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EXHIBITOR MOVE-IN/MOVE-OUT PROCEDURE & GUIDELINES 
 

Purpose & Authority 

• These procedures govern all freight handling, labor jurisdiction, dock operations, and POV 
(Personally Owned Vehicle) move-in/move-out activity at the Walter E. Washington Convention 
Center (WEWCC) for WMCCAI 2026 Conference & Expo.  

• All parties must comply with venue regulations, local union jurisdiction rules, fire and safety 
codes, and event management and General Service Contractor (GSC) requirements. 

• Failure to comply may result in removal from the premises, labor penalties, delays, or additional 
charges. 
 

Labor Jurisdiction 

• All work inside WEWCC is governed by local union agreements. 
• Material Handling / Freight – Teamsters Local 639: Loading/unloading trucks, forklifts, pallet jacks, 

dollies, and transport of freight to/from booths. 
• Carpentry / Installation & Dismantle – Carpenters Local 491: Booth assembly, dismantling, 

staging, structures, and power tool use. 
• Theatrical / AV / Rigging – IATSE Local 22: Lighting, truss, rigging, scenic elements, and technical 

systems. 
• Electrical – IBEW Local 26: Electrical connections, power distribution, and exhibit lighting. 
• Exhibitors may handle their own materials only if performed by full-time employees, limited to 

their booth space, no power tools used, and qualifies as hand carry. 
• Hand carry is defined as one person, one trip, one item, with no dollies or wheeled 

equipment, and is permitted only via the 9th & Mt. Vernon Place entrance. 
 

Exhibitor Badging Requirements  

All exhibitors, vendors, and labor personnel must obtain and display an 
official event badge at all times while in the Walter E. Washington 
Convention Center. Badges serve as both identification and proof of 
authorization to access the show floor.  

This means that ALL company representatives requiring access to the Exhibit Hall must 1) be 
registered, 2) check in and 3) obtain a badge prior to beginning booth setup.  

NEW FOR 2026 – READ IN FULL 
Processes and logistics have changed from prior years.  

Exhibitors and their representatives must review this document in its entirety  
and are fully responsible for compliance with all requirements outlined below. 
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Badge Requirements: 
Badging ensures authorized personnel onsite and OSHA accountability. 

• Exhibitors must check in at registration during official move-in hours to obtain badges. 
• Each individual must wear their badge visibly above the waist at all times within the exhibit halls, 

docks, and service corridors. 
• Badges are non-transferable and must display the individual’s name and company affiliation. 
• Security personnel or union stewards have the authority to deny access or remove anyone without 

a valid badge. 
 
Scheduled Exhibitor MOVE-IN Information 

To maintain efficient traffic flow and ensure a smooth move-in, your assigned move-in window is based 
on your booth number. Arrival outside your scheduled timeframe may result in delays. 
 
All exhibitors must complete booth installation no later than 5:00 PM on Friday, February 27. Union labor 
during the official move-in schedule is covered by WMCCAI. If you require labor outside of these hours, 
you must coordinate directly with Shepard Exposition Services for arrangements and applicable charges.  
 

No booth setup will be permitted on Saturday. 
 
Friday, February 27 

Exhibitor Registration 
Hours: 9:00 AM – 5:00 PM 
Location: Concourse C 
Exhibitor badges may be picked up either before or after visiting the loading dock. All exhibitors must 
wear their badge at all times while in the facility. 
Please note: A $10 badge reprint fee will apply for any lost badges. 
 
Move-in 
Hours: 10:00 AM – 5:00 PM 
Location: Exhibit Hall C 
 

9:00 am Vehicles being displayed on the show floor must be driven onto the floor** 
10:00 - 11:30 am Booth Aisles 1000 - 1100 

11:30 am – 1:00 pm Booth Aisles 700 - 900 
1:00 – 2:00 pm Booth Aisles 400 - 600 
2:00 – 4:00pm Booth Aisles 100 - 300 

 
**Important: If you have not received prior written approval from WMCCAI to display a vehicle, you will be turned 
away at the dock. Unauthorized vehicles will not be permitted onto the show floor under any circumstances. 
 

Refer to the following page for the move-in procedure. 
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Procedure 

• All POVs (Personally Owned Vehicles) must report to the M Street check-in point near 7th Street 
before going to the dock. 

• A Shepard representative will issue a POV Dashboard Pass with exhibitor name, booth number, 
and contact number. 

• Vehicles will be assigned a dock number and must proceed immediately. 
• Shepard personnel and union labor will determine unloading method and perform unloading. 
• Vehicles must exit immediately after unloading. 
• Freight will be transported directly & delivered to the exhibitor’s booth by Shepard personnel and 

union labor. 
 

 
Unlike previous years, welcome packets and WMCCAI-provided booth materials 
will no longer be distributed by volunteers at the loading dock.  
 

 

Scheduled Exhibitor MOVE-OUT Information 

Move-out begins promptly at 3:05 PM. Attendees will remain on the show floor until 3 pm. For safety 
reasons, no booth breakdown or freight movement may begin before 3:05 PM.  
 
