
Wisconsin Expo, Inc. 

N113 W18750 Carnegie Drive │ Germantown, WI 53022 

Phone: 262-670-1300 │ Email: orders@wi-expo.com 

Dear Exhibitor: 

Welcome to ACTE’s National Work-Based Learning Conference! 

Your show will be held at the Baird Center, in Milwaukee on May 2-3, 2024. 

As your official exhibitor service contractor, our goal is to provide support as well as booth necessities! 

The following service packet includes forms detailing the variety of services we can provide. 

Show Management provided equipment for your tabletop exhibit: 

• 1 - 2’ x 6’ x 30” high table skirted

• 2 - padded stack chairs

*No substitutions will be accepted for the provided list above.

Wisconsin Expo optional equipment and services available to order: 

• Advance to Warehouse Facility Freight Order Form

• Advance Warehouse Freight Shipping Labels

• Direct to Show Freight Order Form

• Direct to Show Freight Shipping Labels

• Outbound Shipping Procedure

• Blank Bill of Lading

• Payment Authorization Form

Wisconsin Expo, Inc. looks forward to meeting you at the show! 



This option allows you the flexibility to ship your materials, crates, cases, cartons, or skids well in advance of the event 

move-in dates. Your freight will be in your booth prior to general exhibitor move-in if payment has been received. 

Send form & payment to:  Wisconsin Expo, Inc.  

  N113 W18750 Carnegie Drive  Germantown, WI 53022 

 Phone: 262.670.1300  Email: orders@wi-expo.com 

Calculation: Category Qty of Pieces Weight 

200 lb Min Cat A 

Rate / 100 lbs Total Cost 

Shipment 1 lbs x =$ 

Shipment 2 lbs x =$

Total Due =$

**CWT stands for “per hundred weight”.  There is a 200-pound (lb) minimum for handling freight, regardless of how many 

pieces are in the shipment.  Ex:  If you ship freight weighing 98 lbs, you will be charged $207.80 ($103.90 x 2 cwt).   

If you ship 475 lbs, you will be charged $519.50 ($103.90 x 5 cwt). Always round your weight to the next 100 lbs.  If you 

ship freight with a total weight less than 30 lbs, you qualify for the “Small Package” rate as long as all your package’s total 

less than 30 lbs, are received on the same day from the same shipper and delivered by the same carrier.   

Example:  We receive 5 boxes (2 lbs each) totaling 10 lbs-you will be charged $140.75 ($65.95 for the 1st pkg and $18.70 

for each additional pkg). OT Rate = freight received after 3:30pm, DT Rate = freight received on the weekend. 

 

 

 

ADVANCE WAREHOUSE FREIGHT ADDRESS ADVANCE WAREHOUSE FREIGHT DEADLINES 

*Label each piece of your shipment(s) as follows:
FIRST ADVANCE FREIGHT DATE April 1, 2024 

TO: EXHIBITING COMPANY NAME & BOOTH #

c/o Wisconsin Expo, Inc.  

N113 W18750 Carnegie Drive 

Germantown, WI 53022 

ACTE’S NATIONAL WORK-BASED LEARNING 

CONFERENCE! 

LAST ADVANCE FREIGHT DATE April 26, 2024 

RECEIVING DOCK HOURS 
MONDAY – FRIDAY 

8:00 AM - 3:30 PM 

SHIPPING INFORMATION 

1. All shipments must be sent prepaid. Collect shipments will be refused.  Certified weight tickets are required for unloading.

2. No shipments will be received on weekends or holidays. Freight will be stored at the warehouse until the day of the event.

3. Please be advised that any shipments sent to the advanced warehouse after the deadline may be refused and redirected to the

direct shipping address (carriers such as UPS/Fed-Ex and van lines may not redirect shipments).

4. An additional $150 fee will be assessed to shipments received after the published dates and times listed.

5. Shipments received without receipts, freight bills or specified unit counts on the 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. Wisconsin Expo, Inc. will assume no liability for

such shipments. Consignment or delivery of a shipment to Wisconsin Expo, Inc., or its subcontractors by an Exhibitor or Shipper on

behalf of the Exhibitor will be construed as an acceptance by the Exhibitor of the freight terms, conditions and rates listed.

CHOICE DESCRIPTION RATE / 100 LBS RATE FOR 200 LB MIN 

A 
Cartons, Packages, Crated/Skidded shipments using common carrier: 

YRC, ABF, UPS, FedEx, Van Lines etc. 
$ 103.90/cwt** $207.80 

B 

Small Package - NOT EXCEEDING 30 LBS PER SHIPMENT:     

(Shipment totaling any number of pieces received on the same day, from 

the same shipper & delivered by the same carrier) 

$ 65.95 first 

carton 

Each additional carton = 

$ 18.70 

ADVANCE TO WAREHOUSE FACILITY 

FREIGHT ORDER FORM 

NAME OF EVENT:  ACTE’s Work-Based Learning Conference 

COMPANY NAME: BOOTH #: 

ADDRESS: CITY: STATE:  ZIP: 

PHONE: FAX:  EMAIL: 

ORDERED BY:  SIGNATURE:  DATE: 



       

 

Advance Warehouse Freight Shipping Labels 

WAREHOUSE 

TO: _________________________________________________ 
EXHIBITOR NAME 

WISCONSIN EXPO, INC.  

N113 W18750 CARNEGIE DRIVE 

GERMANTOWN, WI 53022 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

DEADLINE DATE: April 26, 2024 

WAREHOUSE 

TO: _________________________________________________ 
EXHIBITOR NAME 

WISCONSIN EXPO, INC.  

N113 W18750 CARNEGIE DRIVE 

GERMANTOWN, WI 53022 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

DEADLINE DATE: April 26, 2024 

WAREHOUSE 

TO: _________________________________________________ 
EXHIBITOR NAME 

WISCONSIN EXPO, INC.  

N113 W18750 CARNEGIE DRIVE 

GERMANTOWN, WI 53022 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

DEADLINE DATE: April 26, 2024 

WAREHOUSE 

TO: _________________________________________________ 
EXHIBITOR NAME 

WISCONSIN EXPO, INC.  

N113 W18750 CARNEGIE DRIVE 

GERMANTOWN, WI 53022 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

DEADLINE DATE: April 26, 2024 



Send form & payment to:  Wisconsin Expo, Inc.  

  N113 W18750 Carnegie Drive  Germantown, WI 53022 

 Phone: 262.670.1300  Email: orders@wi-expo.com 

Calculation: Category Qty of Pieces Weight 

200 lb Min Cat A 

Rate / 100 lbs Total Cost 

Shipment 1 lbs x =$ 

Shipment 2 lbs x =$

Total Due =$

**CWT stands for “per hundred weight”.  There is a 200-pound (lb) minimum for handling freight, regardless of how many 

pieces are in the shipment.  Ex:  If you are shipping freight weighing 98 lbs, you will be charged $196.24 ($98.12 x 2 cwt).  If 

you are shipping 475 lbs, you will be charged $490.60 ($98.12 x 5 cwt). Always round your weight to the next 100 lbs. 

If you are shipping freight with a total weight less than 30 lbs, you qualify for the “Small Package” rate as long as all your 

package’s total less than 30 lbs, are received on the same day from the same shipper and delivered by the same carrier.  

Example:  we receive 5 boxes (2 lbs each) totaling 10 lbs-you will be charged $140.75 ($65.95 for the 1st pkg and $18.70 for 

each additional pkg). OT Rate = freight received after 3:30pm, DT Rate = freight received on the weekend. 

DIRECT TO SHOW FREIGHT ADDRESS DIRECT TO SHOW FREIGHT DEADLINE 

*Label each piece of your shipment(s) as follows:

FIRST DIRECT TO SHOW FREIGHT DATE 
May 1, 2024 

12:00PM – 4:00PM 

TO: YOUR COMPANY NAME

BAIRD CENTER 

C/O WISCONSIN EXPO, INC. 

