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IEC Crocus Expo
Web: http://eng.mas-expo.ru  
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DEAR EXHIBITORS!

We are pleased you have taken the opportunity to present your goods and services at the Moscow International Automobile Salon 2012 (hereinafter Exhibition). The Exhibitor Manual contains rules and regulations in force in the territory of Crocus Expo International Exhibition Centre (hereinafter Organizer), exhibition schedule and other important data. We are very pleased to offer our assistance in organizing your exposition.

The present Exhibitor’s Manual will help you to plan your activities and to achieve the goal you pursue by participating in the Exhibition. To avoid unnecessary troubles, please study it thoroughly and follow the instructions stated hereby.  Please be aware of the information submission deadlines, it will allow us to meet your orders in due time.

NOTE: Please provide this Manual to the departments or representatives of your Company responsible for exhibits delivery, stand design and construction. Should you have any questions, don’t hesitate to contact us:

	Moscow International Automobile Salon Management Office

	Phone/fax: +7 (495) 727 2631

	

	Exhibition Director

Alexander Egoshin
	egoshin@crocus-off.ru


	Sales Director

Serguei Shkambarny
	shkambarniy@crocus-off.ru


	Sales Manager

Anna Kotova
	anna@crocus-off.ru


	Sales Manager

Elena Guskova
	guskova@crocus-off.ru

	Head of Organizing-Economic department

Inna Norman


	norman@crocus-off.ru


	Customer Care Manager

Maria Vasilkina
	vasilkina@crocus-off.ru



See you at MIAS 2012!
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1. general provisions

►Preparatory period  In the course of the Event preparatory period the Organizer shall get acquainted with technical data of the indoor and outdoor grounds of the Crocus Expo, contracted for the Exhibition, and terms of services provision. 

Basing on the technical data provided and the concept of the exposition layout the Organizer arranges exposition, estimates electric power, compressed-air and water demand, type and number of phone lines, Internet access points, congress-halls etc., fixes the time for the Event supporting events pursuant to the Event schedule defined by the Contract or other regulating documents. 

The Organizer arranges exposition at the indoor and outdoor grounds within the space defined by the Contract with a due account for building limit line (referred to as the red line), technical, fire safety and public safety requirements to holding of public events. Authorized representatives of the Crocus Expo pursuant to assigned duties shall verify the compliance with the requirements hereof. 

The Exhibition Organizer provides twenty-four-hour security of the overall space, general cleaning of the gangways in pavilions and at outdoor grounds, general lighting, heating and ventilation of fairgrounds. Mentioned above services shall be provided uninterruptedly and regularly for the duration of the Exhibition.

Exposition arrangement is set forth by the Floor Plan of the Event made on the basis of the indoor and outdoor grounds layouts (soft and hard copies), which make an integral part of the Contract. 

In order to improve the interaction the Organizer and the exhibitors shall hold coordination meetings at least 5 days prior to the Event Overall Period and reviews the Event within 5 days after the end of the Event. 

►Participation rate and payment procedure  The Exhibitor shall be allowed to participation against the Contract with the Exhibition Organizer and shall be bound by the conditions, rules and regulations and requirements  for holding events at Crocus Expo Exhibition centre in the Contract set forth in the Contract and Appendixes to the Contract. 
The participation charges shall be determined with the application date, rental rate as of the application date and the size of the contracted exhibit space taken into consideration. Registration fee shall form part of the participation charges.

In case of double-decker (two-floor space) the upper level space will be charged 30% of space rate for the lower level.

The payment for Additional services shall be effected 100% advanced payment in accordance with the tariffs set forth in the Exhibitor Manual and Services Guide for services provided at holding events at the Crocus Expo.
All payments shall be made by bank transfer payable to the account of the Exhibition Organizer against issued by the Exhibition Organizer invoices or by payments in cash at the cash desk of the Exhibition Organizer located in the Exhibition centre. 

►Stand attendants. Only employees and official representatives of the Exhibitor are authorized to work at the Exhibitor’s stand. All stand-attendants must have Exhibitor badges issued by the Exhibition Management Office. The Exhibitor badges provide admittance to the Exhibition pavilion during build-up/break-down and exhibition periods. The Exhibitor badges are individual and shall not be handed over to another person. The Security of the Exhibition centre shall be entitled to inspect at random rightfulness of the Exhibitor badge and in case of revealed violation the Security shall be entitled to the Exhibitor badge requisitioning.

Exhibitors of Exhibition shall be given enough quantity of free exhibitor badges to organize the work at the stand. Practice taken into consideration exhibitor badges will be issued pursuant to space contracted as following:

Up to 80 sq m – 1 badge per each 10 sq m contracted + 2 extra badges;

From 81 up to 500 sq m - 1 badge per each 15 sq m contracted + 5 extra badges;

From 501 up to 1 000 sq m - 1 badge per each 20 sq m contracted + 15 extra badges;

Above 1 000 sq m - 1 badge per each 25 sq m contracted + 25 extra badges.

