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1. Contact information

Thank you for joining our travel exhibition! Our team will be glad to help you with preparations for the exhibition and to make all organisational procedures as easy as possible. In this manual you can find all necessary information. Should you have any questions please feel free to contact us in our Euroexpo office in Vienna.

Euroexpo Exhibitions & Congress Development, Vienna 

Am Hof 11/4

1010 Vienna, Austria

Tel.: + 43 1 230 85 35 

Fax: + 43 1 230 85 35 - 50/51

www.euroexpo-vienna.com
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	Ms. Ekaterina Kohlhauser

Project Director Otdykh LEISURE, 

LUXURY Leisure & MIBEXPO Russia
Travel Exhibitions Division

Direct line: + 43 1 230 85 35 - 31

Mobile: + 43 660 3020104

E-mail: e.kohlhauser@euroexpo-vienna.com



	
	Ms. Sandra Friedrich
Project Assistant
Direct line: + 43 1 230 85 35 - 20
Mobile: + 43 660 30 20 115

E-mail: s.friedrich@euroexpo-vienna.com


For technical questions, standard and individual stand construction please contact:
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	Mr. Kirill Gavrilin

Technical Manager

Stand Construction

Direct line: + 43 1 230 85 35 - 39

Mobile: + 43 660 3020108

E-mail: k.gavrilin@euroexpo-vienna.com



2. Exhibition Schedule

Exhibition Assembly / Dismantling
Otdykh LEISURE 2011
	September 17
Saturday
	8:00 – 20:00
	Pavilion Number 1
Halls Number 3, 4
Assembly of booths (unequipped space)*

	September 18
Sunday
	8:00 – 20:00
	Pavilion Number 1
Halls Number 3, 4
Assembly of booths (unequipped space)*

	September 19
Monday
	8:00 – 20:00
	Pavilion Number 1
Halls Number 3, 4
Assembly of booths (unequipped space)*

	September 20
Tuesday
	8:00 – 20:00
	Pavilion Number 1
Halls Number 3, 4

Assembly of booths; exhibitor check-in till 8 p.m.

	September 21
Wednesday
	10:00 – 18:00

12:00
	Exhibition (NB: Entry with assembly passes is prohibited!)
Official opening of the Exhibition

	September 22
Thursday
	10:00 – 18:00


	Exhibition

	September 23
Friday
	10:00 – 18:00
	Exhibition



	September 24
Saturday
	10:00 – 16:00

16:00

16:00 – 20:00

	Exhibition

Closing of exhibition (Halls number 3, 4)
Departure of participants/Dismantling of booths
(Halls number 3, 4)

	September 25
Sunday
	8:00 – 20:00

20:00
	Dismantling of booths (Halls Number 3, 4)

Halls 3, 4 must be vacated**


MIBEXPO Russia 2011
	September 17
Saturday
	8:00 – 20:00
	Pavilion Number 1
Hall Number 2
Assembly of booths (unequipped space)*

	September 18
Sunday
	8:00 – 20:00
	Pavilion Number 1
Hall Number 2
Assembly of booths (unequipped space)*

	September 19
Monday
	8:00 – 20:00
	Pavilion Number 1
Hall Number 2
Assembly of booths (unequipped space)*

	September 20
Tuesday
	8:00 – 20:00
	Pavilion Number 1
Hall Number 2

Assembly of booths; exhibitor check-in till 8 p.m.

	September 21
Wednesday
	10:00 – 18:00

12:00
	Exhibition (NB: Entry with assembly passes is prohibited!)
Official opening of the Exhibition

	September 22
Thursday
	10:00 – 18:00


	Exhibition

	September 23
Friday
	10:00 – 18:00
	Exhibition

	September 24
Saturday
	10:00 – 16:00

16:00

16:00 – 20:00

	Exhibition

Closing of exhibition (Hall number 2)
Departure of participants/Dismantling of booths
(Hall number 2)

	September 25
Sunday
	8:00 – 20:00

20:00
	Dismantling of booths (Hall Number 2)

Hall 2 must be vacated**


LUXURY Leisure 2011
	September 18
Sunday
	8:00 – 20:00
	Pavilion Number 1
Hall Number 1
Assembly of booths (unequipped space)*

	September 19
Monday
	8:00 – 20:00
	Pavilion Number 1
Hall Number 1
Assembly of booths (unequipped space)*

	September 20
Tuesday
	8:00 – 20:00
	Pavilion Number 1
Hall Number 1

Assembly of booths; exhibitor check-in till 8 p.m.