400 W WISCONSIN AVE 

MILWAUKEE, WI 53203 
LAST DIRECT TO SHOW FREIGHT DATE 

May 1, 2024 

12:00PM – 4:00PM 

SHIPPING INFORMATION 

1. All shipments must be sent prepaid.  Collect shipments will be refused.  Certified weight tickets are required for unloading.

2. Any shipments arriving prior to the first day of scheduled move in will be refused and returned to the local trucking terminal.

3. It is your responsibility to instruct your carrier of the proper dates and time for direct deliveries to the convention facility.

4. An additional $150 will be assessed to shipments received after the published dates and times listed.

5. Shipments received without receipts, freight bills or specified unit counts on the 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. Wisconsin Expo, Inc. will assume no liability for

such shipments. Consignment or delivery of a shipment to Wisconsin Expo, Inc., or its subcontractors by an Exhibitor or Shipper on

behalf of the Exhibitor will be construed as an acceptance by the Exhibitor of the freight terms, conditions and rates listed.

CHOICE DESCRIPTION RATE / 100 LBS 200 LB MIN 

A 
Cartons, Packages, Crated/Skidded shipments using common carrier: 

YRC, ABF, UPS, FedEx, Van Lines etc. 
$ 98.12/cwt** $196.24 

B 

Small Package - NOT EXCEEDING 30 LBS PER SHIPMENT:     

(Shipment totaling any number of pieces received on the same day, from 

the same shipper & delivered by the same carrier) 

$ 65.95 first 

carton 

Each additional carton = 

$ 18.70 

DIRECT TO SHOW FREIGHT 

ORDER FORM 

NAME OF EVENT:  ACTE’s Work-Based Learning Conference 

COMPANY NAME: BOOTH #: 

ADDRESS: CITY: STATE:  ZIP: 

PHONE: FAX:  EMAIL: 

ORDERED BY:  SIGNATURE:  DATE: 



     

    

  

SHOW SITE 

TO: _________________________________________________ 
EXHIBITOR NAME 

The Wisconsin Center 

c/o WISCONSIN EXPO, INC. 

400 West Wisconsin Ave 

Milwaukee, WI 53203 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

NOT BEFORE: May 1, 2024 

SHOW SITE 

TO: _________________________________________________ 
EXHIBITOR NAME 

The Wisconsin Center 

c/o WISCONSIN EXPO, INC. 

400 West Wisconsin Ave 

Milwaukee, WI 53203 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

NOT BEFORE: May 1, 2024 

Direct to Show Freight Shipping Labels 

SHOW SITE 

TO: _________________________________________________ 
EXHIBITOR NAME 

The Wisconsin Center 

c/o WISCONSIN EXPO, INC. 

400 West Wisconsin Ave 

Milwaukee, WI 53203 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

NOT BEFORE: May 1, 2024 

SHOW SITE 

TO: _________________________________________________ 
EXHIBITOR NAME 

The Wisconsin Center 

c/o WISCONSIN EXPO, INC. 

400 West Wisconsin Ave 

Milwaukee, WI 53203 

ACTE’s WORK-BASED LEARNING CONFERENCE 

BOOTH #: _______________ 

CARRIER: ______________________________________ 

NUMBER ___________ OF ____________ TOTAL PIECES 

NOT BEFORE: May 1, 2024 



Shipping Information 

If you need arrangements for delivery of packages and rental of any show supplies for your booth, please call or email 

Michelle at Wisconsin Expo, Inc. (orders@wi-expo.com or 262-670-1300 ext. 206).  

WI Expo is working with the Baird Center for this event to help make shipping back to your workplace easier than ever! 

No COD packages will be accepted. The Baird Center will not accept your Advance shipments.  

Please send your Advance shipments to: 

Wisconsin Expo, Inc. 

c/o ACTE’s WORK-BASED LEARNING CONFERENCE 

N113W18750 Carnegie Dr 

Germantown, WI 53022 

Use the attached Advance Shipping Labels to attach to your cartons/crates for us to deliver your cartons/crates to the 

correct booth.  

If you need to store empties, please contact a representative from WI Expo.  

Please read the instructions below for shipping directly from the Baird Center. 

Follow the steps below to make shipping a breeze 

If you are shipping FedEx or UPS, you will need to make sure that all your items are packed up and each of your cartons 

have UPS or FedEx shipping labels on them. You will also need to make sure you have a Bill of Lading (BOL) filled out. If 

you are shipping to multiple addresses, you will need to attach a BOL for each address. If you need a blank BOL, ask a WI 

Expo associate.  You or someone from your company will have to call your shipping carrier (FedEx or UPS) so they can get 

your package(s) on their schedule for pickup. The pickup address for the Baird Center is 400 West Wisconsin Ave, 

Milwaukee, WI 53203. Once the BOL and the labels are completed, take your BOL over to a WI Expo associate so they 

can make sure everything is complete. Once they review your BOL, follow their instructions to complete the shipping 

process.  

If you are shipping through other carriers, you will need to make sure that all your items are packed up and you have a 

shipping label attached to the shipment(s). You will also need to make sure you have a Bill of Lading (BOL) filled out. If 

you are shipping to multiple addresses, you will need to attach a BOL for each address. If you need a blank BOL, ask a WI 

Expo associate.  You or someone from your company will have to call your shipping carrier so they can get your crate(s) 

on their schedule for pickup. The pickup address for WI Expo, Inc. is N113W18750 Carnegie Dr, Germantown, WI 

53022. Once the BOL and the labels are completed, take your BOL over to a WI Expo associate so they can make sure 

everything is complete. Once they review your BOL, follow their instructions to complete the shipping process.  

Thank you! 

mailto:orders@wi-expo.com


Do not sign until all items are packed and ready to ship. Find a Wisconsin Expo team member or go to the Service Desk to turn in completed form. 

SHIP FROM SHIP TO 

Exhibiting Company:  Booth# Company Name: 

Show: Attention: 

Venue: Phone #: 

Address: Destination Address: 

City : State: Zip: City: State: Zip: 

Number of Separate Destinations:   1  2  3   4   OR MORE Special Instructions: 

Carrier: Scheduled Pick up Date: Scheduled Pick up Time: 

QTY DESCRIPTION OF ITEMS WEIGHT (lbs) 
Dimensions 

L x W x H 
FOR WI EXPO USE ONLY 

Crates (wooden) Exhibition Materials 
Dock #: 

Cartons (cardboard boxes) 

Fiber Cases/ Trunks 
Date/Time 

Loaded: Skids/Pallets 

Carpets (color____________________) 
Loaded by: 

Padded Display 

Machines 

Trailer #: 

Terms of Payment (check 

appropriate box) 

☐Prepaid ☐ Collect
TOTAL 

BILL FREIGHT CHARGES TO: Company Name: Contact Name:

Street Address: City: State: Zip: 

IN THE EVENT THE SHIPMENT HAS NOT BEEN PICKED UP BY THE SHOW DEADLINE, WISCONSIN EXPO, INC. IS AUTHROIZED TO: 

☐ 1)  Use carrier of Wisconsin Expo’s choice to provide transportation and charge your credit card, or invoice according to Wisconsin Expo payment policy.

☐ 2) Return shipment to warehouse, assess all associated charges and charge credit card, or invoice according to Wisconsin Expo’s payment policy.