Should you need extra badges please contact the Exhibition organizer and purchase at the price of 3 000 RUR per a badge.
Note!  Exhibitors shall follow rules and regulations herein (please read carefully the Exhibitor Manual), General terms of holding events in the Crocus Expo IEC (please refer to the official Exhibition Centre web site at http://eng.crocus-expo.ru/exhibitioncenter/tariff.php). The Exhibition Organizer shall be entitled to pronounce and enforce unilaterally the immediate exclusion from the exhibition in case of violations of rules and regulations herein. The stand rent paid will not be reimbursed. Compensation claims shall be excluded. The exhibitor undertakes to ensure that his employees and all personnel meet General Terms of holding events at the fairgrounds and all rules and regulations in force at the fairgrounds.

►Exhibition time schedule
	build-up period

	Monday

Tuesday

Wednesday
	August 20, 2012

August 21, 2012

August 22, 2012
	08:00 a.m. – 08:00 p.m.

08:00 a.m. – 08:00 p.m.

08:00 a.m. – 08:00 p.m.

	Thursday
	August 23, 2012
	08:00 a.m. – 08:00 p.m.

	Friday
	August 24, 2012
	08:00 a.m. – 08:00 p.m.

	Saturday
	August 25, 2012
	08:00 a.m. – 08:00 p.m.

	Sunday
	August 26, 2012
	08:00 a.m. – 08:00 p.m.

	Monday
	August 27, 2012
	08:00 a.m. – 08:00 p.m.

	Tuesday
	August 28, 2012
	08:00 a.m. – 08:00 p.m.

	exhibition opening hours

Press Days

	Wednesday
	August 29, 2012
	08:00 a.m. – 08:00 p.m.

	Thursday
	August 30, 2012
	08:00 a.m. – 12:00 p.m.

	Official Opening Ceremony of the Exhibition

	Thursday
	August 30, 2012
	02:00 p.m.

	Business Day

	Thursday
	August 30, 2012
	12:00 p.m. – 08:00 p.m.

	Public show dates

	August 31 through September 8, 2012
	10:00 a.m. – 08:00 p.m.

	Sunday
	September 9, 2012
	10:00 a.m. – 06:00 p.m.

	exhibition dismantling

	Sunday
	September 9, 2012
	06:00 p.m. – 08:00 p.m.

	Monday
	September 10, 2012
	08:00 p.m. - 08:00 p.m.

	Tuesday
	September 11, 2012
	08:00 a.m. – 08:00 p.m.

	Wednesday
	September 12, 2012
	08:00 a.m. – 08:00 p.m.

	Thursday
	September 13, 2012
	08:00 a.m. – 08:00 p.m.


Note: build up and dismantling schedule mentioned above is valid only for car makers. For all exhibitors but car makers please find below the following build up and dismantling schedule.

	BUILD-UP PERIOD

	Friday
	August 24, 2012
	08:00 a.m. – 08:00 p.m.

	Saturday
	August 25, 2012
	08:00 a.m. – 08:00 p.m.

	Sunday
	August 26, 2012
	08:00 a.m. – 08:00 p.m.

	Monday
	August 27, 2012
	08:00 a.m. – 08:00 p.m.

	Tuesday
	August 28, 2012
	08:00 a.m. – 08:00 p.m.

	EXHIBITION DISMANTLING

	Sunday
	September 9, 2012
	06:00 p.m. – 08:00 p.m.

	Monday
	September 10, 2012
	08:00 a.m. - 08:00 p.m.

	Tuesday
	September 11, 2012
	08:00 a.m. - 08:00 p.m.

	Wednesday
	September 12, 2012
	08:00 a.m. - 08:00 p.m.


During the Exhibition Period the Exhibition centre will be working as follows:

August 29, 2012  - 07:00 a.m. the opening of the exhibition halls (seals removal), from 07:00 a.m. to 08.00 a.m. preparatory period for the Exhibition opening, from 08:00 a.m. to 08:00 p.m. press conferences holding, from 08:00 p.m. to 10:00 p.m. exhibition halls cleaning and waste and empties removal, 10:00 p.m. closing of exhibition halls (sealing).
August 30, 2012 - 07:00 a.m. the opening of the exhibition halls (seals removal), from 07:00 a.m. to 08.00 a.m. preparatory period for the Exhibition opening, from 08:00 a.m. to 12:00 p.m. press conferences holding, from 12:00 p.m. opening of the show for business visitors, from 02:00 p.m. to 03:00 p.m. Official Opening Ceremony of the Exhibition, round at the exposition by invited official persons, from 08:00 p.m. to 10:00 p.m. exhibition halls cleaning and waste and empties removal, 10:00 p.m. closing of exhibition halls (sealing).

August 30, 2012 - from 08:00 p.m. to 11:00 p.m. Gala Reception on the Opening of MIAS 2012 and InterAuto.
August 31, 2012 - 08:00 a.m. the opening of the exhibition halls (seals removal), from 08:00 a.m. to 10.00 a.m. exhibition halls cleaning, from 10:00 a.m. to 08:00 p.m. general public hours, from 08:00 p.m. to 08:30 p.m. exhibition halls vacate, 08:30 p.m. to 09:00 p.m. exhibition halls cleaning and waste and empties removal, 09:00 p.m. closing of exhibition halls (sealing).