	September 21
Wednesday
	10:00 – 18:00

12:00
	Exhibition (NB: Entry with assembly passes is prohibited!)
Official opening of the Exhibition

	September 22
Thursday
	10:00 – 18:00


	Exhibition

	September 23
Friday
	10:00 – 16:00
16:00

16:00 – 20:00
	Exhibition

Closing of exhibition (Hall number 1)
Departure of participants/Dismantling of booths
(Hall number 1)

	September 24
Saturday
	8:00 – 20:00

20:00
	Dismantling of booths (Hall Number 1)

Hall 1 must be vacated**


Exhibitor Check-in / Exhibition Operating Schedule / Dismantling of Exhibition
* You can familiarize yourself further with prices for additional hours for assembly and dismantling of your booth, the application for services is form 6D.
** The hall administrator must sign the letter for equipment entry/removal after completion of dismantling.  In case an exhibitor/builder leaves the booth/parts of the booth after dismantling, a penalty based on 200 EUR per square meter of the booth area will be collected from the participating company.

Attention!

Please be aware: by using sound systems, or any sound amplification equipment during the exhibitions, a maximum acoustic power of 60 decibel must not be exceeded three meters away from the stand.

3. Booth Construction

a) General conditions

Included in the cost with the order of an equipped area are:

1. The exhibition space; 

2. A booth of standard equipment.
3. One electrical connection (10 kW of electrical power (with the first connection))
An order for additional equipment is made with forms 6A, 6B, 6C and 6D.
The cost is not returned when declining equipment which is included in the standard equipment.
Note that:

1. Upon installation of a mobile booth in an equipped space, the booth needs to be approved by the BUILD EXPO Company (tel.: +7 495 727 25 87, e-mail:  ingener@buildexpo.ru, www.buildexpo-city.ru).
2. Certifications of conformity to fire standards are needed when using banners or other hanging materials.

Included in the cost with the order of an unequipped exhibition space are:

1. The exhibition space; 

2. One electrical connection rated at up to 10 kW.
For more complete information, see section “Connection of Service Lines to a Booth”.

b) Equipped Space / Standard Booth

A booth is understood to be standard that is built of exhibition construct, which includes carpeting, wall panels (white color and 2.5 meters high), electrical equipment and furniture conforming to the description of standard booths.
It is possible:

1. To change wall color by applying self-adhesive tape.

2. To raise the height of the basic booth by using the exhibition design engineer.
3. To change the color of the carpeting.

You can familiarize yourself with the prices for additional equipment for your booth in order forms 6A, 6B, 6C and 6D.
You can obtain keys to doors and/or locks for filing cabinets and glass cases with a deposit of 500 rubles at the Euroexpo direction booth.

Dear Exhibitors, please note that the issue of keys will take place on September 20, 2011, from 13:00 to 20:00; on September 21, from 9:00 to 13:00. The return of keys and return of deposits will take place ONLY on September 23 (hall 1) and September 24 (halls 2, 3, 4), from 16:00 to 20:00.

Important:

Wall panels and other additional construction components must remain after the exhibition in non-damaged form and be cleaned of any remainders of adhesive tape, etc... Attaching of one’s equipment to the structures of a booth, the independent lining of panels, the application of logos, drilling of holes, the attaching of advertising and other materials with pins, buttons, hard-to-remove adhesive tape, etc., is impermissible. Otherwise, the cost of damaged components of the booth’s construction and additional equipment will be imposed on the participating company. A statement about component damage will be drawn up.
Important: 

Fire safety rules need to be observed.
c) Unequipped Space / Construction of an Exclusive Booth via Euroexpo