(FAILURE TO SELECT AN OPTION WILL RESULT IN ROUTING AT WISCONSIN EXPO’S DISCRETION. ALL APPLICABLE TRANSPORTATION CHARGES WILL APPLY)

By receiving this bill of lading Wisconsin Expo assumes no responsibility for shipments left in booth by the exhibitor. All materials are subject to final count and 

correction at the time of actual removal from booth. Wisconsin Expo assumes no responsibility for misdirected shipments because of old shipping labels which 

remain on containers. It is the shipper’s responsibility to state the National Motor Freight Classification Commodity Description; otherwise, the shipment shall be 

described as Exhibition Materials. 

RECEIVED, subject to the classifications and tariffs in effect on the date of the issue of this Bill of Lading, the property described above in apparent good 

order, except as noted (contents & condition of contents package unknown), marked consigned, and destined as indicated above, which said carrier (the word 

carrier being understood throughout this contract as meaning any person or corporation in possession  of the property under the contract) agrees to carry to its 

usual place of delivery as said destination. If on its own route, otherwise to deliver to another carrier on the route to said destination. It is mutually agreed, as to 

each carrier of all or any of said property over all or any portion of said route to destination, and as to each party at any time interested in all or any of said property, 

that every service to be performed hereunder shall be subject to all the terms & conditions of the Uniform Domestic Straight Bill of Lading set forth (1) in Uniform 

Freight Classification in effect on the date hereof, if this is a rail or rail-water shipment, or (2) in the motor carrier classification or tariff if this is a motor carrier 

shipment. Shipper hereby certifies that he is familiar with all the terms & conditions of the said bill of lading, set forth in the classification or tariff which 

governs the transportation of this shipment, and the said terms & conditions are hereby agreed to by the shipper and accepted for himself and his 

assigns.  

Payment Policy: We accept checks (payable to Wisconsin Expo, Inc.) or credit cards for payment. Please complete the information below and send the 

completed information to Wisconsin Expo’s office, payments must accompany orders. No credit will be given after close of event on items or services ordered, 

but not received. 

SHIPPER SIGNATURE:  

This is to certify that the above-named articles are properly packaged, marked, 

and labeled, and are in proper condition for transportation according to 

applicable international and national government regulations.  

X___________________________________________________________________________________ 

Print Name_______________________________________________Date:_________________ 

CARRIER SIGNATURE: 

X_______________________________________________________________________________ 

Print Name_______________________________________________Date:_________________ 

SEE OUTBOUND SHIPPING PROCEDURE for further instructions.  You must complete a bill 

of lading for each outbound separate destination. At the close of the show, exhibitors must 

find a Wisconsin Expo member or go to the Service desk and sign each bill of lading prior to 

leaving the show. All bills of lading can be submitted via email at orders@wi-expo.com. 

mailto:orders@wi-expo.com


Send form & payment to:  Wisconsin Expo, Inc.  

  N113 W18750 Carnegie Drive  Germantown, WI 53022 

 Phone: 262.670.1300  Email: orders@wi-expo.com 

Please fill out the Credit Card information below or you may send a check made out to Wisconsin Expo, Inc. 

Mail the check to our Germantown, WI address above. 

Thank you for your business-we appreciate it very much! 

Email:  orders@wi-expo.com 

SHOW NAME:  ACTE’s WORK-BASED LEARNING CONFERENCE 

SHOW DATE(S):   MAY 2-3, 2024 

     Company Name: ________________________________________________________   Booth #:__________________________ 

     Billing Address: _______________________________________________________________________________________________  

     City: _________________________________________________State: _____________________   Zip: _______________________ 

     Phone:  ____________________ Fax:_______________________ Email: ________________________________________________ 

       American Express                  MasterCard                      Visa 

     Card Number:  _______________________________________________________ Expiration Date:   ________   / _________ 

 3 Digit Card Security Code:  _____________________ (MasterCard and Visa)    back of card 

     4 Digit Card Security Code: ______________________ (American Express)         front of card 

    Cardholder’s Address (if different than above): _____________________________________________________________ 

     City: ___________________________________________________State:_____________________ Zip: ________________________ 

     Cardholder’s Name (print):   __________________________________________________________________________________ 

     Cardholder’s Signature:        __________________________________________________________________________________ 

INCLUDE THIS WISCONSIN EXPO 

PAYMENT AUTHORIZATION FORM 

WITH YOUR ORDER  

PAYMENT AUTHORIZATION FORM 

mailto:orders@wi-expo.com


 

 

 

Dear Exhibitor,  

 

Welcome to ACTE’s National Work-Based Learning Conference 2024. As owners and operators 

of three of downtown Milwaukee’s largest venues, the Wisconsin Center District (WCD) is 

proud to welcome you to the city we love for a terrific event. 

 

As you prepare to exhibit in the Baird Center, please reference the Exhibitor Ordering Kit for all 

services, pricing and information you may need before you arrive.  

 

We are pleased to feature an easy-to-use, online ordering process. The tiered pricing structure 

offers incentives for early orders and worry-free installation. The online store can be found at 

ACTE Exhibitor Store.  

 

The online store will be available on the below dates: 

Advanced Pricing: February 1, 2024 

Standard Pricing: April 1, 2024 

Floor Rates: April 18, 2024 

 

WCD venues are recognized for providing superb, captivating, and buzzworthy experiences, 

which starts with providing best in class service and support. If you have any additional 

questions do not hesitate to reach out to our team at ExhibitorSvc@wcd.org. 

 

All the best, 
 

Marty Brooks 

President and CEO 

Wisconsin Center District 

 

https://exhibitors.venueops.com/exhibitorStore/account-1521-A/exhibition-3567-A
mailto:ExhibitorSvc@wcd.org


 

   

 
 Exhibitor Ordering Kit 

https://bairdcenter.com/exhibitor-information/ 
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Welcome 
 

As owners and operators of three of downtown Milwaukee’s largest venues, the Wisconsin Center District 
(WCD) is proud to welcome you to the city we love for a terrific event in the Baird Center, Miller High Life 
Theatre or UW-Milwaukee Panther Arena.  

 

The WCD staff works within the framework of three driving pillars: Be Bold. Be Proud. Be Experience 
Obsessed. These phrases guide everyday actions and decision making, empowering our staff to make the 
best decisions possible for all clients, guests, attendees, customers, vendors and exhibitors. That means 
that from ordering to execution, any WCD staff member is available to answer questions and provide the 
best possible exhibitor experience.  

 

We are pleased to feature an easy-to-use online ordering process. This Exhibitor Kit is designed to 
provide information about all of the services available, making planning and ordering easy.  

 

Each service selection contains the following: 

▪ Description of services, equipment and pricing. 

▪ Installation and connection information. 

▪ Terms and conditions. 

▪ Frequently asked questions. 

 

My expectation is that WCD venues are recognized for providing superb, captivating and buzzworthy 
experiences, which starts with providing best-in-class service and support. If you have any additional 
questions do not hesitate to reach out to our team at ExhibitorSvc@wcd.org.  

 

The WCD is dedicated to making Milwaukee a not-to-be-missed destination. While you’re here, I hope we 
prove that to you time and time again.  

 

All the best, 

 

Marty Brooks 
President and CEO 
Wisconsin Center District 

 

 
  

mailto:ExhibitorSvc@wcd.org
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Ordering Policies & Procedures 
 
Ordering: All orders must be placed online; no phone, email or faxed orders will be accepted. To place an 
order visit https://bairdcenter.com/exhibitor-information/, click the Exhibitor Store button, select the 
event that is being attended and order your items. Please see our Exhibitor How-To Guide for a step-by-
step walkthrough of this process.  
 
Online store and pricing structure: The exhibitor store will open 90 days prior to the first contracted 
move-in date of the show. Our tiered pricing is as follows: 

▪ Advanced pricing – 31-90 days prior. 

▪ Standard pricing – 14-30 days prior. 

▪ Floor rate – 0-13 days prior. 
 
On-site ordering: A service desk will be available during move in, located next to the decorator. A WCD 
representative will be able to assist you with needs regarding services ordered and onsite ordering. 
 
