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January 2017
Dear Exhibitor:

Thank you for joining us at ExpoCam.  We have compiled your Exhibitor Service Manual containing all necessary details for the preparation of your exhibit. There is an abundance of important information contained within and we encourage you to review this manual in its entirety.

Please note the important deadlines dates for ordering. Processing these forms at your earliest convenience will allow us and our service providers time to provide you with the best possible service.  Early bird rates generally represent a cost savings for you – be sure to get all forms in on time to better your bottom line.

If you have any questions, please do not hesitate to contact us. If you have a specific supplier related question, feel free to contact the Service Provider directly.

On behalf of our team at Newcom Média Québec, we look forward to seeing you at ExpoCam.

Sincerely,

[image: image2.jpg]&JM%W






[image: image3.jpg]





Joan Wilson,


Thierry Quagliata, 
Show Manager


Assistant Show Manager

ExpoCam 2017




ExpoCam 2017
416-510-5112





416-510-5235
joanw@newcom.ca




thierry@newcom.ca
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Show Dates


Thursday, April 20, 2017
10am-6pm






Friday, April 21, 2017
10am-6pm






Saturday, April 22, 2017
 9am- 5pm

Location



Place Bonaventure, Montréal, Canada






800 de la Gauchetière Ouest






Montréal, QC  H5A 1K6






Telephone: 514-397-2233 

Fax: 514-397-2384

Produced By
ExpoCam is owned and produced by 
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6450 rue Notre Dame ouest, Bureau 100,

Montréal, QC  H4C 1V4

Telephone: 514-938-0639
Fax: 514-335-5540

www.expocam.ca
Show Manager’s office

Newcom Média Québec inc.


80 Valleybrook Drive, 

Toronto, Ontario  M3B 2S9

Telephone: 416-510-5112

Fax: 416-510-5140

Email: info@expocam.ca
Move-in Dates                          Monday, April 17, 2017            2 pm - 5 pm
· Level 400 Exhibitors – 400 square feet and over

by assigned schedule

Tuesday, April 18, 2017 
      8 am - 5 pm

· Level 400 / 300 / 200 Exhibitors
by assigned schedule

          

Wednesday, April 19, 2017       8 am - 5 pm

· Level 400 / 300 / 200 Exhibitors

by assigned schedule

[image: image6.jpg]



Move-out Dates
Saturday, April 22, 2017
      6 pm - 10 pm


Sunday, April 23, 2017
      8 am - noon
Show Personnel
Joan Wilson, Show Manager
Tel: 416-510-5112
joanw@newcom.ca

Thierry Quagliata, Assistant Show Manager

Tel: 416-510-5235


thierry@newcom.ca
First Aid
ExpoCam will operate a First Aid Centre during show hours.

Media Room
Media Room will be located in the Show Office.
Lost and Found
For lost and found articles, please see a security supervisor or go to the Show Office.




Food Service
Place Bonaventure’s Food Court offers a variety of meals for breakfast, lunch and coffee breaks.

Shopping Centers 
Access to the underground pedestrian network and most of Montréal’s downtown shopping and office complexes.

Public Transportation 
Direct Accessibility to the following major transportation systems:

· Bonaventure and Square Victoria Metro Stations

· Commuter rail lines

· South Shore bus terminal

· Montréal (Pierre Elliott Trudeau) International Airport express bus service.
 

Physically challenged people may enter by the access ramps at the designated areas at the corner of de La Gauchetière and Université Street, and St-Antoine and Mansfield Street.

Washrooms
Spacious rest rooms located in each corner of the main hall.
[image: image7.jpg]



Expo-Guide and World Business Guide

You may receive a form from Expo-Guide or World Business Guide either by mail, fax or email and they are using the Newcom Média Québec name without authorization.  It is a scam.  DO NOT SIGN THIS FORM.

A company operating out of Mexico called Expo-Guide and a company operating out of The Netherlands called World Business Guide are now contacting exhibitors throughout Canada and the Unites States offering what it describes as a free exhibitor’s directory listing.

We strongly advise our exhibitors, and the entire exhibition community, to be most vigilant against this and similar organizations.  These publications have no connection with Newcom Média Québec or any of our events.  