If you plan to build a booth as an individual project, we ask to contact us.
	Euroexpo Vienna:

Mr. Kirill Gavrilin

Tel.: +43 1 230 85 35 39

Fax: +43 1 230 85 35 50/51

Email: k.gavrilin@euroexpo-vienna.com

	Euroexpo Moscow:

Mr. Konstantin Levin
Tel.: +7 495 925 65 61/62

Fax: +7 499 248 07 34

Email: technik2@euroexpo.ru 




d) Unequipped Space / Construction of an Exclusive Booth via another stand constructor
The installation by exhibitors by their own efforts or utilization by exhibitors of outside stand constructors for assembly-dismantling and artistic or graphic design work is possible only on the condition of the construction of exclusive exhibition booths.

By exclusive is understood a booth for the assembly of which other materials (wood, wood laminates, fiberboard, fabric etc.) are used and double deck booths. Booths which are executed from exhibition constructs, which embody individual design developments in the assembly and require assembly of exhibition designs of a non-standard type and dimension also may be regarded as exclusive.
Lining of panels, application of logos, increasing the height of the walls, the use on a booth of pendant (brackets, suspension, etc.), electrodynamic structures, external fascias and similar additional components do not move a booth into the exclusive category.

Companies who have ordered an unequipped space must pay special attention to “Fire Safety Rules” and to “Regulations for electrical operations”. These rules must be followed both in the design and in the construction of your booth. 
If you have ordered an unequipped space, please, provide a copy of this “Technical Manual” and the “Technical Manual for Constructors” to the constructors of your booth.

The area in the pavilion must remain in original form (without construction waste, adhesive tape, etc.) after dismantling of the booth. Otherwise, a report is drawn up. A penalty in the amount of 200 EUR per square meter is imposed on the participating company.

e) Transport entry onto the IEC Crocus Expo grounds
We bring your attention to the fact that a fee has been introduced at the Crocus Expo International Exhibition Center for access to the cargo handling area. One may acquaint oneself with the fee rates at the transportation department of the IEC Crocus Expo, Tel.: +7 495 727 25 87.
http://eng.crocus-expo.ru/services/expeditors.php
A cargo handling (CH) area 30 meters wide around the perimeter of the Pavilions has been allocated for organizing the entry/removal of exhibits and equipment into the IEC Crocus Expo (www.eng.crocusexpo.ru). Motor transport entry into the CH area is by paid passes which are obtained at the service center of your pavilion based on a letter for entry/removal. After unloading exhibits and equipment, the transport must be taken outside the complex’s boundaries.

4. Entry of Equipment and Receipt of Passes
(For participants)

1. A letter for entry/removal of exhibits in five copies, on company letterhead with original stamps (a form is enclosed), where the full list of goods (brochures, advertising material, equipment like tea kettle, glasses, instruments, etc.) being brought in is enumerated.
2. The letter for entry/removal needs to be certified at the exhibition’s management office and at the IEC Crocus Expo service center stand.

Attention: If needed, a car pass for the entry to the cargo handling area has to be paid to the transport department’s manager at the service center of IEC Crocus Expo in accordance with their rates.

3. If you drop off banners, drapery fabric or other combustible materials/exhibits, the letter for entry/removal needs to be certified with the fire protection representative at the IEC Crocus Expo service center stand. Certificates of compliance to combustibility, smoke formation and toxicity must accompany them.
4. If you drop off your own (not ordered via Euroexpo) plasma display, television or other audiovisual equipment, a letter has to be coordinated with the audiovisual equipment and communications department representative at the IEC Crocus Expo service center stand (a chargeable service; tel.: +7 495 727 26 15).
5. Connection of Service Lines to a Booth

One connection to 10 kW is included in the registration fee; in the event you need power greater than 10 kW or water connection/drainage, a single load of water, a suspension point or additional power, we ask you to turn to the Euroexpo technical department Vienna/Moscow (see the order form for additional equipment 6C/6D)
  The contact persons:
	Euroexpo Vienna:

Mr. Kirill Gavrilin

Tel.: +43 1 230 85 35 39

Fax: +43 1 230 85 35 50/51

Email: k.gavrilin@euroexpo-vienna.com

	Euroexpo Moscow:

