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How to use this manual
Read this manual immediately 

· This document contains important information from Event Planners Australia - the conference managers. 

· It has been designed to answer your pre-event and onsite enquiries about the event, claiming your exhibitor entitlements before the event, and your role as an exhibitor
Read the information supplied by the Cairns Convention Centre immediately

· The Cairns Convention Centre Exhibitor Services Manual supplied by the Cairns Convention Centre contains important information from the venue

· It has been designed to answer your pre-event and onsite enquiries about telephone, data and facsimile lines, computer and audiovisual equipment, food and beverage, banners, handling equipment, booth cleaning, business support services, freight forwarding, return and provide information about rules and regulations pertaining to that venue

Read the information supplied by Events NQ immediately

· The Exhibitor Kit provided by Events NQ contains important information from the exhibition builders
· It has been designed to answer your pre-event and onsite enquiries about your booth structure, custom booths and pre-ordering any equipment, plants or furniture you might wish to hire for your booth
Complete and return the following forms
After you have read this exhibitor manual, you will need to complete and return a number of forms to the different service providers by the deadlines indicated. Failure to do so may result in our inability to provide the appropriate service/s. The forms are linked in the document and can also be downloaded off the sponsorship and exhibition page on the conference website.
Return to the conference managers
Please complete and return the following forms to the conference managers.  
Complimentary exhibitor registration form

Additional exhibitor registration form 
Please note: Exhibitors are entitled to 1 x complimentary exhibitor registration per exhibition booth purchased. Please return your completed exhibitor registration forms by Friday 29 May 2009. 
EXHIBITORS WILL NOT BE PERMITTED ONSITE WITHOUT REGISTERING
Return to the Cairns Convention Centre 
All exhibitor service forms can be found in the Cairns Convention Centre Exhibitor Services Manual. 
Forms detailed in the manual include:
· Freight Forwarding Advice

· Delivery Label 

· Communications 

· Computer Equipment 

· Audio Visual Services

· Catering – Food 

· Catering – Beverages 

· Banners 

· Handling Equipment 

· Stand Cleaning 

· Water and Waste

· Business Support Services
PLEASE NOTE: Your forms should be returned to the Cairns Convention Centre via fax on +61 7 4052 1152 by Friday 19 June 2009.
Return to Events NQ 
All exhibitor service forms can be found in the Events NQ Exhibition Kit.
Forms detailed in the exhibitor kit include:

· Furniture and Electrical 

· Signage 

PLEASE NOTE: Your forms should be returned to Events NQ via fax on +61 7 4053 9191.  For further information on the product and services or to hire furniture from Events NQ, please refer to their website www.eventsnq.com.au. Please ensure your forms are returned by Friday 19 Junes 2009.
Please note: failure to return the above forms by the due date may result in an inability to provide the requested goods/services at the conference.

Contacts

Conference managers: Event Planners Australia

Name:


Anna Mulholland



Exhibition Coordinator

Organisation:

Event Planners Australia

Address:

PO Box 1517



Eagle Farm 



Queensland, Australia 4009
Telephone:  

+61 7 3858 5422
Fax: 
   

+61 7 3858 5499
Email: 


annam@eventplanners.com.au   
Website: 

www.anzagc.org   
Venue: Cairns Convention Centre
Name: 


Monica O’Neill 
Organisation:

Cairns Convention Centre 
Address:

Corner of Wharf and Sheridan Street
Exhibition location:
Halls C & D

Telephone: 
 
+61 7 4042 4200 
Fax: 
  
 
+61 7 4052 1152
Email:


moneill@cairnsconvention.com.au 
Website:

www.cairnsconvention.com.au 
Exhibition Supplier: Events NQ
Name:


Karen Flook 
Organisation:

Events NQ
Telephone: 

+61 7 4053 4577

Fax:


+61 7 4053 9191
Email:


karen@eventsnq.com.au 
Website: 

www.eventsnq.com.au    
Your entitlements

Exhibitor booth package
Each booth package includes the following benefits and features: 

