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LONG BEACH CONVENTION CENTER
Long Beach, California




May 2, 2013
Dear UCC National Staff General Synod Exhibitor:
We look forward to welcoming you to the Long Beach Convention Center for the June 28 – July 2, 2013 Twenty-ninth General Synod of the United Church of Christ!  Exhibitor set up will take place from 11:00 a.m. – 7:00 p.m. on Thursday June 27, and from 8:00 – 11:30 a.m. on Friday, June 28.  The Exhibit Hall opens at noon on June 28.  Please find attached an Exhibit Hall schedule and floor plan, exhibitor booth assignments, various order forms, and much more information. All of these items will also be posted at www.ucc.org/synod under the “Exhibitor” tab.  To print the forms, select paper orientation – auto portrait/landscape.  Please carefully review each of the order forms and informational documents.  Be sure to note all deadlines and payment policies.  Strict adherence to these deadlines and policies is of utmost importance.  If you have questions about any of the services provided by Capital Convention Contractors or the Long Beach Convention Center, please contact them directly. Contact information is included  on their respective order forms.  
Exhibitor Ribbons
UCC staff will have full access to the Exhibit Hall during move-in times, all Exhibit Hall hours of operation, and move-out times.  Exhibitor ribbons will be distributed on-site during the Exhibit Hall set up hours to the ministry team contact person who submitted the Exhibitor Kit Forms.  Each ministry team will receive 5 ribbons to distribute to staff that need to arrive at the Exhibit Hall prior to Exhibit Hall hours and/or stay in the Exhibit Hall after Exhibit Hall hours.  This will give staff an opportunity to “set up shop” before visitors arrive and to tidy up displays after visitors depart each day.  However, due to safety and security concerns, the convention center requests that exhibitors be in the Exhibit Hall when it is closed only when necessary.  
General Synod Detailed Information
For a complete guide to General Synod visit www.ucc.org/synod and click on the Delegate tab.  Here you will find information about airport options, transportation to and from the airport, event schedules and programs, and many more Synod related materials. 

Thank you for helping to make this important and exciting gathering of the United Church of Christ a success!  Please do not hesitate to contact us if you have any questions or concerns.

Sincerely,

Jan Gomoll

216-736-3809


gomollj@ucc.org
Valerie Smith

216-736-2104


smithv@ucc.org
ADDITIONAL NOTES TO UCC NATIONAL STAFF 
Internet Access

Free Internet access will be available to UCC General Synod exhibitors in the Long Beach Convention Center Exhibit Hall and Plenary Hall from approximately 11:00 a.m. on Thursday, June 27, 2013 to 9:00 p.m. on Tuesday, July 2, 2013.  Exhibitors are requested to connect to the internet only when necessary in order to free up bandwidth.  To access the wireless network, click on your computer’s internet icon and connect to the SSID network GS29. Open a web browser and you will be auto directed to the login screen.  Enter passcode 2013.  If you experience problems connecting, please request assistance at the General Synod Office in room 103C in the convention center.  
Shipping on the UCC Truck – Shipments Due to Off-site Warehouse June 11
If you plan to ship items to General Synod on the UCC truck, be sure to follow the procedures and guidelines on the Shipping Information Sheet. See this sheet and the Staff Timeline for due dates and details.  
Food & Beverage Sampling Guidelines
Below are the Long Beach Convention Center food and beverage guidelines for all exhibitors. If you have further questions, please contact Catering Manager, Deann Fruhling at 562-499-7562.

Exhibitors may exhibit only merchandise which they normally serve or produce in the ordinary course of their business and may only distribute such quantities that are reasonable in regards to the purpose of promoting the merchandise.  Food service exhibitors may distribute food samples in their authorized space only and must not be in competition with products or services offered by the convention center food service, SAVOR Catering by SMG.

Free samples are limited to 2 ounces of non-alcoholic beverages and 1 ounce of food.  Exact descriptions of sample and portion size must be submitted to SAVOR Catering by SMG for written approval 14 days prior to the opening of the event. Any exhibitor of a show who will be sampling or selling food must have a Long Beach Health Permit.  To obtain the Health Permit call the Long Beach Heath Department at 562-570-4135.

