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INTRODUCTION

This Exhibitor Information and Services manual has been prepared with the intention of
making your visit to the National Convention Centre as pleasant and trouble free as
possible. This manual includes all the necessary information, rules and regulations,
locality maps, forms and delivery dockets to ensure that your participation in the
exhibition is successful.

To ensure all your requirements are met, please carefully read all the information
contained in this manual and complete the forms where appropriate.

The Services Request Form should be completed and returned to the National
Convention Centre with payment ten (10) days prior to the commencement of the
exhibition. All forms will be processed only after payment and forms have been
received.




EXHIBITION AREA DETAILS

Exhibition Hall

Ceiling Heights :

Height of entrance to Exhibition Hall via loading dock bifold doors ~ 3.9m
Height of entrance to Exhibition Hall via main foyer 2.47m
Height of Exhibition Hall floor to ceiling trusses 9.Im
Height of Exhibition Hall floor to underside of gallery 3.06m
Exhibition Hall floor to ceiling 10.4m
Area : 2,400M°
Floor Loading : 700kg IM?
Ceiling Loading : Details and ceiling diagrams provided upon request
Power : Floor pits : 18 pits that house
- 2 x double 1 amp general purpose outlet
- 1 x 15 amp outlet
Surrounding : 9 x 32amp 3 phase outlets
Walls : 1 x 50amp 3-phase outlet
Flooring : Carpeted throughout
Booths : Maximum number of booths: 3m x 3m booths 122
Ballroom
Ceiling Height : 4.5m
Area: 650m
Floor Loading : 500kg /M2 distributed
360kg /M2 concentrated
Power : Walls
Flooring : Carpeted throughout
Booths: Maximum number of booths 3m x3m booths = 35



GENERAL INFORMATION

ACCess

Main vehicle access to the Exhibitor Loading Area (back of the Exhibition Hall) at the
National Convention Centre is via Constitution Avenue. Passenger vehicles may also
use the car park to access a one-metre wide goods lift. Disabled access is via front
entrance ramps, internal elevators and hire ramps.

Animals

No animals, birds, fish etc. (with the exception of Seeing Eye dogs) are permitted in the
Centre at any time, except as an approved exhibit, or as part of an approved activity or
approved performance requiring the use of animals. Such animals as are permitted
must be under control, in a pen or on a leash and at all times remain the full
responsibility of the exhibitor. Written approval must be obtained prior to any animal
(other than Seeing Eye dogs) entering the Centre.

Banners and Signs

The National Convention Centre can arrange to hang your banners and signs in
accordance with organiser’s requirements. This service must be arranged prior to arrival
at the Centre. For further information regarding banner hanging please contact Staging
Connections on 02 6257 4905.

Business Centre

We have a fully equipped Business Centre at your disposal and staff on hand who can
assist with any exhibitor requests. Administrative services and facilities include faxing,
photocopying, printing, typing, binding, access to the Internet and a dedicated phone
line with international access.

Bump Out

All goods must be removed at the completion of the event. The National Convention
Centre will not store any goods after an event concludes.



Car Parking

Parking for 260 cars, with internal lift access from entry level, is available underneath
the National Convention Centre at a cost of $7.70 per day (Monday to Friday). Pre-paid
parking is available at a rate of $7.00 per day. Passes may be obtained by completing
the exhibitor services request form attached and returning it to the National Convention
Centre with full payment at least 14 days prior to your event. Alternately, voucher public
parking is available across the road from the Centre on Constitution Avenue. At a cost
of $6.70* per day (Monday to Friday). There is no charge for parking on Saturday and
Sunday at both car parks. (*GST inclusive prices.)

Under no circumstances are exhibitors permitted to park in or around the centre, other
than in the designated spaces provided.

Catering

The Centre’s catering department provides all catering within the National Convention
Centre. Exhibitors are not permitted to use their own caterers, catering staff or bring into
the Centre any catering, except under special circumstances, and with the prior written
agreement of the Centre.

Cleaninq

General cleaning of aisles and emptying of rubbish bins is included in the cost of room
hire. Additional cleaning charges may be incurred for exhibitions that have created
cleaning requirements that are considered to be over and above normal cleaning. For
all exhibitions a garbage skip hire charge of $55 will apply.