Mr. Konstantin Levin
Tel.: +7 495 925 65 61/62

Fax: +7 499 248 07 34

Email: technik2@euroexpo.ru 



6. Order for Hanging Structures within the Pavilion at IEC Crocus Expo
We bring to your attention that when hanging structures to the pavilion ceiling, compliance of the static calculation with the BuildExpo Ltd. (tel.: +7-495/7272671; e-mail: ingener@buildexpo.ru) technical department is required (a chargeable service).
For ordering a hanger bracket at your booth, you have to present the following documents for the suspension to the Euroexpo technical department Vienna/Moscow:

1. Order form for additional equipment 6D.
2. “Information about a structure for hanging inside a pavilion” (drawn up on the company’s letterhead; blank attached).

3. Drawing of the structure being hung (2D, 3D, drawn up on the company’s letterhead).

4. Booth design, view of the booth from above with an indication of the structure to be hung and scale in meters (drawn up on the company’s letterhead).
The order for the hanger bracket will not be accepted without the above-mentioned, original documents.
7. Delivery of Cargo for Foreign Companies
The official forwarding company for foreign exhibitors is:
1. DHL Global Forwarding (Austria) GmbH (former DANZAS)

Trabrennstrasse. 5, Hall D, 3rd floor, 1020 Vienna, Austria

Contact: Mr. Harald Harald

Tel.: +43 (1) 728 31 60-20, Fax: +43 (1) 728 31 60-90, 

E-mail: harald.hagen@dhl.com 

2. Office of Danzas DHL Global Forwarding GmbH on the grounds of Crocus Expo:

Tel.: +7 (495) 727 25 68

3. RUSSIA FACHSPEDITION Dr. Lassmann Ges.m.b.H

Talpagasse 8, 1230 Vienna, Austria

Contact:

Mr. Georg Pachner; Tel.: + 43 (1) 865 01 01 – 15; e-mail: g.pachner@russia.at
Mr. Fritz Neumeister; Tel.: +43 (1) 865 01 01 – 42; e-mail: f.neumeister@russia.at
4. Danzas Messen GmbH

Carl-Benz-Str. 39-41 60386 Frankfurt am Main Deutschland

Tel.: +49 (69) 42 09 2 335; Fax: +49 (69) 41 64 10

e-mail: eric.awater@dhl.com
5. Panalpina Welttransport GmbH / Pan-FAIRService Hamburg

Contact:

Mr. Volker Baumann (Manager Europe/Russia/C.I.S.) 
Nagelsweg 37, 20097 Hamburg, Germany

Tel.: +49 (40) 23 771 11 82; Fax: +49 (23) 771 12 45

e-mail: volker.baumann@panalpina.com
6. BTG Expo GmbH

UFO-Gebäude, Carl-Benz-Strasse 21, 60386 Frankfurt/Main, Germany 
Contact:

Mr. Eric Awater; Tel.: +49 (69) 40 89 87–102; Fax: +49 (69) 40 89 87-222
Email: eric.awater@btg.de 
Mr. Matthias Hildebrandt; Tel.: +49 (69) 40 89 87–104; Fax: +49 (69) 40 89 87-222
Email: matthias.hildebrandt@btg.de 
www.btg.de
Cargo handling services for foreign exhibitors may be ordered only by the exhibition’s official forwarder! The Organizers are not responsible for any problems/troubles (transportation and customs clearance of the exhibition goods) caused by contracting another forwarding agency.
8. Cleaning
During assembly/dismantling of the exhibition, every day there will be cleaning of the aisles (of minor construction waste).
Every morning, before the exhibition opens for visitors, cleaning of the AISLES between the booths will be performed. The waste left by you the evening before, in front of the booth, must be packed in a plastic bag.

Cleaning of the booths is not included in the booth’s cost. If you need to order cleaning, you can fill out order form 3.
9. Security
During assembly/dismantling as well as during the exhibition the pavilion is locked at 8:00 p.m. and unlocked at 8:00 a.m. and security service is given during this time.
Unfortunately, thieves have been operating recently on the grounds of exhibition centers. To ensure security of exhibits, we suggest having at least one employee of your firm attending the booth during assembly and the exhibition.

