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Dear Exhibitor,

Hereby we send our compliments to you and wish you fruitful and successful work at the coming exhibition. 

Please find below the information which will help you entering the territory of “IEC Crocus Expo” for move-in and stand set-up.

Organizer’s Stand

The on-site Organizer’s Stand will be located in Pavilion 1, Hall 3. The Organizer’s Stand will be working as follows:
14 September 2015, 8.00 - 20.00 (set-up and move-in)

15-17 September 2015, 09:00 - 19:00

18 September 2015, 09:00 - 16.00 (dismantling, move-out)

Here you can purchase the VIP parking pass for your car for all exhibition days. 

Access to the Exhibition

The Exhibition can be accessed by badge only. You can get the badges at the entrance to the pavilion 1 at the registration desk in the lobby. The representative of your company will get there invitation tickets, as well as the exhibitor badges valid for the whole exhibition period (1 exhibitor badge is provided per every 4 m2 of exhibition stand). 

You can also get your invitation tickets and exhibitor badges in advance at “Euroexpo” office (35, Arbat str., 4th Floor, office 440, from 10.00-18.00 on weekdays, lunch break: 13.00-14.00), after receiving an e-mail confirming that they are ready. Please call us before coming.
Move-in procedure

The move-in and stand set-up will be held on 14 September 2015 from 08.00-20.00. The move-in and stand set-up before this time is not allowed. 

Please note that at least one of your company’s representatives must be present at your stand in the following periods:  

14 September 2015:

till 20.00 (move-in, stand set-up)

15-17 September 2015:
08.00 - 20.00

18 September 2015:

08.00 - 16.00 (dismantling, move-out)

The exhibits/equipment can be additionally moved-in as follows: 

15 September 2015 in the morning from 08.00-09.30, in the evening from 18.00-19.00

16 September 2015 in the morning from 08.00-09.30, in the evening from 18.00-19.00

17 September 2015 in the morning from 08.00-09.30, in the evening from 18.00-19.00

18 September 2015 in the morning from 08.00-09.30.

1. The Exhibitor is to prepare the move-in/move-out letter in 3 copies on Company’s letterhead with original stamps and signatures according to the below sample, listing all items of equipment to be brought in to the exhibition pavilion. Shall the equipment/exhibits be delivered several times/days, the Exhibitor is to prepare the corresponding number of the move-in/move-out letter copies for each delivery. 

2. After entering the IEC Crocus Expo cargo area, the car driver is to follow the security instructions and to park the car at one of two temporally parking lots. Then the driver is to obtain the cargo area entry pass in IEC “Crocus Expo” at Service Centre, pavilion 1. 

3. Please note that IEC Crocus Expo charges a fee for the cargo area entry pass. The rates are established by IEC Crocus Expo. The detailed information and the current rates are indicated in Appendix 1. 

4. The Exhibitor’s representative or the driver is to register the move-in/move-out letter (3 copies) at IEC Crocus Expo Service Centre. 

5. After registering the letter and purchasing the cargo area entry pass, the driver is to move the car to the cargo gates indicated in the pass for unloading.

	SAMPLE
(on the Company’s blank)

To the Organizers of 

OTDYKH/Leisure-2015

OTDYKH/Luxury-2015

OTDYKH/Mice -2015

OTDYKH/Spa & Health -2015
From: ______________________________

Hall #_____________
Stand #_____________
Herewith we apply for the permission to move-in/ move-out the below listed exhibits and stand equipment to/from  “OTDYKH/Leisure-2015”, “OTDYKH/Luxury-2015”, “OTDYKH/Mice -2015”, “OTDYKH/Spa & Health -2015”  exhibitions to be held at IEC Crocus Expo from _______________ (move-in date) to ______________ (move-out date).  

  The exhibits and stand equipment will be transported by the following vehicles:  

Car model________________________

Registration Number______________________

Car model______________________

Registration Number ______________________

List of exhibits and stand equipment

#

Exhibits

# units

1.

2.

3.

…..

