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INTRODUCTION 
 

Welcome to the ASEG 2012 Conference & Exhibition to be held from 26 - 29 February 2012, 
at the Brisbane Convention and Exhibition Centre. 
 
To ensure your exhibition preparation runs smoothly we suggest that you appoint an 
Exhibition Coordinator within your organisation to be responsible for organising all aspects of 
your participation in the exhibition.   
 
If you require any further details or clarification of any of the items contained in this manual, 
please do not hesitate to contact Vera Stojanovic, Sponsorship and Exhibitions Project 
Manager or a member within the exhibition team at arinex pty limited. 
.  
 
 

 
 
 
 
 
 

 
 
HOW TO USE THIS MANUAL  
To assist you work through this manual and ensure all pre-event preparation is completed 
please pay particular attention to information that features either of the below icons. These 
icons help to alert you to areas of your exhibition planning that require a form to be 
completed and submitted (based on your individual requirements) to either the Conference 
Managers or an appointed exhibition supplier.    

 
1. FORM  

 

 
INDICATES WHEN YOU ARE REQUIRED TO COMPLETE A FORM.  
FORMS ARE LOCATED IN THE ATTACHMENTS SECTION AT THE 
BACK OF THIS MANUAL.  
 
 

 
 
2. DEADLINE  

 
 
INFORMATION WITH A TIME DEADLINE 

 
This Manual has been prepared by arinex pty limited Sponsorship & Exhibitions Division, 
and appointed Managers of the ASEG 2012 Conference & Exhibition. 
 
 
 
 
 
 
All information and ideas contained in this document are confidential to arinex pty limited 
ABN 28 000 386 676.  Exploitation or use of any of the materials or ideas contained in this document, 
without the prior written consent of arinex pty limited, may result in legal action being taken against 
those parties in breach of the confidentiality in which this document has been prepared, written and 
submitted. 
 
 

mailto:vstojanovic@arinex.com.au
http://www.aseg2012.com.au/
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EXHIBITION CHECK LIST 
 
To assist with your pre-planning, the following checklist is provided as a guide to 
assist in ensuring all important operational items are actioned and deadlines are met. 
Please adhere to these deadlines to ensure smooth planning and operation of the 
entire event. 
 
Items marked with a blue diamond () are compulsory and must be actioned by every exhibitor 
 
Items marked with a green circle () are optional based on your individual requirements 
 
 

ITEM DUE DATE PAGE ACTION/RETURN  
FORM TO 

DONE 
  

 Custom Build Stand Design 30 November 
2011 

16 arinex pty limited  

 Accommodation Bookings 
 

 19 to 22 arinex pty limited  

 Furniture/AV Order Form 27 January 
2012 

Attachments 
Section 

EXPONET  

 Octanorm Stand Package 
Fascia Confirmation Form 
 

27 January 
2012 

Attachments 
Section 

EXPONET  

 Deluxe Stand Signage 
Confirmation Form  

27 January 
2012 

Attachments 
Section 

EXPONET  

 Octanorm Stand 
Modifications Form  
 

27 January 
2012 

Attachments 
Section 

EXPONET  

 Power & Lighting Form 27 January 
2012 
 

Attachments 
Section 

EXPONET  

 Wall Mounted Shelving 
Form  

27 January 
2012 
 

Attachments 
Section 

EXPONET  

 Stand Layout Form  27 January 
2012 

Attachments 
Section 

EXPONET   

 Public & Product Liability 
Certificate of Currency 

30 January 
2012 

Details on 
page 30-31 

arinex pty limited  

 Indemnity Form 30 January 
2012 

Attachments 
Section 

arinex pty limited  

 Freight Forwarding & 
Materials Handling Order 
Form 

27 January 
2012 

Attachments 
Section Schenker  

 Exhibitor Services Order 
Form 

27 January 
2012 

Attachments 
Section BCEC Exhibitor 

Services 
 

 Delivery Note 27 January 
2012 

Attachments 
Section 

BCEC Exhibitor 
Services 
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DIRECTORY OF CONTACTS 
 
The Conference Managers have appointed a number of official contractors in order to ensure a 
quality supply and efficient installation of services. The official supplier’s details are listed below. 
Exhibitors may, however, prefer to appoint their own contractors. Unless specifically stated, Exhibitors 
are responsible for their own arrangements for services required.  
 

 SPONSORSHIP & EXHIBITIONS PROJECT        
 MANAGER 
c/o arinex pty limited Conference & Exhibition 
Organisers 
GPO Box 128  
SYDNEY  NSW  2001 

Contact  
Telephone 
Facsimile                 
Email              

Vera Stojanovic 
+61 2 9265 0720 
+61 2 9267 5443 
vstojanovic@arinex.com.au  

ACCOMMODATION 
ASEG 2012 Conference Managers 
c/o arinex pty limited Conference & Exhibition 
Organisers 
GPO Box 128  
SYDNEY  NSW  2001 

Contact 
Telephone  
Facsimile   
Email              
Website  

Delegate Services Dept. 
+ 61 2 9265 0700 
+ 61 2 9265 5443 
 Aseg2012@arinex.com.au 
 www.aseg2012.com.au 

SHELL SCHEME / ELECTRICAL 
REQUIREMENTS 
EXPONET 
PO Box 120 
SYDNEY MARKETS NSW  2129 

Contact 
Telephone  
Facsimile  
Email  
Website          

Nina Marland 
+61 2 9645 0700 
+61 2 9645 5300 
nina@exponet.com.au 
www.exponet.com.au 

FURNITURE / GREENERY &  AUDIO VISUAL 
HIRE   
EXPONET 
PO Box 120 
SYDNEY MARKETS NSW  2129 

Contact 
Telephone  
Facsimile  
Email  
Website          

Nina Marland 
+61 2 9645 0700 
+61 2 9645 5300 
nina@exponet.com.au 
www.exponet.com.au 

EXHIBITION MATERIALS HANDLING / STORAGE 
FREIGHT FORWARDING & SHIPPING 
Schenker Australia Pty Ltd 
72-80 Bourke Road 
ALEXANDRIA   NSW 2015 

 
Contact         
Telephone    
Mob 
Facsimile              
Email          
 

Local or International Freight 
Karin Werner 
+61 7 3622 7408  
+61  435 966 968 
+61 7 3860 5304 
Karin.Werner@dbschenker.com 

CONFERENCE & EXHIBITION VENUE 
VENUE SERVICES 
Exhibitor Services Department 
Brisbane Convention and Exhibition Centre 
Cnr Merivale and Glenelg Streets 
SOUTH BANK QLD 4101 
(PO Box 3869 South Bank Qld 4101) 

Contact 
Telephone 
Fax 
Email 
Website 
 

Exhibitor Services Department 
+61 7 3308 3134  
+61 7 3308 3138  
exhibitorservices@bcec.com.au  
www.bcec.com.au 

COMPUTER AND AUDIO VISUAL EQUIPMENT 
HIRE 
EXPONET 
PO Box 120 
SYDNEY MARKETS NSW  2129 

Contact 
Telephone 
Fax 
Email 
Website 

Nina Marland 
+61 2 9645 0700 
+61 2 9645 5300 
nina@exponet.com.au 
www.exponet.com.au 

RIGGING 
Brisbane Convention and Exhibition Centre 
Cnr Merivale and Glenelg Streets 
SOUTH BANK QLD 4101 
(PO Box 3869 South Bank Qld 4101) 

Contact 
Telephone 
Fax 
Email 
Website 

Exhibitor Services Department 
+61 7 3308 3134  
+61 7 3308 3138  
exhibitorservices@bcec.com.au 
www.bcec.com.au 

STAND PHOTOGRAPHY 
Profile Photographics 

Contact 
Telephone 
Email 

Roger Phillips   
+61 412 250 069 
profilephotos@optusnet.com.au 

 
 

mailto:vstojanovic@arinex.com.au
mailto:Aseg2012@arinex.com.au
mailto:nina@exponet.com.au
http://www.exponet.com.au/
mailto:nina@exponet.com.au
http://www.exponet.com.au/
mailto:Karin.Werner@dbschenker.com
mailto:exhibitorservices@bcec.com.au
http://www.bcec.com.au/
mailto:nina@exponet.com.au
http://www.exponet.com.au/
mailto:exhibitorservices@bcec.com.au
http://www.bcec.com.au/
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EXHIBITION TIMETABLE 
 
Times are accurate at date of publication, however may be subject to change. 
 