September 09, 2012 - 08:00 a.m. the opening of the exhibition halls (seals removal), from 08:00 a.m. to 10.00 a.m. exhibition halls cleaning and waste and empties removal, from 10:00 a.m. to 06:00 p.m. public show hours, at 06:00 p.m. closing of the Exhibition, from 06:00 p.m. to 08:00 p.m. exhibits and goods removal.

For the Exhibition days outside authorized opening hours the exhibition halls will be locked, sealed and guarded by the overnight security. The Exhibitor attendants shall be entitled to be in the exhibition halls only after the halls opening and before the halls closing.

No one will be allowed to the sealed halls. 

►Events Exhibitors are entitled only to events approved by the Exhibition Organizer. The Exhibition Organizer has the right to revoke the approval at any time and demand abolish of the event in case of violations of the Exhibition terms and in case the event attracts visitors in excess in the hallways or if other exhibitors are being annoyed.
Following the Event schedule set forth by the Contract the Organizer shall ensure the due time closing of the Event and compliance with the regulations in force at the Crocus Expo; in coordination with the security officers on duty the Organizer shall ensure the due time vacating of the Event areas and premises by the visitors and participants after closing of the Event. 
In case drink receptions, concerts etc. are held in the Halls after the end of the Event hours the Organizer in coordination with the Crocus Expo shall take measures to ensure safety of the premises and the exhibits. (refer to clause Drink receptions during non-working hours.)
► Press conferences
According to International accepted practice the Exhibition Organizer provides allocation of two days August 29 and 30 within the Exhibition Time Schedule for press conferences. During the Press conference Period the Exhibition Centre opening hours are from 08:00 a.m. 
With a view of maintenance of equal conditions for all Exhibitors the press conferences held at stands shall have a time-limit of 15 minutes for an Exhibitor and 5 minute intervals between press conferences to move from one stand to another. The Press Conferences Schedule shall be compiled by the Exhibitors group in view of applications received and compactness of Exhibitors location and will be valid after Organizer’s approval.

► Visitors admittance
August 29, 2012 – Press Day from 08:00 a.m. to 08:00 p.m. (closed to the general public). Strictly reserved for accredited Mass Media.
August 30, 2012 – Press Day from 08:00 a.m. to 08:00 p.m., (closed to the general public). Strictly reserved for accredited Mass Media.

August 30, 2012 – Business Day from 12:00 p.m. to 08:00 p.m. (closed to the general public). Strictly reserved for accredited Mass Media, official authorities by invitations to the Official Opening Ceremony and Gala Reception and visitors by Business Day invitations.

From August 30 through September 09, 2012 – Public Show Days – general admittance by tickets and invitations.
► Ticketing      

Free invitations to the Exhibition shall be issued on the basis of 1 invitation per 10 sq m contracted (second floor space of a double-decker shall not be accounted) and will allow free one-visit entry to the Exhibition within the period from August 31 through September 09.

Should exhibitors require they may purchase extra invitations at the price:

-with 50% discount from the ticket cost for the first three days of the show (order for more than 300 pcs.)

-with 30% discount from the ticket cost for the first three days of the show (order for 100 to 300 pcs.)
Business Day invitation  is valid for admittance to the Exhibition (including InterAuto exhibition) August 30, 2012 from 12:00 p.m. to 08:00 p.m. Business Day invitation cost will be defined in the second quarter 2012. Exhibitors will have an opportunity to purchase Business Day invitations as follows:

-with 35% discount (order for more than 500 pcs.)

-with 25% discount (order for more than 300 pcs.)

-with 15% discount (order for more than 100 pcs.)

General Admission Ticket to the Exhibition - is valid for one visit to the Exhibition within the period from August 31 through September 09. Certain visitor categories (students, schoolchildren, disabled and organized group) shall be entitled for special price tickets.
General admission ticket cost will be defined in the second quarter 2012.
► Gala Reception  On the evening of the opening day of the Exhibition August 30, 2012 the Organizers will be hosting the Gala Reception. The Gala Reception will start at 08:00 p.m..  

Each main exhibitor is entitled to have 1 complimentary Gala Reception ticket per every 200 sq m of space contracted (rounded up).

Exhibitors shall be entitled to purchase extra Gala Reception should they request it.

► Parking Car parking for the Exhibitors of the Exhibition shall be provided free of charge at available car slots of the Exhibition Centre or at paid secured parking lot. Car parking fee applies of:

- 3 750 RUR during the build-up/break-down periods;

- 6 000 RUR during the Exhibition period.

► Security. The Exhibition Organizer provides twenty-four-hour security for the duration of the Exhibition, but is not responsible for the safety of the exhibits. The overnight security during Exhibition period is provided during non-working hours, please refer to the Exhibition time schedule. No security guards of your own are allowed to stay in the exhibition hall overnight. To order individual security for your stand, please contact the Exhibition Organizer. To order an individual security, please draw up an application in due time or else order it on-site in the Service Centre. The service is rendered according to duly arranged Application Contract. The Exhibition Organizer is not responsible for loss or damage of the exhibits or other material valuables of the Exhibitor, as well as for any injury or damage caused to health the Exhibitor’s employees, unless occurred through a direct fault of the Exhibition Organizer. We strongly recommend you to order individual security at your stand (please refer to code 000043689, page 25) or to arrange for an all-time attendant. 
Operation of the security firms contracted by the Organizer or the Event participants shall be approved by the authorities of the Crocus Expo. Security enterprises failing to meet the regulations in force at the Crocus Expo will not be allowed to work at the Crocus Expo's grounds.

