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1、 Comprehensive Information and Related Service
In order to ensure sequences of the exhibition works smoothly, the exhibitors are required to observe all the terms of the agreement and if there are any amendments shall be submitted to the organizer in writing signed by its confirmation, the organizer has the right to explain described in the terms and provisions, shall have the right to deal with this guide not mentioned and all.
1.1 Venue
Hall E1.2.3.4 China National Convention Center, Beijing(7# Tian Chen East Road, Chao Yang District, Beijing)
1.2 Schedule
1.2.1 Raw Space Construction times: April 14-16, 2015     8:30-17:30
1.2.2 Standard Booth Move-in: April 16, 2015               8:30
1.2.3 Opening ceremony: April 17, 2015                     9:30
      Exhibition: April 17, 2015                           10:00-16:30
                  April 18-20, 2015                        9:00-16:30          
1.2.4 Dismantling times: April 20, 2015                    16:00
Notice: 
1. Please hold the confirmation letter to register and layout.
2. Standard booths exhibitors decorate the exhibition on April 16, 2015 please.
3. During installation and move-in, such as the exhibitors at the stipulated time to work overtime, must be in the day before 14:00 through main venue contractor applications, and the expenses borne by. 
Overtime charges as follows: 17:30-24:00  3800 RMB / hour
                                24:00-8：00  7500 RMB / hour
4. During the exhibition, the daily closing time is the power of time.
1.3 Related Services Department
1.3.1 Exhibition Management Office (China Culture & Office Equipment Manufacturers Association):
Add: Rm 4060, No.26 Yue Tan Nan Jie, Xi Cheng District Beijing, China
Code: 100825     Tel: 010-68596577/68519501     Fax: 010-68538552
E-mail: ccoea@mei.net.cn , zp109@vip.sina.com 
1.3.2 Organizer & Sponsors 
China Culture & Office Equipment Manufacturers Association
Add: Rm 4060, No.26 Yue Tan Nan Jie, Xi Cheng District Beijing, China
Code: 100825     Tel: 010-68596577/68519501/68578585     
Fax: 010-68538552
Contacts: Mr. Zhang Jinsheng   Mr. Zhao Zhi   Mr. Liang Xijia 
E-mail: ccoea@mei.net.cn
China Photographers Association
Add: No.48 Dong Si Shi Er Tiao Street, Dong Cheng District Beijing, China
Code: 100007     Tel: 010-65134004     Fax: 010-65253433
E-mail: dairong@cpanet.cn
Contacts: Ms. Dai Rong
1.3.3 Technique Lecture
China Culture & Office Equipment Manufacturers Association
Tel: 010-68596577/68519501     Fax: 010-68538552
Contacts: Mr. Zhang Jinsheng  
1.3.4 Transportation Agent
BALtrans International Cargo Ltd.
Add: B11&B15, 16F, Han Wei Plaza No.7 Guang Hua Road, Chao Yang District Beijing, China
Code: 100004     Tel: (86 10)65614171     Fax: (86 10)65614170
E-mail: cookie.cui@exhibition.baltrans.com 
        Tina.liu@exhibition.baltrans.com 
Contacts: Ms. Cui Yanrong   Ms. Liu Xiaoxiao
1.3.5 Main Venue Contractor
Beijing Peng Li Xing Ye Exhibition Ltd.
Add: No7. Ban Qiao Nan Xiang Bei Xin Qiao, Dong Cheng District Beijing, China
Code:100007
Tel: 843119533     Fax: 84313303
Contacts: He Ying & Ma Jia
1.3.6 Accommodation Agent
China Posts And Telecom Tours Co., Ltd
Tel: 13911185066/13901047802     Fax: 010-64276146
Contacts: Li Xue   Mr. Li Junxu
E-mail: lixue80913@126.com    lijunxu95@sina.com 
1.3.7 Advertising Agent
Beijing Guo Ji Lian Chuang Advertising Co., Ltd
Add: 5F, A Building No.3 Dan Ling St. Zhong Guancun, Hai Dian District Beijing, China
Tel: 010-82606921/13601111261     Fax: 010-88377256
Contacts: Liu Tangshan
1.3.8 Leasing Agent
Tel: 84319533     Fax: 84313303
Contacts: He Ying & Ma Jia
Notice:
       In addition to1.3, 1.3.1, 1.3.2, 1.3.4, 1.3.5 for the specified department, others are recommended.
2. Exhibitors Instruction
2.1 Admission Voucher
2.1.1 Visitors
All the visitors are invited by organizer, undertaker, sponsors and exhibitors. The exhibitors can fill in 《form 1》to ask for the tickets.
2.1.2 Exhibitors
Exhibitors should fill out 《form 1》staff list and back to the organizer, in the time of register can get exhibition card, admit by this card can come into the exhibition.
2.1.3 Booth Contractors
Exhibitors, who rent blank place, their booth contractor shall report to the designated main venue contractor Beijing Peng Li Xing Ye Exhibition Ltd. and apply for a construction proof (report need to submit information and related form as shown in the table), admit by the tickets come into the exhibition.
2.2 The Exhibitions Transportation
2.2.1 Beijing government regulate, trucks can pass in the 5th ring in 24:00-6:00. If the exhibitors’ trucks arriving at night, please park overnight at the specified place in the China National Convention Center, and comes into the exhibition the second day(as shown in attachment 2,<Freight vehicle suspension and driving scheme>).
2.2.2 Exhibition entrust transportation related matters, as shown in attachment3, and contact exhibition international cargo Co., Ltd.
2.3 The Exhibits In and Out of the Venue
Exhibitors’ exhibits after entering the venue, can’t out of the venue before dismantling time, in case of special situation must according to the organizer, admit by out-tickets out of the venue.
2.4 The Booth Design & Construction
2.4.1 Standard Booth
Basic configuration of the standard booth can’t exchange, transfer or refund.
	area
configuration             ㎡
	9
	18
	27
	36