We also earnestly recommend that you NOT leave during the exhibition without the supervision of valuable things, documents and money.

If needed, you can order a private guard by filling out order form 3.
10. Fire Safety Rules
Fire safety rules which have been established on the grounds of the exhibition complex:
1. The exhibition’s management renders the pavilions (the facilities) for holding exhibitions in a suitable condition and guarantees basic fire safety conditions taking into consideration construction standards and regulations.

2. Exhibition participants bear responsibility for fire safety and observance of fire prevention measures during assembly, operation and dismantling of fairs and exhibitions.
3. The exhibition’s management and local fire protection agencies exercise control over the execution of the present regulations.

4. Exhibition participants beforehand, but not later than a month before the beginning of assembly operations, are obligated to present to the IEC Crocus Expo fire department information about all radioactive, combustible and highly explosive materials and exhibits for acceptance of appropriate agreed safety measures. The entry of the materials and exhibits indicated above without the permission of the IEC Crocus Expo is not permitted. 

5. Stationary booth structures may be assembled from conventional building materials (with the usual class of inflammability). Fireproof and materials that are difficult to light must be used for decorating booth spaces, offices, podiums and enclosures. All combustible materials must be treated with a flame retardant. The use of drapery materials of combustible plastics which have not been subject to treatment with a flame retardant is not allowed. The use of combustible synthetic trim materials in escape routes (in the halls, vestibules, corridors and in stairwells) is forbidden. Documentation which characterizes the degree of material combustibility must be presented for all materials being used in booth construction.

6. Approaches to the pavilions (halls) must be free during assembly and dismantling of exhibits. Transportation boxes, packing and similar materials and equipment being used must be removed immediately from the pavilions. 

7. It is prohibited to place doors and turnstiles in the passages for evacuation and movement of visitors. Aisles for visitors must be not less than 3 meters and ensure circular movement, and also free access to evacuation aisles, power panels, fire cabinets and other firefighting equipment. Stairwells, emergency exits, aisles, corridors and lobbies must be kept constantly free of any objects which interfere with the movement of people.
8. In the event fire cabinets or power panels are located in the area of an exhibition booth, free access to them must be ensured (the use of decorative curtains or other drapery which does not interfere with instantaneous access is allowed.) The use of the special “ПК” symbol [PK – Fire Cock] must be used in similar masking of fire cabinets (it will be drawn on the curtain or drapery and must be made out easily from the aisle.)
9. It is forbidden to place displays from combustible materials or to locate offices and office furniture in stairwells or beneath flights of stairs.
10. The use of electrical and gas appliances for preparing tea and coffee may be permitted only in facilities especially set aside and equipped for these purposes in accordance with an agreement with the fire protection service. Electrical heating appliances, refrigerators and air conditioners must be connected to a stand-alone electrical circuit with a surge protector.
11.  It is forbidden at exhibition booths:

• to set up storerooms and workshops.

• to store fuels and highly inflammable liquids.

• to install containers with inflammable gases. 

• to demonstrate exhibits in action using open flame. 