Early dismantling is strictly prohibited. Exhibitors who begin teardown before 3:05 PM on Saturday, 
February 28 will lose first right of refusal on their current booth space, forfeit any payments made toward 
2027, and will only be eligible to reserve space during general sales. 
 
Exhibitors who can hand carry their materials may begin moving out at any time after 3:15 PM, using 
approved hand-carry policies and exits. 
 
To maintain efficient dock traffic flow, move-out loading times are assigned based on booth number. 
Exhibitors must adhere to their scheduled timeframe. Detailed dock and freight procedures will be 
distributed onsite. 
 
Move-out 
Hours: 3:00 – 5:00 PM 
Location: Exhibit Hall C 
 

3:05 – 3:40 pm Booth Aisles 100 - 400 
3:40 – 4:20 pm Booth Aisles 500 - 800 
4:20 – 5:00 pm Booth Aisles 900 - 1100 

 
Refer to the following page for the move-out procedure. 
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Procedure 
The overall move-out process will mirror the move-in flow with the following adjustments: 

• Once booth materials are fully packed and ready for shipment, the exhibitor must report to the 
Shepard Service Desk to turn in their Material Handling Agreement (MHA) and obtain a dock 
pass. 

• POVs must check in at the designated M Street location. 
• A dock assignment will be issued upon check-in. 
• Shepard personnel and union labor will retrieve freight and coordinate loading in accordance with 

venue and union regulations. 
• All exhibitors must follow the assigned dock procedures to ensure safe and efficient traffic flow. 
• Vehicles must exit immediately after loading is complete.  

 
Enforcement of Exhibit Space Occupancy Rules 
In accordance with WMCCAI Exhibiting Company Terms & Conditions:  

• Exhibitors who fail to occupy and fully set up their booth by 5:00 pm on Friday, February 27 may 
forfeit their assigned space. WMCCAI reserves the right to repurpose unoccupied booths as 
lounge or common space. 

• Exhibitors who begin dismantling prior to the official show close at 3:05 pm on Saturday, February 
28 will lose eligibility to pre-register for the 2027 Conference & Expo and will forfeit their first right 
of refusal on their current booth space, including any payment already received and discounted 
renewal rate.  

 

No exceptions will be made to these policies. 
 

Key Compliance Reminders: 
 

• Union labor jurisdiction is mandatory. 
• Hand carry privileges are limited and strictly enforced. 
• Dock areas are active industrial zones; safety rules are mandatory. 
• POV access is a controlled privilege, not guaranteed parking. 
• Efficient move-in and move-out depend on adherence to procedures. 
• Late dock hour changes may incur charges. 
• Floor load capacity: 350 lbs per square foot. 
• Freight must be consigned through the official General Service Contractor (GSC). 

 
Safety & Legal Compliance: 

• Badges ensure that only authorized, insured, and credentialed personnel are on the show floor, 
protecting the safety of all participants. 

• OSHA and venue regulations require identification of all persons in active work zones to manage 
emergency response and worker accountability. 
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• Insurance coverage for both the event organizer and the facility applies only to credentialed 
individuals within the licensed event space. 

• Unauthorized access to exhibit areas during move-in, open, or move-out periods constitutes a 
security and liability violation and may result in fines or ejection. 
 

Storage, Fire & Safety Regulations: 

• Storage allowed only in marked yellow zones. 
• Maximum crate storage height: 8 feet. 
• One 3A30BC fire extinguisher required per 200 sq ft of crate storage. 
• Fire watch required for overnight storage. 
• Propane cylinders must be secured in approved cages. 
• Crates and AV equipment must move via back-of-house service corridors only. 

 
 

Please visit the official WMCCAI 2026 C&E website for information on schedule, agenda, parking 
and additional event details.   

To review the WMCCAI 2026 Conference & Expo Exhibiting Company Terms & Conditions agreed to 
during the booth reservation process, click here. 

 
 
For additional venue policies and operational guidelines, please visit the official Walter E. Washington 
Convention Center Exhibitor Services page, managed by Events DC. This site includes the most current 
information regarding facility regulations, labor rules, utility services, and planning tools to support your 
participation. 

https://na.eventscloud.com/website/88806/
https://na.eventscloud.com/file_uploads/ad15929abf6dfd46a596cc41637cdefc_WMCCAI2026ConferenceandExpo_Exhibitor_Booth_TermsandConditions_Finalv2.pdfhttps:/na.eventscloud.com/file_uploads/ad15929abf6dfd46a596cc41637cdefc_WMCCAI2026ConferenceandExpo_Exhibitor_Booth_TermsandConditions_Finalv2.pdf
https://na.eventscloud.com/file_uploads/ad15929abf6dfd46a596cc41637cdefc_WMCCAI2026ConferenceandExpo_Exhibitor_Booth_TermsandConditions_Finalv2.pdfhttps:/na.eventscloud.com/file_uploads/ad15929abf6dfd46a596cc41637cdefc_WMCCAI2026ConferenceandExpo_Exhibitor_Booth_TermsandConditions_Finalv2.pdf
https://eventsdc.com/venue/walter-e-washington-convention-center/exhibitor-services
https://eventsdc.com/venue/walter-e-washington-convention-center/exhibitor-services
https://eventsdc.com/venue/walter-e-washington-convention-center/exhibitor-services