· ► Exhibition goods delivery and customs procedure. DHL Trade fairs & Events, Panalpina Welttransport GmbH / PAN-FAIRService® Hamburg, BTG Expo GmbH and Avtolucks-Service to order shipment, transportation and customs clearance of the exhibition goods and follow its instructions carefully. To avoid problems with goods handling, please contact appropriate representative offices as follows:
DHL Freight Russia – Mr. Stefan Wehmann

phone +49 (0) 89321016037, fax: +49 (0) 8932101600, E-mail: stefanwehmann@dhl.com;

Office in Moscow: Eugenia Kremneva

Phone: +7 (495) 727 25 68, fax +7 (495) 727 25 69, cell phone +7 (962) 935-02-02. 

E-mail: eugenia.kremneva@dhl.com , Internet: www.dhl.com. 

Panalpina Welttransport GmbH / PAN-FAIRService® Hamburg, Mr. Volker Baumann

Phone: +49 (0) 40237711182, E-mail: volker.baumann@panalpina.com, fax: +49 (0) 237711245

Office at the Crocus Expo grounds:

Maxim Kyzylkhodzhaev, Vladimir Bormatov
phone: +7 (495) 223 40 28, fax: +7 (495) 223 40 29, cell phone: +7 (916) 130-00-58. 

E-mail: maxim@pfs.de, vladimir.bormatov@pfs.de, Internet: www.panalpina.com.  

BTG Expo GmbH - Mr. Eric Awater,

Phone: 069 408987102, fax: 069 408987222, E-mail: eric.awater@btg.de, 

Mr. Matthias Hildebrandt, E-mail: matthias.hildebrandt@btg.de
Office at the Crocus Expo grounds:

Pavilion 1, office 201

phone: +7 (495) 646 98 48, fax:+7 (495) 646 98 49, E-mail: info_krokus@btg-expo.ru, Internet: www.btg.de. 

OOO Avtolucks Service – Kuliev Ismail Ali Ogly, 
phone: +7 (495) 987-36-30; fax: +7 (495) 987-36-30 (119); E-mail: info@avtolucks.ru .

► Damage to property. Exhibitors shall bear responsibility for any damage caused to floor, walls, pillars, stand equipment or property of other Exhibitors. Exhibitors shall not use paints, lacquers or any sticky substances for floor, walls, pillars or stand equipment covering. 

►Insurance. The Exhibition Organizer shall insure with Ingosstrakh Insurance Company, the civil liability of the Exhibition Organizer as well as the civil liability of the Exhibitor against damage or harm caused to health and/or property of the third parties, including Exhibition Organizer, exhibitors and visitors.  The Exhibitors shall insure individually against other risks, including insurance against loss or damage due to the Exhibition cancellation, loss or damage of the exhibits or other properties of their stands area.

2.technical guidelines
    ► Stand construction. The stands are allocated by the Exhibition organizer according to the uniform criteria of the Exhibition floor plan, outward appearance, convenient navigation both for the Exhibitors and Visitors. Due to it the Exhibition Organizer reserves the right to conduct modifications of a stand layout.  

The minimum stand space is 20 sq m.
Stands construction for the events organized by the Crocus Expo shall be carried out by Build Expo City LLC. Construction of non-standard stands shall be carried out on the basis of special Agreements. Any external agency contracted by the Exhibitor shall follow the General Terms of Holding an Exhibition, Fire Safety Instruction, Electrical Works Regulations and other instructions effective at the EC. Any external agency contracted by the Exhibitor shall sign an Agreement with Build Expo LLC (http://buildexpo.ru) not later than 10 working days prior to the Exposition build-up. 
Access to the space contracted of the stand-building agencies are allowed in due time under the Contract and the order in writing authorizing the Event, upon condition that construction and engineering documentation of the stands, provided to the Official Builder for examination, conforms to the rules and requirements in force at the Crocus Expo. The stand-builders failed to provide the documentation required to the General Builder for examination will not be allowed to the space contracted. Only non-standard and exclusive stands could be built and decorated by means of the exhibitors or by the stand-builders contracted by the exhibitors. The list of documents provided for examination is defined by the General Builder and statutory regulations in force. Requirements To Design And Build-up Of Two-Storey Stands in force at the Crocus Expo shall be met for designing and building of two-storey stands. 

In order to obtain a building permit the stand-builder shall provide the following documents: 

- Construction and engineering documentation of the stand approved by the Fire Security Department of the Crocus Expo. Scope of the data and approval procedure are defined by the Instruction On Fire Safety Measures During Build-up/Break-down of Expositions and Running of Exhibitions/Events At the Indoor and Outdoor Grounds of the Crocus Expo ; 

- Contract on technical examination of the stand construction and engineering documentation, Certificate of technical examination, building license (for double-decker stands) and license for electrical installation works; 

- A letter (5 copies) requiring a permit to access the space contracted for the Event build-up/break-down enclosed with a list of personnel (2 copies), including their full names, passport details, list of equipment to be delivered. The letter shall be stamped by the Organizer and the General Builder permitting the access. 