Payments: All payments must be made at the time of your order via credit card, no checks will be 
accepted. The date which orders are received determines the applicable rate as stated above.  
 
Refunds: Cancellations must be received in writing to exhibitorsvc@wcd.org. Refund eligibility will be 
based on the dates the cancellation notice is received. No refunds will be issued after installation of 
service.  
 

▪ 100% Refund – 61-90 days prior. 

▪ 50% Refund – 31-60 days prior. 

▪ No Refund – 0–30 days prior. 
 
General terms and conditions 

▪ Booth numbers and booth layouts must be provided at the time an order is placed. Any changes 
must be communicated prior to move in. Changes to booth layouts after services are installed 
may be subject to labor charges.  

o Please complete the Booth Map Template and attach the document with your order.  

▪ If an order requires additional labor charges, this will be billed post-event via an invoice. 

▪ WCD electricians, engineers and IT technicians are the only authorized personnel with access to 
utility floor pockets. Utility requirements crossing aisles will not be installed unless pre-approved 
by show management and WCD management. 

▪ Exhibitors are not permitted to use water from restroom faucets or janitorial closets for exhibitor 
purposes. The exhibitor clean-up room, located near the dock office, can be opened for use if 
requested. 

▪ All equipment must conform to all federal, state and local fire and safety codes. WCD reserves 
the right to inspect and reject any and all connections and equipment that any customer uses 
while in the WCD facilities.  

https://bairdcenter.com/exhibitor-information/
mailto:exhibitorsvc@wcd.org
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Building Policies 
 
Anchoring: Any anchoring or drilling into the exhibit floor or any other surface within the WCD facilities is 
strictly prohibited. 
 

Animals: Service animals are permitted within the WCD facilities. However, non-service animals/pets are 
not permitted within the WCD facilities without proper approval by WCD management.  
 

Audio-visual: CTI is the WCD’s in-house audio-visual provider for all WCD facilities. Exhibitors may order 
and arrange services through our online store. For additional information please contact the CTI sales 
team at 414-908-6190. 
 

Composting: Can be made available upon request, please contact Levy Restaurants at 414-908-6154. 
 

Compressed gas: The use of compressed gas is permitted within the WCD with prior approval under the 
below circumstances.  

▪ Cylinders are limited to one-pound capacity and a booth may only contain one cylinder at any one 
time. Reserve cylinders shall be limited to 20 and must be secured in a safe, non-public, area as 
designated by the WCD. 

▪ Propane tanks larger than one pound must be stored outside of the facility on the loading dock. 

▪ Forklifts are permitted to use propane tanks (limit of 30 pounds) within the WCD during load in 
and out days as long as they are properly secured and have been properly inspected prior to and 
after each use.  

▪ Propane tanks on forklifts must be removed from the WCD and stored outside in the propane 
storage locations. A maximum of one propane tank may be left on or near one forklift for use 
during the event hours if needed for any reason. 

 

Confetti: The use of any glitter, confetti, sand or simulated snow types of material are not permitted in 
WCD facilities without approval by WCD management. Any approved use will be subject to a cleaning 
fee. 
 

Decals: Adhesive-backed decals are not permitted to be distributed or used inside the facilities.  
 

Display vehicles: When exhibiting motor vehicles inside WCD facilities the following requirements must be 
abided by: 

▪ Display permit must be obtained from the city of Milwaukee – email exhibitorsvc@wcd.org to 
inquire about this permit. 

▪ Disconnect the battery. 

▪ Reduce the amount of gas to ¼ tank or less. 

▪ Lock or tape shut the gas cap. 

▪ Place a drip pan under vehicle’s engine. 

▪ Avoid all carpeted areas of the building unless approved by WCD management. 

mailto:exhibitorsvc@wcd.org
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Building Policies 

 
Donations: The WCD works closely with local charities to facilitate donations. Please contact 
exhibitorsvc@wcd.org to coordinate or arrange for donations. 
 
Drone policy: The operation (flight) of any drone/aerial vehicles on WCD property is strictly prohibited. 
 
Fire extinguishers: Exhibit booths with walls or enclosed ceilings larger than 10x10 (100 sq/ft) are 
required to have a portable fire extinguisher inside the structure.  
 
Food and beverage: Levy Restaurants is the exclusive provider for all food and beverage within WCD 
facilities. Exhibitors may order and arrange catering services via our online ordering system. For 
additional information please contact the Levy sales team at 414-908-6154. 
 
Fog/hazers: Only water-based machines are permitted within WCD facilities. The use of oil-based 
smoke, hazers or fog is strictly prohibited. 
 

Gratuities: WCD policy prohibits the solicitation or acceptance of gratuities, regardless of the value. This 
includes offering leftover items that show management or exhibitors have given away or sold while 
participating in events within WCD facilities. 
 

Helium: Helium balloons are not permitted in WCD facilities without approval by WCD management. Any 
approved use will be subject to a removal fee should balloons rise to the ceiling.  
 

Loading dock: The Baird Center loading dock entrance is located at 850 N. Sixth St. The dock can only be 
entered from the North Helix and must always be exited via the South Helix. There are sixteen (16) loading 
docks and three (3) drive-up ramps. If show permits POV dock load in/load out – fifteen (15) minutes will 
be allowed for exhibitor vehicles to unload/load per vehicle.  
 

Medical shows/waste: Any hazardous waste disposal and clean up must be approved prior to move-in. 
The WCD will not handle any disposal of medical waste, this will be the responsibility of show 
management. Sharps must be in red containers, clearly labelled as such and must not be disposed of in 
regular trash containers. Please do not leave needles and sharps boxes unattended. 
 

Meeting room space: Looking for private meeting room space during the show? Submit your inquiry to 
exhibitorsvc@wcd.org for space availability and pricing. 
 

Pyrotechnics: The use of pyrotechnics is strictly prohibited in the Baird Center. 
 

Public Safety department (PSD) 414-908-6165:  In case of an emergency in and around our facilities, 
contact PSD at 6165 on any house phone. The PSD office is staffed 24 hours a day, seven (7) days a week 
and can act as the first response to any emergency in the facilities. They will also be able to route 
necessary medical staff to proper address and entry point when needed.   
 

Rigging: IATSE Local 18 stagehand union is the WCD’s exclusive provider for all rigging services. If any 
rigging is required for booth construction, sign hanging or lighting purposes, this must be ordered through 
the online store. The deadline for rigging orders is 14 days prior to the first contracted date.  

mailto:exhibitorsvc@wcd.org
mailto:exhibitorsvc@wcd.org
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Building Policies 
 
Shipping: The WCD will not accept advance materials or freight due to storage limitations and liability 
concerns.  All freight and packages must be shipped to the contracted decorator and will then be 
delivered to the WCD only during designated move in times. Early deliveries may be turned away or 
returned to sender. Exhibit materials must be removed from premise by the end of the designated move 
out period. WCD is not responsible for materials left behind. Onsite shipping options are not available 
unless arranged through show management and the contracted decorator. 
 

Smoking: The WCD is a smoke and tobacco-free campus. All forms of smoking and the use of tobacco 
products, including vaping, chewing tobacco and e-cigarettes, are strictly prohibited inside the facilities 
and anywhere on property, including the surrounding sidewalks and parking lot. 
 

Sponsorship and branding: Looking for sponsorship and branding opportunities? The WCD has digital 
and physical branding opportunities throughout our campus. Submit your inquiry to exhibitorsvc@wcd.org 
for availability and pricing. 
 

Tape: The contracted decorator is responsible for the removal of all tape and tape residue from all 
surfaces in the exhibition halls, pre-function, ballroom and meeting room floors. Any damages caused to 
a surface by the use of such tape or any tools for removal will be subject to a fee. Below are the approved 
materials for WCD facilities: 

▪ Exhibit Hall floor – Polyken double-sided carpet tape. 