12. If the current allowed in low-power electrical appliances (electric motors, transformer, etc.) which have been installed at an electrified booth is lower than estimated and for which an automated electrical circuit protection device has been installed, additional electrical protection must be provided. All electrical installations must be grounded. Insulation resistance documents are required which must be given to the IEC Crocus Expo fire protection service.
13. The demonstration of moving models and installations which operate on highly inflammable liquids or burning gases is permitted in the exhibition hall only on the condition of their supply being piped from a tank which has been installed outside the building and which takes the exhaust gases outside. The installation and demonstration of exhibits and processes which are linked to the possibility of starting a fire (welding and soldering, other types of operations connected with open fire, inflammable solvents, etc.) are subject to conformance with the fire protection service.
14. It is not allowed to store advertising materials and souvenirs in the exhibition hall. It is permitted to store them in quantities which do not exceed a day’s requirement in the office areas. The storage of exhibits, reserve equipment, and packaging materials must be done outside the pavilions or in specially set-aside facilities.
15. Smoking in the exhibition pavilions is allowed only in places set aside especially for this purpose which conform with the fire protection service.
16. All other questions which are not mentioned in the present regulations and which arise during the exhibition’s assembly, operation and dismantling are resolved by the specialists at the location of the fire protection service.
17. If the appearance of an exhibit does not conform to the present regulations, the exhibition’s management has the right to demand the participant dismantle the exhibit.
18. Each day after the end of the working day, all pavilions, administration offices and other facilities, halls, vestibules, etc. must be cleared of combustible waste and materials. Electrical appliances need to be switched off with the exception of refrigerators and equipment which has been started in an uninterruptible process. Waste is to be put into special containers.
19. All exhibition participants must know and observe the fire safety measures, know how to act in the case of a fire and how to use emergency firefighting equipment.
Penalties will be levied against exhibition participants, including the representatives of foreign firms, in accordance with established procedure, for violation of fire safety regulations by agencies of the State Fire Inspectorate in accordance with Russian Federation laws.
11. Additional Equipment
Additional equipment for booths must be ordered and paid for not later than two weeks before the exhibition.
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Curtain
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Sliding door
	
[image: image4]
Swinging door 
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Wall panel with glass
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Info desk centre unit 1000х500х1100
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Info desk corner unit

 R-1m
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Showcase 1000х500х2500
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Showcase 1000х500х1100
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Built in 5-shellf unit

1000х500х2500


Additional equipment for booths must be ordered and paid for not later than two weeks before the exhibition.
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Chair
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Conference chair
	


Bar stool
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Table 700х700
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Table 700х1400
	


Table D 0,6; H-0,8

	


Table D 0,6; H-0,8 

(table top bright beech)
	


Table D 0,6; H-0,8 

(glass table top)
	


Cupboard; H-0,7

	


Cupboard; h-1,1
	


5-shelf unit plastic


	


Brochure holder А4
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Z-form brochure holder
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Rotating brochure holder
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Coat rack (wall)


Additional equipment for booths must be ordered and paid for not later than two weeks before the exhibition.
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Coat rack (clothes tree)
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Refrigerator 120 L
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Refrigerator 240 L
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Kitchen unit with a refrigerator, burner and hot water
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Kitchen unit „Kit Kase“ 

with a refrigerator, burner and hot water
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Kitchen sink with hot water
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Coffee machine
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Water cooler
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Mirror


Additional equipment for booths must be ordered and paid for not later than two weeks before the exhibition.
	



Cube with inside illumination 
	


Halogen lamp  

300W
	[image: image39.jpg]



Spot on power supply track 100W

	



Solid construction
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Power outlet 220V 

(max. 1kW)
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Fluorescent light 40W


12. CARPET SAMPLES for standard stands
Grey carpet is included in a stand rent. To order other colours please fill in form 6b

	Grey
	Green
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	Dark grey
	Dark green
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	Sky Blue
	Red
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	Blue
	Bordeau
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	Dark Blue
	Black
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13. Color vinyl scale for the ORACAL 641 Scale for walls and standard equipment

