
1. Material Handling
Information

 
 

Head to Toe Women’s Expo – Del Mar Fairgrounds – April 16 – 18, 2010 
 

IMPORTANT INFORMATION REGARDING MATERIAL HANDLING (DRAYAGE) 
 
 
Material Handling – what does it include?  
 
Raphael’s Convention Services (RCS), will be responsible for receiving your materials, bringing the items to your 
booth location, picking up and storing any empty containers until the end of the show, and then returning them 
to your booth for you to repack. Just a reminder, you have 14 days to have your items picked up after the show 
from our warehouse before they will be sent to you COD. Storage fees may also apply for excess time in our 
warehouse. RCS is not responsible for any damage incurred during shipping.  
 
What do you need to do prior to shipping?  
 
Fill out the Material Handling Order Form included in your vendor packet and fax with your payment (see 
terms below) to RCS at (858) 689-8040. You must provide the correct weight and number of pieces of materials 
being sent. You must provide a copy of the Bill of Lading (BOL) with a full description of the materials being 
sent. Make sure to label all of your materials properly, including: show name, booth number(s), and company 
information. Make sure to arrange for your Carrier to not only deliver your materials, but to ALSO pick up your 
materials!  
 
What will RCS provide for inbound material?  
 
RCS will provide advance storage up to (30) thirty days prior to your event. RCS will be responsible for receiving 
your materials at our warehouse for advance shipments. If available for your event, RCS will receive your 
materials on site during vendor set up times. Once received, your materials will be delivered to your booth and 
your empty containers may be stored for your convenience until the end of the show. See the service desk for 
“Empty” stickers for your containers for storage. Make sure to include your booth number(s).  

 
 What do you need to do at show closing?  
 
Repack all of your materials. Label your materials for their next destination. Provide a BOL or obtain a blank 
copy at our service desk, if applicable. Make sure to include your carrier’s name on the BOL. Leave all materials 
in your booth. Check out at the service desk. A RCS representative must verify the number of pieces before you 
leave the event. We will not be responsible for any missing pieces if this is not done properly. Call your shipper. 
It is your responsibility to make these arrangements, unless shipping with RCS’ preferred shipper.  
 
What will RCS provide for outbound material?  
 
RCS will pick up your materials at your booth. Blank BOL forms and shipping labels are available at the service 
desk. An RCS representative will even assist you in filling them out. RCS will provide labor for transfer of 
material to your carrier. RCS is not a shipper and will not call for pick up unless vendor is shipping with our 
preferred carrier. RCS will retain a receipt once you carrier picks up your materials.  
 
Payment terms:  
 
All vendors must be PREPAID before shipments are received by RCS. Acceptable forms of payments include: 
cash, certified checks, VISA, MasterCard, Discover, or American Express. Company checks and out of state 
checks will only be accepted a minimum of 10 days prior to show delivery. 
  

If you have any further questions, please contact us at (858) 689-7368.  
We would be happy to assist you. 

 
 

 
 
 

 
 
 
 
 



2. Inbound Material
Handling Order Form

 
 

Return to: Raphael’s Convention Services   Fax: 858 444 2525   email: travis@rcsshows.com 

All orders are governed by  the RCS Terms & Conditions of Contract and Payment Policy  in this Exhibitor Manual   
 

Head to Toe Women’s Expo – Del Mar Fairgrounds – April 16 – 18, 2010 
 

Company Name   Email   Booth #  

Address   City  State Zip Country 

Phone   Fax     

Contact   Cell     

 
* Unless the Outbound Material Handling Request is completed and returned to RCS, exhibitors are 
responsible for the provision of bills of lading and shipping labels.   
* Exhibitors are responsible for all freight charges.  

 
PLEASE ESTIMATE THE NUMBER OF PIECES YOUR ARE SHIPPING AND THE APPROXIMATE WEIGHT OF 
THE SHIPMENT. EXACT WEIGHT WILL BE CALCULATED BY YOUR CARRIER AND ORDER SHALL BE 
REVISED ACCORDINGLY WHERE NECESSARY. 
 

QTY DESCRIPTION WEIGHT 

   

   

   

   

   

   

   

   

   

   

 

Total Weight  

ONE WAY Rate (per lb) $0.65 

TWO WAY Rate (per lb) $1.30 

Total Price =  $ 

 
 
* PLEASE NOTE THAT THERE IS A 200 LB MINIMUM CHARGE FOR MATERIAL HANDLING. 
 

