
 

 

 
 
 
 

 
 
 

Fan Expo Vancouver 2024 
February 17 – 19, 2024 

Vancouver Convention Centre - West 
Vancouver, BC 

 
 

Dear Exhibitor,  
 
Levy Show Service Inc. is pleased to be appointed by Show Management as the 
Official General Service Contractor for Fan Expo Vancouver 2024. We are 
excited to service you for this event. In the following pages, please find the 
necessary forms and vital information that will assist you with a successful 
exhibition experience.  
 
We are offering a special discount rate on many of our services. To receive the 
discount rate, please submit your completed forms with full payment by  
January 26, 2024. 
 
Should you have any questions, please feel free to contact our Customer Service 
Department at 604 277 1726 or operations@levyshow.com. Our team is readily 
available to assist you with your needs. 
 
We look forward to speaking with you and wish you have a smooth and 
successful Fan Expo Vancouver 2024.  
 
Levy Show Service Inc.  
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SERVICE   LEVY SHOW SERVICE INC.  
CONTRACTOR  210 – 12011 Riverside Way 
CONTACT:   Richmond, BC     V6W 1K6 
    Tel:  604 277 1726 Fax: 604 277 1736  
    Email: operations@levyshow.com  
 
 LOCATION:   Vancouver Convention Centre - West 
    via Waterfront Road Truck Route 
    1055 Canada Place 
    Vancouver, BC   V6C 0C3 
     
EXHIBITOR MOVE-IN: Friday, February 16, 2024  **please refer to voyage control 
    Saturday, February 17, 2024  and target move-in plan** 
 
EXHIBITION DATES:  Saturday, February 17, 2024  9:30 am – 7:00 pm 
    Sunday, February 18, 2024  9:30 am – 6:00 pm 
    Monday, February 19, 2024  9:30 am – 5:00 pm  
    *Family Day holiday 
 
EXHIBITOR MOVE-OUT: Monday, February 19, 2024  5:00 pm – 10:00 pm 
    *Family Day holiday 
 
BOOTH EQUIPMENT:  Retail Booth Spaces:  
    Each 10’ x 10’ Retail Booth space includes:   

 8’ high drapery backwall – teal/silver/silver/teal 
 One (1) 8’ x 2’ unskirted table 
 Two (2) chairs 

 
Artist Alley Standard Booths: 
Each 6’ x 6’ Artist Alley standard table top space includes 

 One (1) 6’ x 2’ skirted table – black 
 Two (2) folding chairs 

**does not include drapery backwall or sidewalls 
 

    Artist Alley Premium End Cap: 
    Each 6’ x 12’ Artist Alley Premium End Cap space includes: 

 3’ high drapey backwall – black 
 Two (2) 6’ x 2’ skirted tables – black 
 Two (2) folding chairs 

**does not include drapery sidewalls 
 

**There are no furniture or drapery inclusions for booths greater 
than 400 square feet** 

 
If you require additional furnishings or services please complete  
and return the appropriate enclosed order form(s) and submit with 
completed credit card authorization form and full payment. 

 
          Quick Facts continued… 
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DISCOUNT PRICE  In order to receive the discount rates listed on the enclosed order 
DEADLINE:   forms, your PAID order must be received by January 26, 2024. 
 
LEVY ONLINE ORDERING: To access our online ordering system please visit  

https://www.expotoolkit.com/expotools/webforms/login.aspx?c=151&s=8671  

 you will be prompted to either register as a new exhibitor OR 
sign in as a returning exhibitor 

 if you do not know your booth number please enter “0” (zero) 
 online ordering available until February 9, 2024 

 
MATERIAL HANDLING: To expedite the move-in process we highly recommend sending  

all materials to the Levy Advance Warehouse. 
 

**In the event that a forklift is not available on show site for this 
particular exhibition, additional fees will apply if a forklift is required for 
your materials** 

 
SHIPPING:  Please refer to the Material Handling order form in this manual for 

further information and associated costs. 
 

All ADVANCE WAREHOUSE shipments should arrive between  
January 12, 2024 – February 9, 2024. Shipments arriving before or 
after these dates will incur an early/late surcharge. 

   
Shipments sent to the advance warehouse should be consigned as 
follows: (Labels are provided in the Material Handling Section of the 
exhibitor kit) 

 
     Fan Expo Vancouver 2024  

Exhibiting Company Name & Booth # ___ 
     Levy Show Service, Inc. 
     150 – 2060 Viceroy Place 

Docks #5 - 8 
     Richmond, BC   V6V 1Y9 
 

All DIRECT shipments should not arrive prior to 2:00 pm on  
February 16, 2024. Shipments arriving prior to this time will be 
refused.  