▪ Carpeted surfaces – Gaffers tape. 

▪ Walls and doors – Painter’s tape or Remo Two mounting tape. 
 

Tax-exempt: Please send your state tax exemption form to exhibitorsvc@wcd.org if your order should be 
tax exempt.  
 

Vending: Vending machines are available to purchase food and beverage options in both the Conflux 
(located on the First Floor) and the Smart Market (located on the Third Floor).  
 
 

Green Initiatives 
 
The Wisconsin Center District has a Silver certification under Waste Management’s Green Leader TM 
program. Please use the following tips to assist us with our green initiatives. 

▪ Place cardboard and plastic in aisle ways or by pillars for WCD staff to collect and dispose of 
properly during move-in/move-out. 

▪ Please dispose of any recyclable materials in the proper containers on the show floor. 

▪ Consider using virtual presentation materials vs. printed materials. 

▪ Use cloth table covers instead of disposable plastic or visqueen. 

▪ Walk from your hotel to the WCD facilities via the city-wide skywalks. 

mailto:exhibitorsvc@wcd.org
mailto:exhibitorsvc@wcd.org
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Food Show Guidelines 
 
All food and beverages within WCD facilities are operated and controlled by Levy Restaurants, the 
WCD’s exclusive food and beverage provider. Special contracts are required for food shows when food 
will be prepared or distributed on WCD property. 
 
Fire extinguishers are required and must be readily available within any booth in which cooking will be 
taking place. Exhibitors using heated oil or grease for cooking (or for any other purpose), must have a 
type “K” fire extinguisher present. Fire code prohibits the use of any type “B” extinguisher for the purpose 
of extinguishing a cooking oil or grease fire. 
 
If approval has been provided by the WCD, the following cooking regulations apply: 

▪ Electrical appliances, sternos and hot plates are the preferred method for cooking. 

▪ Gas stoves are permitted but may only be used in the exhibit halls near the columns. Please refer 
to building services pricing for the cost of a gas hook up. 

▪ Fryers are permitted only if they have an airtight cover and with permission of WCD 
management. Open fryers are strictly prohibited as grease and oil vapors will damage the HVAC 
equipment. 

▪ Propane cooking is permitted but only with tanks of five pounds or less. Tank must be secured in 
an upright position to avoid tipping over. Any reserve tanks must be secured and stored outside 
the facilities.  

▪ Flame grills are permitted based on space availability outside. Dock space must be arranged in 
advance with permission of WCD management. 

▪ Charcoal or wood use for cooking is strictly prohibited.  

▪ Sinks for handwashing and/or cleaning must be provided with an adequate supply of hot and cold 
water, along with a drain. WCD will not provide any hot water heaters.   

▪ Cooking is strictly prohibited under any canopy or structure within the buildings.  

▪ All cooking equipment must be used only on non-combustible surfaces. 

▪ Grease and waste should only be disposed of in the designated grease barrel locations. Please do 
not use restrooms or exhibitor clean up room for disposal. Failure to comply could lead to a 
building clean up fee. 

▪ Food trucks may be displayed as long as a vehicle display permit is obtained (contact 
exhibitorsvc@wcd.org for information) and all regulations listed on Page five (5) are met. Food 
trucks are not permitted to cook/serve food while inside any WCD facilities and should serve only 
as display vehicles.  

 
 
  

mailto:exhibitorsvc@wcd.org
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Decorator Information  
   
Check-in / Check-out: All contractors working in the WCD are required to sign in and out of the building 
in the PSD office and comply with any standing procedures for entering the building. The entrance to PSD 
is located at 750 N. Sixth St. 
 
Dock: Loading dock ramps are to be used for vehicle traffic only. Pedestrian traffic on the ramps is 
strictly prohibited. When parking on the dock you must display your WCD-issued hangtag. Motorcycles 
are not permitted to park on the dock. 
 
Emergency/medical – Public Safety department (PSD) 414-908-6165:  In case of an emergency in and 
around our facilities, contact PSD at 6165 on any house phone. The PSD office is staffed 24 hours a day, 
seven (7) days a week and can act as the first response to any emergency in the facilities. They will also be 
able to route necessary medical staff to proper address and entry point when needed.   
 
Fire towers / restricted areas: PSD must be notified whenever access is required to fire towers, mechanic 
halls or other secure areas. These areas should be opened and then locked back up. Please contact PSD 
on the radio or at 6165 any time you enter or exit these doors as they will signal an alarm. 
 
Incident, injury and damage reports: Incident, injury and damage reports must to be documented with 
PSD as soon as they happen. Call PSD at 6165 immediately to ensure that they are able to capture 
statements and photos of any incident, injury or damage. 
 
Parking: Paid parking is available in nearby parking lots, please visit www.spothero.com to see pricing 
and availability.  
 
Production schedule: A production schedule is required to be submitted no later than 30 days prior to 
load in. Please use the production schedule template found on the WCD website. 
 
Scissors lift/Boom lift/Forklift: WCD lifts can only be operated by WCD staff or IATSE Local 18 Labor. 
The decorator can bring in their own lifts, but are required to provide fall protection for anyone working 
in lifts. Only certified trained operators are permitted on lift equipment. Be aware of your surroundings, 
patrons, building limits, load weights, traffic, etc.  
 
Smoking: The WCD is a smoke and tobacco-free campus. All forms of smoking and the use of tobacco 
products, including vaping, chewing tobacco and e-cigarettes are strictly prohibited inside the facilities 
and anywhere on property, including the surrounding sidewalks and parking lot. 
 
Uniform: Please wear a company logo top (shirt) and appropriate pants/shoes. The WCD is a high-profile 
enterprise and often have multiple companies attending events in our buildings simultaneously. Cut-off 
shorts, ripped jeans or flip flops are strictly prohibited and wearers will be turned away. 
  

http://www.spothero.com/
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Electrical Services  
 
The WCD offers a variety of electrical services through our experienced in-house building electricians. 
 

31-90 days  14-30 days  0-13 days 
Standard 120V services   Advanced  Standard  Floor 
 
Standard 20-amp 120V    $189   $246   $319 
Standard 20-amp 120V + Power Strip   $224   $291   $379 
Standard 20-amp 120V + Extension Cord $224   $291   $379 
Standard 20-amp 120V + Power Strip  $264   $343   $446 

+ Extension Cord 
 
 
 
208V services     Advanced  Standard  Floor 
 
10-30-amp 208V 1 phase   $404   $525   $683 
10-30-amp 208V 3 phase   $509   $662   $860 
40-60-amp 208V 1 phase   $484   $629   $818 
40-60-amp 208V 3 phase   $624   $811         $1,055 
70-100-amp 208V 1 phase   $704   $915         $1,190 
70-100-amp 208V 3 phase    $1,014   $1,318         $1,714 
 
 
480V services     Advanced  Standard  Floor 
 
10-30-amp 480V 1 phase   $744   $967         Not Available 
10-30-amp 480V 3 phase   $854   $1,110         Not Available 
40-60-amp 480V 1 phase   $799   $1,039        Not Available 
40-60-amp 480V 3 phase   $869   $1,130        Not Available 
70-100-amp 480V 1 phase   $854   $1,110      Not Available     
70-100-amp 480V 3 phase   $1,109   $1,442               Not Available 
 
All 480V services will require hardwire installation by WCD Electrical department from the ceiling bus-
duct in the Exhibit Hall. Pricing above includes four (4) hours of electrical labor for install/removal. 
Additional labor fees may apply for any changes to location or if additional wiring is required.  
 
The deadline for 480V services is 14 days prior to the first contracted date.    
 
Any order with four or more power connections will be subject to post event labor charges – this will be 
determined based on the location needed and time necessary for installation.  
 
