to ensure a successful presentation.

This exhibitor kit contains important information regarding the show. Please review all the information that is 
included in this exhibitor kit. If there is another service you may need, please feel free to call us.

SPECIAL NOTES
To keep the appearance of the show; no Velcro, pins, hooks, tape, staples, or any like matter will be permitted to 
hang through, from or on the drape.

DISCOUNT PRICING

For DISCOUNT PRICES, full payment MUST be included with your advance order. All deadlines are 
indicated  at the top of each order form. Please  note in order to receive DISCOUNT PRICING. The deadline 
for discount pricing is January 8th, 2014.

SHIPPING INFORMATION

All shipping information including shipping dates and times for advance warehouse and direct shipping can be 
found with the Material Handling Order Form. Please review these dates and times accordingly.
E Z Expo Services realizes that exhibiting in a convention can be complicated and confusing. Therefore, please 
read all materials carefully. If you should need further assistance or additional information not
covered in the exhibitor kit, please contact us at (909) 624-1697.

We look forward to serving you.

The Staff at
EZ Rents

EZ Rents
440 E. BONITA AVE. POMONA CA 91767
909-624-1697  FAX: 909-626-6589
email: julio@sprezrents.com



Frequently Asked Questions

MOVE-IN & MOVE-OUT PROCEDURES

EZ Rents

Company Name ____________________________________________________ Booth # _______________

Exhibit Move-in Procedures:

	 • Please refer to the Material Handling Sheets for:
		  1. Advance & Direct Shipments
		  2. Proper labeling for Advance and Direct Shipments
		  3. Dates & Times
		  4. Advance shipments will be delivered directly to your booth; ready for you to begin set up.
		  5. Direct shipments will be delivered to your booth when they are received.

	 • Please refer to the front page for move in dates & times
		  1. E Z Expo employees will unload commercial freight haulers as well as exhibitor private vehicles from
		      8:00am – 4:30 pm on dates specified.
		  2. To avoid overtime charges; remind drivers that they should be in line before 2:00 pm in order to be 
		      unloaded by 4:30 pm.

Exhibit Move-out Procedures:

Upon show closing, the aisle carpet will be rolled and removed allowing forklifts to return all empty crates and 
storage materials to the booths.

	 • Bill of Ladings for outbound shipments via your choice of carrier:
		  1. Please have your carrier arrive in plenty of time to have your freight loaded before the deadline
		  2. Have your driver check in at the check- in area
		  3. When you are completely packed and ready to go; please turn in a Bill of Lading at the Service Desk

	 • For Exhibitors with privately owned vehicles who cannot hand carry all booth materials:
		  1. When all materials are packed up and ready to go drive your vehicle to the loading dock check-in area
		  2. You will receive your outbound paperwork once you are at the loading dock ready for loading
		  3. Once in line, DO NOT leave your vehicle unattended at any time. If you do, your vehicle will be towed.

	 • For Exhibitors with Company or Rented Trucks:
		  1. When you are completely packed and ready to go; please go to the service desk to receive a Bill of Lading 
		      to be filled out
		  2. Once the Bill of Lading is filled out; you will be directed to the loading dock where you will be loaded in
		      the order you were processed
		  3. Once in line, DO NOT leave your vehicle unattended at any time. If you do, your vehicle will be towed

If your booth materials are not completely packed up and ready to be loaded when the Teamster arrives at your booth, you will be 
politely asked to go to the end of the line.

ALL EXHIBIT MATERIALS MUST BE REMOVED BY: February 14th by 9:00PM
At this time, E Z Expo Services will re-route your freight via the house carrier at the exhibitors’ expense.

No vehicles of any type will be allowed to park on the loading dock without permission.
No vehicles will be allowed to drive into buildings without prior permission from Show Management.



PAYMENT FORM
Must be included with all orders.

EZ Rents
440 E. BONITA AVE. POMONA CA 91767
909-624-1697 · FAX: 909-626-6589
email: julio@sprezrents.com

Company Name: ______________________________________________________ Booth # ______________
Contact Name: _____________________________________________________________________________
Address: __________________________________________________________________________________
City / State / Zip: ___________________________________________________________________________
Phone # ________________________________________Fax # ______________________________________

	 • This form must be completed and enclosed with all order forms and on file with E Z Expo Services prior to any
	    service(s) being performed regardless if another form of payment is being used.

	 • Cancellation Policies: Please note cancellation policies on the various forms.

	 • In order to receive DISCOUNT PRICING full payment must be included with order form! If paying by check; make
	    payment in U.S. funds drawn on a U.S. bank. If paying by credit card; please fill out the enclosed authorization form.

	 • Customer is responsible for loss or damage to equipment.

	 • For your convenience, we will use this authorization to charge your credit card for any additional amounts incurred as a
	    result of show site orders placed by you or your representative for this event.

	 • ALL ACCOUNTS MUST BE SETTLED AT OUR SERVICE DESK PRIOR TO THE OPENING OF SHOW.

	 • THERE WILL BE NO CREDITS ISSUED UPON COMPLETION OF SHOW.