Installation of extra light fittings on standard stands or mobile stands with independent electrical circuits shall be approved by the General Builder. Build-up of non-standard and decoration elements, which are not exhibits, inside the standard stands (carried out by means of the exhibitor or the stand-builders contracted by the exhibitors) shall be approved by the General Builder following the results of the stand construction and engineering documentation examination. 

Exclusive stands shall be built of elements of high degree of completion, preliminary assembled and painted at the production facilities of the stand-builder. Only assembling of stand elements, closing and painting of joints, provided the floors of gangways are covered with a protective film, are allowed in the Halls. It is strongly prohibited to use fixed buzz saws and orbital sanders, not equipped with dust extraction, open flame, and carry out hot works. No stand elements can be fixed to the walls and the floors of the Halls.
It is allowed to fix floor covering with an adhesive tape. The tapes applied shall not leave traces after being removed.
The General Builder inspects the compliance with regulations for stands build-up, decoration and break-down and statutory regulations for carrying out of works, and abidance by the safety rules during the Overall Event Period. 

Stand-builders shall carefully remove waste and stand fitting materials from the space contracted and obtain an exit permit from the Hall administrator. It is strongly prohibited to use waste bins of the Crocus Expo for utilization of stand fitting and package materials (sawn timbers, flake boards, wood fiber boards, fiber boards, composite boards etc.).

► Restrictions at stand construction No part of the stand structure, banners or exhibits shall exceed the boundaries of the space contracted; otherwise the Exhibitors will be forced to dismantle these parts at their own expense.
Maximum height of the stand structure in the central part of an exhibition hall is 2,5 m. 

Maximum height of the stand structure along exhibition hall walls is 5,5 m.

Stand structures in the central part of an exhibition hall may be located as follows:
· Along the boundaries of the stand with contiguity to the adjacent stand;
· Along the boundaries of the stand with hallways if maximum 50% of the boundaries are involved;
· If more than 50% of the boundaries are involved the stand structure shall be located at least 1 m from the boundaries;
· No part of lighting cross-beam shall exceed the boundaries of the space contracted.

Stand structure above 2,5 m should be located inside stand boundaries located on perimeter of exhibition halls, in places agreed with Exhibition Management Office and marked on hall layout at a distance not less than 3 metres from boundaries of stands with aisles. Thus back walls of stand walls should not be used as advertising surfaces and should have single-colour coloration or coating.
The Exhibitors shall vacate and restore the indoor and outdoor exhibition space rented at their own expense not later than the end of the rent period.  Acceptance/transfer of the indoor and outdoor exhibition space rented shall be authorized by an Act signed by both parties. Exhibitors shall refund damages caused to exhibition and storehouse premises, stands, electric network, water supply and sewage systems and other EC properties including all other damages caused to Crocus Expo IEC through the Exhibitor's fault. 
►Cleaning of space contracted  Cleaning of the space contracted (removing of construction waste, packages, dust etc.) is carried out continuously during the Event build-up and break-down periods. Stand-builders and exhibitors shall pack the wastes to be utilized into their own garbage bags and put them into gangways. To remove bulged wastes (which cannot be put into garbage bags) special containers shall be ordered in the Service Centre in advance. 

Final cleaning of the exhibition space contracted and gangways prior to the Event opening are carried out upon completion of stands build-up and exhibits installation. It is not allowed to carry out waste-producing works and put garbage bags into gangways after the final cleaning. If stands build-up and exhibits installation are not completed within the due time under the Contract, the stand-builder or the exhibitor shall remove wastes from the stand and gangways by their own means. If required, this service can be order in the Service Centre . The space to be cleaned shall be agreed with the Hall administrator. The cost of the service is subject to 100% surcharge to the rates of the Services Guide. 

Exhibitor will bear responsibility for the stand cleaning and exhibits wiping during the Exhibition period. During the Event Period the wastes to be removed shall be put into gangways in stand bins.
The Organizer shall be responsible for the cleaning of gangways in the exhibition halls.

►Suspended structures Fixing of structural and decoration elements to the supporting structures of the Halls (binding joists, columns etc.) are only carried out by the personnel of Konta specialists. Layout of the suspended structure indicating the weight of the structure and suspension points shall be designed by the stand-builder and approved by the Maintenance Department of the Crocus Expo and Konta company. Rigging works at the height of 5 m from the floor level shall be carried out in compliance with Standard Labour Safety Regulations for Steeplejacks (TOI R-66-02-93). 

The Exhibitor shall submit for approval to the Maintenance Department of the Crocus Expo and Konta the technical documentation for suspension of light-weight structures from the roof structure of the Halls at least 14 days prior to the Overall Event Period. The technical documentation to be provided includes: stand layout; layout of the structure to be suspended; information letter specifying the weight of the structure; number of suspension points; loading capacity per each suspension point; information about the persons in charge of the structure design and suspension, and compliance with safety rules. The technical documentation for suspension of light-weight structures provided individually by the exhibitor or the stand-builders will not be accepted by the Maintenance Department of the Crocus Expo. 
Load-carrying capacity of 1 frame structure – 900 kg, with distributed load – 75 kg/rm. Cable hoists, chain hoists, chains and wire rope cables without engineering certification are not allowed.