 
BUMP-IN SCHEDULE 
 
SATURDAY 25 FEBRUARY 2012 
0700 to 2200  Exhibition build (official contractor)  

1000 to 2200 Custom stand build (other contractors) 

1100 to 1700 
Deliveries freight contractors – large and heavy display equipment. 
Please ensure the delivery of your items are co-ordinated with your stand 
builder 

1500 to 1800 Distribution of hire furniture 
 
SUNDAY 26 FEBRUARY 2012 

0700 to 1200  
Stand contractor access final exhibition build. All stands must be 
constructed and in place by 1200. All forklifts and scissor lifts must be 
removed from the exhibition floor by no later than 1200 

0700 to 1400 Freight / courier deliveries – stand brochures and giveaways 
 
EXHIBITION STAFF ACCESS – SUNDAY 26 FEBRUAY 2012 

1200 to 1700 
Exhibition staff access to dress stands. All stand dressing must be 
completed by 1700 on Sunday 26 February in preparation for the 
Welcome Reception which will take place in the exhibition hall 

1700 to 1900 Welcome Reception – we recommend all displays are staffed during the 
Reception 

1900 Exhibition closed 
 
 
HIGH VISABILITY SAFETY VESTS: it is a requirement of the venue that exhibitors requiring 
access to the exhibition hall and loading dock areas during the move-in on Sunday 26 February 
between the hours of 0600 and 1200 are in possession of a high visibility vest. NB: closed toe shoes 
must also be worn during the move-in period. 
 
Vests will not be available from the organisers, please ensure all staff are equipped with their own 
vests. 
 
Depending on the progress of the exhibition build it may also be a requirement for vests to be worn 
after 12 noon. This will be evaluated onsite, therefore please ensure that all staff who are required to 
work on the setting up of your display have access to a safety vest. 
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Please note due to OH&S regulations exhibits are not to dismantled prior to 1600hrs. This 
includes the packing, taping or labelling of boxes and removal of display items.  
 
BUMP-OUT SCHEDULE 
 
WEDNESDAY 29 FEBRUARY 2012 

1600 - 1800 

Exhibitors to remove promotional items from shell scheme stand walls and 
personal items from furniture 
Exhibitors to package and label goods for collection by appointed courier 
company 

1630 - 1800 
Audio visual supplier access to remove hire items 
Furniture hire contractor access to remove hire items 

1700 - 2030 Courier and freight contractors allowed entry to pick-up goods being 
removed from stands   

1700 - 2400  Stand contractor access to dismantle stands and other equipment 

NOTE: Please ensure all valuable items are removed from hire furniture and all posters are 
removed from walls by 1700. The exhibition area must be cleared of all exhibition equipment 
and display materials by 2400 on Wednesday 29 February 2012. Items remaining in the 
exhibition area after this time may be freighted off-site at the expense of the exhibitor. 
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VENUE ACCESS & DELIVERY DETAILS 
 
LOADING DOCK ACCESS 
 
The exhibition occupies Hall 1 at the Brisbane Convention and Exhibition Centre (BCEC), corner of 
Merivale and Glenelg Streets, South Bank.  
 
Access to Hall 1 is via the Exhibition Centre Loading Dock off Glenelg Street. Refer to the location 
map below. 
 
The Service Road is a one-way road and is deemed a tow-away zone to ensure a continuous and 
clear flow of traffic. The entrance to the Brisbane Convention and Exhibition Centre Car Park is 
located at the end of the service road. 
 
The loading dock is a restricted parking area and parking notices may be issued to ensure a clear 
flow is maintained during the move-in / move-out periods. Once equipment is unloaded / loaded, 
vehicles must be moved immediately. The maximum stand time allowed is 15 minutes. A dock 
controller will be on duty to control dock movement for both move-in and move-out. Vehicles are not 
permitted to park on the dock for extended periods without the express consent of the dock controller. 
 
For full details on the Loading Dock access policy please refer to the Rules and Regulations section 
of this manual. 
 
For moving bulky items such as computers or brochures during the move-in / move-out period, 
trolleys will be available for use by exhibitors. These will be located at the Loading Dock. Please 
ensure trolleys are returned after use. 
 
For large or heavy items, it is recommended that exhibitors contract Schenker Australia Pty Ltd, the 
recommended materials handling supplier. Please refer to the Directory of contacts and Materials 
Handling order form located in the Attachments Section of this manual. 
 
LOADING DOCK MAP 
 
Door clearance:   10m wide x 6m high 
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FREIGHT CONTRACTOR 
 
Schenker Australia Pty Ltd is the official freight contractor for domestic and international freight 
forwarding as well as storage and materials handling services. Schenker Australia Pty Ltd will arrange 
all local, interstate and international transport services including delivery to each exhibitor’s stand. 
Schenker Australia Pty Ltd will store early consignments ready for delivery to the venue on the 
designated day. Schenker Australia Pty Ltd will store items such as large packing crates off-site 
during the exhibition and return to the venue for the move-out period. 
 
SPONSORS PLEASE NOTE: If you are entitled to provide material for inclusion in the delegate 
satchels as part of your sponsor package, please ensure you DO NOT USE the exhibition delivery 
label. A separate label for satchel inserts will be provided to all sponsors by the Sponsorship Manager 
in due course. 
 
You must ensure items intended as a satchel insert are packed and labeled separately from your 
exhibition display materials. 
 
IMPORTED GOODS 
Set out below is a brief summary of the options available to exhibitors who wish to import goods into 
Australia for display at the Exhibition. 
 
1. Permanent Entry 

If it is intended that the goods are to remain in Australia, duty and GST must be paid at the time 
of importation. Exhibitors will need to arrange payment through Schenker Australia Pty Ltd 
before the goods will be released. If it is intended that the goods will be sold during the show, 
then duty and GST should be paid at the time of entry. This will enable the exhibitor to sell or 
otherwise dispose of the goods without impediment. 

 
2. Temporary Entry 
(a) Event Status – A security bond may be provided by Schenker Australia Pty Ltd at a fee. Duty 

and GST does not need to be paid by the exhibitor. However, please note this is valid for: 
(i) Display goods must be intended for re-export at the close of the Exhibition. Any 

promotional material remaining after the Exhibition must be either re-exported or 
destroyed under Customs supervision. If destroyed, duty and sales tax may still be 
applicable. 

(ii) Goods imported under event status are inspected by Customs on entry and exit, and 
accordingly incidental charges related to cargo inspection may apply. 

 
(b) ATA Carnet – The Exhibitor may arrange a Carnet with his/her Chamber of Commerce, which 

will allow free admission of goods for exhibition purposes only. Goods under Carnet are 
inspected by Customs on entry and exit, and accordingly incidental charges related to cargo 
inspection may apply. 

 
Note: If brochures and promotional items are brought in with goods under Carnet, they will need to be 
entered and duty and GST paid, if applicable. If temporary entry, the goods should be detailed on 
separate invoices and packing lists, and be packed separately to facilitate Customs Inspection. 
 
It is possible to import display goods for permanent entry and also import supporting brochures and 
promotional items under Event Status. The goods must be packed and invoiced separately. Contact 
Schenker Australia Pty Ltd for more details. 
 
QUARANTINE REGULATIONS Australia has stringent quarantine regulations. Any goods 
manufactured from plant materials and foodstuffs are subject to quarantine inspection on arrival in 
Australia. For further information on these regulations, please contact Schenker Australia Pty Ltd. 
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MATERIALS HANDLING/FORKLIFT REQUIREMENTS 
Schenker Australia Pty Ltd are the official materials handling contractor to the exhibition. 
 
All forklifts and other materials handling equipment will be operated by the official freight forwarder. If 
you intend installing heavy/large equipment, or are expecting delivery of pallets or large quantities of 
materials, please ensure you have ordered the appropriate materials handling through Schenker 
Australia Pty Ltd. This includes any item which may require a forklift or pallet jack. This service is 
available at a cost to all exhibitors. 
 
