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PLACING AN ORDER

When placing an order, pay particular attention to the deadline date. If you place your order by the deadline
date, you may save up to 33%. Orders received after the deadline date or orders received without full
payment will be billed at the standard rate.

The Advance rates apply when your complete order and payment are received by us on or before the
deadline date. The Standard rates apply to all orders received after the deadline date (Late Order), orders
received before the deadline date without full payment and floor plans (Partial Order), and all orders placed or
changed on site (On-Site Order). To save money and help us to plan effectively, place your order by the
deadline date.

A COMPLETE ORDER CONTAINS ALL OF THE FOLLOWING ELEMENTS:
¢ Order and Payment Summary Form
® Telecommunication Services Order Form
¢ Floor Plan Template

During the event you will receive an On-Site Invoice for your telecommunication services including itemized
inbound labor and non-itemized tear out labor. You will remit payment for the On-Site Invoice at this time.

This invoice will not include any telephone usage. Telephone usage is calculated at the close of the event and
charged to your credit card at that time.
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