Note! Equipment mounting (elevated works) shall be executed only the KONTA company (phone: +7 (495) 761 5096) provided the Layout is approved by the Exhibition Management Office (order form 10).

If the Layout has not been approved or has been changed in the course of mounting, the works will be interrupted until all the detected violations are eliminated.

► Electric power, water, compressed air, phones and Internet Connection to power-, water-, compressed-air and sewage mains are carried out by the Maintenance Department of the Crocus Expo on the basis of electrical installations layout worked out by the General Builder, layout of water and compressed air supply mains (Form 1), and orders submitted by Exhibitors (Forms 2, 7, 8, 9). 

Connection to communication and Internet lines are carried out by the ACS & Communications Department of the Crocus Expo in cooperation with OOO Flexline-N on the basis of phones and Internet connections layout and orders submitted by the Exhibitor. 

For electrical installations the Exhibitor/Builder shall: 

- Provide to the General Builder information on electrical equipment of standard stands at least 20 (twenty) days prior to the Overall Event Period. Information on electrical equipment not provided in due time will be indicated on the Event Electrical Installations Layout as separate electrical installations. The stand-builders shall provide information on the stands to be built to the General Builder; the information provided will be included into the Event Electrical Installations Layout and it is required aiming to avoid excess of standard Crocus Expo limit of the power demand (50 W per 1 sq m of indoor exhibit space gross). 
Connections to power, water, compressed air supply mains, communication and Internet lines shall be planned pursuant to location of floor ducts, switchboards, boxes and cranes located at the outdoor grounds. 

Note!: The Event participants are not allowed to: 

- Connect mini-ATS and other communication equipment to communication lines provided; 

- Lay communication lines in the Halls by their own means; 

- Connect telecommunication equipment to leased lines to provide services to the third parties; 

- Take the equipment leased from the Crocus Expo outside the Crocus Expo grounds. 

The Event participants shall obtain a permit from OOO BuildExpo relative department to use their own communication and audio-, visual equipment.

► Exhibits installation and dismantling, cleaning and displacement. The Event participants are allowed to the space contracted for installation of exhibits within the due time under the Contract and the order permitting the Event. Exhibits are installed by the exhibitor. Admission to the trucks loading-unloading area of the vehicles of the Customers, having a permit to handle the cargoes by their own means, are allowed against a pass issued by the Transportation Department. Passes for exhibit vehicles are issued free of charge by the Transportation Department. 
Extension of exhibits installation period under the Contract shall be agreed between the Organizer and the authorized representative of the Crocus Expo. Delivery of extra cargoes to the space contracted during the Event build-up extension period is not allowed. 
The Exhibition Organizer has the right to prevent a stand from being dismantled before the Official Closing of the Exhibition. During the exhibition items exhibited must not be exchanged or removed from the allocated stand before 06:00 p.m. September 09, 2012. The Exhibition Organizer shall be entitled to block the removal of exhibits and equipment.

The administration of the Crocus Expo reserves the right to forbid the Exhibitor to display exhibits which might be hazardous to public, are not owned by the Exhibitor and do not correspond to the Exhibition profile. 

To obtain a permit for exhibits delivery and installation the Exhibitor shall provide: 

- Exhibits documentation approved by the Fire Security Department of the Crocus Expo. Scope of the data and approval procedure is defined by the Instruction On Fire Safety Measures During Build-up/Break-down of Expositions and Running of Exhibitions/Events At the Indoor and Outdoor Grounds of the Crocus Expo ; 

- A letter (4 copies) to obtain passes to the Event build-up/break-down enclosed with a list of personnel, including their full names, passport details, list of equipment delivered. The letter shall be stamped by the Organizer permitting the access; 

- Passes to the Event build-up/break-down (issued by the Service Centre of the Crocus Expo). 

During exhibits installation and break-down the personnel engaged shall also meet the requirements set forth in the Stands Construction Within the Space Contracted. 

Exhibitors, their representatives and contractors are fully responsible for any damage caused to the premises or the property of the Crocus Expo, as well as to the third parties, by their actions or inactions. 

The administration of the Crocus Expo reserves the right to forbid the Exhibitor to display exhibits which might be hazardous to public.

► Extra time for exhibits installation / dismantling. The Organizer is allowed to use the space contracted prior to and after the end of the Overall Event Period in coordination with the Crocus Expo (Order form 11) under the overtime use terms defined in the Services Guide, if not otherwise stipulated by the Contract or the Supplement Agreements. Extension of the Event build-up or break-down periods shall be registered by the Service Centre of the Crocus Expo up to 06:00 p.m. of the day in question. No extra cargoes are allowed to the space contracted during the Event build-up extension period.
► Exhibition space not occupied by the Exhibitor. The Exhibition Organizer reserves the right to use the exhibition space leased to but not occupied by the Exhibitor till the end of the exhibition set-up period. In case of the Exhibitor’s refusal from contracted space less than three months prior the Exhibition period the stand rent paid in full or partially will not be reimbursed.

