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ENCLOSED WITH THIS MAILING YOU WILL FIND: 
 

1. An Exhibitor Information Kit.  In it we have tried to incorporate major matters with which Exhibitors are 
concerned in planning for the Show and at Show time. The items are listed alphabetically for your 
convenience. We respectfully suggest that you review thoroughly all items that affect your organization and 
pass on to the individual who will handle your exhibit installation. 

 
2. The Great Lakes Expo Center Service Order Form including information on ordering electrical, forklift, 

water & drain services. 
 
3. A Decorating Services Guide including information on ordering tables, chairs, carpeting, etc.   
 
4. An application for A Transient Vendor's License - Mail directly to the Ohio Department of Taxation  
 (the address is listed at the bottom of the Transient Form.)   
 
NOTE: We recommend you order and pay for all services prior to the two-week deadline date of January 6th to 
take advantage of the discounts offered to ensure timely installation of services. 
 
IMPORTANT: Specific Installation Instructions and Schedule will be mailed in early January. 
 
Prepared by:   EXPOSITIONS, INC., 
P.O. Box 550 - Edgewater Branch, Cleveland, OH 44107-0550 
Phone:  (216) 529-1300      Fax: (216) 529-0311 
internet: www.homeandflower.com     e-mail: exhibitorinfo@expoinc.com
 
 

 
 

***IMPORTANT – PLEASE READ*** 
 

TWO IMPORTANT CHANGES 
 

1. Your worker tickets will be mailed to you this year. Questions 
regarding worker lists can be emailed to showinfo@expoinc.com or 
faxed to (216) 529-0311. 

 
 

2. You can also download your service order forms for electric, tables, 
chairs, forklift labor, etc. at www.homeandflower.com 

 
3. THERE ARE NO PROVISIONS FOR TELEPHONE SERVICE 

AT THE GREAT LAKES EXPO CENTER. PLEASE CALL 
AT&T AT (800) 660-3000 IF YOU NEED TO SET UP A 
TELEPHONE LINE. 

 
 
 
 
 
 
 
 

http://www.homeandflower.com/
mailto:expoinc@expoinc.com
mailto:showinfo@expoinc.com
http://www.homeandflower.com/
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2010 CLEVELAND HOME & GARDEN SHOW 
INSTALLATION INSTRUCTIONS – GREAT LAKES EXPO CENTER (GLEC) 

 
* IT IS VERY IMPORTANT THAT THE PERSON(S) RESPONSIBLE FOR THE SET-UP AND 
DELIVERY OF YOUR DISPLAY ARE THOROUGHLY FAMILIAR WITH THIS INFORMATION. 
 

GENERAL INFORMATION: 
The Material Handling Contractor for the Event is the GLEC 1200 Babbitt Road, Euclid, Ohio 44032. 
Phone # 216-529-1300. Exhibitors who are shipping displays and literature should consult the 
“Shipping Instructions” portion of this Kit.  * If you are using a Display Company to erect your 
exhibit, please inform them to contact the GLEC in advance.   
 

SPECIFIC INSTALLATION: 
A detailed schedule with your “Targeted Installation Time” will be provided about two weeks 
prior to the Show date.  Exhibitors may hand-carry, use dollies and carts to transport display 
materials into the GLEC via Door #4 or the “Exhibitor Entrance”.  We strongly encourage 
exhibitors with large dock height trucks to take advantage of our (14) loading docks and 
non-restrictive four-wheel dolly policy.  
 

For those exhibitors who need to drive into the building the procedure will be as follows: 
1) Arrive at your “Targeted” installation time; remove snow from your vehicle in the  

parking lot 
2) Drive to the installation door; you will be directed as close as possible to your booth; 
3) Unload vehicle with your own personnel; remove your vehicle from the building 
4) Park in the Exhibitor lot, east side of the building, return to booth area & assemble your 

display 
 

Forklift service is available and may be pre-ordered in the service kit 
 

THERE IS NO PROVISION FOR INSTALLATION VIA VEHICLE ON THE SHOW FLOOR 
AFTER 11:00AM WEDNESDAY JANUARY 20TH
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FLAME PROOF OF EXHIBITS 

 
 
 

FLOOR MANAGERS 
 

 
 

FOOD POLICY 
 

 
FOOD SAMPLES 

 
 

FURNITURE RENTAL 
 
 

GIVEAWAYS/DRAWINGS 
 

Please review your exhibit contract regarding the construction of your display.  The 
picture below is a good example of the right & wrong way.  If you have any 
questions, please call the Show Office. 
 