Electrical labor $119/hour 
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Electrical Services  
 
Installation and distribution 

▪ WCD electricians will provide the initial electrical power source, exhibitors may then plug in their 
own equipment to that power source. 

▪ Electrical service is run from the nearest floor pocket into the booth.  

▪ Electrical outlets will be left at the back center of the booth unless a booth layout is provided with 
your online order. For orders with four (4) or more 120V power drops, any 208V services or any 
480V services a booth layout will be required.  

o Please complete the Booth Map Template and attach the document with your order.  

▪ WCD will supply a NEMA L21-30 for 10-30Amp 208V hookups. If a different NEMA number plug 
is needed please enter that information in the description field when placing your order. 

 

Overhead power 

▪ If an overhead sign, truss, banner or other rigged item requires overhead 120V/208V/480V 
power, the WCD can provide this service throughout the Baird Center Exhibit Hall. When ordering 
rigging packages, select one of the electrical rigging options. 

▪ All 480V services will require hardwire installation by WCD Electrical department from the ceiling 
bus-duct in the Exhibit Hall. Pricing includes four (4) hours of electrical labor for install/removal. 
Additional labor fees may apply for any changes to location or if additional wiring is required.   

 

Terms and conditions 

▪ The WCD is the exclusive provider for all electrical services. All electrical equipment shall remain 
on the WCD campus and may not be installed or removed by anyone other than WCD personnel. 

▪ All services listed include labor to install and remove said service. Additional fees may apply if 
there are open end machines, if hardwire installation is needed or if cord caps or pigtails need to 
be provided. If an exhibitor requires additional electrical labor, outside the standard services, 
services will be billed at an hourly rate. Labor rates are based on current wage and benefit rates 
and are subject to change without notice. 

o Electrical labor will be billed starting at $119/hour. 

▪ All cords must be of the three-wire grounded type and UL approved. Cords can be no smaller 
than 12 gauge. Any exposed non-current carrying metal parts of fixed equipment must be 
grounded.  

▪ Electrical equipment must be properly tagged and wired with complete information as to type of 
current, voltage, phase, cycle, horsepower, etc. 

▪ The WCD will not provide step-up or step-down transformers, our building power is 120V/208V 
and 277V/480V. 

▪ The WCD is not responsible for voltage variations of the power company. 
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Electrical Services  
 
Frequently asked questions 

How do I know how much power I need to order? 
When determining how much power to order for a booth, it is helpful to know how much total power is 
required for the equipment in your booth space. Below, we have outlined some standard electrical 
requirements (requirements may vary).  

▪ Standard laptop  250-550 watts 

▪ Standard TV  300-400 watts 

▪ Standard printer 300-500 watts 

Items like laptops, standard booth lights and televisions may be grouped together on one circuit provided 
they do not exceed the overall limit of the circuit or the surge protection device. There is some equipment 
that requires its own circuit to run properly. For example, a microwave or refrigerator should not use the 
same power source.  

How do I know if I need a 208V or 480V connection? 
Most exhibitors do not require special connections like a 208V or 480V connection. Many times, these 
types of electrical services are required for heavy equipment and/or specialized machinery. Consult with 
the equipment manufacturer, name plate rating or installation technician for specific details. Exhibitors 
who bring their own distribution panels may need one of these special connections.  
Is electrical a daily charge? 
The electrical charge is for the duration of the event.  

How many outlets can I plug into? 
There is one connection point per outlet or service ordered. Power strips can be ordered for an additional 
fee, but do not provide additional power. The WCD has six-plug power strips available for rent. Exhibitors 
may bring their own, but must have circuit protection. Services exceeding 120V cannot accommodate 
power strips.  

When will my services be installed? 
All pre-orders will be installed prior to exhibitor move-in. Orders placed at the service desk are 
guaranteed to be installed before the show opens. Any special requests such as temporary chain motor 
power, programming machinery or testing equipment must be noted in your order. 

Do I need to submit a booth layout? 
For orders with four (4) or more 120V power drops, any 208V services or any 480V services, a booth 
layout will be required. Standard 10x10 booths without a layout will have power installed at the back 
centre of the booth. If no layout is provided and services need to be relocated after the initial installation, 
additional labor fees will be incurred.  

▪ Please complete the Booth Map Template and attach the document with your order.  
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Information Technology Services  
 
The WCD offers a variety of information technology (IT) services through an experienced team of in-
house technicians. 
 
All IT services are subject to a Wisconsin Sales tax at 7.9%.  
 

31-90 days  14-30 days  0-13 days 
Wired internet service    Advanced  Standard  Floor 

Single device, includes 1 private IP Address (DHCP), routers prohibited    
 
Basic (25Mbps)     $319   $415   $539 
Standard (100Mbps)    $1,024   $1,331        $1,731 
Premium (1Gbps)    $6,259   $8,137                   Not Available 
Additional Devices    $119   $155   $201 
 
 
 
Dedicated wired internet service  Advanced  Standard  Floor 

Multiple devices, 4 public IP addresses (static), routers supported 
 
5 Mbps      $3,039   $3,951          $5,136 

 
 
 
Wireless internet service   Advanced  Standard  Floor 

Auto-generated password to the WCD shared events network, not rate limited 
 
Premium Wi-Fi – 1 Device   $184   $239   $311 
 
 
 
Custom booth Wi-Fi network   Advanced  Standard  Floor 

Wireless access point in booth, personalized SSID and Password, not rate limited 
 
Wi-Fi Hotspot – 15 Devices   $1,714   $2,228   $2,897 
Wi-Fi Hotspot – 25 Devices   $3,689   $4,796   $6,234 
 
 
 
 
 
 
IT labor $150/hour 
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Information Technology Services  
 
Installation and distribution 

▪ Internet service is delivered to a single location within your room or booth. If you require access 
for more than one computer or device, make sure you order service for all additional devices. 

▪ All services will be installed during designated move-in times. Installation will be finalized once the 
event space is clear of freight and other obstacles. Services will be disconnected on the last day of 
the event, after the official closing time. 

▪ Wired Internet service can extend up to 30 feet from the original drop location as long as cabling 
is sufficiently secured and stays within your contracted space; otherwise, additional wired 
Internet service(s) will be required. 

▪ All services are tested once installation is completed. Performance reports and other statistics for 
Internet services are kept on file for up to one month and can be issued upon request. 

▪ The WCD is not responsible for the installation, programming or performance of customer (non-
WCD) equipment. Additional labor costs may be applied if assistance is required for installing or 
troubleshooting of customer equipment if the problem is found not to be the fault of the WCD. 

▪ Only WCD personnel can complete special wiring in WCD’s facilities, unless arranged prior with 
written approval. Supplemental services ordered from outside providers will be placed in a WCD-
controlled IT telecommunications room. These services will be extended to desired locations by 
WCD personnel and will be assessed co-location fees for services, plus wiring and labor. 

▪ A drawing indicating service placement(s) is required to be submitted with all wired internet 
orders.  If a drawing is not received, WCD personnel will drop service in an area of the booth or 
room that they deem to be most convenient. Additional labor fees may be assessed to relocate 
lines once they have been placed.  

o Please complete the Booth Map Template and attach the document with your order.  

▪ Rates quoted for all services include bringing the requested communication services to the booth 
or room in the most convenient manner and do not include special wiring, overhead drops and/or 
special setup or installation of client equipment. Additional labor fees may be assessed when 
special services are required and would be invoiced post-event. 

o IT labor will be billed starting at $150/hour. 
 

Terms and conditions 

▪ The WCD is the exclusive provider for all telephone and internet services. All materials and 
equipment shall remain on the WCD campus and may not be installed or removed by anyone 
other than WCD personnel. 

▪ Any resale or unauthorized distribution of these services is strictly prohibited. 

