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Useful Contacts

PLASA Events Team

Nicky Rowland, Director of Events Tel: +44 (0)20 7370 8662
nicky.rowland@plasa.org

Sophie Atkinson, Events Manager Tel: +44 (0)20 7370 8661
sophie.atkinson@plasa.org

Diana Gilmore, Sales Executive Tel: +44 (0)20 7370 8663
diana.gilmore@plasa.org

David Westbrooke, Sales Manager Tel: +44 (0)20 7370 8467
david.westbrooke@plasa.org

Jen Barratt, Marketing & Sponsorship Executive Tel: +44 (0)20 7370 8666
jen.barratt@plasa.org

Dorothée Chamauret, Operations Executive Tel: +44 (0)20 7370 8665
dorothee.chamauret@plasa.org

PLASA Media - L&SI preview information and show catalogue

Lee Baldock, Editorial Tel: +44 (0)1323 524 120
news@plasa.org

Claire Beeson, Assistant Editor Tel: +44 (0)1323 524 120
claire@plasa.org

Barry Howse /Maria Downs, Advertising Tel: +44 (0)1323 524 120

barr lasa.or
maria@plasa.org

ROYAL ARMOURIES Venue

General Enquiries Tel: +44 (0) 0113 220 1990
enquiries@rai-events.co.uk

JOE MANBY Ltd (General contractor)

Charles Paines Tel: +44 (0) 1423 814 730
charles@joemanby.co.uk
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TUESDAY 27 & WEDNESDAY 28 APRIL

Master Checklist | Exhibitor Manual Forms

Form name Contractor / supplier Deadline complete
Exhibitor Badges Melville Data Services Online at ASAP
Ltd

www.registerbynet.com/shows/plaf10ex

Package Selection Joe Manby Ltd 26 March

Standfitting Joe Manby Ltd 26 March

Lasers & Special Effects PLASA Events Ltd 14 April

Vehicle Parking Royal Armouries (INT) 20 April
plc
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Exhibition Timetable

Build up times in the Royal Armouries and the Saviles halls

Date

Hall opens

Hall closes

Monday 26 April 2010

0800hrs

1730hrs

* Completions of Stands - all stands must be dressed and completed by 1730hrs on Monday 26 April

PLASA FOCUS 2010 open period

Halls open Show hours Halls close
Tuesday 27 April 2010 0800hrs 1000hrs — 1700hrs 1730hrs
Wednesday 28 April 2010 0800hrs 1000hrs — 1600hrs 1900hrs

Breakdown period in the Royal Armouries and the Saviles halls

It is imperative that the breakdown does not commence before 16:15hrs

Removal of exhibits

Wednesday 28 April
2010

1615hrs

1900hrs




A-Z information

Accommodation

A quantity of rooms has been held at the Express Holiday Inn Leeds Hotel (located just next to
the Royal Armouries halls) from 25" to 29" April 2010. The rooms are held until the 25" March
2010 (after this date, the rooms will be released). This works on a first come, first served basis.
You need to book rooms directly through the hotel with the hotel booking form included with the
thank you letter and your contract signed by PLASA to give you the opportunity to get a
preferential rate. The hotel will only accept bookings made on this booking form.

Should you have any queries regarding room bookings, please contact the hotel directly:

Express by Holiday Inn Leeds City Centre ¢ Armouries | Contact Jayne Laycock

Armouries Drive tel: +44 (0) 870 890 0455

Clarence Dock fax: +44 (0) 870 890 0456

Leeds email: reservations.leeds@expressbyholidayinn.net
LS10 1LE web: www.hiexpressleeds.co.uk

All Inclusive Shell Scheme Package

Each 6m? unit includes an_all inclusive shell scheme package: grey carpet, shell scheme, 3kw
socket, 2no. 120watt spotlights, a table, 2 chairs and a waste bin.

For those who advise us in advance of the exhibition, we can allow companies to construct their
own truss scheme stand; subject to a maximum height of 3 metres. In the Royal Armouries hall,
there are some areas of the hall where the max height is 2.6 m. If you are in the Royal Armouries
hall and you intend to build your own truss scheme stand, please contact PLASA Events to

confirm the max height for your stand.