Housing


It has come to our attention that several travel agencies operating out of the United States are calling exhibitors of various industry trade shows to reserve hotel space through them. Please be advised that ExpoCam and its management are not affiliated in any way with any travel agencies.  ExpoCam and Newcom Média Québec do not endorse, cooperate or collaborate in any matter whatsoever with these companies and strongly recommends that you exercise appropriate and considered due diligence in doing business with any organization alleging that they represent or work with ExpoCam or the Place Bonaventure. Please do not hesitate to contact us if you have any questions or concerns. 


ExpoCam 2017 Official Suppliers

Show Management would like to advise exhibitors that we only use the suppliers listed in our Exhibitor Service Manual.  Claims by vendors that are not included in our Exhibitor Service Manual are not Official Suppliers of ExpoCam 2017. Do not sign any documents or respond to inquiries from third parties without carefully reading the entire document including any fine print. Please feel free to contact us for further information.

Joan Wilson, Show Manager – 416-510-5112 or joanw@newcom.ca
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Display/Furniture/Signage

Note: If you are using an outside supplier to design or install your booth, please provide them with a copy of these specifications.

Official Show Decorator:    GES Global Experience Specialists

2345, rue Lapierre, 

LaSalle Québec, H8N 1B7

tel: 514-367-4848 / 1-877-399-3976

fax: 514-367-5115

www.gesexpo.ca
email: montreal@ges.com

GES is equipped to provide exhibitors with a full display services and will maintain a complete service centre in the exhibit hall. See the order forms for rental of carpet, furniture, accessories, signs, plants, and labour.

Arrangements can be made to have your booth shipped in advance and installed by GES personnel. Your booth will be erected and in operation before your staff arrives at the show. Exhibitors requiring assistance for erecting, dismantling, revising or other display requirements should contact GES directly. A Labour Order Form is included.

AISLE CARPET COLOUR: Black 

Booth Decoration Rules
To maintain consistency from show to show, the trade show industry has established guidelines for booth construction.  We have a condensed version of these guidelines which can be found in this section under Booth Decoration Rules.
Booth Drape
	A standard booth drape (black) is supplied AT NO CHARGE 
A standard booth drape consists of:  

Back drape (8’ high by 10’ wide), Side rails (3’ high by 10’ wide) 

Colour: Black
Unless otherwise specified by the exhibitor, in-line booths at the end of an aisle are not equipped with side and railing drapes.   
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Carpet / Floor Covering

NEW THIS YEAR

Exhibitors are required to have their exhibit space covered with carpet or other suitable floor covering.  You have the option to bring your own carpet or rent it from GES.
Furniture and Equipment
Exhibitors are responsible for providing carpet, all furniture, equipment, power and lighting for their booths.
Prefabricated Booth

Prefabricated display will completely cover the back of the exhibit space.

An exhibitor using a prefabricated display should make sure that:

a) An allowance of one inch is made on each side of the display to allow for the thickness of standard dividers. If the back wall length exceeds 9 feet 10 inches in width notify Show Management so that special arrangements can be made.

b) Projection of side walls must be limited to a maximum of 5 feet from the rear of the booth, allowing 50% visibility at the sides of the exhibit.

c) All sides and surfaces of exhibits (booth and signs) which are exposed to view must be properly finished.
Signage and Banners

Hanging Signs are only allowed in Peninsula, Split Island and Island Booths. Maximum height range of 16ft to 20ft (4.88m to 6.10m) to the top of the sign, or as determined by the show manager.  Hanging signs should be set back 10ft (3.05m) from adjacent booths and be directly over contracted space only.

Approval for the use of Hanging Signs and Graphics, at any height should be received from the exhibitors at least 60 days prior to installation, from Show Management.

Signage must not interfere with neighbouring displays.

Display Visibility

Exhibitors must not unduly obstruct visibility of adjacent booths. Projection of side walls must be limited to a maximum of 5 feet from the rear of the booth, allowing 50% visibility at the sides of the exhibit.
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Exhibit Space Rental Includes

· Use of floor area as per accepted Exhibit Agreement Form and Contract
· Exhibition material handling (excluding items exceeding 5,000 lbs) and crate storage, assembly and dismantling of exhibits excluded
· Listing in official on-line and printed Show Guide
· General exhibition security service from move-in commencement until final move-out deadline
· Exhibitor manual
· Daily cleaning of aisles
· Black Drape
Move-In 

Move-in and set up will be by assigned schedule on Monday, April 17 through to Wednesday, April 19, 2017.
ExpoCam will prepare a move-in schedule which must be adhered to by all exhibitors. This schedule will be confirmed to each and every exhibitor by GES by March 1, 2017.  Please respect this schedule to the letter.

