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Exhibitor Information Pack
Thank you for your interest in exhibiting at the East Midlands Technology & eBusiness Expo 05 which will take place at the East Midlands Conference Centre, Nottingham on November 30th 2005 from 9 am to 5 pm. 

The Expo will bring together ICT experts and suppliers through a combination of exhibitions, demonstrations, advice, showcase presentations and workshops.  The event will be fully interactive, allowing visitors the opportunity to try out technology and talk to experts to find out what ICT strategy is right for their organisation and the East Midlands Development Agency (emda) encourages local ICT suppliers to showcase their products and services through the Exhibition area.  
The event is planned as the largest ICT exhibition ever to be delivered in the East Midlands region and will provides a superb air-conditioned environment with excellent b2b opportunities. 
For further details about the Expo please visit www.ebusinessclub.biz/expo.   
Sponsors
The Expo is an initiative of emda, backed by ERDF funding.  It’s being delivered in association with the Business Links in the East Midlands and hopes to attract a minimum of 500 businesses.  

Main Sponsors include BT, Accelerate Nottingham and East Midlands Chambers of Commerce.  Media sponsorship is provided by Business East Midlands.  

Exhibitor Information 

In order for us to plan the day effectively we have put together this Exhibitor information document which provides details of the exhibitor opportunity.  Please read the details carefully and then using the associated pro-forma booking form, provide as much information as you can in order for us to process your space booking accurately.  
Once all Exhibitor requests have been received, a detailed exhibitors plan will be created and this will be available for viewing at www.ebusinessclub.biz/exhibitors.  Further help may also be requested via this link.

Event Format

The event day will consist of two formal key note Showcase Seminars led by industry leaders, a series of workshops delivered by local suppliers, 121 consultancy sessions provided through public sector projects and the exhibition.  
The exhibition will be held in the Banqueting Hall at the conference centre.  This provides an exhibition space of 676 m2.  The exhibition space is optimised according to exhibition requirements to provide the best possible visitor flow, while maintaining five themes:  Hardware & Networking, Connectivity & Communication Technology, Software & Security Solutions, Mobile & Wireless, eBusiness Solutions.  The suggested layout is as follows:
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On the application we ask you how much space you require and the type of space you are looking for as well as asking about your products and services.  Please provide as much information as possible in order for us to allocate space accordingly.  
Exhibition Space

The minimum amount of space available is 2m2 with a height restriction of 2m. Additional space may be ordered in 1m2. The maximum amount of space per exhibitor is 5m x 2m.  Regardless of the amount of space booked, the height restriction remains at 2 m. 
Wireless Internet access is provided throughout the exhibition area and each exhibitor will be allocated with Expo passes and refreshment vouchers.
Exhibitor space may be booked as ‘free design space only’ or as ‘space formatted’.
Option 1 – Free Design Space bookings

With free design space you are responsible for your own stand design and construction – it is your chance to be creative.  
You may simply opt to use your own pop up exhibition stand equipment or appoint a stand builder to create a design to meet your requirements and budget.

We will provide a marked out area in your chosen category area and provide:
· one-13 amp 4-way extension cable

· rubbish bin

Option 2 – Space Formatted bookings

With space formatted space we will provide a ready-to-use stand through the use of display boards.  Perfect if you need to turn up-and-show in the shortest time possible and do not have any ready made exhibition stand materials.  

We will provide a marked out area in your chosen category area and provide:

· three 2 m x 1 m display boards (for use with Velcro only)

· one 6’ x 2’6” trestle table and cloth

· two chairs 
· one-13 amp 4-way extension cable

· rubbish bin
Additional items available for free design space or space formatted space:
· 2 m x 1 m free standing display boards (min order 2 unless adding to Space Formatted area)
· Overhead lighting for display boards

· 13amp power sockets

· TV Video combination units

· Unicol stands for TV combination unit

· Plasma screens (various sizes)

· DVD players

· Video players

What do we need from you?
· Read and agree to comply with the terms and conditions detailed on the website

· Complete the attached pro-forma booking form and send an electronic version to exhibitors@ebusinessclub.biz  by October 31st at midday.  
· Send a signed printed version of the booking form to MediaMaker who are managing the event on behalf of East Midlands Development Agency.   

What Happens Next?

Once your pro-forma information has been received, and following approval you will receive email confirmation from eBusiness Club that your application has been accepted.    The details provided on the pro-forma will enable eBusiness Club to profile your company and exhibition offer on the website.
The exhibition space will then be planned and you will be allocated a space reference number.  A plan of the venue containing this information and details of other exhibitors will all be available on the website. 
You will receive written confirmation of your order, an associated invoice and further information about your booking direct from Media Maker. 

Times
Set up time will take place on November 29th from 6 pm to 10 pm and November 30th from 6.30 am to 8.30 am.  All stands must be set up by 8.30 am on November 30th.  
Stands must be represented throughout the day.  Stands must not be dismantled until 5.30pm on November 30th.

Dress Code:    Business
Important Information
· Once confirmation of your booking is received by Oct 31st, a VAT invoice will be sent to you for immediate payment to secure your space.