Couriers / Porter Service

Staff members on the loading dock will be happy to assist exhibitors during pack out.
Any goods to be couriered should be labelled with the attached courier pick up form
ensuring the courier company has the same details as is recorded on the box, ie booth
name, booth number and company name. A consignment* note must be attached to
boxes for prompt collection and delivery. It is advised that exhibitors using a courier
service book a pick up time with the courier company of your choice prior to pack out
time. All boxes left for courier pick ups should be placed at the front of each stand, to
be removed by National Convention Centre staff for holding in the loading dock until
they are collected.

* Goods without a consignment note will not be collected by
couriers.



If a staff member is required by the exhibition organisers to provide porter services, a
charge will be levied for this staff member dedicated to the event.

Damage

The hirer shall be responsible for any damage to the structure, floor, wall, pillar and any
other part of the National Convention Centre. No glue, tape, self-adhesive paper,
screws, nails, spikes, pins or paint may be used on any surface of the National
Convention Centre. Inspections of the Exhibition Hall pre and post exhibition will be
conducted.

Dangerous and Noxious Substances

Substances, which are either in the opinion of the Centre or are identified by
Legislation, to be of a dangerous, explosive or objectionable nature, must not be
brought into the Centre without formal prior approval of the Centre Management.

Where it is proposed to use toxic materials or fluids, the disposal of which requires
notification to statutory authorities, Centre Management must be advised in writing at
least two months prior to the start of the event, stating the nature of the fluid and the
guantities involved. Not more than one days supply shall be stored in any part of the
Centre at any time.

Toxic waste shall be stored in approved closed containers marked accordingly and
special arrangements made with the Centre Management regarding its disposal.

Deliveries

All exhibition goods being forwarded to the National Convention Centre should be
marked with a delivery label (refer to attached form). Arrangements should be made for
goods to arrive on the Exhibitor pack-in day or the first working day prior. The National
Convention Centre will not accept responsibility for the security of any items delivered
to the Centre in the absence of the Exhibitor or their agent. Goods will be stored up to
one working day prior to the event.

Deliveries will only be accepted during the following designated times:

8:00am to 12:00pm, and 1:00pm to 4:00pm Monday to Friday (excluding public
holidays)

Disclaimer

Subject to any provision of the Trade Practices Act 1974 (if applicable) which cannot be
excluded the National Convention Centre will not accept responsibility for damages or
loss of goods and chattels left in the Centre prior to, during or after an exhibition. All
goods and chattels belonging to clients must be claimed and removed from the Centre
on the last day of the exhibition or on the following day by prior arrangement. The



National Convention Centre reserves the right to inspect vehicles leaving the Centre
during pack in/pack out of an Exhibition.

Display and Set Up

*

No structure can be fixed to the venue structure.

Materials used in stand construction and design must not be readily ignitable nor
be able to emit toxic fumes should ignition take place.

Any amplification on stands must not interfere with adjacent exhibitors.

No sawing, drilling etc. will be allowed on any floor surface. Only small works can
be completed and proper floor covers are to be provided.

No painting is permitted unless proper drop sheets are provided.

No pins, nails, tape or tacks are to be used on any surface of the Centre. Bluetak
is the only approved method for affixing.

Tape used by contractors for marking out of floor plans, must be such that it does
not leave any adhesive residue on the carpet or floors.



Emergency Services, First Aid & Medical

Doctors

Canberra Medical Centre 02 6257 3766

2 Mort St, Canberra City

Open : 8:00 am — 4:00pm Monday through Friday, by appointment only

Hospitals

Canberra Hospital 02 6244 2222
Yamba Drive, Garran

Open : 24 hours, 7 days, walk in only

Calvary Public Hospita I 02 6201 6111
Corner of Belconnen Way and Haydon Drive, Bruce
Open : 24 hours, 7 days a week, walk in only