CORRECT SETUP INCORRECT SETUP 
 
Floor Managers have the authority to ask any Exhibitor to correct a booth violation.  
Show Management has the right under contract to modify booth/construction 
violations at Exhibitor’s expense at any time during installation or Run-of-Show. 
 
See enclosed Decorating Services Guide 
 
We encourage you to re-read your exhibit contract as there are many important 
rules and regulations you should be familiar with including your booth number and 
dimensions. 
 
See STORAGE BEFORE SHOW  
 
A comprehensive Dismantling Bulletin will be issued to Exhibitors by Wednesday, 
January 27th.  If you have any questions regarding dismantling please call our 
Office.  Please remember that your display must remain intact and no exhibit 
materials will be allowed to leave the building until the show officially closes at 
6:00p.m. Sunday night.   
 
A maximum of 2 gallons of fuel may remain in the tank, the cap must be locked or 
taped and the battery terminals disconnected and taped to comply with fire codes.  
All display vehicles must be approved by Show Management prior to being 
displayed.   
 
See GLEC Service Order Form 
 
Exhibitors may use their own staff for setup/dismantling.   
 
Exhibitors who bring anything flammable as part of their exhibit effects 
(background drape, table skirting, artificial trees, etc.) should make sure that such 
effects have been recently fireproofed.  If you have any questions about 
fireproofing, please call the Euclid Fire Department at (216) 289-8425. 
 
Our experienced Floor Managers are official representatives of Show 
Management. Their prime function is to assist you with any problem or emergency 
that you may have during installation and Run-of-Show.  They may be identified by 
their gray or silver Expositions, Inc. badges. 
 
Food and beverage concession rights are retained and reserved exclusively by 
the GLEC.  
 
Any plans for dispensing food samples must be cleared in advance with the Show.  
The show reserves the right to reject any food samples. 
 
See enclosed Decorating Services Guide. 
 
All prizes/giveaways must be approved in writing by Show Management prior to 
the Show.  Per Building Rules no helium/mylar filled balloons are allowed to 
be handed out or displayed in the GLEC. 
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HOTEL 
 
 
 
 
 
 
 
 
 
 

INSURANCE 
 
 
 
 

PACKAGES 
 
 
 
 
 
 

PARKING 
 

 
 

PUBLICITY 
 
 
 

RECEIPTS & RELEASE SLIPS 
 
 
 
 
 
 

RETAILERS 
 
 
 
 
 
 
 
 
 
 

 
REQUISITION FORM FOR 

SERVICE 
 

Radisson Hotel & Suites Eastlake – Headquarters Hotel   
            35000 Curtis Boulevard, Eastlake OH 44095  
            (440) 953-8000  
            www.radisson.com/eastlakeoh
 

• $79.00 Per Night + tax, Book by January 1st, Use Code T-GLEXPO  
• Free shuttle service to/from the Expo Center 
• FULL SERVICE HOTEL featuring restaurant & lounge, indoor pool & 

Sleep Number Beds 
 
Please see the enclosed sample of a Certificate of Insurance in this Exhibitor 
Kit that is a guide for your Company to follow.  Our insurance company has 
requested us to inform all exhibitors of the types of Insurance Coverage, the 
Coverage Limits, required companies/entities that need to be Additional 
Insureds on your policy that are required to conduct business in the GLEC.  
 
Important Information Regarding ANY Shipments 
 
UPS Shipments:  If it is necessary to ship merchandise via UPS, mail, delivery 
service, etc.: Shipments should be consigned and addressed as follows:  
Cleveland Home & Garden Show, c/o Your Company Name, Booth Number(s), 
Great Lakes Expo Center, 1200 Babbitt Road, Euclid, Ohio 44132. 
 
Parking is FREE at the GLEC, however, oversized vehicles such as recreational 
vehicles, vehicles pulling trailers & vehicles larger than standard sized vehicles that 
require more than one parking space must park in a designated area.  
 
Stern Public Relations will maintain an office at the Show.  Please contact the 
Show Office for further details. 
 
Please be advised that security is “tight.”  If you are retailing, you must give 
customers a receipt.  No part of a display may be removed from exhibit floor 
without a ‘release,” which can only be obtained from a Floor Manager or at the 
“Show Information Booth.”  No releases are issued on closing day. They will not be 
required after 6:00pm, Sunday, January 31st.   
 
Bear in mind the Ohio 7.75% sales Tax.  All Exhibitors conducting retail sales who 
do not have a valid State of Ohio vendor’s license on hand must pick up the forms 
for selling at the Show at the Ohio Department of Taxation, 615 West Superior 
Avenue, 5th Floor, Cleveland, Ohio 44113.  Phone (888) 405-4039.  These forms 
are to be made out in duplicate and kept with the Exhibitor during the Show and 
are to be sent with the required amount to Columbus after the Show.  It is 
REQUIRED that sales receipts be furnished to all persons purchasing items at the 
show. 
 