	carpet
	Carpet area㎡
	9
	18
	27
	36

	furniture
	Information counter
	1
	2
	3
	4

	
	White folding chair
	4
	8
	12
	16

	
	     Negotiation table
	1
	2
	3
	4

	Electrical appliances
	spot light
	3
	6
	9
	12

	
	220V/5A
 (500W)
	1
	2
	3
	4


Notice: Any changes must be approved by the organizer of the written, exhibitor must notice the organizer of the written their specific requirements of changes.
	2.4.2 Exhibition Hall Data
　　　　　　　　　　　　
	1F Hall1、2、3、4
related data
	Hall 4A 

	  Ground bearing     
	5000kg/sq.m.
	

	Construction high
	Not higher than 5M
	Not higher than 3.5M

	Exhibition export
	4.5m(wide)X4.6m〈high)       

	Electricity supply
	380V/5 line，220V/3 line，50HZ。

	Pillar size
	1.65 X 1.65m


2.4.3 Raw Space Decorate
a. Exhibitors rent raw space, in the process of decoration shall obey the requirements of the various structures, as well as the government and organizer’s relevant regulations. Exhibitors should submit their plan, renderings, circuit and sound situation; pay for construction management and certificate fees 30 days before construction to main venue contractor. The main venue contractor submits to the China National Convention Center’s operation department. (as shown in attachment 1)
b. The booth decoration, construction must be reasonable design, solid and reliable. Special decorate booth is best to opening space, front booth stand back wall is no more than 4 meters, fireproof or retardant materials shall be used for decoration.
c. The booth decoration shall not damage the floors, walls and fences of the exhibition hall. It’s forbidden to use nails, drilling, etc to decorate, damaged due to the exhibitors should take full responsibility. Displays and booth design must take into consideration of neighboring booths’ vision and the influence of audience crowd.
2.5 The Booth Management & Security
2.5.1 Management of the General
      a. The booth stands for exhibitors displaying its products use only.
      b. The display and operation shall not interfere with neighboring booths’ exhibitors’ activities. In accordance with the provisions, belongs to noise and harmful, dangerous, or is not suitable for normal exhibition display and operation, the organizer has the right to revocation or make adjustments, the expenses shall be borne by the exhibitors.
      c. No smoking in the exhibition hall, otherwise all damage and loss caused by smoking borne by the exhibitor.
      d. Within the booth using audio equipments should strictly control the volume (no more than 60 decibels).
2.5.2 Management Fee
      All the services manage unified of the exhibition hall (including booth construction, transportation and goods rental, etc).
a. If exhibitors’ booth is raw space, they must pay construction management fee.
b. Any non-specified loading and unloading unit and forklift trucks are not allowed to entry.
c. Exhibitors buy flowers from outside and take into the exhibition hall, the relevant department will be collected management fee according to the type, quantity.
2.5.3 Dangerous Items
      There are no flammable, explosive, toxic and dangerous goods in the exhibition hall.
2.5.4 Obstacles &Protrusions
      The exhibitors shall not stack obstacles in the channel or empty, hang tags or protrusions that will affect neighboring exhibitors’ exhibition activities.
2.5.5 Exhibitors Responsibilities
      a. The exhibitors are responsible for the operation, the safely of the exhibits demonstrate that may cause damage to the audience presentation must have proper safety protection measures.
      b. The exhibitors must ensure that their exhibits in the demonstration will not produce harmful health such as laser, gas radiation or gas.
