
 

Security 
• Citadel Security Agency is the Official Security Contractor of BookCon. Show 

Management will provide perimeter security personnel on the exhibit floor on a 24-
hour basis during the entire period of the show (including installation and 
dismantle). Every reasonable effort will be made to prevent losses; however, the 
final responsibility lies with the exhibitor. If you have items in your booth that are 
vulnerable to theft, take them with you when you leave the building for the day. For 
larger items that cannot be moved, we suggest that you hire additional security for 
your booth. 
 
BASIC SECURITY RECOMMENDATIONS: 

• Exhibitors are responsible to arrange for insurance coverage to protect your 
exhibit and product against damage or loss from the time it leaves your 
premises until it returns.  

• Exhibitor personnel must wear official Show Exhibitor badges at all times during 
move-in, Show Days and move-out. Please do not give Exhibitor Badges to anyone 
other than your full-time employees and remove all badges from the building when 
you leave on your last day there. Badges left behind are often abused by 
unauthorized personnel so do not leave them in your booth or discard on the floor 

• Unpack product as close to the Show opening as possible. At the close of the 
Show, we suggest that you stay at your booth until these valuables are repacked 

• At the close of business each day, cover all display tables. This establishes a 
barrier to curiosity seekers and other would-be thieves from selecting such 
items to steal at a later time 

• Place your wastebasket along the aisle at the end of each day to facilitate trash 
removal 

• Treat especially valuable goods such as prototypes as irreplaceable. If they truly 
are one-of-a-kind, hire your own security guard. Under no circumstances should 
such goods ever be left unattended. Electronic devices are particularly vulnerable 
to theft 

• Remove tapes or discs at night and store them in a safe place. Keep close tabs on 
personal items (cell phones, purses, laptops, briefcases, etc.) 



• Do not put articles of any value in a container marked “EMPTY STORAGE”, or 
behind booth 

• Shipping cartons should not identify contents. Use coded labels 
• Give special considerations to prototypes, irreplaceable and highly valuable 

articles, or other sensitive items 
• Be sure to send copies of Shipping Information, including all tracking numbers 

with your set-up people so that they know how many pieces should arrive 
• Booth staffing plans should take the following into consideration: 

o Who will be at the booth during set-up and dismantling? 
o Will an inventory list be available to check complete delivery during set-

up and complete shipment after dismantling? 
o Will you need a security cage? 
o Will you need a private guard? 
o Should you safeguard material in the free storage room during non-Show 

hours? 
o Does everyone concerned know that nothing of value should be left in 

containers labeled “Empty” 
o Will someone be on duty at least a half-hour before the Show opens? And 

until Show is closed for the day? Will you schedule rotation to cover lunch 
breaks, etc.? 

o All of your booth personnel should be advised to wear official Show 
Badges at all times as a security measure 

o DO NOT leave laptop, purses, cell phones, cameras, etc. unattended 
• It is essential that exhibitor personnel remain in their exhibit areas until their 

display materials are secured. All small articles which can be easily picked up 
should be securely packed before you leave your booth after the Show closes 

• During teardown, stay with your exhibit until your empty cartons are delivered 
and your goods are packed, sealed and properly labeled 

• Do not leave material in your booth unlabeled at any time during move-out 
because many things could happen it may be presumed abandoned; mistaken 
for trash; or one of your neighboring booths might label it in error! 

• At the close of the show, please be sure to secure all electronic equipment 
• Show Management can assume no responsibility or liability for loss, 

damage or theft. That responsibility is yours, and we therefore recommend 
that you provide your own insurance coverage against all contingencies. 
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