Dentist

Dr Anthony Moore 02 6248 5692
City Walk, Canberra City

Open : 8:30 am, by appointment only

Optical
OPSM, 02 6249 7344
Lower ground floor, Canberra Centre, Canberra City
Open : 9:00am — 5:30pm Monday to Thursday;
9:00am — 9:00pm Friday,
9:00am — 4:30pm Saturday.
Chemist
Pye’s Chemist Plus 02 6248 0905
Ground Floor, Canberra Centre, Canberra City
Open : 9:00am — 5:30pm Monday to Thursday

9:00am — 9:00pm Friday
10:00am — 5:00pm Saturday
10:30am — 4:00pm Sunday
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Fire Safety

The use of heaters, heat producing devices, open flames, candles, lamps or lanterns,
etc., as part of an exhibition is forbidden by fire prevention law. Users of the facilities
may not bring anything of an explosive nature into the Centre.

An exhibitor must not bring in or use at the exhibition site, dangerous and hazardous
goods or equipment such as poisonous gas, fuel, noxious materials, and other
flammables, and equipment using such flammable materials as gas stoves and electric
stoves without prior consent from the National Convention Centre Management. Even
if consent is given, it will be subject to adequate precautionary measures being taken
and will comply with all ordinances and laws of the Australian Capital Territory and the
Commonwealth of Australia.

No equipment, fittings or materials may be placed in any aisle walkway or in such a
position that the access to any designated exit is in any way obstructed.

Floor Loading

The weight of all exhibited items shall not exceed the floor-loading limit of the venue.
The hirer shall be responsible for the total cost of damages to the structure of any part
of the National Convention Centre resulting from loading any exhibit or item exceeding
the said limit.

Food Sampling

The Centre Management has sole rights for the sale or distribution of any article of food
and beverage, therefore no food or beverage may be bought into the Centre without
consent from the Centre’s Management.

Generally, the Centre will have no objection to the provision by Exhibitors of food
produce provided as a means of demonstrating any plant or equipment forming part of
the exhibit or product manufactured or supplied by the Exhibitor. However, the sale of
all such products will not be permitted.

The food and beverage sampling guidelines are as follows:

Samples to be given away free of cost to the patron must be:
Items which registered members of the association buy wholesale in the normal
conduct of business or are produced by equipment used in the normal conduct of

their business.
Portions must be of tasting size only:
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Liquid portions should not exceed 30% of what would be considered to be standard
serving portion.

Solid food should be no larger than bite size.
Storage and distribution of these products must comply with ACT Health
Regulations and Liquor Licensing Requirements.

The Centre reserves the right to approve all such sampling, except in special
circumstances and with prior written agreement of the Centre Management.

Helium Balloons

Helium balloons cannot be used unless prior arrangement has been made with the
National Convention Centre. A charge of $295 is levied for the use of helium balloons
as this necessitates the isolation of smoke detectors. (See Smoke Detector Isolation for
details.)

Insurance

The hirer or their agent is financially responsible for any injury or damage to property
incurred during the Exhibition. Exhibitors should also consult their own insurance
companies for proper coverage of their exhibition merchandise and displays in respect
of:

insuring exhibits and contents of stands against loss and damage

expenses incurred due to abandonment or postponement of the Exhibition

additional Public Liability

Information Technology

Please note the National Convention Centre does not have ISDN or PSTN phone lines
installed.

Please complete the attached request form and allow 10 days for this to be processed
and the

requested lines installed. We can also install ADSL lines when requested in advance.

Loading Dock

The loading dock at the National Convention Centre is for loading and unloading only.
It is open from 8:00am to 12:00pm, and 1:00pm to 4:30pm Monday to Friday (excluding
public holidays). Parking is prohibited in the loading dock. Under no circumstances are
vehicles to be left unattended on the terrace area or on the loading dock. The height of
the exhibitor loading dock is 10m. The loading dock will not hire out trolleys to clients.
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It is recommended that a Loading Dock Marshall be appointed for bump in and bump

out days to control activity in the loading dock area. We would suggest that this person

be a staff member of the National Convention Centre.