      c. In the exhibition, the organizer will provide security services, but exhibitors have to be careful about the exhibits and property, any loss and damage shall be borne by themselves.
      d. The booth should be ready to accept the relevant department inspection about security and safety.
2.5.6 Clean
      The clean of public areas such as channel in the hall is responsible by the organizer. Exhibitors can through the organizer hire cleaners, and the cost should be borne by the exhibitors.
2.5.7 Empty Containers Stack
      Packing shall not be stored in the hall. Please contact with designated transporter for empty containers stack 
2.6 Water, Gas and Electricity Using
2.6.1 Electricity Using
a. Exhibitors during the exhibition have the demonstration, such as mechanical power for electricity need a declaration in advance.
b. To decorate the booth need illume, need a declaration in advance.
c. Each standard booth will have a power socket and three spot lights. If you want to increase must declare in advance.
d. Exhibitors during the exhibition to temporary electricity utilization need a declaration in advance.
e. After construction, the unit should put the light power line, power supply line to specified distribution cabinet, recognized by China National Convention Center related personnel can wiring, either. The company shall not without wiring use electricity.
f. Attend the exhibition safety inspection at time, and correct the unsafe factors put forward by security department in time.
g. After the exhibition, all of the temporary electricity lines should be removed and clean up. Tenant customers to use the Center’s distribution box and switch box should recover acceptance and pay to the Center, if any damage is responsible for the compensation accordingly.
It’s forbidden to use neon lights in the Center hall.
2.6.2 Water & Gas Using
      The booth using water and the use of compressed air must be made by the relevant department responsible for the installation of the exhibition hall, cabin air compressors shall not be used.
2.7 Responsibilities
2.7.1 Organizer and sponsor for lost, stolen, loss caused by fire, of any nature person or item is not responsible for the damage. Exhibition hall have 24 hours security guard, but are not liable for lost.
2.7.2 The exhibitors or any associated to reason and make the organizer of the exhibition claims, the exhibitors shall be of the organizer to make compensation.
2.7.3 The organizer to exhibitors or their agents, and employees’ personal and property caused by the exhibition of the direct or indirect loss, damage is not responsible.
2.7.4 The organizer and sponsor due to any force majeure and prevent the organizer or other adverse holding the exhibition of the loss and damage caused by the objective factors such as delay or cancel is not responsible. Exhibitors have paid to the organizer of the fee will not be returned.
2.7.5 If the exhibitors pulled out after confirmation, the prior to the organizer of all fees will not be returned.
The exhibitors must be written notice to the organizer of the exhibition if they quit, entitled to request a refund or other accordingly.
2.7.6 Exhibitor list’s content provided by the exhibitors. Organizer and sponsor within the exhibitor list on error or omission shall not be responsible.
2.7.7 Organizer and sponsor (include transportation, handling and customs clearance) shall not be liable for any loss, damage or delay of exhibits freight process. Exhibitors should insure adequate risk of carriage.
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