TIMELINE - DUE DATES 

UCC NATIONAL STAFF 
DUE DATE



       ITEM DUE
May 6

General Synod Program Book Description of your Exhibit 



E-mail to Jan Gomoll -- gomollj@ucc.org 
May 13

Central Services will begin to accept boxes to be shipped to the off-site warehouse to be sent by truck to the convention center.
May 27

Capital Convention Contractors begin accepting advance shipments at their warehouse
May 31

Capital Convention Order Forms – Other Furnishings & Services (booth furnishings, labor, unique & custom furnishings, Agile Trade Show Furnishings, additional signs, forklift, cleaning, etc.). 

Deliver with journal transfer form to Valerie Smith, Room 217.
May 31

Menlo Event Service (MES) Audio Visual and Computer Rental Order Form 
Deliver with journal transfer form to Valerie Smith, Room 217.
June 1

Booth Sign Form

 


Deliver to Valerie Smith, Room 217.
June 1

Reduction in Number of Tables, Chairs, & Wastebaskets Form 




Deliver to Valerie Smith, Room 217.
June 10

Last day to have materials to Central Services to be shipped to the off-site warehouse to be sent by truck to the convention center
June 11

Last day for materials to arrive at the off-site warehouse (to be sent by truck to the convention center)
June 13

Smart City Telephone Service Order Form 

Return to Smart City with payment.
Provide a copy to Valerie Smith, Room 217.
June 13

Edlen Electrical Exhibition Services Order Form 

Return to Edlen by June 13 with payment to receive discounted incentive rate. The prices go up 30% after June 13.
Provide a copy to Valerie Smith, Room 217.
June 14

TLC National Convention Plant Services Order Form 

Return to TLC National Convention Plant Services with payment. 
Provide a copy to Valerie Smith, Room 217.
June 21

Last day for Capital Convention Contractors to accept advance shipments at their warehouse

June 27-28

Direct shipments will be accepted at the Long Beach Convention Center (Direct to Show Site)

Note:  This timeline is provided as a guide only.  Please be sure to read all forms and note due dates and payment requirements.