** THE DEPARTMENT OF TAXATION REQUIRES US TO HAVE YOUR 
VENDOR ID # ON FILE. PLEASE EMAIL VENDOR ID TO 

susan@expoinc.com. ** 
 
Form enclosed is for ordering Forklift, Electrical and Water services.  Services may 
also be ordered during installation at the “Customer Service Area.”  Exhibitors may 
bring their own flood and/or spotlights, but it is mandatory that the electrical 
contractor make all hard wire connections.   
 
 

http://www.radisson.com/eastlakeoh
mailto:susan@expoinc.com
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RUBBISH 
 
 

 
 
 
 

SECURITY 
 
 
 
 
 
 

SHIPPING INSTRUCTIONS 
 
 
 
 
 
 
 
 

SHOW HOURS 
 
 
 
 
 
 

 
 

 
SHOW SERVICES 

 
 
 
 
 

 
 

SIGN POLICY 
 
 
 
 

STORAGE BEFORE SHOW 
 
 
 
 

 
 

Exhibitors should set empty crates, boxes and rubbish in the aisles by 12:00 noon 
Thursday, January 21st to assure pick-up by opening of the Show.  Please note 
that janitorial service provides clean-up of aisle space only.  Exhibitors are 
responsible for clean-up of their own booth area before leaving the Show each 
night. 

 
It is recommended that you lock up small articles (VCRs, DVDs, etc.) overnight.  
See a Floor Manager for specific Security Room locations.  The Show provides 
24-hour Security; however, the Show is not responsible for theft or damage to your 
exhibit.  Please maintain an awareness of your cash, valuables, and booth 
merchandise.  Report any suspicious behavior to uniformed security, Floor 
Managers and/or facility personnel located at entrances, exits, information booth, 
exhibitor credentials and show offices.  Please review your exhibit contract should 
you need further clarification. 
 
All shipments must be prepaid.  Address shipments to Cleveland Home & Garden 
Show, c/o Your Company Name, Booth Number(s), Great Lakes Expo Center, 
1200 Babbitt Road, Euclid, Ohio 44132.  Please be reminded that shipments 
should be marked for delivery only on Monday, January 18th thru Friday, January 
21st.   
 
Friday, January 22nd   11:00a.m. –   9:00p.m. 
Saturday, January 23rd   10:00a.m. –   9:00p.m. 
Sunday, January 24th  10:00a.m. –   6:00p.m. 
Monday, January 25th  11:00a.m. –   9:00p.m. 
Tuesday, January 26th  11:00a.m. –   9:00p.m. 
Wednesday, January 27th  11:00a.m. –   9:00p.m. 
Thursday, January 28th  11:00a.m. –   9:00p.m. 
Friday, January 29th   11:00a.m. –   9:00p.m. 
Saturday, January 30th   10:00a.m. –   9:00p.m. 
Sunday, January 31st   10:00a.m. –   6:00p.m. 
Sunday, January 31st – Plant Sale    7:00p.m. –   8:00p.m. 
 
Material Handling:  GLEC, 1200 Babbitt Road, Euclid, Ohio 44132. 
Phone (216) 529-1300 or (800) 600-0307. 
 
Independent Motor Freight Shipments: GLEC will receive shipments; however, 
shipper is responsible for tracing shipments. 
 
Rental of Booth Furnishings:  Counters, Tables, Chairs, Carpeting, etc. (You 
may provide your own).  The Official Show Decorator has offices at the Show.   
 
Handmade or amateur signs of any type shall not be used.  In addition, please 
refer to paragraph on the reverse side of the exhibit contract regarding BOOTH 
SPECIFICATIONS. 
 
All Exhibitors should specify in their shipping instructions and bills of lading that 
exhibit and literature shipments should be delivered to the GLEC no sooner than 
Monday, January 18th and no later than Friday, January 21st.  If pre-event storage 
is required, you are requested to contact the GLEC directly either by telephone or 
letter.   
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TICKETS, EXHIBITOR 
** NEW INFORMATION** 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

 
 
TICKETS, EXHIBITOR GUEST 

 
 
 

 
VALUABLES 

 
 

WELCOME BULLETIN 
 
 

 
 
 

**CREDENTIALS WILL BE MAILED TO EXHIBITORS TWO WEEKS 
PRIOR TO THE SHOW. YOU MUST BE PAID IN FULL TO 
RECEIVE YOUR PASSES. EXHIBITORS ARE RESPONSIBLE FOR 
DISTRIBUTING THEIR PASSES TO WORKERS**  
 
THERE ARE TWO TYPES OF CREDENTIALS: 
             SEASON – Good for one use per day, any day of the Show. 
             ONE-TIME – Good for one day only, (used mostly for part-time workers). 
 