▪ A replacement fee will be assessed on any materials and equipment that are damaged and/or not 
returned at the close of the event. 

▪ Disputes concerning service must be filed in writing with the WCD IT department prior to the 
close of the show. Disputes will be resolved by the WCD in a timely manner. 
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Information Technology Services  
 

▪ The WCD cannot guarantee the performance or accessibility of services beyond WCD’s internet 
gateway. 

▪ Wireless connection speeds will vary. The actual speed depends on a variety of factors, such as 
the number of users on the network, personal device capabilities and the size and location of the 
upload or download. 

▪ Wireless service is inherently vulnerable to interference from equipment and devices that 
transmit on the same radio channels, operate within the same frequency spectrum or have the 
ability to corrupt or block wireless frequencies. The WCD cannot guarantee that interference will 
not occur. 

▪ Credit will not be given for decreased wireless performance due to interference generated by the 
event and its exhibitors, contractors or attendees. 

▪ Using 5 GHz capable devices (802.11a/n/ac) is strongly encouraged as wireless speeds and 
connectivity will not be guaranteed in the 2.4 GHz band. 

▪ The WCD is not responsible for wireless networks that it does not own or manage. 

▪ The WCD does NOT recommend wireless service for critical event activities such as web 
presentations, online sales, registration or video streaming. For these and other critical activities, 
the WCD recommends purchasing wired service. 

▪ Customer provided access points are authorized for use within WCD facilities only with WCD’s 
prior approval (wireless access points without adjustable power outputs cannot be authorized 
under any circumstances). Customers who attempt to set up their own wireless system can 
interfere with other events’ services and/or WCD’s wireless network. WCD requires all customers 
showcasing their wireless products to contact WCD no less than 30 days prior to the event move-
in so that we may engineer a cohesive wireless network without interference.  Approvals may 
incur an additional labor charge. 

▪ The WCD does not provide security, such as firewalls or anti-virus features on its Internet 
services. It is the sole responsibility of the customer to provide their own necessary security 
precautions. The WCD is not responsible for any damages arising from the use of non-secured 
devices on the network. 

▪ The WCD recommends that all devices directly or indirectly accessing the network have the latest 
anti-virus software, security updates, system patches and any other technological precautions 
necessary to protect yourself and others from viruses, malicious programs and other disruptive 
applications. Any device which adversely effects the WCD network may cause service 
interruptions to yourself and others which can lead to disconnection of your equipment from the 
network, with or without prior notice, at the WCD’s discretion. The device(s) in question will 
remain disconnected until all issues are adequately resolved.  All charges will apply and no refunds 
will be given. Additional charges may apply for trouble diagnosis and/or problem resolution. 
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Information Technology Services  
 

Frequently asked questions 

I ordered a service that requires IP address information, how do I receive this information? 
When you are onsite and ready to configure your computers, please visit the Exhibitor Service Desk to 
retrieve your IP information. 

 

Do you offer wireless internet? 
The WCD offers free wireless internet service throughout our facilities. This service is designed for causal 
users and not guaranteed with fast browsing speeds. If you are relying on the internet to showcase your 
product or services we strongly recommend a wired internet connection for guaranteed connections. 

 

Do I need to submit a booth layout? 
A booth layout is required for all wired telephone and internet orders. For standard 10x10 booths without 
a layout, services will be installed at the back centre of the booth. If no layout is provided and services 
need to be moved after they have been installed, additional labor fees will be incurred. 

▪ Please complete the Booth Map Template and attach the document with your order.  
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Mechanical Services  
 
The WCD offers a variety of mechanical services through our experienced in-house building engineers. 
 

31-90 days  14-30 days  0-13 days 
Air/gas services    Advanced  Standard  Floor 

 
Compressed air ¼ inch     $214   $278   $362 
Compressed air ⅜ inch    $214   $278         $362 
Compressed air ½ inch    $294   $382   $497 
Gas line      $279   $363   $472 
  
 
 
Water services     Advanced  Standard  Floor 
  
Water – running line    $209   $272       $353 
Water – 1-time fill (up to 500 gallons)  $209   $272   $353 
Drain only – ½ inch line    $209   $272   $353 
 
Engineer labor  $119/hour 
 
Installation and distribution 

▪ WCD engineers will provide the service from the nearest floor pocket into the booth. Exhibitors 
must furnish the necessary fittings to connect to ¼ inch, ⅜ inch, ½ inch female (NPT) thread for air 
and water connections. Exhibitors must also provide your own regulator for air pressures as the 
pressures may vary.  

▪ WCD engineers are unable to provide metric fittings, adaptors or airlines.  

▪ Air and water connections are available in limited locations on the exhibit floor. Connection sizes 
and booth locations all factor into planning to supply air and water to exhibitor booths.  

▪ Air and water services are strictly prohibited from crossing aisleways. WCD will work with show 
management to relocate a booth if a service order cannot be fulfilled in its current location. 

 

Terms and conditions 

▪ The WCD is the exclusive provider for all air and water services. All equipment shall remain on the 
WCD campus and may not be installed or removed by anyone other than WCD personnel. 

▪ Exhibitors are not permitted to fill or drain their own equipment, use individual air compressors or 
bring their own compressed gasses from an outside vendor.  

▪ All services listed include labor to install and remove said service. If an exhibitor requires 
additional engineering labor, outside the standard services, services will be billed at an hourly 
rate. Additional labor would be billed post-event pending the amount time required for 
installation and/or removal. Labor rates are based on current wage and benefit rates and are 
subject to change without notice. 

o Engineer labor will be billed starting at $119/hour. 
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Mechanical Services  
 

Frequently asked questions 

Do all water connections need a drain? 
While most water connections do require a drain service, there are some cases where the drain is 
unnecessary. When the water provided is being consumed or evaporated, a drain is not needed. For 
example, exhibitors using water service for a coffee machine do not need to order a drain because the 
water is being consumed. 

 

Will you provide the fittings and hoses for my water and drain connections? 
To ensure that your booth’s equipment runs properly we ask that you supply your own regulators, fittings, 
filters and hoses. 

 

Can I fill my equipment via a sink? 
Exhibitors are not permitted to bring in their own water or use WCD sinks to fill their own equipment. 

 

Do you allow exhibitors to bring in helium balloons into the facilities? 
No, we do not permit helium balloons in any WCD facility. 

 

Do I need to submit a booth layout? 
WCD requires a booth layout for all booths requesting air or water services. These services can only be 
provided from floor pockets located every 60 feet throughout the Exhibit Hall. If no layout is provided and 
services need to be moved after they have been installed, additional labor fees will be incurred. 

▪ Please complete the Booth Map Template and attach the document with your order.  
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Rigging Services  
 

The WCD provides rigging exclusively through IATSE Local 18. 
 

31-90 days  14-30 days  0-13 days 
Sign hanging packages    Advanced  Standard  Floor 
 
Basic rigging package    $799   $1,039            Not available 

▪ This package includes rigging labor and lifts necessary to install and take down one sign/banner 
with one to two hanging points. All signs must be pre-assembled prior to scheduled sign hanging 
time.  

 

Basic rigging with assembly labor  $1,014   $1,318            Not available 

▪ This package includes two stagehands for one hour for sign assembly, rigging labor and lifts 
necessary to install and take down one sign/banner with one to two hanging points. Labor will 
arrive to your booth one hour prior to scheduled sign hanging time.  

 

Electrical rigging package   $989   $1,286            Not available 

▪ This package includes rigging labor and lifts necessary to install and take down one sign/banner 
with one to two hanging points. All signs must be pre-assembled prior to scheduled sign hanging 
time. One (1) 20-amp 120V power connection will be provided to power the sign from the ceiling. 