Company’s Director ____________________________________ (first and last name)

Signature, Stamp 

«___» September 2015


The move-in/move-out letter is to be signed by:
1. The Representative of IEC Crocus Expo Service Centre in Pavilion 1. If you have banners, drapery fabric or any other flammable materials/exhibits, the move-in/move-out letter is to be signed by the IEC Crocus Expo fire inspection representative at Service Center stand. Safety certificates of compliance to combustibility, smoke formation and toxicity are to be enclosed. 
2. If you have your own plasma display over 28”, television or other audiovisual equipment, you should pay a fee for using it during the exhibition. The fee can be paid to “Buildexpo” (Pavilion 1, office 116). The detailed information is available at “Buildexpo” by e-mail ingener@buildexpo.ru or by phone: +7 (495) 727 26 71.
The copes of the move-in/move-out letter are to be distributed as follows:

1st copy remains with IEC “Crocus Expo” Service Centre for the control;

2nd copy is to be presented by the Exhibitor to the guards at cargo gates for move-in;

3rd copy is to be presented by the Exhibitor to the guards at cargo gates for move-out.

We would like to remind you that during stand set-up and dismounting works all waste must be put into the plastic bags that can be purchased in IEC “Crocus Expo” Service Centre.
Loading/unloading operations

Orders for loading services (loading, storage of goods and packages, waste removal etc.) are to be submitted to the IEC “Crocus Expo” department of transport and logistics, phone: +7 (495) 727-25-87.The services are to be paid according to IEC “Crocus Expo” rates. 

Security
The security of the pavilion is provided overnight from 20.00PM - 08.00AM. The pavilions will be locked at 20.00 by security guard.

Please note that the Organizer is not responsible for any loss or damage of exhibits or other Exhibitor’s property. General security of the exhibition pavilion is provided. 

Please do not leave your exhibits unattended during move-in (14 September 2015, 08.00-20.00) and move-out (18 September 2015, 16.00-20.00). 

Keys

Keys for stand doors and/or locks for cupboards and/or showcases can be collected on-site at the Organizer’s Stand (pavilion 1, Hall 3) against the refundable deposit of 1000 roubles per a key/lock as follows: 

14 September 2015: 13.00-18.00; 

15 September 2015: 09.00-13.00.
The key return and deposit refund is available ONLY on 18 September from 13.00-18.00 . 
Move-out

The move-out of exhibits is permitted on 18 September 2015 from 16.00. Please have the move-in/move-out letter with you.

18 September 2015, 16.00-20.00 - packing and move-out of exhibits

19 September 2015, 08.00-20.00 - dismantling and move-out of equipment
You are kindly requested to coordinate with the Organizers all your events that require audio accompaniment. 

Best regards,

Ekaterina Alekhina

Project coordinator

Phone: +7 (495) 925 65 61/62

E-mail: katherin@euroexpo.ru
Appendix 1

Dear Exhibitor,

The trucks are not allowed to enter the IEC Crocus Expo through the arch.

The area of cargo handling operations is considered the area spaced 30 meters away from the walls of Pavilions #1 and 2 of IEC “Crocus Expo” alongside the perimeter. 

Entry passes to the cargo area for loading/uploading are to be purchased in IEC “Crocus Expo” at Service Centre, Pavilion 1. The rates are set by IEC Crocus Expo and are listed below. It is possible to purchase the pass in advance. 

A free cargo area entry pass is provided for the stand builders and exhibitors who use the services of IEC “Crocus Expo” department of transport and logistics. 
The use of cargo trolleys costs 1300 roubles/hour.

Please note: It is not allowed to use trucks with load manipulator the territory of IEC “Crocus Expo”
The vehicles shall leave the cargo area as soon as the loading/unloading is over. Parking at the cargo area is strictly prohibited. 
Loading/unloading time limits: 

Car:
1 hour

Truck:
2 hours

For detailed information regarding loading/unloading procedures, car passes, etc. please contact IEC “Crocus Expo” department of transport and logistics (phone: +7 (495) 727-25-87). 

Entry passes to the cargo area of IEC “Crocus Expo” for the whole exhibition period:

1. Car







1300 roubles

2. Truck







4200 roubles

Cargo area entry passes can be purchased in advance in 

IEC “Crocus Expo” at Service Centre, Pavilion 1.
[image: image5.jpg]