** Please note, clients should also be aware that the National Convention Centre
does not possess a forklift.

LPG use on Exhibitor Stands

The use of LPG on stands is allowed in the Exhibition Hall, however, the following
policies apply:
- All installations carried out in accordance with the relevant statutory acts and
regulations
All applications must be approved for the use in accordance with the relevant acts
and regulations
The quantity of LPG held within a stand is to be limited to that amount reasonably
consumed in one day
Maximum Cylinder Size = 45kg
On cylinder per appliance
Centralised cylinders with appliances connected to a reticulation system is not
permitted
Cylinders must be fitted securely to appliances to prevent the cylinder from falling
Cylinders and connections must be protected from damage
Control of cylinders must be accessible by the stand but not by the public
Each evening at the close of show the LPG must be turned off at the bottle and
cylinders must be removed from the building overnight to designated areas
Security and provision of storage facilities at designated areas is the responsibility of
the Event Organiser
All installations must be tested for leaks prior to each operational period by an
approved “sniffer” device eg. AGL “snoop” or by electronic detectors
An appropriate fire extinguisher must be present on every stand where LPG is being
used

The National Convention Centre must be notified of intent to install LPG appliances
prior to the move-in period. Each application is assessed with the safety of the public as
its prime pre-requisite. The National Convention Centre reserves the right to accept or
reject any application.

Power

All electrical equipment must comply with Australian Electrical Standards and will be
subject to inspection by National Convention Centre technical staff. Any electrical
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wiring, leads and plugs used with relation to an exhibition display must comply with
Australian Standards 3760:2000, 3002:1985.

Pre Inspection / Post Inspection

It is a requirement of the National Convention Centre that the Exhibition Organiser(s)
and Event Coordinator(s) conduct a pre and post event inspection of the venue so as to
ensure that all furnishings and fittings are in appropriate position and condition.

Pyrotechnics

If the use of pyrotechnics is intended, the Exhibition Organisers are responsible for
notifying and obtaining permission from the Dangerous Goods Unit and ACT Fire
Brigade, and must notify the National Convention Centre, who will arrange for additional
insurance coverage for the duration of the event. It will be necessary to isolate smoke
detectors in the vicinity of the display, at a fee of $295 per day.

RigQging

Licensed riggers must perform all rigging work done at the National Convention Centre.
Riggers will be asked to produce their license before they commence work.

Security Services

Arrangements for security services provided by our designated security company can
be made through your Event Coordinator. Should you prefer to use an alternative
licensed supplier, an additional charge will apply if after hours access is required. The
National Convention Centre Management must approve all security service providers
prior to commencement.

Subject to any provision of the Trade Practices Act 1974 (if applicable) which cannot be

excluded the National Convention Centre will not accept responsibility for damages or
loss of goods and chattels left in the Centre prior to, during or after and exhibition

Scissor Lift

Arrangements can be made to hire a scissor lift through the National Convention
Centre. A current operating ticket must be sighted before hire approval is granted.
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Alternatively, qualified staff may be hired to operate the lift. The current hire charges,
both with and without operators are available upon request.

Smoke Detector Isolation

Please be aware that smoke detector beams are in place throughout the Exhibition
Hall. Items such as helium balloons, smoke, steam and vapour may trigger this device.
Therefore it is imperative that you advise your Event Coordinator prior to arrival at the
centre, and arrange for Smoke Detector Isolation if necessary, at a cost of $295 per
day. Please note that this service will be reinstated daily.

Smoke Machine

A smoke machine cannot be used unless prior arrangements have been made with the
National Convention Centre. There will be a $295 charge on this activity as it
necessitates the isolation of smoke detectors. (See Smoke Detector Isolation above.)

Smoking

The National Convention Centre is by law a non-smoking venue during exhibitions and
public events. Smoking is only permitted on the terraces outside the building.

Storage

Goods will only be accepted one working day prior to an event. Materials for
packaging, crates, boxes etc. should be labelled, and removed from the premises
during Exhibition open hours. Packing materials may only be stored at your stand if
they are out of sight. Once the event has concluded, all goods should be removed from
the Centre.

During the exhibition a purpose built storage facility, (cost incurred to the exhibition
organiser) is a requirement. The Centre will not store any exhibitor boxes or materials.