QUANTITY OF TICKETS PER EXHIBITOR IS AS FOLLOWS: 
NON-RETAIL # SEASONS # ONE-TIMES
10’ x 8” 4 6 
10’ x 10’ 4 6 
20’ x 10’ 4 6 
30’ x 10’ 5 7 
40’ x 10’ 6 8 
50 x 10’ 6 8 
 
RETAIL # SEASONS # ONE-TIMES
10’ x 10’ 4 6 
20’ x 10’ 4 6 
30’ x 10’ 5 7 
40’ x 10’ 6 8  
50’ x 10’                                    6 8 
 
BULK SPACE EXHIBITORS OVER 500 SQUARE FEET 
 # SEASONS # ONE TIMES
500 – 800 sq. ft. 6 8 
801 – 1200 sq. ft. 7 10 
Above 1200 sq. ft 10 12 
 
Please Note:  For exhibitors that are entering the Show via the South entrance 
without tickets, stop by the Credentials Desk, which will phone to the main Show 
Office to verify that there is a ticket for the worker.  These doors are only open 
during Show hours, no earlier.  
 
Remember:  YOU ARE RESPONSIBLE FOR YOUR WORKERS TICKETS. 
Please distribute them to your workers before the show. If a ticket is lost, there is a 
replacement charge. 
 
These reduced price tickets sell for $9.00 and are intended for friends, relatives, 
special guests, etc.  The regular price of Adult General Admission Tickets is 
$12.00.  Exhibitor Guest Tickets may be purchased in advance on a prepaid basis 
or at the Show Office during the event.  Send your order and check payable to 
Expositions, Inc., P.O. Box 550 – Edgewater Branch, Cleveland, Ohio 44107-
0550.  Tickets will be mailed promptly. 
 
It is recommended that provisions be made for safeguarding valuables overnight.  
See your Floor Manager to locate lockup area. 
 
The Welcome Bulletin will be available at the Credentials Desk.  It contains 
important information such as:  Location of Show Office, Security Room, 
Concessions/Food, Literature Storage Area, etc.   
 
REMEMBER TO:  Place your orders early – saving you money and time.  Call 
Expositions, Inc. at (216) 529-1300 if you have any questions. 
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TRANSIENT VENDORS LICENSE 
OHIO DEPARTMENT OF TAXATION 

 
 
 

The recent passage of House Bill 612 requires transient vendors to obtain a "one-time" (i.e. no annual 
renewal) Transient vendors license from the Ohio Department of Taxation (form attached).  The fee is 
"one-time" and costs $25.00.  Send your application and a $25.00 check or money order payable to 
"Treasurer of State" and mail to the Ohio Department of Taxation, Registration Unit, P.O. Box 182215, 
Columbus, Ohio 43218-2215 or you can call 888-405-4039 for more information. 
 
Definition: Ohio Revised code Section 5739.17 provides for a Transient Vendors License when the 
person in a usual course of business, transport inventory, stock of goods, or similar personal property 
to a temporary place of business in a county where he/she has no fixed place of business, for the 
purpose of making retail sales of such property. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 



If you are a foreign corporation, give Ohio certificate number

  1. Check type of ownership:  (10) Sole owner  F     (20) Partnership  F     (30) Corporation  F     (40) Association  F
(50) LLC  F     (60) Fiduciary  F     (70) LLP  F     (80) LTD  F     (100) Business trust  F

  2. When did you or will you begin making taxable sales in Ohio? (mm/dd/yy)

  3. Are you obtaining this license to make sales at a temporary place of business in a county in which you have no fixed
place of business?     Yes  F       No  F

  4. Provide NAICS code and state nature of business activity

  5. Legal  name

  6. Trade name or DBA

  7. Primary address

  8. Mailing address

  9. How much sales tax do you expect to collect each month?   (06) Less than $200  F     (01) $200 or greater  F

10. If this application is for a new registration due to change in ownership, please list the old account number.

11. If you operate as a corporation or partnership, list appropriate names, addresses and social security numbers below.

President/Partner

Vice Pres/Partner

Secy/Treas/Partner

I hereby declare the above to be true and correct to the best of my knowledge and belief.

Date Signature of owner or officer of company

Fee for this license – $25 (made payable to Ohio Treasurer of State). Send the original application and $25 fee to: Ohio
Department of Taxation, Registration Unit, P.O. Box 182215, Columbus, OH  43218-2215. Phone: (888) 405-4089. Retain a
copy for your records.