If you would like a quote for freight and or materials handling services complete the order form 
located in the Attachments Section of this manual and return to Schenker Australia Pty Ltd. 
 
IF YOU ARE NOT USING THE OFFICIAL FREIGHT FORWARDER please provide the Conference 
Managers e: vstojanovic@arinex.com.au with the name and contact details of your designated 
freight company. 
 
If items are being delivered by courier we suggest you adhere to the following guidelines: 
 
• Ensure your on-site staff have full details of your shipment, including manifest and consignment 

notes/number to facilitate the location of goods should they not be delivered to the venue on 
the designated day or time. 

  
• DHL/FEDEX Deliveries: If sending small items (e.g. brochures) via DHL or FEDEX you MUST 

ensure all duties and taxes DPP (Delivery Duty Paid) are prepaid, otherwise, your items will be 
held up in customs and will not be delivered on time. Please also ensure exhibition staff have 
copies of consignment documents on hand, as this may assist in tracking any late or non-
delivered items. 

 
• Couriers/Pick-ups: Please ensure your couriers are advised of delivery and pick-up times, as 

well as the correct loading dock for delivery. Items for independent collection must be packed, 
clearly addressed and left on your exhibition space for collection. Items remaining in the 
exhibition area after 10.00pm on Sunday 24 October will be freighted off-site at the expense 
of the exhibitor. 

 
STORAGE 
Please note there is minimal storage available during the exhibition. Large packing crates or boxes 
MUST be removed off site and returned to Hall 1 for the move-out period. Exhibitors requiring storage 
of goods during the Exhibition are advised to make arrangements with their freight forwarder, or 
contact the official freight forwarder Schenker Australia Pty Ltd. 
 

mailto:vstojanovic@arinex.com.au
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SHELL SCHEME STAND DETAILS 
 
OCTANORM STANDARD SHELL PACKAGE 
 
Exhibitors who have purchased the Standard shell scheme package (refer below drawing) will receive 
the following in their package: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Stand Size: for your specific stand size refer to your booking form. Each shell scheme block is 3m 

wide x 3m deep and 2.5m high.  
 
Walls:  2.5m high white melamine walls in an aluminium octanorm frame. 
 
Fascia:  aluminium frame with standard white fascia board. 
 
Signage: organisation name will be installed over each open aisle fascia. Lettering will be 

computer cut vinyl in white on a blue fascia board. Each sign will be a maximum of 30 
characters including spaces. 

 
Lighting: 2 x 120 watt track mounted spotlights for each 9m2 stand, mounted on the light track 

inside the fascia. 
 
Power:  1 x 4amp power point per stand regardless of size, located in rear corner of stand  
  unless otherwise specified. Additional power connection can be organised through  
  the official contractor EXPONET. 
 
Flooring: grey carpet tiles will be provided for each 9m2 stand. 
 
Items which can be used on walls 
When attaching anything to walls, exhibitors are asked to use velcro, bluetac, double-sided adhesive 
tape or wall-mounted shelving and hooks, all are available from EXPONET if required.  
 
Items not to be used on walls 
Pins, staples, screws, nails, bolts, glue and paint will permanently damage the panels, and exhibitors 
are requested not to use them.  
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OCTANORM DELUXE PACKAGE   
 
Exhibitors who have purchased the Deluxe stand package refer below drawing) will receive the 
following in their package: 
 

 
 
 
Stand Size: for your specific stand size refer to your booking form. Each shell scheme block is 3m 

wide x 3m deep and 2.5m high.  
 
Walls: 2.5m high white melamine walls in an aluminium octanorm frame. 
 
Signage: organisation logo and name(s) will be installed as 'Fins' on the aisle end of either side 

wall. Lettering will be computer cut vinyl in black on a white board. Each sign will be a 
maximum of 30 characters including spaces. Logos will need to be supplied in either 
an eps or illustrator format and emailed to nina@exponet.com.au 

 
Lighting: 2 x 120 watt track mounted spotlights for each 9m2 stand, mounted on the light track 

inside the fascia. 
 
Power: 1 x 4amp power point per stand regardless of size, located in rear corner of stand 

 unless otherwise specified. Additional power connection can be organised through 
 the official contractor EXPONET. 

 
Flooring: grey carpet tiles will be provided for each 9m2 stand. 
 
Items which can be used on walls 
When attaching anything to walls, exhibitors are asked to use velcro, bluetac, double-sided adhesive 
tape or wall-mounted shelving and hooks, all are available from EXPONET if required.  
 
Items not to be used on walls 
Pins, staples, screws, nails, bolts, glue and paint will permanently damage the panels, and exhibitors 
are requested not to use them.  

mailto:nina@exponet.com.au
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RAW SPACE EXHIBITORS (CUSTOM BUILD DETAILS) 

 If you are installing a custom designed stand, please ensure you provide the Conference 
Managers with the name and contact details of your designer and stand builder  
e: vstojanovic@arinex.com.au 
 
Also please ensure you provide your contractor with a copy of the Exhibition Manual so they are 
familiar with the exhibition build move-in / move-out times. 
  
A copy of your stand design must be forwarded to the Conference Managers by Monday 30 
November 2011 e: vstojanovic@arinex.com.au for review by the venue and approval. The 
Conference Managers will provide written approval or advise of any modifications or changes that 
need to be made.  
 
If you are installing a banner or sign above your stand, please ensure you provide written details, 
together with a drawing to the Conference Managers e: vstojanovic@arinex.com.au by no later than 
Monday 30 November 2011. 
 
It is the responsibility of all exhibitors to ensure their stand contractors or agents are familiar with the 
rules and regulations of the Brisbane Convention and Exhibition Centre in relation to stand 
construction. 
 
VENUE CEILING HEIGHT  
The ceiling height in Hall 1 is 10 – 22 metres. 
 
HEIGHT BUILD    
The maximum height build within Hall 1 is 4m.  
Banners may be rigged above the stand air space.  
For banner rigging refer to BCEC Exhibitor Services Order Form located in the Attachments 
Section. 
 
CUSTOM STAND BUILD & DESIGN SPECIFICATIONS 
Custom Designers:  Please note that custom stand designs must be sensitive to the amenity 
of the overall exhibition and surrounding exhibits. Therefore views of external walls 
adjoining, or visible by neighbouring stands, must be appropriately cladded or printed with a 
logo. Storage areas and packing materials should not be visible.  
 
1. All custom build designs must clearly incorporate booth number and name. 

2. All temporary structures built for exhibitions must comply with the Building Code of Australia 
and all other statutory regulations current at the time of construction. This includes areas 
pertaining to egress, height, fire safety and flammability rating of materials. 

3. Stands over 4 metres in height, or stands designed to support weight other than light 
advertising material, must be approved. This application must include a design dimensioned 
plan, cross sectional plan and elevation views, together with details of construction materials 
and methods. Artist’s impressions of stands are not acceptable. The centre may insist that a 
structural engineer’s certificate be obtained where it is ascertained that the integrity of the 
structure or compliance with the Building Code of Australia may be questionable. 

mailto:vstojanovic@arinex.com.au
mailto:vstojanovic@arinex.com.au
mailto:vstojanovic@arinex.com.au
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4. The reduction of the existing level of fire protection is not permissible. Designers and builders 
have obligations to design and construct to these principles and any relevant standards or 
legislation while Conference the special needs of their client.  Part of these principles include: 

- Stands over 18sqm where roofing is fitted must have a “Smoke Detection Device” and 
have a fire extinguisher installed.  The recommended material for the roofing is “shark 
tooth” type material that allows water penetration from sprinklers and fire canon. 

5. All raised floors, steps and ramps within exhibits must comply with the relevant sections of the 
Building Code of Australia. Any raised floor sections must be clearly distinguishable from 
areas of the surrounding floor space. 

6. All raised floors with a height of less than 115mm are not regarded as a step, and these floors 
will require a suitable and clearly distinguishable ramp from the main exhibition floor level or 
surrounding platform to the raised section. The ramp must be of a gradient no less than 1 to 3 
and be contained within the contracted space. Ramps may not protrude into the nominated 
aisle way, so must be part of the stand space. 