Telephone Services

Dedicated Telstra line - $150.00 per line plus metered calls
ISDN On Ramp 2 Line - $200.00 per line plus metered calls
(To order the above, please refer to the Exhibitor Services Request Form)
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NOTE: Bookings for telephone lines must be made 2 weeks
prior to the event in order to confirm lines

Vehicles and Other Machinery

*

Vehicles must be driven in and out of the building, during pack-in and packout of an
Exhibition, at a walking pace.

The integrity of the vehicle® fuel and oil system is to be inspected by the Exhibitor
or their nominated representative, before they are permitted to enter the building.

The cap of the fuel tank must be locked. If there is no locking device on the cap,
the fuel pipe must be sealed prior to the cap being placed on it. Self-adhesive
seals shall cover the locked fuel caps.

Battery terminals must be disconnected unless approval in writing has been given
stating otherwise to the exhibitor.

All display vehicles and machines must be inspected daily by the exhibitor whilst it
is located in the building. If a fuel system is found to be leaking, the vehicle must
be removed from the building for repairs to be carried out.

No motor in any vehicle or appliance may be started during an exhibition for
demonstrations or any other purpose.

Vehicles using the truck lift are not permitted to enter the Exhibition Hall unless
authorised by National Convention Centre loading dock staff.

No exposed tyres are allowed on any floor. This is particularly important when
driving fork lifts, scissor or boom lifts.

All show cars and presentation cars must have oil drip trays in place.
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THINGS TO REMEMBER TO BRING

* Tablecloths. The National Convention Centre has table cloths
to hire at a cost of $10 per cloth (refer to Exhibitor Services
Request Form)

* Extension cords and power boards. The National
Convention Centre does not supply these items

* Cleaning materials-to wipe dust off your equipment.

* Velcro, pins, sticky tape, etc. to fix your advertising or
promotional pieces to the walls of your stand

* Masking tape to pack up your boxes at the end of the
exhibition
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ADDITIONAL SERVICES

Audio Visual
Staging Connections (in house)
Ph: (02) 6247 2344

Catering To Stand
National Convention Centre
Ph : (02) 6257 4905

Couriers

Skyroads
Ph: 13 33 66

Comet / Kwikasair / TNT
Road : (02) 6202 8300
Priority : 13 11 50

Flowers
Design a Bunch
Ph: (02) 6248 8890 (bh)

Botanics on Jardine
Ph: (02) 6295 0721 (bh)

Furniture and Equipment

Hire
Stewart Barlen Exhibitions
Ph : (02) 6239 1028
SBX
Ph : (02) 6239 1028

Mobile : 0403 468 500

18

Plant Hire
Rentokil
Ph : (02) 6241 1451

Capital Indoor Plant Hire
Ph: (02) 6295 0140
(02) 6295 9050

Secretarial Services

Are available through the National
Convention Centre Business Centre.
Please refer to the attached
information

in this manual.

Signs and Banners
Legend signs
Mobile : 0407 489 979

Sign of the Times
Ph: (02) 6294 4434

Photographers

Irene Lorbergs Photography
Ph: (02) 6295 5917
Mobile : 0412 412 223




LOCAL SERVICES

Airport

The Canberra Airport is approximately a 15-minute drive from the National Convention Centre.

Bus Station

The Jolimont Centre, on Northbourne Avenue, is a 5 minute drive from the National Convention
Centre. Murray®, Countrylink, Greyhound and McCafferty® all operate services from here.

Banking

All major banks (Advance, Commonwealth, National Australia and Westpac) are located within easy
walking distance of the National Convention Centre and ATMs are located in the lobby of Casino
Canberra, adjacent to the Crowne Plaza Canberra.

Chemist
Several are available in the Canberra Centre (3 blocks from the National Convention Centre along
City Walk).

Newsagency
51 Allara Street (adjacent to the Crowne Plaza Canberra a short walk across the park).

Post Office

36 Ainslie Avenue, Civic Square (3 blocks from the National Convention Centre along City Walk).
Stamps can also be bought at the Newsagency adjacent to the Crowne Plaza Canberra, detailed
above.