► Handling services. To enter the exhibition-site and to deliver exhibits into the exhibition hall, the Exhibitors fill a goods/property delivery/export application in four copies on a Letterhead blank with original stamps with full list of exhibit goods/property. 

At the territory of IEC Crocus Expo the driver follows security instructions to park the vehicle on a temporary parking lot. Then a representative of the exhibitor goes to the transportation department at Service Centre to purchase a vehicle pass at tariffs established for the upload zone admittance (along the perimeter of IEC Crocus Expo pavilion 30 meters wide). For tariffs please refer to the Services Guide, article 7.7). The representative or a driver goes to the Exhibition Management office with a duly arranged Delivery/Export Application. After the Application is authorized by the Exhibition Management the person proceeds to the Service centre where the Application is DELIVERY PERMITTED stamped, registered and numbered. One copy is left at the Service centre, the second is left with the security guard at transport gates and the third is kept till your departure after the show for the REMOVAL authorization.

The vehicle with the completed pass proceeds further to a required transport gate for uploading. On the basis of the letter, verified by the Service Centre stamp (ENTRY IS PERMITTED), the Hall Manager issues one-pass exhibits entry permission and the security guards allow access to the exhibition hall. All handling operations at the Crocus Expo grounds are to be carried out exclusively by the Crocus Expo. 
To remove the exhibits, the Exhibitor shall present one copy of the entry permission letter verified by the Service Centre stamp (REMOVAL IS PERMITTED) to the security guards.
Entry of vehicles of Event participants and stand-builders to exhibition halls for exhibits loading/unloading is not allowed.

Storage of building and stand fitting materials during the Event build-up/break-down periods is only allowed within the space contracted. Gangways between the stands shall be kept clear. If required, the Event participant can lease an extra space from the Crocus Expo to store stand-fitting materials subject to space availability.
The order for handling services shall be registered by the manager of the Transportation Department in the Services Centre. In the order form the approximate time of order execution (start of the truck loading/unloading) shall be specified. 
Priority of bulky exhibits loading/unloading is defined by the Organizer on the basis of the exhibits delivery/taking out time-table and the priority of stands build-up in the Halls (outdoor grounds) allowing the possibility to relocate the cargo. The exhibits delivery/taking out time-table shall be worked out by the Organizer and submitted to the Crocus Expo at least 14 calendar days prior to the Overall Event Period. Taking out of exhibits on the final day of the Event Period shall be approved by the Crocus Expo. 

Parking of vehicles at the Crocus Expo grounds are allowed from 08:00 a.m. to 08:00 p.m., if not otherwise defined by the Event schedule. At any other time no vehicles are allowed. 

The Event participants are allowed to use handcarts equipped with polyurethane or white rubber wheels to transport the cargoes inside the Halls. It is not allowed to use handcarts outwards the Halls without approval of the Hall administrator.
3. Events
► General terms of holding events All events by the Exhibitors shall be approved by the Exhibition Organizer well in advance. The Exhibitor shall organize and hold the event within the space contracted by the Exhibitor, having provided them thus sufficient space to provide for all measures to avoid hallways blocking and access to adjacent stands difficult. The organizer reserves the right to suspend or exclude the event in case any of conditions above are violated.

The use of balloons with liquefied gas, smoke machines, laser and projecting plants shall be approved by the Exhibition Organizer and their operation shall be authorized with attraction of the experts with appropriate credentials. 

►Noise level  During the Exhibition period and in the course of promotional actions at stands with the use of audio and video appliances the level of noise should not exceed 75 dB. In case of complains on high level of noise the Exhibition Organizer reserves the right to disconnect the source of noise upon verbal warning. In case of default by the Exhibitor of the oral request the Organizer makes a written instruction which should be executed by the Exhibitor immediately on its reception. At default of the instruction about decrease of noise level to standard the Organizer has the right to fine a penalty for infringement  in accordance with General Terms of Holding Events at Crocus Expo (Attachment 2, article 17). Compensation claims shall be excluded.
►Presentations and advertising events  Exhibitors are allowed to distribute printed advertising materials or hold any advertising actions only at their stand area. Exhibitors shall arrange their activities so as not to block main passes and endanger or infringe the rights of the Exhibitors and visitors. 
It is strongly prohibited to place advertising materials of the outside events, organizations, institutions, firms and companies not participating in the Exhibition within the exhibition grounds. If the above-mentioned condition is violated, the Exhibition Organizer reserves the right to apply fine sanctions including stands shut-down. In that case neither compensation will be paid nor funds paid by the Exhibitor as a participation fee will be returned.
Advertising is not allowed on stand walls adjacent with other stands and facing other stands.

► Drink receptions during non-working hours. No drink receptions are allowed in the exhibition hall after the end of the Exhibition working hours. All exhibitors shall vacate the exhibition hall within 30 minutes after the end of the Exhibition working hours. The Exhibition Organizer can authorize the event at the stand under condition of payment for the coordination of its holding at the rate specified in Services Guide (Order form 11). The attraction of an outside catering services provider within the frames of the Exhibition is subject to approval by the Department of Non-exhibition and Congress Events Crocus Expo IEC.
 ► Cash sales. Any kind of cash sale activity within contracted exhibit space must be approved by the Exhibition Organizer and accord with the laws in force and other legal bills in respect of sales and paid services regulation.