7. All raised floors with a height greater than 115mm but less than 190mm from the main 
exhibition floor level or surrounding platform will be regarded as a step and generally will not 
require a ramp. However, an approved stair nosing must be installed as per requirements for 
steps in public access. The only exception to this requirement is for ramping on 32mm raised 
flooring constructed from 1 metre modular floor sections, where an allowance of up to 100mm 
intrusion into the aisle will be acceptable and the 1 to 3 gradient will be maintained. 

8. The raised floor sections must not contain sharp or dangerous edges and must not cause a 
trip hazard. 

9. If halogen lights are to be used on any stand, the globe unit must be protected with safety 
glass to minimise the risk of fire. Please note that tungsten halogen flood lights are 
banned. 

10. All exhibits must provide access for fire fighting equipment, and be designed in accordance 
with the Building Code of Australia and to the satisfaction of the BCEC. 

11. Any barriers incorporated into the custom stand are to be designed so that they yield to 
pressure without toppling. 

 
STAND APPROVALS 
To expedite the stand plan approval process, the Conference Managers would appreciate the 
following be adhered to when forwarding stand plans for approval.  
 
All stand plans should be sent through in CAD version 14. The venue requires the plans in the 
following formats: 
• A design dimension plan 
• Cross sectional and elevation views 
• Details of construction materials and methods 
• Artist’s impressions of stands are not acceptable 
 
Construction Materials 
Any material used for stand construction or display purposes must conform to the Building Code of 
Australia and be: 
• Non combustible materials 
• Inherently non-flammable materials 
• Flame-proof fabrics 
• Self extinguishing plastic materials 
• Plywood, hardwood or fibreboard rendered flame-resistant by a process of impregnation 

acceptable to the relevant authorities 
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ELECTRICAL REQUIREMENTS  
If you have purchased raw space and are installing a custom designed stand, your contractor will 
need to organise power and lighting. To order electricity complete the POWER & LIGHTING FORM 
located in the Attachments Section of this manual and return direct to EXPONET, by 27 January, 
2012. 
 
If you are installing any form of equipment on your stand, please ensure you order adequate power. 
This will alleviate any power surges that may occur due to inadequate power supply.  
 
If you are unsure of what level of electrics you require, or if you require electrical converters contact 
EXPONET.    
 
In addition various power supply and specialist lighting services are available within the exhibition 
through EXPONET.  
 
FLOOR REQUIREMENTS 
The venue is not carpeted. Raw space exhibitors will need to arrange flooring. Exhibitors must have 
appropriate floor coverings as part of their custom built stand requirements. Refer to points 5 to 8 on 
Page 16. 
 
CUSTOM DESIGN OPTIONS 
arinex pty limited have developed a series of cost effective upgrade packages to ensure you stand 
out amongst your competitors.  
 
An information flyer featuring several design options is located in the Attachments Section. To order 
your preferred option tick the relevant box and fax back to Vera at the Conference Managers. 
Alternatively for further details or to discuss your requirements contact Vera Tel: +61 2 9265 0700 or 
e: vstojanovic@arinex.com.au  

mailto:vstojanovic@arinex.com.au
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EXHIBITION STAFF REGISTRATIONS 
 
STAFF PASSES 
Each 3m x 3m (9m2) booking will receive the following: 
 
One (1) Conference delegate registration, which entitles the holder to: 
• Attendance at Conference Sessions - excluding workshops 
• Attendance at the Welcome, Happy Hour and Closing Receptions 
• Morning and Afternoon Refreshment Breaks and Lunch 
• Conference Satchel and documents 
 
One (1) Exhibition Pass, which entitles the holder to: 
• Attendance at the Welcome and Happy Hour Receptions 
• Attendance at the Exhibition only 
• Morning and Afternoon Refreshment Breaks and Lunch 
 
ADDITIONAL EXHIBITION PASSES 
Additional Exhibition passes may be purchased from the Conference Managers.  
The cost is $400.00 (incl GST) per person and will include: 
• Attendance at the Welcome and Happy Hour Receptions 
• Attendance at the Exhibition only 
• Morning and Afternoon Refreshment Breaks and Lunch 
 
NB: Attendance at Conference Sessions is not included in the Exhibition or Additional 
Exhibition pass. 

 
 
Exhibitors will receive access to an ‘online form’ to  register staff. In the meantime if you 
have any questions in relation to staff registrations contact Vera Stojanovic  
e: vstojanovic@arinex.com.au 

  
 
NAME BADGE USE 
In the interest of security name badges must be worn at all times and must be clearly visible. Please 
note that access to the Exhibition venue will be denied without the correct identification. NB: 
Corporate badges may be worn by exhibition staff, however these must be worn in conjunction with 
the official Conference badge.  
 
Badges will be available for collection onsite from the Registration Desk located in the foyer level of 
the Brisbane Convention and Exhibition Centre. Badges do not have to be worn during the exhibition 
build / move-in period. 
 
 
ACCOMMODATION 
 
Whether booking for individuals or groups, enjoy the convenience of organising your accommodation 
requirements through the Conference Managers. 
 
Please note however that accommodation in Brisbane is limited. As such, the Conference 
Managers highly recommend that you book early to avoid disappointment.  
  
Benefit from: 
-  a streamlined booking process 
-  a choice of competitively priced quality hotels 
  
 
 

mailto:vstojanovic@arinex.com.au
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account by cash you will be asked to pre pay for your accommodation in full plus a cash deposit for 
incidentals. Should you not utilize any incidentals during your stay the cash deposit, for incidentals 
only, will be refunded to you by the hotel upon check out. 
 
Please note the daily incidental charge may vary across the listed hotels.  Should you wish to confirm 
the amount that will be held against your card prior to check in, please contact the hotel directly. 
 
Accommodation Refunds 
The deposit is non-refundable at 23 January 2012 and will be forfeited if you do not arrive on the 
date for which you have booked. Cancellations must be made in writing. 
 
  
A-Z GENERAL INFORMATION 
 
ACCESS POLICY 
Access to the Brisbane Convention & Exhibition Centre (BCEC) for exhibitors and contractors during 
build-up and pull-down is via Glenelg Street. The Service Road is a one-way road and is deemed a 
tow-away zone to ensure a continuous and clear flow of traffic. 
 
The Entrance to the Brisbane Convention and Exhibition Centre Car Park is located at the end of the 
service road past Exhibition Hall 4.  
 
All Exhibitors should be aware of the following regulations relating to the Loading Dock: 
 
1. Children 
 Children under the age of 15 years are not permitted in the exhibition hall or loading docks 

during construction and loading/unloading of the event. Children are not permitted to remain in 
any vehicle unattended by an adult while the vehicle is loading/unloading. Children are not to 
be left unattended or unsupervised on the concourse, foyers or any other areas within the 
building.  

 
2. Delivery of Goods  

Loading docks are self servicing loading docks. The exhibitor must arrange for services 
required such as forklift/pallet jack hire via the official freight and materials handling supplier. 
No goods will be accepted on behalf of exhibitors by the BCEC. Goods should not be sent to 
the loading dock before the scheduled times for the move in of your exhibition and must be 
collected by the end of the official move out time. BCEC reserves the right to dispose of items 
left on site after the hire period.  

 
3. Dock Marshals / Service Road Coordinator  

During high traffic periods, the BCEC Service Road Controller will supervise entry to the 
Service Road at the boom gate on Glenelg Street. Access will only be allowed to vehicles 
arriving at the time scheduled via the event Loading Plan. Loading Dock Marshals at each dock 
coordinate traffic movements to ensure the effective and efficient use of load and unload areas. 
The Loading Dock Marshal is in radio contact with the Service Road Controller to ensure 
efficient use of each loading dock.  

 
4. Egress  
 Pedestrian egress paths must remain clear during all phases of the loading and during 

operational days of the event.  
 