Please fill in FORM 6b to order colour vinyl for the walls and furniture

	Number
	Color Name
	Color

	000
	transparent
	

	010
	white
	

	020
	medium yellow
	

	019
	signal yellow
	

	021
	yellow
	

	022
	light yellow
	

	025
	brimstone yellow
	

	026
	purple
	

	312
	burgundy
	

	030
	dark red
	

	031
	red
	

	032
	light red
	

	047
	red orange
	

	034
	orange
	

	036
	light orange
	

	035
	pastel orange
	

	404
	royal purple
	

	040
	violet
	

	043
	lavender
	

	042
	lilac
	

	041
	pink
	

	045
	soft pink
	

	562
	deep sea blue
	

	518
	steel blue
	

	050
	dark blue
	

	065
	cobalt blue
	

	049
	king blue
	

	086
	brilliant blue
	

	067
	Blue
	

	057
	traffic blue
	


	051
	gentian blue
	

	098
	gentian blue
	

	052
	azure blue
	

	084
	sky blue
	

	053
	light blue
	

	056
	ice blue
	

	066
	turquoise blue
	

	054
	turquoise
	

	055
	mint
	

	060
	dark green
	

	613
	forest green
	

	061
	green
	

	068
	grass green
	

	062
	light green
	

	064
	yellow green
	

	063
	lime tree green
	

	070
	black
	

	073
	dark grey
	

	071
	grey
	

	076
	telegrey
	

	074
	middle grey
	

	072
	light grey
	

	080
	brown
	

	083
	nut brown
	

	081
	light brown
	

	082
	beige
	

	082
	cream
	

	090
	silver grey
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	091
	gold
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	092
	copper
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DRAWN UP ON AN ORGANIZATION’S LETTERHEAD

Information about a structure for hanging inside a pavilion
Exhibition ____________________________________________________________________________
Firm’s Name __________________________________________________________________________
(exhibitor)

Firm’s Name __________________________________________________________________________
(builder)

Pavilion Number_____________ Hall Number __________________ Booth Number ________________

Design dimensions___________________________________________________________________________

(length x width x height)

Materials ____________________________________________________________________________

____________________________________________________________________________________
Structure weight_______________________________________________________________________

List and total weight of equipment being suspended in the structure (lighting equipment, advertising supports, decorative lining)________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________
Total weight of equipped structure ___________________________
Estimated number of suspension points ______________________

Estimated load at each suspension point ______________________

Estimated suspension height from the floor (according to the upper point of the structure) ________________

Person responsible for design __________________________________________________________
Person responsible for assembly (Last name, first, middle, position)

___________________________________________´_____________________________________________

Person responsible for assembly (cell phone)

________________________________________________________________________________________

	The customer’s firm bears responsibility for assembly and reliability of the structure, and also for organization of the fastening points in the structure.

The customer’s firm bears responsibility for quality and service of its own hoists.

The suspension of additional equipment (lighting equipment, advertising supports, decorative lining) onto a suspended structure is PROHIBITED!


      I am acquainted and concur with the order of the execution of the order for the hanging and removal of structures within the pavilion. A drawing of the design (executed on the organization’s letterhead) must be affixed to the letter, signed by the company manager and stamped.

Signature of manager                                              




AGREED TO:

of enterprise (placing order)                                                  










CROCUS EXPO
SAMPLE LETTER – CHECK IN
Зал №/ Hall Nr. ______________________________


Письмо №/ Letter Nr. ___________________________
  Please print on your company’s business paper            «____»______________200___ 
МВЦ «Крокус Экспо»/ To the exhibition administration of “Crocus Expo” 

                                                       От/ From__________________________________
                                                                                                           (название организации / Company name)

                               Зал/ Hall__________ Стенд/ Stand___________
Просим Вас разрешить ввоз-вывоз экспонатов на выставку / We ask for permission to bring our exhibits to/from the exhibition

_________________________________________________________________
проходящую на территории МВЦ «Крокус Экспо»/ which will be held at the exhibition centre „Crocus Expo“ с/from «___»____________200___ по/until «___»_________200___.

Список экспонатов:/ Exhibits:

1._________________________________кол-во/ Quantity______________

2._________________________________кол-во/ Quantity______________

3._________________________________кол-во/ Quantity______________

4._________________________________кол-во/Quantity______________ 5._________________________________кол-во/ Quantity______________

6._________________________________кол-во/ Quantity______________

7._________________________________кол-во/ Quantity______________

Печать Организации/
Дата/Date______________
Подпись/Signature__________________________
Company stamp
EUROEXPO Exhibitions & Congress Development GmbH • Am Hof 11/4, 1010 Vienna, Austria

Tel.: +43 1 230 85 35 Fax: +43 1 230 85 35 50/51 E-mail: office@euroexpo-vienna.com
EUROEXPO Moscow • Arbat 35, office 35, 119002 Moscow, Russia • Tel.: +7 495 925 65 61/62 Fax: +7-499 248 07 35
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