· Booking cancellations after Oct 31st will be subject to 100% charge.

· Security is the responsibility of all stand holders.  East Midlands Conference Centre, emda, their employees or contractors will not be responsible for any thefts, loss or damages.  Please ensure you have appropriate insurance in place before booking for this event.

· The organising team have the right to alter or amend any details of this event without prior notice.
· Please note that all materials used on your stand must be removed by the stand holder on the same day of the event.  Collections cannot be made at a later date.

· If using space formatted stands please note that only Velcro can be used.  Blue tac and sticky fixings damage the boards.  Damages will be charged back to exhibitors where appropriate.

· Storage space cannot be allocated on site due to the size of this event, please therefore plan this as part of your stand, or remove items not required off site prior to the exhibition opening time.
· Detailed terms and conditions are provided on the eBusiness Club website. 
Costs
	2 m x 2 m free design space only
	£300.00

	Additional unit of 1 m x 2 m free design space only 
	£100.00

	2m x 2m space formatted
	£300.00

	Additional unit of 1m x 2m space formatted
	£100.00

	13amp sockets each
	£30.00

	One pair of display boards
	£40.00

	Each single board after ordering pr – each board
	£20.00

	Display board lights – price per light
	£8.00

	Additional tables up to 6ft wide.
	£10.00

	TV video combination unit
	£65.00

	Unicol stand for above
	£18.00

	Plasma screen 42” (includes stand and speakers)
	£470.00

	DVD/Video player (includes cables for plasma screen)
	£45.00


Above prices include delivery, set up and collection and are subject to vat.
Exhibitors Pro-forma Booking Form
Please electronically complete all elements of the form, including the Further Details section.  Details of where to email and post your completed form are included below. 
	YOUR DETAILS

	Name of Company Exhibiting:
	

	Contact Name:
	

	Contact Address:


	

	Contact telephone number(s) 
including mobiles if possible
	

	Web address:
	

	Email address:
	

	No of exhibitor passes required: (max. 6)
	

	Any special dietary details:
	

	CATEGORY   Please select one

	Hardware & Networking
	

	Connectivity & Communication Technology
	

	Software & Security Solutions
	

	Mobile & Wireless
	

	eBusiness Solutions
	

	Type of stand required Please select one

	Free Design Space 
	

	Space Formatted
	


	SIZE OF STAND REQUIRED 

	
	Details / Cost
	Number
	Total Cost

	2 m x 2 m
	£300.00
	
	

	3 m x 2 m
	£400.00
	
	

	4 m x 2 m
	£500.00
	
	

	5 m x 2 m
	£600.00
	
	

	Sub Total
	
	

	Additional Equipment   For accuracy checks please add N/R if items are not required

	Display Panels 
	£20.00 per board (min. 2)
	
	

	Display panel lights
	£8.00 each
	
	

	13amp sockets
	£30.00 each
	
	

	6ft tables
	£10.00 each
	
	

	TV/Video combination units
	£65.00 each
	
	

	Unicol stands for TV/Video units
	£18.00 each
	
	

	42” plasma screens and stands
	£470.00 each
	
	

	DVD players
	£45.00 each
	
	

	Video players
	£45.00 each
	
	

	Sub Total
	
	

	Invoice Summary

	Total net order £
	

	Vat (17.5%) £
	

	Total amount payable £
	

	INVOICE ADDRESS IF DIFFERENT FROM ABOVE:


	IF YOUR COMPANY REQUIRES A PURCHASE ORDER PLEASE ENTER NUMBER:


	FURTHER INFORMATION

	Please submit a brief description of the products/services you will be promoting on your exhibition stand indicating if you will be providing product demonstration.

	

	Please submit a description of your exhibition stand in as much detail as possible.  
If you intend using your own bespoke stand, i.e. scenery, staging, lighting, music, or special effects please make sure these details are provided as they may hinder other exhibitors plans.  Please note that we have the right to refuse to grant any permission for use of inappropriate materials either at the time of booking or at the event itself.  

	


Please do not send any money now, an invoice will be sent to you prior to Nov 30th.
I agree with the terms and conditions displayed on the www.ebusinessclub.biz/expo website.  The information I have provided in the pro-forma is a true and accurate record.  I agree to pay the total amount payable on receipt of an invoice
…………………………………………………………………………….. Signed

…………………………………………………………………………….. Date

Where to send your booking form and invoicing details
The closing date for exhibitor bookings is the 3rd November 2005 at midday.

1.  
Please send a completed electronic copy of this booking form direct to exhibitors@ebusinessclub.biz.  Once you application has been approved you will receive email confirmation.  
2. 
Please sign a printed version of the completed form and send to:

MEDIAmaker
Media House

Padge Road

Beeston

Nottingham

NG9 2RS

3. 
On receipt of your signed booking form a VAT invoice will be sent to you for immediate payment.  
Thank You For Your Order 

Confirmation of your details will be sent to you and will be available on the website shortly.
All enquiries may be submitted via www.ebusinessclub.biz/exhibitors
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