 
Direct shipments should be consigned as follows: 
(Labels are provided in the Material Handling section of the  
exhibitor kit) 

 
     Fan Expo Vancouver 2024  

Exhibiting Company Name & Booth # ___ 
     Vancouver Convention Centre - West 
     c/o Levy Show Service, Inc. 
     via Waterfront Road Truck Route 

1055 Canada Place 
     Vancouver, BC   V6C 0C3 
  

 
Quick Facts continued… 

https://www.expotoolkit.com/expotools/webforms/login.aspx?c=151&s=8671
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ONSITE PUSH CART A limited number of push carts will be available to rent onsite during  
RENTAL: exhibitor move-in & move-out. Please visit our Levy Customer Service 

Desk onsite, photo ID will be required. Each cart will cost $30.00 per 
hour. 

 
RESCUED FREIGHT: All freight left on the show floor after 11:59 pm on February 19, 2024 

will be rescued by the official carrier. 
 
We wish you a successful show!  If we can be of assistance, please contact the Levy Show Service 
Exhibitor Services Department at 604 277 1726 or email operations@levyshow.com. 



CREDIT CARD AUTHORIZATION 24.cdr20CREDIT CARD AUTHORIZATION 24.cdr20

PAYMENT & CREDIT CARD CHARGE AUTHORIZATION FORM

COMPANY BOOTH NUMBER

ADDRESS street                                     city state/province                zip/postal code                            country

PHONE                                 FAX                                                  P/O Number                                            E-MAIL

AUTHORIZED CONTACT SIGNATURE AUTHORIZED CONTACT - DATEPLEASE PRINT

x

PAYMENT INFORMATION
VISA MASTERCARD EXPIRY

DATE

ACCOUNT
NUMBER

CHEQUE

CARDHOLDER’S BILLING ADDRESS city state/province                     zip/postal code                            country

CARDHOLDER’S SIGNATURE                                                            CARDHOLDER’S NAME - PLEASE PRINT

x

CORPORATE

PERSONAL

Please complete the REQUIRED order forms and submit with Payment & Credit Card Authorization Form and
full payment. You may choose to pay by credit card and/or bank cheque, however, we require your credit card
authorization to be on file with LSS. For your convenience, this form will be used as your authorization to charge any
additional amounts incurred by you or your show representative, including material handling and labour charges.

CALCULATION OF ORDER FORMS

Material Handling Order Form..................................................................................

Carpet, Padding & Drape Rental Order Form..........................................................

Table and Seating Rental Order Form......................................................................

Accessories Rental Order Form...............................................................................

Prestige Furniture Rental Order Form......................................................................

Hardwall System Rental Order Form........................................................................

Graphics & Sign Order Form....................................................................................

Plant & Flower Rental Order Form...........................................................................

In-Booth Forklift Order Form.....................................................................................

Audio Visual & Computer Order Form......................................................................

Labour Order Form...................................................................................................

FULL PAYMENT IN CANADIAN  FUNDS

To simplify payment, send one cheque payable to Levy Show Service Inc. for the entire amount or note the amount
to be charged to your credit card.

Charge my credit card in the amount of     $

Cheque no.                     Dated                    in the amount of     $

$

$

$

$

$

$

$

$

$

$

$

TOTAL FROM EACH ORDER FORM

All orders are regulated
by LSS Payment Terms
& Conditions as well as

Material Handling /
Exhibit Transportation
Terms & Conditions.

$

CCVC

Fax:  604 277 1736
210 - 12011 Riverside Way
Richmond, BC   V6W 1K6
Telephone: 604 277 1726
E-mail:  operations@levyshow.com

Fan Expo Vancouver 2024
February 17 - 19, 2024

Vancouver Convention Centre - West
Vancouver, BC
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�����
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ADVANCE RECEIVING INFORMATION & INSTRUCTIONS

SHIPMENTS CAN BE SENT DIRECTLY TO THE SHOW SITE ON MOVE-IN DAY, OR TO THE
ADVANCE WAREHOUSE UP TO THIRTY DAYS PRIOR TO MOVE-IN.

All freight shipped to the advance receiving warehouse must be properly crated, boxed, or stretch wrapped on
pallets. Shipments that are greater than 10,000 lbs or that exceed 24 lineal feet of trailer space will be refused
at the advance warehouse and must be sent directly to show site.