 

Electrical rigging with assembly labor  $1,204   $1,565            Not available 

▪ This package includes two stagehands for one hour for sign assembly, rigging labor and lifts 
necessary to install and take down one sign/banner with one to two hanging points.  Labor will 
arrive to your booth one hour prior to scheduled sign hanging time. One (1) 20-amp 120V power 
connection will be provided to power the sign from the ceiling. 

 

 

 
Custom rigging quotes      *Prices vary based on scope of work* 

▪ CTI, WCD’s in-house A-V company, can assist with your custom rigging needs. Please submit your 
rigging specifications to CTI Productions, productions@cti.com, for a custom rigging quote.  

▪ CTI will work closely with you to make sure all safety requirements are met for IATSE Local 18 
rigging protocols and guidelines.  

▪ All custom rigging orders will need to be confirmed and paid for in full no less than 14 days prior to 
the show move-in date. 

 

 

 
 

mailto:productions@cti.com
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Rigging Services  
 

Terms and conditions 

▪ All rigging prices are based on signs with one (1) or two (2) hanging points. The sign/banner must 
weigh less than 150 pounds, measure less than 20 feet in length and less than 175 square feet. For 
signs with additional hanging points, additional fees may apply, email exhibitorsvc@wcd.org to 
discuss your options. 

▪ Exhibitors must be flexible with regards to date and time of load-in and take-down. WCD 
personnel will work with show management to determine the date(s) that work best for sign 
hanging in accordance to the show schedule.  

o A completed Sign and Banner Specifications form along with a photo of the hanging sign 
is required and must submitted as an attachment with your order.  

o If assembly labor is being ordered, instructions must also be submitted with the order. 

▪ Diagrams and booth layouts are essential for planning rigging services. Diagrams must include 
location, dimensions, weight and height from floor to bottom of suspended item. Diagrams must 
also show booth outline with aisles or neighboring booths marked for reference and orientation. 

o Please submit all diagrams listed above as an attachment with your order.  

o Signs will be hung 14’ to the bottom of the sign unless otherwise noted in the 
specifications. 

▪ Signage will be positioned only once, exhibitor must be on-site for the install and must sign off on 
final placement before riggers leave their booth. If an exhibitor is not in the booth upon 
completion of the rigging services, Stagehands will only wait in the booth for 15 minutes for final 
approval. Any changes or re-positioning of signage after that time is not guaranteed and will 
result in additional fees. 

▪ Exhibitor must supply all frames, grommets and hardware for hanging.  

▪ Signs will be removed as move out conditions on the show floor allow. Exhibitors must be onsite 
for removal and are responsible for disassembling their sign.  

▪ WCD reserves the right to refuse hanging signs if deemed unsafe by IATSE Local 18 riggers. 

▪ Due to HVAC obstructions in some areas of the Exhibit Hall, exact locations may be limited. WCD 
and IATSE Local 18 reserve the right to determine exact location based on structural limits of the 
building. 
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Rigging Services  
 

Frequently asked questions 

How do I know if I qualify for the Basic Rigging Package? 
Find out the dimensions and weight of your sign. If your sign weighs less than 150 pounds, is less than 20 
feet in length, is less than 175 square feet and does not require electrical rigging, truss or motors, you 
qualify for the Basic Rigging Package. If your sign is motorized or needs electrical rigging (for example a 
rotating sign or an illuminated sign), you qualify for the Electrical Rigging Package. 

 

Can I order overhead lighting for my booth? 
If you would like to order overhead lights to brighten up your booth or illuminate specific objects, you will 
need to get a quote from CTI, WCD’s in-house AV company. In most cases, lights cannot be attached to 
our ceilings. Instead, CTI can provide you with a truss, using motors, to hang lights and focus them over 
your booth. Please see the CTI page for contact information. 

 

Do I ship my sign to you to put it together? 
No. You must ship your sign through the show’s contracted decorator. If you select a rigging package with 
assembly, you will receive two stagehands for one hour of assembly prior to your scheduled hanging time. 
The sign must be clearly labeled in the booth, all assembly instructions and hardware must be included 
with the shipment. All exhibitors are required to disassemble their own signs and remove from the facility 
or ship with the contracted decorator. 

 

Can I request load-in and load-out times? 
Yes, when submitting your rigging order, please complete and attach the Sign and Banner Specifications 
form with your order. Please note that your preferred timing is not guaranteed; however, we will try to do 
our best to accommodate your requests. If you do not provide a diagram or layout prior to load-in, then 
you may experience setup delays and may be subject to additional costs. Load-out will be scheduled 
based on conditions of the show floor and ability to maneuver the lifts through the space.  

 

What type of diagram should I send? 
The most useful diagrams are on a grid to show dimensions of the booth, the exact desired placement of 
hanging items and orientation of the booths around yours. As a general rule, pictures of the sign are 
helpful, but not as important as an accurate diagram with placement, height and weight of sign or 
hanging item(s). 
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Security Services  
 

The WCD has an exclusive security contract for security services. 
 

31-90 days  14-30 days  0-13 days 
Security guard (booth)    Advanced  Standard  Floor 
 
Per hour per officer    $32/hour  $32/hour           Not available 
 

 

Terms and conditions 

▪ Officers will be uniformed public safety officers who can cover shows and events. Officers are 
scheduled at a 4-hour minimum and are available from move-in to move-out, around the clock.  

 

 

Frequently asked questions 

When do you recommend ordering security for an exhibitor booth? 
Our Public Safety department suggests ordering security for booths planning to have VIP appearances, 
book signings, etc. to monitor crowd control and escort as needed. Exhibitors with expensive equipment 
or products in their booths may consider security for the overnight hours between show end and the next 
day’s show start. 
 

Is there general overnight security in the Exhibit Hall? 
WCD provides 24-hour security coverage for the facility; however, security coverage for the exhibit hall is 
determined by show management and may vary from event to event. 
 

How do I order security services? 
Please email exhibitorsvc@wcd.org to schedule any booth security needs.  
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Booth Map Template 
 
 

Event:  

Booth #:  

Booth Dimensions: _____ x _____ 

 

 

 

          

          

          

          

          

          

          

          

          

          

 

 

Important items to include: 

Mark service locations (i.e. electrical, mechanical, IT services) 

Include measurements for each service from the corner 

Indicate adjacent booth numbers and/or aisles 

Please note: If floorplan is not provided, services will be placed along the back-drape line  

 

Adjacent Booth # _____ 

Adjacent Booth # _____ 

Adjacent 

Booth # 

_____ 

Adjacent 

Booth # 

_____ 
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Hanging Sign Specifications 
 

Sign Regulations 

- Exhibitor must supply all frames, grommets and hardware for hanging.  

- Sign must be on-site and built prior to the scheduled hang time.  

o If union labor was pre-ordered, stagehands will arrive to your booth one hour prior to 
scheduled hang time.   

- Signage will be positioned only once, exhibitor must be onsite for the install and must sign off 
on final placement before riggers leave their booth. Any changes or re-positioning of signage is 
not guaranteed, will result in additional fees. 

- Exhibitors are responsible for disassembling their sign.  

- WCD reserves the right to refuse hanging signs if deemed unsafe by IATSE Local 18 riggers. 

- WCD reserves the right to determine exact location based on structural limits of the building.  

 

 

Exhibitor information 

Event:  

Booth #:  

On Site Contact:  

Phone #:  

 

Sign information 

Height:  Width:  Depth:  

Material:  Weight:  Shape:  

Signs will be hung 14 feet to the bottom of the sign unless otherwise noted. 

 

Installation and removal dates will be pre-determined by show management. WCD will return this 
completed form to the exhibitor no later than 10 days before show move-in. 

Installation 

Date Start End 

   

 

Removal 

Date Start End 
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If you have any additional questions, please contact the Exhibitor Services 

department at exhibitorsvc@wcd.org. 
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