Amount Enclosed $_____________ Amount to be charged to Credit Card $________________

If paying by Check, please fill out the following information:

Check Number: ________________ Drivers License Number:____________________________________

Address: ____________________________________________________________________________________________________
 
City: _________________________________________________________ State: ______________ Zip Code: __________________ 

-----------------------------------------------------------------------------------------------------------------------------------------------------
If paying by Credit Card, please provide the following information:

Credit Card Number: __________________________________________________________________________________________
 
Please Check: ___AMERICAN EXPRESS ___MASTERCARD ___VISA      CVC Code _________________ 

Expiration Date: ______________ Name as it Appears on Card _________________________________________________________

Authorized By: ______________________________________ Cardholder’s Signature:______________________________________

Cardholders Billing Address: ____________________________________________________________________________________

City: _____________________________________________________ State: ________ Zip Code: ____________________________



PAYMENT FORM
Must be included with all orders.

EZ Rents
440 E. BONITA AVE. POMONA CA 91767
909-624-1697 · FAX: 909-626-6589
email: julio@sprezrents.com

Company Name: ______________________________________________________ Booth # ______________

Tables & Counter Tables	Discount	 Floor	 Quantity	 Total
4 ft. undraped table	 $25.00	 $35.00		  ________	 ___ Black	 ___ Red
6 ft. undraped table	 $35.00	 $45.00		  ________
8 ft. undraped table	 $45.00	 $55.00	 ________	 ________	 ___ Blue	 ___ White
 
4 ft. draped table	 $65.00	 $85.00	 ________
6 ft. draped table	 $75.00	 $95.00	 ________
8 ft. draped table	 $85.00	 $105.00	 ________

4th sided table skirt	 $20.00	 $25.00	 ________

4 ft. undraped counter table	 $35.00	 $45.00	 ________
6 ft. undraped counter table	 $45.00	 $55.00	 ________	 Price includes top covered in white
8 ft. undraped counter table	 $55.00	 $65.00	 ________	 plastic and 3 sides draped

4 ft. draped counter table	 $75.00	 $95.00	 ________	
6 ft. draped counter table	 $85.00	 $105.00	 ________	 Tables: 30” W x 30” H
8 ft. draped counter table	 $95.00	 $115.00	 ________	 Counter Tables: 30” W x 42” H

4th side counter skirt	 $30.00	 $35.00	 ________

Round Table	 $85.00	 $125.00	 ________

Chairs				  
Black bar stool	 $30.00	 $45.00	 ________
Padded Arm Chair	 $35.00	 $50.00	 ________
Folding Chair	 $8.00	 $12.00	 ________
Padded Counter Stool	 $40.00	 $55.00	 ________
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Accessories		  Discount	 Floor	 Quantity	 Total
Backwall Drape (8 ft.high)		  $3.00 per foot	 $6.00 per foot	 ________	 ________
Chrome Sign Frame Holder (22” x 28” x 5H)	 $30.00	 $45.00	 ________	 ________
Crossbar / Spreader		  $15.00	 $20.00	 ________	 ________
Display Case Lock		  $30.00	 $45.00	 ________	 ________
Easel		  $25.00	 $35.00	 ________	 ________
Glass Bowl		  $15.00	 $20.00	 ________	 ________
Garment Rack (5’ H x 5’ H)		  $35.00	 $50.00	 ________	 ________
Peg Board (4’ x 8’ Vertical / Horizontal)	 $85.00	 $125.00	 ________	 ________
Stanchions with 8 ft. chain		  $25.00	 $40.00	 ________	 ________
Side Rail Drape (3 ft. high)		  $2.00 per foot	 $4.00 per foot	 ________	 ________
Tack Board (4’ x 8’)		  $85.00	 $125.00	 ________	 ________
Ticket Tumbler (Large 21”w x 15”R)	 $25.00	 $50.00	 ________	 ________
Upright with Base		  $10.00	 $15.00	 ________	 ________
Wastebasket		  $8.00	 $12.00	 ________	 ________
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
All items canceled will be charged at 50% of original price after move-in begins and 100% of original 
price after E Z installs. Prices include installation, rental, and removal.

SUBTOTAL FURNITURE RENTAL ORDER FORM $__________________
_____ Yes, I have completed and enclosed along with this order the Payment Policy Form.



Deadline for discount: 2/5/14



Deadline for discount: 2/5/14



Deadline for discount: 2/5/14

2/5/14
2/5/14 8:00 am - 6:00pm

2014 Landscape Architects’ Expo 







Deadline for discount: 2/5/14



Deadline for discount: 2/5/14



Outbound Material Handling 
	
  
	
  
E Z EXPO SERVICES 
440 E. BONITA AVE. POMONA CA 91767 
909-624-1697  FAX: 909-626-6589 
email: julio@sprezrents.com 

	
  
	
  
	
  
	
  
Company Name    Booth #    

	
  
	
  

Please fill out Outbound Shipping Information below. 
	
  
	
  

Ship To: 
	
  
	
  
	
  
	
  
	
  
	
  
	
  
Exhibitor’s Carrier:   

	
  
	
  
	
  
	
  

The exhibitor is responsible to schedule a pick up when using their own 
carrier. Please make sure that the carrier is scheduled to pick up before the 
scheduled force time. 

	
  
	
  
	
  
	
  

Date                                   Time                                         
	
  
	
  

Please fill in the date and time that you have scheduled your carrier to 
pick up your shipment. 

	
  
	
  
	
  
	
  
	
  

IMPORTANT 
	
  
ALL FREIGHT MUST BE PICKED UP BY 9:00 PM ON February 14th OR WILL BE 
SUBJECT TO FORCED REMOVAL AT EXHIBITOR’S EXPENSE. 















1/14/14 1/14/14
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