**PLEASE NOTE: warehousing for refrigerated or frozen items is unavailable.

For advance receiving, mail or fax the Material Handling Order Form & Invoice with pre-payment to
LEVY SHOW SERVICE INC.  Shipments sent collect be accepted.WILL NOT

Advance receiving includes the following:
- receiving your material at the warehouse up to thirty days in advance of the move-in day
- delivering the shipment to your booth at the facility
- removing empty crates from your booth to a designated storage area
- returning your empty crates to your booth at the close of the show
- loading your crates onto your designated carrier at the close of the show
** please note that shipments are not brought back to the advance warehouse after the close of the show**

The material handling services provided by LEVY SHOW SERVICE INC. end with the close of the show.
It is the responsibility of the exhibitor to make appropriate arrangements with a carrier to pick up any shipments
at the venue following the close of the show.  Please make special note of the allotted move-out times and
days, and confirm with your carrier that they are able to meet these allotted times.

Please remove all old shipping labels and ensure that all freight destined for the advance warehouse
is labeled with the following information:

Fan Expo Vancouver 2024 -
COMPANY NAME & BOOTH #

Show Service Inc.Levy
150 - 2060 Viceroy Place
Docks #5 - 8
Richmond, BC  V6V 1Y9

Shipments may be sent to the advance warehouse up to thirty days prior to the move-in day for the show.
All shipments however, must be received at the warehouse a minimum of business days in advancefive
of the show move-in date  All shipments must be received at the advance warehouse between the hours of.

9 50 :00 and 1 :00, Monday to Friday, no earlier than and no later thanJanuary 12, 2024 February 9, 2024.
S will be subject to the rate of 2.25 pound (minimum 200lbs).hipments received before or after these dates $ per

Shipments must include an official weight ticket or bill of lading.

ADVANCE RECEIVING

MATERIAL 3A 2024.cdr

**Shipments received from Canada Post or USPS that exceed 2 lbs will not be accepted at the
advance warehouse**

PLEASE NOTE: .Canada Post or USPS shipments that require post office pick-up will incur additional charges

PLEASE SEE NEXT PAGE FOR SHOW SITE SHIPPING INSTRUCTIONS...

Fax:  604 277 1736
210 - 12011 Riverside Way
Richmond, BC   V6W 1K6
Telephone: 604 277 1726
E-mail:  operations@levyshow.com

ANY SHIPMENT(S) RECEIVED AT THE ADVANCE WAREHOUSE AFTER FEBRUARY 15, 2024 WILL INCUR
A CHARGE OF $495.00 IN ADDITION TO LATE TO WAREHOUSE FEES IF A DEDICATED TRUCK IS
REQUIRED TO RETRIEVE YOUR SHIPMENT.

Fan Expo Vancouver 2024
February 17 - 19, 2024

Vancouver Convention Centre - West
Vancouver, BC



The material handling services provided by LEVY SHOW SERVICE INC. end with the close of the show.
It is the responsibility of the exhibitor to make appropriate arrangements with a carrier to pick up any shipments
at the venue following the close of the show.  Please make special note of the allotted move-out times and days,
and confirm with your carrier that they are able to meet these allotted times.

Please remove all old shipping labels and ensure that all freight destined for show site receiving
is labeled with the following information:

Fan Expo Vancouver 2024 -
COMPANY NAME & BOOTH #
Vancouver Convention Centre - West
c/o Levy Show Service, Inc.
via Waterfront Road Truck Route
1055 Canada Place
Vancouver, BC   V6C 0C3

PLEASE NOTE THAT SHIPMENTS CANNOT BE RECEIVED AT THE VENUE PRIOR TO 2:00 PM ON
FEBRUARY 16, 2024.

Shipments must include an official weight ticket or bill of lading.

See Material Handling Terms & Conditions Sheet enclosed.

LIMITS OF LIABILITY

MATERIAL 3A 2024.cdr

SHOW SITE RECEIVING INFORMATION & INSTRUCTIONS

SHOW SITE RECEIVING

For show site receiving, mail or fax the Material Handling Order Form & Invoice with pre-payment to
LEVY SHOW SERVICE INC.  Shipments sent collect be accepted.WILL NOT

Show site receiving includes the following:
- receiving and signing for your shipment on your behalf
- delivering the shipment to your booth at the facility
- removing empty crates from your booth to a designated storage area
- returning your empty crates to your booth at the close of the show
- loading your crates onto your designated carrier at the close of the show
** please note that shipments are not brought back to the advance warehouse after the close of the show**

Fax:  604 277 1736
210 - 12011 Riverside Way
Richmond, BC   V6W 1K6
Telephone: 604 277 1726
E-mail:  operations@levyshow.com

Fan Expo Vancouver 2024
February 17 - 19, 2024

Vancouver Convention Centre - West
Vancouver, BC
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