5. Forklift & Access Way  

The two lanes on each dock are designated as forklift and access ways and are marked 
accordingly. During the event these two lanes are to remain clear at all times to enable the safe 
movement of vehicles and to provide emergency vehicle access to the exhibition halls if 
required. No storage items, materials or vehicles (including forklifts) are to be placed in these 
access ways during the event.  
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6. Storage of Items  
Only the Event Organiser may authorise the storage of packing materials and crates within the 
loading dock area. Packing materials and crates shall not be stacked more than 3 metres in 
height and shall not be stored in the fire exit pathways or corridors. Packing crates and stillages 
should be removed from site once loading of equipment has been completed. No storage or 
standing is permitted directly in front of storage areas; to allow the area to be accessed by the 
hirer ‘No Standing’ zones are indicated by yellow paint markings.  

 
7. Traffic & Parking  

All traffic must enter the Service Road from Glenelg Street and exit via Melbourne Street. 
Movement of vehicles on the Service road is strictly one way. Vehicles may only remain on the 
loading dock or the service road for a period of 15 minutes unless through prior arrangement 
with the BCEC Event Manager. Abandoned vehicles or those exceeding the unload time period 
may be towed from site if they are hindering access to the loading area. Parking on the Service 
Road or pedestrian footpath is not permitted at any time. Parking is provided in the BCEC car 
park via the Melbourne Street ramp at the northern end of the Service Road area.  

 
AUDIO VISUAL / COMPUTER HIRE 
Audio visual and computer equipment may be hired from EXPONET. To view their product range visit 
their website at www.exponet.com.au alternatively contact Nina Marland e: nina@exponet.com.au 
 
BAGGAGE / CONCIERGE DESK 
The BCEC information desk is located in the main foyer. Cloakroom and baggage storage facilities 
are available at the Information Desk. 
 
CABLES 
Electrical or other cables crossing walkways or public areas at floor level could cause a trip hazard.  
Where possible cable should be raised above the walkway.  If this is not possible, cables need to be 
covered with carpet tile, matting or taped with gaffer. 
 
In high traffic areas changes in floor level should be highlighted with high visibility or yellow/black 
hazard tape. 
 
CANCELLATION POLICY 
In the event of cancellation, a service fee of A$1,000.00 applies per 9 square metre space or shell 
scheme stand booking to cancellations on or before 1 August 2011. No refunds will be made for 
cancellations after this date. After space has been confirmed and accepted, a reduction in space is 
considered a cancellation and will be governed by the above cancellation policy.  Reduction in space 
can result in relocation of exhibit space at the discretion of the Conference Managers. Any space / 
booth not claimed and occupied before 0900 on Monday 27 February 2012 will be reassigned 
without refund.   
 
CAR PARKING 
There is no free or discounted parking for Exhibitors at the Centre.  All areas of the Centre are directly 
accessible from the car park by internal elevators and stairs. The flat rate for parking is $15.00 per 
day/per vehicle. 
 
CLEANING 
Cleaning of general aisle ways is included in the cost of Exhibition space.   
Please ensure that the area around your display is kept as clean as possible at all times.  Any rubbish 
or small boxes placed outside your display stand (in the general aisle ways) will be taken away by 
cleaning staff at the close of the Exhibition each day. 
 
If you require specific stand cleaning refer to the relevant section of the BCEC Exhibitor Services 
Form located in the Attachments Section. Please note extra cleaning charges may be imposed for 
the disposal and cleaning of wet and food waste. 
 

http://www.exponet.com.au/
mailto:nina@exponet.com.au
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CONVEX - VENUE DEBIT CARDS 
Convex cards are in-house debit cards for venue services and can be used to make purchases at any 
of the food and beverage outlets within the Centre and for sundry items at the Exhibitor Services 
Office and information desk. A deposit of $400.00 is required before cards will be issued and all 
convex cards remain the property of BCEC and must be returned at the conclusion of the event.   
 
A charge per card will be applied on cards not returned within 2 working days. To pay for a card 
complete the BCEC Exhibitor Services Form located in the Attachments Section of this manual. 
 
COMPETITIONS / PRIZES / GIVEAWAYS 
One of the keys to a successful exhibition stand is interaction. Exhibitors are encouraged to introduce 
prize draws, guessing competitions and product give-aways to maximize your presence. Examples of 
give-away items appear below: 
 
ACCEPTED ITEMS PROHIBITED ITEMS 
City Souvenirs Helium Balloons 
Writing pens, mouse mats, novelty items Stickers or Decals 
Coffee mugs, plastic drink bottles Tobacco Products 
Caps, T-Shirts, chocolates, carry bags  

 
Prize Draws / Lotteries: For information regarding the rules and regulations on operating a 
competition or prize giveaway in Queensland contact the Queensland Office of Gaming Regulation on 
Tel: +61 7 3872 0999 or Email: info@qogr.qld.gov.au or refer to their website at www.qogr.qld.gov.au 
 
Exhibitors may not sell tickets for lotteries, raffles or competitions without the consent of the 
appropriate authorities and the Conference Managers. Written details must be provided to the 
Conference Managers advising of the nature of any competitions taking place on your display. 
 
COMPRESSED AIR 
Compressed air will be available to Exhibitors during the Exhibition. This is at an additional cost.  If 
you require this service, please complete the relevant section of the BCEC Exhibitor Services Form 
located in the Attachments Section of this manual and return to the Brisbane Convention & Exhibition 
Centre. 
 
CONFERENCE CATERING 
Morning, lunch and afternoon refreshments will be provided for all fully registered Delegates and 
Exhibitors and will be available in the ASEG 2012 exhibition hall. For the convenience of exhibitors, 
lunch will be available half an hour prior to the delegate break and will be available from a designated 
station within the exhibition. Exhibitors will be advised of the exact location on the day.  
 
CONFIRMED EXHIBITORS 
For a list of current exhibitors contact the Conference Managers, alternatively visit the website at  
http://www.aseg2012.com.au/sponex.asp 
 
ELECTRICAL TESTING AND TAGGING REQUIREMENTS  
All electrical equipment entering the Brisbane Convention and Exhibition Centre (BCEC) must comply 
with the Australian Standards. All electrical equipment used in the workplace, including equipment 
brought in to the building by contractors or third parties. The outward sign of compliance with the Act 
will be the equipment’s electrical test tag, compliant with AS3760: 2003 and Workplace Health & 
Safety Legislation. 
 

mailto:info@qogr.qld.gov.au
http://www.qogr.qld.gov.au/
http://www.aseg2012.com.au/sponex.asp
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The BCEC reserves the right to remove or replace any electrical equipment not complying with the 
Act. Power cords which are detachable, such as IEC leads, extension leads and power boards are 
separate items and need to be tested independently from the equipment they are supplied with. 
 
The BCEC may inspect all equipment, fittings or materials brought into the venue. If any such 
equipment, fittings or material are deemed not be safe, they shall be removed from the BCEC 
immediately at the expense of the person who brought them in. For safety reasons, double adaptors 
are not to be used in the Centre. 
 
To have your items tested and tagged please contact your local electrician, or arrange for an 
electrical contractor to visit you onsite. 
 
Any person who suffers an electric shock from any piece of electrical equipment MUST report the 
incident IMMEDIATELY to the Centre’s Security Department. 
 
ENTERTAINING CLIENTS 
The Conference Managers have a Special Events team able to manage a whole range of hosting 
possibilities. If you are planning or thinking about hosting a social event during the Conference, 
contact the Events Team now!! 
 
No event is too large or too small. From intimate cocktail parties, receptions and lunches through to 
harbor cruises and banquet dinners – the Events Team are able to create something special to 
accommodate a wide range of expectations and budgets.  
Contact Vera Stojanovic e: vstojanovic@arinex.com.au 
 
EQUIPMENT DEMONSTRATIONS 
Where an event or exhibition has demonstrations using portable electrical equipment, the Safety 
Manager must give special approval. Also extra safety precautions must be taken to protect members 
of the public. These extra precautions must be complied with at all times or the demonstration will be 
stopped. 
 
EXHIBITOR SERVICES DESK 
An Exhibitor Services Desk operated by the Brisbane Convention and Exhibition Centre is located in 
the Foyer area. The Service Desk will be open during the Exhibition Move-In/Move-Out period for 
exhibitors requiring assistance with pre-ordered or on-site requests for telecommunications facilities. 
Service Desk staff will also be available to assist exhibitors with enquiries relating to payments for 
telecommunications or food and beverage services provided by the Brisbane Convention and 
Exhibition Centre.  
 