Public Phones

Coin, phonecard and credit card phones are located in the main foyer of the National Convention
Centre. You can purchase phone cards from the Newsagent adjacent to the Crowne Plaxa Canberra.

Rest Rooms
Are available in the Main Foyer of the National Convention Centre.

Shopping Centre

The Canberra Centre is located 3 blocks from the National Convention Centre along City Walk.

Taxi
A courtesy taxi phone is available at the Reception Desk in the main foyer of the National Convention
Centre.
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DELIVER TO:
NATIONAL CONVENTION CENTRE
31 CONSTITUTION AVE
CANBERRA ACT 2601
YOUR COMPANY NAME:
CONTACT:
CONTACT PHONE:
EVENT NAME:
DATE OF EVENT:
ROOM:
STAND NUMBER:
BOX: OF:
BANNER:
OTHER:
Description of Goods (please circle):

General Conference Exhibition Satchel
Materials Goods Materials

PLEASE AFFIX THIS LABEL TO ANY MATERIALS BEING SENT TO THE
NATIONAL CONVENTION CENTRE
Goods will only be accepted between the hours of 8am and 4pm, Mon - Fri.

If you would like us to contact you when we receive this delivery, please write
your contact number here:
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FORM
ABN 85 050 110 748

EXHIBITOR SERVICES REQUEST

NATIONAL
CONVENTION
CENTRE
CANBEIRRA

Conference/Exhibition Name:

Date of Event:

Exhibitor Name:

Booth Number:

Company Name:
Address:
Phone Number:

Facsimile Number:

PARKING

Pre-Paid Parking Multi Entry Tickets ($7.00) Number of Tickets:
Each multi entry ticket is valid for one vehicle per day.

Car parking at the National Convention Centre is complimentary on Saturdays, Sundays and Public
Holidays.

Sub Total Cost:

* Carpark passes to be collected from reception.

TELEPHONES/MODEM/ISDN LINES

Line Type Standard Phone @ $150.00/line  Number of Lines:

Modem @ $150.00/line
On-Ramp @ $200.00/line
Telephone Handset $20.00

Number of Lines:
Number of Lines:
Required (Yes/No)
Sub Total Cost:

* Telephone lines and handsets will be delivered to your booth

| authorise that payment of charges incurred for telephone consumption be charged to the credit card
number appearing below. (Please note: No equipment will be ordered unless pre-authority for
payment of telephone consumption occurs prior to event.)

Signature:

Date:

| TABLECLOTHS

Hire of White Tablecloths

* Tablecloths to be collected from reception.

Tablecloths ($15.00)

Number of Tablecloths:
Sub Total Cost:

| PAYMENT DETAILS

TOTAL PAYMENT ENCLOSED
Cardholders’ Name:

Card Number:

Signature:
(Payment must accompany this form.)

Credit Card Type:
Expiry Date:
Date:

Event Co ordinator

National Convention Centre

PO Box 1013

CIVIC SQUARE ACT 2608

Telephone: (02) 6257 4905 Facsimile: (02
6257 6405

Please complete this form and return to:

* Last orders for Exhibitor
requests will be taken 10 x

working days prior to your event.
Should you require catering to your booth

please contact your Event Coordinator direct on
02 6257 4905
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National Convention Centre

31 Constitution Avenue,
Canberra, ACT, 2601.
Ph : 02 6257 4905, Fx : 02 6257 6405

Locality Map

A

CROWNE PLAZA
CANBERRA

Access to the Convention Centre by -

Bus : Various routes drive past the front of the Convention Centre on their way into and out of
Canberra City, including routes 30, 35, 38 and 80. Call Action Buses for more information,
131710.

Car / Taxi : Access can be made in the turning circle and carpark entrance, both of which are
located on Constitution Avenue. There is also a taxi rank on Binara Street, in front of the Crowne
Plaza Canberra formally Parkroyal Canberra Hotel.

Foot : There is a walking bridge over Parkes Way, along Allara Street to Constitution Avenue and
various walking paths through Commonwealth Park.

Cycle : There are cycle paths around the lake, across Commonwealth Avenue bridge, through
Commonwealth Park and over the Allara St walking bridge overpass.
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