Please print.

(Corporation, sole owner, partnership)

 Home/office address of corporation, sole owner or partnership City State ZIP

(If different from above) City State ZIP

Name Street City  State ZIP

Name Street City  State ZIP

Name Street City  State ZIP

(Home/office phone no.) (Home/office fax no.) (Business phone no.)

ST 1T
Application for
Transient Vendor's License

Rev. 2/07

07100100

Vendor's license number

Federal employer identification no. Social Security no. Ohio corporate charter no.

(For the most current NAICS listings,
visit our Web site at tax.ohio.gov.)

Social Security no.

Social Security no.

Social Security no.





Show Name: Contact Person:

Company Name: Booth #

Address: City: State: Postal Code: Country:

Phone #  (        ) Fax #   (        ) Email:

Signature Print Name:

ELECTRICAL REQUESTS
NOTE: EXTENSION CORDS ARE Advance Rate On-Site Rate Total

Quantity Description             NOT AVAILABLE Order by 1/6/09 Due
Low Power: 5-10 Amps/600-1200 Watts $50 $70
List Equipment to be powered (i.e. TV, Light Bulbs):

Medium Power: 10-20 Amps/1201-2400 Watts $75 $95
List Equipment to be powered (i.e. High Watt Bulb, 
Electric Heater, etc.):

High Power: Above 20 Amps Please ask for quote Please ask for quote
List Equipment to be powered (Be specific please):

MATERIAL HANDLING REQUESTS
Total

Quantity Description Rate Due
Towmotor/Forklift Service (per half hour) $30 $50
Towmotor/Forklift Service (per hour) $50 $70
Date/Time Required (List Here):

WATER REQUESTS
Advance On-Site Rate Total

Quantity Description Rate Due
Water Fill & Empty Please ask for quote Please ask for quote

Order Form must be accompanied by full payment by check. SUB-TOTAL DUE
MAKE CHECKS PAYABLE TO 1200 BABBITT ROAD LLC & SEND TO:

ADD 7.75% TAX
1200 Babbitt Road, LLC
P.O. Box 550 - Edgewater Branch TOTAL AMT. PAID
Cleveland, Ohio 44107 (BY CHECK ONLY)
Phone: 216-529-1300 DATE PAID
Fax: 216-529-0311

IMPORTANT! PLEASE NOTE:

1. You must list the specific items you are powering!

2. Electric power will be brought within 10 feet (or closer) of your booth - please provide your own 10 foot extension cord

3. DO NOT UNDER ORDER ELECTRIC - Please take the time to add up all of your items and their total electric power
    consumption. Any damage done to the Expo Center is the responsibility of the exhibitor

4.  There are no provisions for telephone service at the Expo Center. Please call AT&T at (800) 660-3000 if you need to
     set up a telephone line.

GREAT LAKES EXPO CENTER SERVICE ORDER FORM



 
 
 
 

 
www.advancedexposolutions.com 
 
December 2009 

 
67

th
 Cleveland Home & Garden Show 

January 22-31, 2010  

Great Lakes Expo Center 
Babbitt Rd.  @ 90/Rt. 2/271 Spur 
Euclid Ohio 
 
PLEASE READ THIS INFORMATION CAREFULLY 

 
Dear Exhibitor, 
 
Advanced Expo Solutions International Inc. (AESI) would like to be one of the first to welcome you to the show. As 
the exclusive service contractor for the event, we will do our part to make your experience a successful one. Listed 
below is information you may need and where to find it in this kit.  
 
Please be sure to include Payment Summary Form (page 2), with all orders. 
_________________________________________________________________________________         
Show Information  
AESI Terms and Agreement Form 
Page 1 – Payment Summary Form  
Page 2 – Furnishings Rental Order Form 
Page 3 – Carpet Rental Order Form 
Page 4 – Computer Rental Form 
 

NOTE EARLY DEADLINE FOR ADVANCE PAYMENT – Jan 6
th

, 2010 – NO EXCEPTIONS 

 
Show Information: 
Exhibitor Move In:  Jan 20-21, 2010. Show management will provide a schedule. 

  

  
Exhibitor Move Out: Jan 31 – Feb 1, 2010. Move out request can be handled on site 
  
Inclusive Booth Package (These items have been supplied by show management): 
8’ Back Drape 
3’ Side Rail Drape 
 

Blue & White 
 

*** Facility floor is concrete unless carpet is ordered***  

 
 
 
 
 
 
 
 
 
 

Deadline for advanced orders (No Exceptions will be made): Jan 6th, 2010 
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