All Accounts for venue services, including catering, internet connections etc. must be paid in 
accordance with Centre requirements and paid in full seven (7) days prior to the commencement of 
the event. 
 
EXHIBITION MANAGER’S SITE OFFICE  
For enquiries during the move-in period please refer to the Exhibition Manager’s Site Office. The desk 
will be located at the entrance to the exhibition and will be open at the following times, however times 
may be subject to change: 
 
Saturday 25 & Sunday 26 February 0830 to 1700  
 

mailto:vstojanovic@arinex.com.au
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FIRST AID 
Kits are located at the Information Desk in the Main Foyer. Guest may ask for band-aids etc with first-
aid administered by all BCEC security officers. Security can be contacted on 3035. 
 
All accidents must be reported to The Brisbane Convention and Exhibition Centre staff and the 
Conference Managers. 

 
Emergency telephone numbers are: 
Ambulance – 000 
Dental – 07 3830 4157 

 
FIRE REGULATIONS 
The storage of any flammable liquids or fuel with the exhibition is not permitted. Fire extinguishers 
and fire hose reels must at all times be visible and accessible to must not be removed from their 
correct location. 
 
The installation of any fuel burning appliances, either liquid or solid fuel, must conform to the uniform 
Building Regulations. 
 
The installation of any fuel LPG appliances must comply with the Theatre & Public Works Act 1901 
(Appendix D November 1987). Exhibitors proposing to use LPG must contact the Organisers prior to 
move in to complete details of the Act. 
 
Motor vehicles or other mechanical appliances displayed within the Exhibition venue must contain a 
full tank of fuel, drip tray provided and their batteries must be disconnected. 
 
Fire extinguishers and fire fighting equipment should at all times be visible and accessible and must 
not be removed from their correct location. 
 
Any materials used for stand construction or display purposes must conform to the following 
standards. 
• Non-combustible and inherently non-flammable materials. 
• Flame-proof fabric. 
• Self extinguishing plastic material. 
• Plywood, hardwood, pulp board or fibreboard rendered flame-resistant by a process of 

impregnation acceptable to Authorities. 
 
Exhibitors using LPG should comply with the Theatre and Public Works Act 1901. Exhibitors 
proposing to use LPG should contact the organiser prior to move-in for complete copies of the act. 
 
Motor vehicles being used as part of an exhibit should have a full tank of fuel and have their batteries 
disconnected.  
 
Fire extinguishers shall be kept visible and accessible at all times. 
 
Should the construction of exhibits create a potential smoke locked area, or an area where existing 
sprinklers cannot reach, the organiser may require smoke detectors and an emergency lighting 
system to be installed. 
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FIXTURES 
Nothing is permitted to be taped, stapled or otherwise affixed to any surface of the Brisbane 
Convention and Exhibition Centre.  If signs/banners need to be hung exhibitors must contact the 
Centre’s Riggers. Refer to the BCEC Order Form located in the Attachments Section. 
 
Absolutely no core drilling or fixing into the floor is allowed.   
 
Any tape, tape residue, paint or stains left on floors will be removed at the Exhibitor's cost and any 
damage incurred charged in full to the Exhibitor. 
 
FLOOR LOADINGS 
All floor areas within the BCEC have specified loading limits per square metre.  Any equipment or 
item to be displayed, or used during an event weighing more than 500 kilograms must be assessed 
prior to the item or equipment being positioned.  BCEC requires the following information in advance 
of the commencement of the build: 
 
• The dimensions of the base of the item 
• The gross weight of the item 
• A picture or diagram of the item 
• Indication on the floor plan where the item is to be located 
 
FLOOR PLAN 
For a copy of the latest exhibition floor plan contact the Conference Managers, alternatively visit the 
website at http://www.aseg2012.com.au/sponex.asp 
 
FOOD & BEVERAGE REGULATIONS 
For safety reasons, alcoholic beverages are strictly prohibited from the Exhibition (excluding official 
functions arranged by the organisers). This includes the period of move-in and move-out as well as 
during the Exhibition. 
Any exhibitor wishing to serve alcohol as ‘on stand’ hospitality must enter an “agency agreement” with 
The Centre to ensure the Liquor Act is not contravened. Copies of the agreement are available when 
alcohol is delivered to the stand. 
 
The Centre Management has sole rights for the sale or distribution of any article of food, beverage or 
tobacco. Therefore, no food, beverage or tobacco may be brought into The Centre without consent 
from Management. 
 
Generally, The Centre will have no objection to the provision by Exhibitors of foodstuffs provided as 
means of demonstrating any plant or equipment forming part of the Exhibition, or the product 
manufactured or supplied by the Exhibitor. However the SALE of all such products will not be 
permitted. 
 
The following health requirements are applicable for exhibitor’s stands from which samples of food or 
drink are promoted to delegates: 
 
• Perishable packaged foods are required to be refrigerated. 
• Where unpackaged food is to be given away, openly stored, displayed and handled, the 

following facilities and services need to be provided:  
- A hand basin with hot and cold water. 
- A refrigerated display and/or storage cabinet if the food is perishable. 
- Glass or Perspex screens or sneeze guards to protect food from contamination. 
- A washable impervious floor e.g. sheet vinyl. 

http://www.aseg2012.com.au/sponex.asp
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- Where serving implements or utensils are used, a separate sink with hot and cold 
 water will be required. 

- Where drainage and water is required, stands must be located with access to the 
 appropriate service pits.    

• All eating and drinking utensils must be disposable (paper cups, plastic spoons, plastic wine 
glasses) and must not be reused. 

• When food or drink samples are given away for promotional purposes:  
- They must be offered in such a manner as to avoid being handled by the public e.g. 

apportioned and toothpicks inserted. 
- They should be protected from contamination, for example by the use of trays fitted with 

plastic covers. 
- Condiments such as sauces and mustards are to be contained in squeeze type dispensers 

or individual sealed packets. 
• For other than food related exhibitions, cooking of food by Exhibitors is prohibited unless 

approved by the Centre. Early consultation with the Brisbane Convention and Exhibition Centre 
Management is mandatory. 

• Exhibitors must provide receptacles for rubbish collection. These receptacles must be located 
in within or near to the stand and the contents shall be disposed of in a manner approved by 
Centre Management. 

• All stands involved in the presentation of food & beverage must abide by the “Food Hygiene 
Regulations 1989”. 

 
FURNITURE HIRE 
Furniture is not included in the shell, deluxe or raw space package. The official furniture hire 
contractor is EXPONET. To view the available furniture options, price list or to order on-line visit their 
website at: www.exponet.com.au 
 
GREENERY HIRE / FLORAL DISPLAYS 
For greenery hire the official contractor is EXPONET. To view the available options, price list or to 
order on-line visit their website at: www.exponet.com.au 
 
For stand floral displays contact Flowers of the World on 07 3846 1300. 
 
HIGH VISIBILITY SAFETY VESTS 
All Organisers, contractors and exhibitors and their staff must wear safety vests whilst on the loading 
dock, service road or in the exhibition hall during the construction, move-in/move-out.   
 
Vehicle drivers and offsiders or passengers utilising the service road or dock areas, who intend to exit 
their vehicle are required to wear a safety vest or approved hi-visibility clothing for safety purposes.   
 