· Shell scheme structure, 3m x 3m floor space (9m2) 

· 2.4m high walls on each side

· Exhibitor name on fascia panel (maximum of 30 characters including spaces)

· One (1) x 4 amp power outlet (per 9m2)

· Two (2) x 150w spotlights per 9m2 mounted on light track inside fascia 

· Additional equipment may be hired from the exhibition supplier at exhibitor’s own expense
             (see www.eventsnq.com.au)  

· Company name, booth location and 40 word promotional paragraph in the official conference handbook 

· One complimentary exhibitor registration per booth for one representative to attend the welcome reception, 2 x morning and afternoon teas, 2 x lunches and conference satchel including program handbook and other conference materials
· Extra staff manning the booth must purchase an additional exhibitor registration

· Delegate list provided in electronic format onsite at the conference (note this entitlement is subject to strict compliance with privacy legislation - list will include first name, surname, company name and state/country only)
Space only package 
A custom designed exhibition booth must be erected on the floor space, with approval subject to the conference managers and the Cairns Convention Centre.  Each space only package includes the following benefits and features: 

· One (1) x 4 amp power outlet (per 9m2)
· Additional equipment may be hired from the exhibition supplier at exhibitor’s own expense 
       (see www.eventsnq.com.au)  

· Company name, booth location and 40 word promotional paragraph in the official conference handbook 

· One complimentary exhibitor registration per booth for one representative to attend the welcome reception, 2 x morning and afternoon teas, 2 x lunches and conference satchel including program handbook and other conference materials (one registration per 9m2)

· Extra staff manning the booth must purchase an additional exhibitor registration
· Delegate list provided in electronic format onsite at the conference (note this entitlement is subject to strict compliance with privacy legislation - list will include first name, surname, company name and state/country only)

Testing & tagging – Cairns Convention Centre 

It is a venue requirement that all electrical equipment (that is anything that plugs into a power point) used on 

site is required by law to have a current test and tag. Please contact the Cairns Convention Centre if you require additional information regarding this matter.
Registration
 Exhibitors will not be permitted onsite without registering
For security reasons, all exhibitor staff who attend the 4th Australian and New Zealand Avocado Growers Conference, complimentary or otherwise, MUST register.

Exhibitors must be registered by one of the following methods: 
· To claim your fulltime complimentary registration as part of your exhibition package  - please fill out the relevant parts of the Complimentary exhibitor registration form
· To purchase additional exhibitor registrations - please complete the Additional exhibitor registration form
· To register as a full time delegate please see the conference website for online registration
Exhibition location

Cairns Convention Centre
Location

Halls C&D

Cairns Convention Centre
Corner of Wharf & Sheridan Streets

Cairns QLD 4870

Delivery address (please use delivery label provided)
Corner of Wharf & Sheridan Streets
Cairns QLD 4870
Collection address

Corner of Wharf & Sheridan Streets

Cairns QLD 4870

Pre-delivery of materials
Freight address - pre-post delivery and pick up
All vehicles and couriers delivering material relating to the construction and fit out of your exhibition must be directed to the Corner of Wharf & Sheridan Streets, Cairns Convention Centre, QLD - see the CCC delivery label. Please note that post event all freight is to be collected from the Loading Dock.
Loading Dock Times 

All goods for the exhibition are to be delivered to the Loading Dock, Cairns Convention Centre on/after Tuesday 14 July 2009 (deliveries accepted 0900 – 1700 hours Monday – Friday).
Neither the venue nor the conference organisers will accept responsibility for the safety of any such items delivered to the site in the absence of the exhibitor or their agent. Exhibitors are responsible for the acceptance of all goods.  

The venue and the conference organisers will not take responsibility for the clearance of goods through Australian Customs.