Temporary Seller’s Permit

California state law requires that all exhibitors selling merchandise from the floor or taking orders either on a wholesale or retail basis, must have a valid California Seller’s Permit.  See the Temporary Seller’s Permit Document.  If you have questions regarding tax-exempt status or other issues, please contact the California Board of Equalization by calling 800-400-7115 (from the US) or 916-445-6362 (from outside the US).
Food & Beverages Services

No outside food or beverage is permitted inside the convention center.  If you would like to order food and/or beverages for your exhibit space, please visit www.longbeachcc.com and click on the Catering/Food & Beverage box on the left side of the screen for menus, prices and details.  Submit your orders and payment directly to the Long Beach Convention Center.  Please direct your questions to Catering Manager, Deann Fruhling at 562-499-7562.  
Please fill out each of the forms listed below 
and return to Valerie Smith.  
We will compile one large order and submit it on behalf of national staff.  Please be sure to note the Staff Timeline for due dates and details.
General Synod Program Book Exhibit Description – Due May 6
Complete (type) the Booth Description Form and e-mail it to Jan Gomoll.  
Booth Sign Form – Due June 1
Complete (type) the Booth Signs Form and return it to Valerie Smith, Room 217.
Booth Tables, Chairs, and Wastebaskets – Due June 1
If you do NOT want all furnishings that are provided with each 10 ft. x 10 ft. area that you have reserved (one 6 ft. table, two chairs, and one wastebasket per each 10 ft. x 10 ft. area), complete the Reduction in Number of Tables, Chairs, & Wastebaskets Form and return it to Valerie Smith, Room 217.  
Capital Convention Contractors Forms - Other Furnishings & Services – Due May 31
We will place your orders for furnishings or services from Capital Convention Contractors (booth furnishings, labor, unique & custom furnishings, Agile Trade Show Furnishings, additional signs, forklift, cleaning, etc.).  Complete the Capital Convention Contractors Order Forms per your needs and return the forms along with your completed journal transfer (on lime green paper) with an authorized signature to Valerie Smith, Room 217.
Menlo Event Services AV Equipment & Computer Rental – Due May 31
We will place your orders for audio visual equipment and computer rental from Menlo Event Services.  Complete the Menlo Event Services Order Form per your needs and return it along with your completed journal transfer (on lime green paper) with an authorized signature to Valerie Smith, Room 217.  Please direct your technical questions to Wayne Cherry.  
Please fill out each of the forms listed below 
and submit them directly with payment 
to the corresponding provider. 
Be sure to note due dates and details.

Jan and Valerie will have copies on-site of all the order forms listed above that were submitted on your behalf.  If you would like us to also have copies on-site of your forms listed below, please provide copies to Valerie Smith, Room 217.
Edlen Electrical Service – Due June 13 for Discounted Rates
Submit your orders and payment for electrical service to Edlen Electrical Exhibition Services.  See the Edlen Electrical Exhibition Services Order Form for due dates and details.  Please direct your questions to Edlen Electrical Exhibition Services.
Smart City Telephone Service – Due June 13
Submit your orders and payment for telephone service to Smart City.  See the Smart City Order Form for due dates and details.  Please direct your questions to Smart City. (This form also offers Internet service orders. Remember, free Internet access is already available in the Exhibit Hall so there is no need to order it from Smart City.)
TLC National Convention Plant Services – Due June 14

Submit your orders and payment for floral items directly to TLC National Convention Plant Services.  TLC National Convention Plant Services is the floral provider recommended by the UCC contracted decorator, Capital Convention Contractors, Inc.  However, you may also prefer to locate and order floral services from another local supplier of your choice.  See the TLC National Convention Plant Services Order Form for due dates and details.  Please direct your questions to TLC National Convention Plant Services.
Food & Beverage Services – June 13
No outside food or beverage is permitted inside the convention center.  If you would like to order food and/or beverages for your exhibit space, please visit www.longbeachcc.com and click on the Catering/Food & Beverage box on the left side of the screen for menus, prices and details.  Submit your orders and payment directly to the Long Beach Convention Center.  Please direct your questions to Catering Manager, Deann Fruhling at 562-499-7562. 
Shipping Directly to Long Beach Convention Center
If you will ship items directly to the Long Beach Convention Center, follow the instructions on the Capital Convention Contractors, Inc. Material Handling Order Form.  See the Material Handling Order Form for due dates and details.  Submit your form and payment directly to Capital Convention Contractors, Inc.  Please direct your questions to Capital Convention Contractors, Inc.

Questions?

Please do not hesitate to contact Jan Gomoll, Valerie Smith or convention services providers if you have any questions about the services or furnishings that are offered.