INTERNET CONNECTIONS 

If you require internet access on your stand complete the BCEC Exhibitor Services Order 
Form located in the Attachments Section and return direct to the venue. Alternatively you 
can download a copy of the form. Click on the below link: 
http://www.bcec.com.au/media/2403550/exhibitor%20services%20order%20form.pdf 

 
INSURANCE PUBLIC & PRODUCT LIABILITY 
Exhibitors must arrange adequate insurance cover for their stand, products and personnel. This must 
include the move-in/move-out times of the Exhibition as well as for the duration of the Exhibition. 
Cover must to be the value of a minimum of $10million for Public and $10million for product liability 
insurance. Each exhibitor must forward a copy of their Certificate of Currency of their public and 
product liability insurance to Vera Stojanovic at the Conference Managers prior to Monday 30 
January 2012 e: vstojanovic@arinex.com.au 
 
Special Note:  Exhibitors should consult their own insurance companies for proper coverage of their 
merchandise and displays. Public Risk Insurance, All Risk Insurance, Employer’s Liability, Personal, 
Accident and Staff Insurance for your stand area should also be taken out.  
 

http://www.exponet.com.au/
http://www.exponet.com.au/
http://www.bcec.com.au/media/2403550/exhibitor%20services%20order%20form.pdf
mailto:vstojanovic@arinex.com.au
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It is understood and agreed that neither the Conference Managers, any sponsor, the Brisbane 
Convention and Exhibition Centre or other exhibit space provider nor any of their officers, agents, 
employees, facilities, other representatives or assigns shall be liable for, and exhibitors hereby 
release them from, any claims for damage, loss, harm, or injury to the person, property or business of 
the exhibitors or any of their visitors, officers, agents, employees or other representatives, resulting 
from theft, fire, earthquake, water, unavailability of the exhibition facility or intermediate staging 
facilities, accident or any other reason in connection with the Exhibition or any planning Conferences, 
demonstrations or staging.   
 
Exhibitors shall indemnify, defend and protect the Conference Managers and hold the Conference 
Managers, any sponsor and the Brisbane Convention and Exhibition Centre or other exhibit space 
provider harmless from any and all claims, demands, suits, liability damages, losses, costs, attorney's 
fees, and expenses which might result or arise from exhibitors' participation in the Exhibition or any 
actions of their officers, agents, employees or other representatives. 

 
Exhibitors should also note that rental furniture is generally not covered by insurance. Exhibitors 
should check with their supplier and if required take out the relevant insurance in respect to loss or 
damage to hired items. 
 
A travel insurance policy purchased in the country of origin covering loss of deposit, airfares, 
accommodation charges, medical expenses, loss or damage to personal property and repatriation 
expenses is strongly recommended. The insurance should cover loss arising from the passenger’s 
inability to travel due to any reason whatsoever. arinex pty limited accepts no responsibility for any 
loss, damages or expenses incurred by a person travelling. 
 
INDEMNITY 
Every exhibiting organisation is required to complete the Indemnity Form located in the Attachments 
Section of this manual, indemnifying the Conference Managers as organiser against damage to the 
venue and public liability. 
 
LPG USE 
The use of LPG on stands is allowed in the Exhibition Hall, however, the following policies apply: 
• All installations carried out in accordance with the relevant statutory acts and regulations 
• All appliances must be approved for use in accordance with the relevant acts and regulations 
• The quantity of LPG held within a stand is to be limited to that amount reasonably consumed  
          in one day 
• Maximum Cylinder Size = 45kg 
• One cylinder per appliance 
• Centralised cylinders with appliances connected to a reticulation system are not permitted 
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• Cylinders must be fitted securely to appliances to prevent the cylinder from falling 
• Cylinders and connections must be protected from damage 
• Control of cylinders must be accessible by the stand but not by the public 
• Each evening at the close of show the LPG must be turned off at the bottle and all cylinders  
          must be removed from the building overnight to designated areas 
• Security and provision of storage facilities at designated areas is the responsibility of the  
          Event Organiser 
• The LPG supply must be connected and disconnected by a certified tradesman 
 
MOTOR VEHICLE DISPLAYS 
All vehicles should have a full tank of fuel when left in the Centre to reduce the vapour space in the 
tank as per Queensland Fire Service advice (Workplace Health & Safety, Risk Management Advisory 
Standard 2000). All vehicles must be supplied with a drip-tray. The vehicle keys are to be left with 
Security Control, unless other arrangements have been made with the Conference Managers.  
 
All vehicles displayed on a gradient (e.g. one set of wheels on a ramp) are to be locked and no 
access to be granted unless removing the vehicle from the display. If the display has the vehicle 
totally off the floor level, chains or straps for added safety must also secure the vehicle. 
 
NOISE 
Use of Public Address Systems on stands must be requested in writing to the Conference Managers. 
Exhibitors showing films or creating excessive noise or using audio visual aids which disturb adjacent 
Exhibitors may be asked to cease such activities in the interest of the overall Exhibition. 
 
The maximum permissible total sound level in any area of the show is 82dB (slow), measurable at a 
distance of three metres from the source of the sound using a direction decibel. Heart Foundation 
Conference Managers reserve the right to vary the noise level in the interest of Exhibitors. 
 
PHOTOGRAPHY 
Profile Photographic is the recommended Conference photographer. If you would like to document 
your participation at this event, contact the professionals at Profile Photographic. Contact Roger 
Phillips on 0412 250 069 or e: profilephotos@optusnet.com.au 
 
PROMOTIONAL STAFF 
If you think you may require additional staff on your stand and would like assistance securing a 
suitable person please contact Vera Stojanovic for relevant costs e: vstojanovic@arinex.com.au  
Vera will be able to source the required staff and liaise with them prior to the event. This is an 
extremely useful service for overseas exhibitors who may require staffing services onsite.  
 
REGISTRATION & INFORMATION DESK 
An Exhibition Registration and Information Desk will be located on the Foyer Level of the Convention 
Centre and will be open on the following days and times, however may be subject to change: 
 
Sunday 26 February 
Monday 27 February 
Tuesday 28 February 
Wednesday 29 February  
 
RIGGING 
For safety reasons all rigging of overhead banners and signage must be undertaken by the BCEC 
and must be pre-arranged with the Centre prior to the exhibition build. To book rigging requirements, 
refer to the relevant section of the BCEC Exhibitor Services Form located in the Attachments 
Section of this manual. The display of banners is at an additional cost to the exhibitor. Please liaise 
with Exhibitor Services, BCEC for pricing.  

 

mailto:profilephotos@optusnet.com.au
mailto:vstojanovic@arinex.com.au
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Exhibitors may hang banners only within the perimeter of their stand. Exhibitors wishing to suspend 
items from the roof of Hall 1 must submit drawings and descriptions of all items, including position, 
weights, type of materials and any special requirements, to the Conference Managers, not less than 
four weeks prior to the commencement of the Exhibition. 
 
Light items, subject to approval by the rigger, can be suspended throughout Hall 1.  Rigging of heavy 
items is subject to approval by the Brisbane Convention and Exhibition Centre's Building Engineer 
and roof loading limitations. 
 
SMOKING POLICY 
The Brisbane Convention and Exhibition Centre is designated a non-smoking venue and as such 
smoking is not allowed within the Centre at any time. 
 
SECURITY 
Exhibitors must make provisions for the safeguarding of their goods, materials, equipment, and 
displays at all times.  Please be security conscious, do not leave bags, purses, laptops or any easily 
portable items unattended at any time in your stand. 
 
Whilst every reasonable precaution is taken, the Organisers and the Brisbane Convention and 
Exhibition Centre accept no responsibility for any loss or damage occurring to persons or property at 
the exhibition. 
 
The Conference Managers maintain security during move-in, Exhibition days and move-out. They will 
maintain an office on-site for your convenience. Please remember, the Conference Managers will not 
be held responsible for lost or damaged property.  You are urged to maintain full insurance coverage 
for damage or loss of your property.  
 
We ask your assistance in our security effort. Please be aware of the following rules and guidelines: 
• Exhibitors must obtain appropriate badges at Exhibitor Registration 
• Badges must be worn at all times to gain admittance to the exhibition 
• Passes will be issued to contractors during the move-in/move-out period and must be worn and 

clearly visible 
• A company badge may be worn in addition to the official Exhibition, but not instead of the 

official Conference badge 
• During move-in, escort your goods to your stand  
• During move-out, stay with your exhibit until your empty cartons are delivered and your exhibit 

is packed, sealed and properly labelled 
• Obtain proper insurance coverage for your goods, including transit to and from the Exhibition 

site 
 
STAND CATERING & HOSPITALITY 
For something innovative why not provide on-stand catering to attract delegates to your stand. 
Attractions such as: 
• Cappuccino machine with barista service 
• Fresh juice bar with staff service 
• Sushi tasting and on-stand preparation 
 
Are all great ideas to draw a crowd! These can be provided by the Convention Centre. For further 
details contact BCEC Exhibitor Services. Alternatively contact the Conference Managers who would 
be happy to suggest items and liaise with the venue on your behalf. A management service fee of 
25% of the total cost of ordered items will apply. 
For a view of the BCEC catering compendium click onto the below additional services link and select  
the Stand Catering Menu dialogue box located to the right of the screen: 
http://www.bcec.com.au/venue-and-services/additional-services/exhibitor-services.aspx 
 

http://www.bcec.com.au/venue-and-services/additional-services/exhibitor-services.aspx
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STORAGE 
Please note there is limited storage on-site. Storage is limited to small cartons and brochure boxes. 
Exhibitors requiring storage of large quantities of goods, packing creates or boxes are advised to 
make arrangements with their freight forwarder or the official Conference freight forwarder Schenker 
Australia Pty Ltd.   
 