Please ensure all goods are correctly labelled. Please print the CCC delivery label and ensure it is affixed to each item being sent /delivered to the centre.
Storage

As there are limited onsite storage facilities for packing materials and boxes, it is recommended that exhibitors keep packing materials to a minimum or alternatively make arrangements for offsite storage. 
Acceptance of goods

It is the responsibility of the exhibitor to ensure goods have arrived at the venue.  To avoid delays during bump-in, we suggest you confirm with your freight company that all goods have been delivered as scheduled. Delivery and freight details MUST be advised at least 2 weeks prior to the event otherwise your goods will not be accepted (i.e. if  the Cairns Convention Centre don’t know your freight is being delivered then your courier will be turned away).
Access to pre-delivered materials
Transfer of materials from storage to booths:

Goods will be accepted on/after Tuesday 14 July 2009 (deliveries accepted 0900 – 1700 hours Monday – Friday). Goods will not be accepted outside of these times. 
Cairns Convention Centre will transport all goods from the loading dock to your booth in the exhibition hall – to ensure this happens smoothly please ensure to include your booth number on the delivery labels.

Unpacking within the exhibition area must take place in your stand area and not in the aisle ways or at another exhibitor’s stand.  Aisles must be kept clear at all times and fire exits must not be utilised under any circumstances for storage.
Setup

On-site collection of your registration envelope
Your registration envelope will contain all relevant tickets, your name badge and any last minute information and will be available for collection from the registration desk located in the Cairns Convention Centre. You may be asked for ID (business card or similar) to sign for and collect your registration envelope.
Conference registration desk hours:

Tuesday 21 July 2009                    1500 to 1800 hours
Wednesday 22 July 2009               0730 to 1800 hours
Thursday 23 July 2009                   0800 to 1715 hours
Safety 
Please refer to the Cairns Convention Centre Manual which details thoroughly what is expected from exhibitors during bump in and out.  Please ensure you have read the safety regulations that must be adhered to.
Set up time
The following times have been confirmed for the set up of the exhibition:
Tuesday 21 July 2009
Events NQ access for build
0700 – 1200 hours

Custom stands can access for build
0900 – 1700 hours

ANZAGC09 exhibitor setup 
1200 – 1700 hours

Please note the exhibition will be closed at 1700 hours for cleaning.  The exhibition will reopen at 1800 hours with the welcome reception.

Opening times
Exhibition times

The ANZAGC09 industry exhibition will be open during the following hours:
Tuesday 21 July 2009
1800 – 2000 hours (welcome reception)
Wednesday 22 July 2009
0830 – 1800 hours (includes morning tea, lunch and afternoon tea)

Thursday 23 July 2009 
0830 – 1800 hours (includes morning tea, lunch, afternoon tea and exhibitor prize draws) 

Exhibition prize draws

Exhibitors are welcome to provide incentives to encourage delegate attendance and inspection of individual displays. Please forward details in writing to the conference organisers by Tuesday 7 July 2009.
Dismantling exhibits 

Dismantling exhibits

Dismantle is to take place during the following times:

Thursday 23 July 2009
ANZAGC09 exhibitor dismantle

1800 – 2000 hours 

Custom booth dismantle


1800 – 2200 hours

Events NQ 



1800 – 2359 hours
It is a condition of exhibition participation that booths will not be dismantled prior to 1800 hours on Thursday 23 July 2009. 
Courier collection from the loading dock

· At the conclusion of the exhibition, it is the responsibility of the exhibitor to label and arrange freight for all left over items
· Completed consignment notes must be affixed to materials, (the venue does not provide consignment notes). Courier companies will not collect goods unless there is a completed and signed consignment note
· Allow sufficient time for the goods to be moved from the booth to the loading dock
· All boxes must be clearly labelled with your organisation name, contact details, and number of boxes (e.g. Box 1 of 5)
· Ensure your courier has all the relevant details with regards to the items to be collected, for instance, name of meeting and number of boxes and your contact details
Courier companies should be instructed to pick up freight from the Loading Dock, Cairns Convention Centre by 1700 hours on Monday 27 July; and the conference take no responsibility for goods left after this time. Please note that the Cairns Convention Centre reserves the right to dispose of any goods after 14 days.  
Storage