4. Services
► Additional services Crocus Expo IEC obtains wide range of additional services to be provided to the Exhibitor. The Exhibition Organizer may legalize ordered by the Exhibitor services by a Supplementary Agreement to the Contract provided the duly order form submitted before June 29, 2012. 

The Organizer shall submit the orders for services to the Crocus Expo in due time set forth by the Contract or the Services Guide. The services provided will be charged as per rates of the Services Guide. The rates of the Services Guide are quoted for the services provided in specially assigned areas (http://eng.crocus-expo.ru/exhibitioncenter/tariff.php). The services provided at other areas are charged at agreed rates. 

Important: since the Exhibition period shall be longer than standard please take into consideration the following: 

- Services Guide quoted for the “period up to a month” shall be applied to all services to be ordered;

- Services Guide quoted for the “Event period” (build-up and dismantling periods) are subject to 50% surcharge
Each started time period (minute, hour, days, and twenty-four-hours) shall be charged as full.

Orders, submitted during the Overall Exhibition Period, are subject to 50% surcharge to the rates defined by the Services Guide. Services not defined by the Services Guide are provided at agreed rates. 
Reasonable claims on time, quality and scope of the services provided are accepted up to the last day of the Event break-down, otherwise the service is considered to be properly provided.
Prior to taking out of exhibits the Event participant shall return the equipment rented to the Crocus Expo against a receipt. The equipment shall be in good working order. If the Event participant fails to provide the receipt signed by the authorized representative of the Crocus Expo, the exhibits taking out will not be allowed. 
Note: Order for services could be cancelled prior to the Overall Event Period starts, if not otherwise defined by the Contract or the Services Guide. Orders cancelled or not demanded after the above stated time shall be fully paid.
For detailed information about services and correct forms arrangement you are strongly recommended to consult relative specialists of the Exhibition Centre. Please be informed that additional services can be ordered directly in the following structural departments:

 advertising department (outdoor advertising placement and production on the Crocus Expo area, at website Crocus Expo, distribution of advertising materials at the Event etc.) 
Phone: +7 (495) 727-2639, akorzunova@crocus-off.ru (Anna Korzunova), spiridova@crocus-off.ru (Tatiana Spiridova). For advertising services please complete the Order form 1.
ACS DEPARTMENT (communication equipment lease with access to long distance and international lines, connection to communication and Internet lines; phones, facsimile, PCs installation and connection, local networks installation, office appliances installation, engineering maintenance of the leased equipment by the Crocus Expo specialists). 

a) Order for phones installation: please complete the Order form 2, page 20.

Phone: +7 (495) 727 2616, e-mail: asu@crocus-off.ru (Serguey Baryshnikov)

b) Order for telecommunications services and Internet: the service is rendered by OOO Flexline-N in accordance with provisions 2.1.4, 2.1.5., 2.1.6., 2.2.1., 2.2.2., 2.2.3., 2.2.4., 2.2.5., 2.2.6., 2.2.8. of the Services Guide for services provided by the Crocus Expo IEC.

Phone: +7 (495) 727-2400, e-mail: shaporova@flexline.ru, irina@flexline.ru (Irina)

Audio-, video devices department OOO BuildExpo (audio-, video-, projection equipment rent for installation at an exhibitor stand and in the Crocus Expo premises). For audio-, video and projecting equipment rent please complete the Order form 3 (audio-, video equipment lease), for broadcasting please complete Order form 4.

Mikhail Edidovich, phone:+7(495)727 2615, E-mail: edid@crocus-off.ru
Maintenance department (connection to the main power supply, compressed air mains, water supply and drainage system connection, stand cleaning). 
Victor Braguin, phone:+7(495)727 2612, E-mail: braginv@crocus-off.ru
Transportation and logistics department (loading/unloading, handling services. Warehouse space rent including stand-fitting materials, containers and empties). Please complete Order form 14.

Vladimir Lutikov, phone: +7 (495) 727-2633, +7 (495) 727- 2587, e-mail: ivn@crocus-off.ru 

Eduard Andronov, e-mail: trans@crocus-off.ru
department of non-exhibition and congress events (conference halls lease for conferences, presentations, seminars, fashion shows and shows, meeting rooms rent, rent of premises for fourshets, receptions and banquets, hotel booking etc.). For conference hall lease please complete the Order form 15.

Elena Gorshkova, phone: +7(495)727 2593, e-mail: gorshkova@crocus-off.ru 

hotel booking (please contact Crocus Expo IEC official tours operator LLC Intourist). For hotel booking please complete the Order form 13.

Olga Belnik, phone:+7(495)984 2859, +7 (495) 727 2429, e-mail: bel@intourist.ru 

Catering services (order for catering services, banquets, fourshets and drink receptions) shall be made at Sucre Banceyt. 

Ellada Gurbanova, phone:+7(925) 508 6006, E-mail: sucre.banket@gmail.com. 
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