Exhibitors preferring an early move-in time are encouraged to use the Official Carrier.
Move-in and Move-out

During move-in, fork lift equipment and operators will be on hand to assist with heavy loads until 5:00 pm on Monday April 17, Tuesday April 18 and Wednesday April 19. Please contact GES in advance if you have any special requirements.

For Material Handling inquiries please contact:

Manon Ladouceur, Freight Manager

Tel:  514-367-4848 x 230

Fax 514-367-4850

Email: mladouceur@ges.com
Shipping 

See Shipping and Customs section for important information.

Exhibits and display material MUST be shipped “PREPAID” and addressed as follows:

Exhibiting Company Name

ExpoCam 2017
Booth #

Place Bonaventure

800 de la Gauchetière Ouest

Montréal, QC  H5A 1K6
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Handling of Goods

Parking at the receiving area is absolutely prohibited. Trucks must be removed as soon as they are unloaded. Otherwise, they will be towed at the exhibitor’s expense. The time allocated to discharge your merchandise is 30 minutes, MAXIMUM. 

No parking is allowed in fire lanes, service streets, vacant exhibit halls, loading dock areas or any other locations posted with no parking signs.

Dollies will be provided to exhibitors free of charge to facilitate the transport of their merchandise to their booth. 

Material handling service, in addition to that stated above or during hours other than listed above, must be arranged directly with GES, and payment made directly to GES.

Exhibitors who require the services of lifting over and above standard fork lift truck capacity (5,000 lbs) should arrange service directly with GES.

The following are applicable to exhibitors, their staff, representatives and any service personnel employed by the exhibitor during move-in and move-out of the show.

· Absolutely no drinking of alcoholic beverages 

· No possession or usage of prohibited substances
· No horseplay or other activities that can create accidents
· Appropriate Personal Protective Equipment is required

Damaged Floors and Walls

The floor in the exhibition halls must, in no way, be damaged by the use of attachments, drills, non approved double face tape or paint by the exhibitor while setting up this booth.

GES is the EXCLUSIVE supplier of all hanging services. Any use of the structure of Place Bonaventure is strictly prohibited without the authorization of Place Bonaventure’s administration or GES.

Stickers of any kind are prohibited in the Exhibit Hall because of the removal and cleaning problems they create. Exhibitors not adhering to these rules will be charged for repairs or cleaning and will be entirely responsible for damages incurred to material loaned or rented (dividers, drapes, carpets, etc.) and will have to pay for repairs or replacement.

Storage Facilities

Crates, boxes and packing material must be removed from the booths. They will be stored and returned to the booths at the closing of the exhibition 
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Procedure for Storage of Boxes

1. Boxes must be folded and tied together

2. Obtain storage labels from GES at the loading dock or the GES Service Centre
3. Affix labels on boxes, carefully printing the name of your company and your booth number. Boxes must be numbered. Do not affix labels until the boxes are empty
4. Advise floor manager or GES when your boxes are ready to be stored
If these steps are not followed carefully and boxes and crates are left in the aisles, they will automatically be thrown away.  

Move-Out

· No exhibitor may dismantle his/her booth or remove his/her display before 5:00 pm on Saturday, April 22, 2017
· No crates will be returned and no dollies will be allowed in the hall before the aisle carpets have been removed. When all of an exhibitor’s material have been packed and labeled and when space is available, vehicles will be allowed to load
· No material may be taken out through the Main Entrance Hall unless it can be carried by hand. Dollies are not allowed in the Entrance Hall
· In order to minimize the risk of theft during move-out, it is recommended that all small articles of value be taken with the exhibitor when the Show closes and that the rest of the material be guarded by the exhibitors or security.

· Exhibitors must vacate their rented space along with all goods by Sunday, April 23, 2017 at noon. After that time exhibitors will be liable to a penalty of $1,000 an hour, plus any charges levied by the show decorator (re: dismantling) or official show carrier (re: shipping).

· Please remember that it is the responsibility of the exhibitor to ensure and safeguard his/her own goods and ensure their prompt removal. Shipment of goods back to your office requires clear labels and instructions. 
Deliveries during the Show
Small cases, boxes and other items may be delivered (hand carried) before the show opens at the following times:


Thursday April 20, 2017

8:00 am to 9:30 am






Friday April 21, 2017   

8:00 am to 9:30 am 






Saturday April 22, 2017

8:00 am to 8:30 am 
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