Prior to the conference
Due to the Cairns Convention Centre’s limited storage facilities, delivery of material can only be accepted one week prior to the conference. Deliveries will be accepted from Tuesday 14 July 2009 (deliveries accepted 0900 – 1700 hours Monday – Friday).
During the conference
There will be onsite storage provided to exhibitors for boxes and general packing material. However, please note the space is limited so it is recommended that exhibitors keep packing materials to a minimum.
After the conference
Due to the limited storage arrangements all goods belonging to exhibitors must be claimed and removed from the venue within 72 hours of the conclusion of the event – 1700 hours on Monday 27 July 2009.
Security

Pre and post conference
While every reasonable precaution is taken, the conference organisers and the venue accept no responsibility for any loss or damage that may occur to persons or property at the exhibition resulting from any cause whatsoever.  If you require additional security or a physical presence in the exhibition area, independent security staff dedicated to duty in your stand area, can be engaged at the exhibitor's cost.  Please refer to the Cairns Convention Centre Exhibitor Services Manual for additional security information.
Exhibitors must make provisions for the safeguarding of their goods, materials, equipment and displays at all times.  Please be security conscious.  Do not leave wallets, laptops, mobile telephones or any easily portable items unattended, at any time, in your stand. The protection of your property is your responsibility.

During the conference
Exhibitors are strongly advised to remove any valuable material (e.g. computer lap tops etc) or equipment from their booths overnight.  Additional security is the exhibitor’s responsibility.
Public and Products liability insurance

You must have at least $A10, 000,000 of suitable Public and Products liability insurance.  Entry to the venue will be denied if you have not provided a copy of your current policy. Please forward a copy of your current policy to info@anzagc.org at your earliest convenience should you have not already done so.
General information
During the conference

Bus Services
Sun Palm Express operates airport shuttle bus services to hotels, city centre, Northern Beaches, Palm Cove, Port Douglas and Cape Tribulation. They pick up immediately in front of the arrivals area at both terminals and operate an information desk within the terminal.

Sun Palm Express
T: +61 7 4087 2900
Taxi

Free taxi telephones are located in the arrival halls and the taxi ranks of both the International and Domestic Terminals. Taxi ranks are located immediately outside the International and Domestic Terminals.

Car Hire


AVIS Car Rental


www.avis.com.au
Budget



www.budget.com.au
Europcar


www.deltaeuropcar.com.au
Thrifty Care Rental

www.thrifty.com.au
Hertz Car Rental

www.hertz.com.au
Accommodation

· We have limited supply of accommodation at special rates at a number of nearby hotels. Credit card details are required to reserve each room
· Rooms are subject to availability
· If you have not already booked accommodation please do so by downloading the relevant registration form, completing and returning to the conference managers
Furniture, brochure racks, lighting and other hire

Please contact Events NQ for all equipment hire needs. 

Messages

A message board will be located at the ANZAGC09 registration desk. Please advise potential callers to contact the venue and ask for the ANZAGC09 registration office.  All messages will be posted on the message board. 

Floorplan and allocations

· The ANZAGC09 industry exhibition floorplan will be distributed to sponsors in order of sponsorship level and confirmation so booth allocations can be chosen.  This process will commence in the near future
· After this process is complete, exhibitors will be allocated in order of receipt of the confirmation form and full payment
· Once all of the allocations have been finalised the floorplan will be distributed to all sponsors and exhibitors. It will also be published on the conference website at  www.anzagc.org
· The decision of the managers is final regarding booth location
· Changes to the floor plan may occur without notice
Terms and conditions
The following are part of the contract between the exhibitor and the conference managers, Event Planners Australia, and exhibitors must observe these rules. In addition any regulations imposed by the venue must also be observed. Any areas not covered are subject to Event Planners Australia’s final decision.
IMPORTANT INFORMATION – please read carefully 
Things You Need to Know  

The following terms and conditions apply to your participation as a sponsor and/or exhibitor.