Long Beach Convention Center Exhibitor Regulations
· No lit candles or open flames are permitted in the Exhibit Hall. 
· No signs, banners, decorations, or materials of any nature are to be taped, tacked, secured, fastened or anchored to any building part, wall, pillar, door, or window. 

· No outside food or beverage is allowed inside the facility. 
· No items may be thrown at any time from your booth(s).

· If your booth generates boxes or trash during show hours, porter service is recommended. This service may be ordered through Capital Convention Contractors or by dialing Ext. 541 on a building house phone.
· Please remember not to throw boxes or trash generated during show hours into the aisles.

· We recommend locking or removing valuables from your booth nightly.

· Loading docks are for loading and unloading only. All vehicles left in loading areas will be towed away at the owner’s expense.  
· When loading and unloading items you must enter and exit through loading dock areas only. No carts, cases or boxes will be allowed through public entrance doors.
· The exhibition hall air walls are covered with a delicate vinyl fabric. This fabric tears easily. Please use caution when working close to them.
· No item whatsoever is to be placed in the aisles (tables, chairs, product, etc.)

· All decorations and items within your booth must be fireproof. If you have any questions please dial Ext. 514 on a house phone.
Combustibles

· Literature on display shall be limited to reasonable quantities. Reserve supplies shall be kept in closed containers and stored in a neat and compact manner.
· No flammable liquids are allowed in the building.

· When displaying a flammable or combustible product, the display container shall be empty.

· Painting or spraying of toxic or flammable materials is prohibited.

· Smoking is prohibited throughout the L.B. Convention Center complex. L.B.M.C. 868.010.
Balloons

Helium balloons that are secured to weights, etc. are permitted in the Exhibit Hall.  However, a $75.00 retrieval fee will be charged if a balloon becomes detached and floats to the ceiling. Balloon displays (arches, columns, etc.) are permitted as well.
Flame-Retardant Treatment

All decorations, drapes, signs, banners, sails, acoustical materials, hay, straw, moss, split bamboo, plastic cloth and similar decorative materials shall be flame-retarded to the satisfaction of the Fire Department by either a State Fire Marshal’s certification of flame-retardency or the ability to pass a field flame test, however, nothing in this section shall be held to prohibit the display of saleable goods permitted and offered for sale.  
	                               Long Beach Convention & Entertainment Center
                                                    300 East Ocean Boulevard
                                                  Long Beach, California 90802
                                            Tel: 562-436-3636 Fax: 562-436-9491
Parking Garages

Exhibitors and visitors may use the Long Beach Convention Center Arena Parking Garage or the Promenade parking Garage.  The Main Parking Lot, located off Shoreline Drive is also available.  Parking is $10.00 per car entry to any of the convention center’s parking lots.

	Directions
From Los Angeles International Airport: 
Take the San Diego Freeway (405) south to the Long Beach Freeway (710). Go south on the Long Beach Freeway to the Downtown Exits. (710 then becomes Shoreline Drive). Follow Shoreline Drive to Linden Avenue and into the parking lot, or as advised by directional signage. 
From Long Beach Airport: 
Take Lakewood Boulevard south to the San Diego Freeway (405). Take the San Diego Freeway (405) north to the Long Beach Freeway (710). Go south on the Long Beach Freeway to the Downtown Exits. (710 then becomes Shoreline Drive). Follow Shoreline Drive to Linden Avenue and into the parking lot, or as advised by directional signage.

From The John Wayne (Orange County) Airport:
Take the San Diego Freeway (405) north to the Long Beach Freeway (710). Go south on the Long Beach Freeway to the Downtown Exits. (710 then becomes Shoreline Drive). Follow Shoreline Drive to Linden Avenue and into the parking lot or as advised by directional signage.

From Southern Orange County: 
Take the Santa Ana Freeway (5) north to the San Diego Freeway (405). Take the San Diego Freeway (405) north to the Long Beach Freeway (710). Go south on the Long Beach Freeway to the Downtown Exits. (710 then becomes Shoreline Drive). Follow Shoreline Drive to Linden Avenue and into the parking lot or as advised by directional signage.
From North Orange County And The Valleys:
San Gabriel & Pomona Valleys take the Orange Freeway (57) or San Gabriel Freeway (605) to the Riverside Freeway (91) to the Long Beach Freeway (710). Go south on the Long Beach Freeway to the Downtown Exits. (710 then becomes Shoreline Drive). Follow Shoreline Drive to Linden Avenue and into the parking lot or as advised by directional signage.