 
 
 
 

 



3. Outbound Material
Handling Request

 
 
Return to: Raphael’s Convention Services   Fax: 858 444 2525   email: travis@rcsshows.com 

All orders are governed by  the RCS Terms & Conditions of Contract and Payment Policy  in this Exhibitor Manual   
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Company Email Booth # 

 

Please complete this form and return it to RCS before the deadline date so that we can provide you with printed outbound 
material handling documents and shipping labels at the close of the show for you to review and sign. If this form is not 
received by the deadline date, pre-printed materials will not be provided. MATERIAL HANDLING FORM (PAGE 12) 
MUST ALSO BE COMPLETED, ALONG WITH THE CREDIT CARD AUTHORIZATION FORM. 
 

Shipping Information 
 

FROM:  
 

Company Email Booth # 

Address City State Zip 

Contact Phone Fax 

 

SHIPPING DESTINATION: 
 

Company Email Booth # 

Show Venue  

Address City State Zip 

Contact Phone Fax 

 

SHIPPING DESTINATION 2: 
 

Company Email Booth # 

Show Venue  

Address City State Zip 

Contact Phone Fax 

 

PLEASE LET US KNOW HOW AND WITH WHOM YOU WOULD LIKE YOUR MATERIALS SHIPPED 
 

Carrier Account # 

 

SERVICE: 
 

  Ground 
 

  Air 
   

  Next Day 

  2nd Day 

  Other:   
 

Once your shipment is packed and ready to be picked up, please return the outbound material handling order form to the RCS 
Service Desk. Verify the piece count, weight and that the signature is on the outbound material handling form prior to 
shipping out. Shipments without paperwork will be returned to the RCS Warehouse or forced onto another 
carrier at exhibitor’s expense. 
 
RCS does not accept responsibility for  any exhibitor property left unattended on the show floor. 
 



4. Advance Shipping
Labels
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Use these shipping labels to expedite handling. Copies of these labels are acceptable if additional labels are required. 
 

LABELS ARE FOR USE IF ADVANCE SHIPPING TO THE RCS WAREHOUSE ONLY. 
 

 
FROM:  

ADVANCE SHIPMENT 

 
TO: 

 

 Exhibiting Company 

 Show Name 

 Booth # 

C/O Raphael’s Convention Services 
8606 Miramar Road 
San Diego, CA 92128 

 
FROM:  

ADVANCE SHIPMENT 

 
TO: 

 

 Exhibiting Company 

 Show Name 

 Booth # 

C/O Raphael’s Convention Services 
8606 Miramar Road 
San Diego, CA 92128 

 



5. Payment & Credit Card
Authorization

 
 
Return to: Raphael’s Convention Services   Fax: 858 444 2525   email: travis@rcsshows.com 

All orders are governed by  the RCS Terms & Conditions of Contract and Payment Policy  in this Exhibitor Manual   
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Company Name   Email   Booth #  

Address   City  State Zip Country 

Phone   Fax     

Contact   Cell     

Payment Policy Credit Card Charge Authorization 

All information must be provided. Your order will not be 
processed if any information is missing. We require 
credit card authorization even if you are paying by cash or 
check. 

Account Number 

                

 
Expiration Date  CVV: 

          

 

Cardholder’s Name 

Address 

City State Zip 

 
Payment for Services – RCS requires payment in full at 
the time services are ordered. RCS accepts Mastercard, Visa, 
Amex, Discover, cash and check, however a completed credit 
card authorization is required for all orders, regardless what 
form of payment is used.  
Discount Prices – To qualify for discount pricing, orders 
must be received with payment on or before the discount 
price deadline. 
Adjustments and Cancellations – Cancellation of any 
order once delivered or rendered will result in a 100% 
cancellation fee. Additions to existing orders will be charged 
at the time the order is placed.   
 

  If you have any questions about our payment policy, please 
contact us at 800 564 7755 

 

 
I agree in placing this order that I have accepted 
RCS payment policy and RCS Terms & Conditions  
of Contract. 

 

   

  

X 
Authorized Signature (Cardholder) 

 

X  

Please Print Name 
 

              /             /                   
Date 
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