· You/Your (the sponsor/exhibitor) by returning a completed, signed and dated form explicitly accept these terms and conditions
· Details may change without notice.  Please refer to the event website for the latest information
· We/Us/Our/EP (Event Planners Australia ABN 76 108 781 988) representing the local organising committee and the Host body do not accept responsibility for any errors, omissions or changes
· You agree that the organisers and other authorised stakeholders may use your contact information for any relevant purpose such as administration or advising of future events. You may ask us to limit communication to necessary matters

Financial Facts

· You will not receive any exhibition entitlements, including allocation of booth location (allocated to sponsors first and then to exhibitors), until all monies have been paid.  You have been issued a tax pro-forma tax invoice to facilitate payment. You have 14 days to pay.  If you miss the payment date, any time dependent discounts will be forfeited i.e. you will be billed at the next highest level (early rate to standard, etc). Our decision is final.

· All prices are quoted in Australian Dollars and include 10% GST
· You must pay for any bank charges – which must be included with any transfer of funds to us
· If you chose to pay via credit card there may be a merchant fee.  Debits to your credit card, except for accommodation, will appear as Event Planners Australia on your statement
If You Need To Cancel 

· Notice to cancel must be made in writing to Event Planners Australia
· Cancellations made before the earlybird cut off date will generally be refunded at 50% of the total purchase price
· Cancellations made after this date will not be refunded
In the Unlikely Case that the Event Cancels 

· The extent of refunds will be a matter for the Host organisation (the underwriter) to decide.  We have no responsibility for making refunds and attempts to cancel cheques or credit card payments will be rejected by our bank
You and Your Staff – On-site

· Your application to sponsor or exhibit does not constitute an attendee registration.  You will need to do that separately as per the information provided in the manual
· Your staff (even if entitled to a complimentary registration) will be denied access to the event or exhibition unless they have completed, signed and dated the relevant registration form
Print Entitlements 

· Logos, company names will be reproduced in the event colour/s, full colour, or mono, at our discretion.  All logos must be at least 300 DPI at 100% in a JPEG Format
· No print or web recognition will be given unless payment terms have been met
Exhibitor Notes
· You have a limited licence to exhibit.  You may not assign, share, sub-let, or grant licences for the whole or part of the booth without our prior approval
· We are the sole judge of acceptable display items and you will remove them promptly if asked
· You must conduct business only from within the confines of your booth.  You may not tout, or place any material, outside your booth/space causing obstruction of the aisles
· Contracted exhibit space not occupied at the opening of the exhibit may be reassigned to another exhibitor by the conference manager without refund of the rental price
· You must keep any noise within our acceptable levels
· You will be responsible for any reasonable costs of repairing the booth or premises should you paint, mark or damage any fixtures or fabric
· You must familiarise yourself with the venue’s terms and conditions
· You and your staff must be attired and behaved in accordance with the professional atmosphere of the event.

· Food, beverage or prohibited items are not permitted at the Event unless prior arrangements are made with us.

· Any supplier you use on site must conform to the venue’s OH&S, insurance and other regulations
· You must have at least $A10, 000,000 of suitable Public and Products liability insurance.  Entry to the venue will be denied if you have not provided a copy of your current policy. Please forward a copy of your current policy to info@anzagc.org at your earliest convenience should you have not done so already
· You are solely responsible for any physical loss or damage to your own property
Thank you for supporting the 4th Australian and New Zealand Avocado Growers Conference and please feel free to contact the conference managers if you have any questions regarding this manual. 
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Tel:      +61 7 3858 5528
Fax:     +61 7 3858 5499

Email: info@anzagc.org   
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