TAXIS & TRANSPORT 
The Brisbane Convention & Exhibition Centre is within walking distance from the CBD however there 
are a number of options regarding public transport available. South Brisbane Railway Station 
provides regular transport to and from the venue including airport transfers, as does Brisbane City 
Council's bus and ferry services. Two City Cat stops are located on the river at South Bank parklands. 
Timetables with stops and times are available from the Information Desk as are bus and train 
timetables. 
 
The taxi rank is located at the base of the main steps of the Convention Centre. There is also a phone 
with direct dial to yellow cabs located on the information Desk. 
 
Bus Services – South Bank is serviced by two bus stations: The Cultural Centre Station on Melbourne 
Street and the South Bank Bus way Station at the corner of Colchester and Tribune Streets, South 
Bank. A free city loop bus service circles Brisbane’s Central Business District including South Bank.   
   
Trains – There are two train stations within a five minute walk of the Centre. South Bank Station 
accessed from Tribune Street and South Brisbane Railway Station adjacent to the Convention Centre 
in Grey Street.  
 
TERMS & CONDITIONS 
The Conference Managers reserve the right to rearrange the floor plan and / or relocate any exhibit 
without notice. The Conference Managers will not discount or refund for any facilities not used or 
required.   
 
No Exhibitor shall assign, sublet or apportion the whole or any part of their booked space except upon 
prior written consent of the Conference Managers.  
 
All monies due and payable must be received (and cheques cleared) by the Conference Managers 
prior to the event. No Exhibitor will be allowed to begin move-in operations or be listed as an Exhibitor 
in the on-site publications until full payment and a booking form have been received by the 
Conference Managers. 
 
TRADE UNIONS 
Workers employed by exhibitors on the erection, operation and dismantling of exhibits are 
recommended to be financial members of the appropriate unions. 
 
USE OF EXHIBITS 
All demonstrations or other promotional activities, e.g. literature handouts, must be confined to your 
exhibit space, and at no time will be allowed in the front of the Exhibition Centre.  No exhibitor will be 
allowed to display signs in any of the common areas of the Brisbane Convention and Exhibition 
Centre unless participating in a program sponsored by the Conference Managers. 
 
Exhibitors MUST advise and seek in writing, approval from the Conference Managers of plans for 
non-technical entertainment and attractions. The Conference Managers MUST consider the effect 
such entertainment will have on neighbouring exhibitors.  
 
Aisles should not be obstructed in any way. Stand personnel, including promotional staff, etc., are not 
allowed to distribute literature or promotional items of any kind outside the confines of the contracted 
exhibit space. This restriction includes areas outside the Brisbane Convention and Exhibition Centre. 
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Sufficient space must be provided within the stand for the comfort and safety of persons watching 
demonstrations and other promotional activities. If large crowds gather to watch a demonstration and 
interfere with the flow of aisle traffic, Conference Managers have the responsibility, as per fire 
regulations, to resolve the situation.  The exhibitor will be required to provide rope and stanchion or 
security personnel, to direct traffic, at the exhibitor's expense, or the presentation will be terminated. 
 
Demonstration tables must be placed a minimum of one metre from the aisle line of your exhibition 
stand. 
 
The Conference Managers reserve the right to restrict exhibits which, because of noise, method of 
operation, materials or any other reason, become objectionable. Conference Managers may prohibit 
or remove any exhibit which, in the opinion of the Conference Managers, detracts from the general 
character of the Exhibition as a whole, or consists of products or services inconsistent with the 
purpose of the Exhibition. If in doubt, please contact the Conference Managers in advance of the 
Exhibition to discuss your exhibit. The above restrictions include people, props, conduct, printed 
matter, and anything of character which the Conference Managers determine is objectionable. 
 
• Exhibitors may not sell food/ beverages or tobacco 
• No animals may be displayed as part of the exhibit stand, or brought onto the Exhibition 

Vision or  hearing impaired persons will be granted permission for trained guide dogs 
• Please alert the Conference Managers, in writing, of any promotional items to be given away at 

your stand. The Conference Managers reserve the right to deny permission for promotional 
items  

       deemed objectionable 
• The Brisbane Convention and Exhibition Centre prohibit the use of helium balloons distributed 

or used for display purposes within the exhibit halls. No adhesive backed decals are to be 
given out or used within the exhibit halls.  No exceptions 

 
WATER FEATURES 
For exhibitors planning a water feature, please ensure your stand designer construction company 
consults the rules and regulations AS 1962.2 - 1995 - Swimming Pool Safety. 
 
WIRELESS HOT SPOT 
Wireless access will be available in the exhibition hall for personal access and use by delegates and 
exhibitors. Exhibitors requiring internet access on their stands should complete the BCEC Service 
Form located in the Attachments Section and return direct to the venue. Alternatively you can 
download a copy of the form. Click on the below link: 
http://www.bcec.com.au/media/2403550/exhibitor%20services%20order%20form.pdf 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.bcec.com.au/media/2403550/exhibitor%20services%20order%20form.pdf
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ATTACHMENTS SECTION 
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INDEMNITY FORM 
 
Conference Managers:   arinex Pty. Limited ABN 28 000 386 676      (‘Conference Managers’) 
 
Company Name:                                                 ABN:                                        (‘Exhibitor’) 

Exhibition Stand Number: 

1.  Insurance 
The Exhibitor acknowledges that it is a term and condition of Exhibition Booking that, prior to 
occupying any allocated space at the Exhibition, the Exhibitor must provide proof of a policy of Public 
Liability insurance.  Such insurance will cover all activities of the Exhibitor at the Exhibition and be for 
an insured amount of not less than A$10 million in respect of each claim.  Insurance must be with a 
reputable insurer.   A Certificate of Currency of such insurance must be provided to the Conference 
Managers prior to commencement of the exhibition in satisfaction of this condition of booking. 
 
2.  Indemnity 
The Exhibitor indemnifies the Conference Managers and BCEC, and their officers, agents, employees 
and other representatives against any liability, loss, damage, cost (including the cost of any 
settlement and legal costs and expenses on a solicitor and own client basis), compensation or 
expense arising out of or in any way in connection with: 

a. a default or any unlawful, wilful or negligent act or omission on the part of the Exhibitor, 
its officers, employees, agents or other representatives; and 

b. any claims for damage, loss, harm or injury to person, property or business of other 
exhibitors or any of their visitors, officers, agents, employees or other representatives, 
resulting from any negligent act or omission of the Exhibitor, their officers, agents, 
employees or other representatives; and 

a. any action, claim, dispute, suit or proceeding brought by any third party in respect of any 
infringement or alleged infringement of that third party’s Intellectual Property including 
moral rights. 

 
Exhibitors shall indemnify, defend and protect the Conference Managers and hold the Conference 
Managers, any Conference sponsor and the BCEC or other exhibit space provider harmless from any 
and all claims, demands, suits, liability damages, losses, costs, solicitor’s fees and expenses which 
might result from any negligent actions or omissions of the Exhibitor, their officers, agents, employees 
or other representatives. 
 
Signed by (Name): ________________________________________________________  

Title: ___________________________________________________________________  

Signature:_________________________________________________________ 

Date: __________________________  

 
THIS FORM MUST BE RETURNED TO ARINEX BEFORE MONDAY 30 JANUARY 2012 

 
Return To: Vera Stojanovic | Fax: +61 2 9267 5443 | Email: vstojanovic@arinex.com.au 
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