Please note that we will still supply the inclusive elements of your stand package, which include

electrical socket, table, chairs and spotlights (if you require them). Please also note that as the

AaK2g Aa &az2fR 2y | aLJ O11r3S¢ olara GKSNB Aa y2 NBR
require the shell scheme.

If you do not want any individual element of the shell scheme for any reason, please inform Joe
Manby Ltd in advance by sending backthe® Pac k age S e befbbre 261 March t&avoid m”
the stand being built unnecessarily.

IMPORTANT : If you decide to build your own truss, you will have to supply your plans, Risk
Assessment and Method Statement.

Badges | passes

Exhibitor Badges: During set-up, throughout the exhibition and the dismantling, all exhibitors
should wear their Exhibitor Badges to gain admission to the venue.

These can be ordered on line with the link: www.registerbynet.com/shows/plafl0ex
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Contractor Passes - Passes are required for all contractors working on stands and are valid during
the build-up and breakdown periods of the exhibition only. If you need some, please contact
PLASA Events and we will arrange for them to be sent to your contractor:
dorothee.chamauret@plasa.org.

Build up | breakdown
Build-up

Please see the timetable at the front of the manual for the build up and breakdown times for the
Royal Armouries and the Saviles Halls. You will be sent further more detailed build up
information 4 weeks prior to the event.

The exhibitors are advised not to arrange delivery of exhibits before Monday 26 April.
Exhibitors must off-load their vehicles and remove them within twenty minutes.

The access into the Royal Armouries hall is through the Churchill Suite or the Museum loading
bay at the turning circle. The access onto the square is between 7.00am - 10.00am in the
morning and 5.00pm -7.00pm in the evening. If you are arriving outside of these times you will
need to unload at the barriers and use a trolley to the hall.

The Saviles hall has its own loading bay in the service yard and there are no restrictions to access.
However, please keep in mind that the service yard is not very large so you will be asked to leave
once you have unloaded.

Whilst every endeavour is made to secure the halls during build up and breakdown we would ask
that all exhibitors are extremely vigilant whilst all access doors are open and always ensure that
someone is on the stand at all times.

Breakdown
For safety reasons, breakdown cannot commence until all visitors have left the hall. Please assist

dza oe lFalAy3a it @GArAaraz2Nm G2 tS+H@S GKS KIFEf
Exhibits must be removed by 1900 hrs the same evening.
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Business facilities

The use of a fax machine/photocopying can be arranged in an emergency at the venue. Charges
are as follows: £1.50 per sheet per fax sent and photocopying facilities £0.20 per sheet.

Car / Van parking

There is a purpose built multi¢storey car park for all parking approximately 100m from the venue
entrance. This is a 24-hour manned, CCTV monitored, secure car park. Once you have unloaded
your stand material we would advise you to use this facility. Should you park anywhere else then
you do so at the risk of being clamped by the appropriate authorities. High sided vehicles will not
be permitted into the car park due to height restrictions of 2.1 meters.

The van parking (for vehicles above 2.1m only) is approximately a quarter of a mile away on land
belonging to a company called Pole Position. If you need further information in regards to the
van parking, please contact the venue Tel: +44 (0) 0113 220 1990 or enquiries@rai-events.co.uk

If you would like to order a car parkingz  LJ S &S O02YLX SGS I yR NB( dzNy
the venue by 20 April 2010.

Catering
Royal Armouries (International) are the caterers for the exhibition and catering requirements can
only be supplied by them. For details please refer to the enclosed Stand Catering Form included

with this manual.

PLASA Events will provide a packed lunch for each member of your staff during the opening days.
It will be directly delivered to your stand.

Visitors will also benefit from free lunches in both halls.

Cleaning

General stand cleaning is included in the cost of your stand and will be carried out each morning
before the show opens. Please note that exhibits will not be cleaned.

Common parts

All common parts must be kept unobstructed at all times. All common parts must be kept clear
whilst building or dismantling stands, exhibits etc. All exhibits must be kept well within the
confines of the stand space and demonstrations must not cause undue congestion and/or
obstruction of common areas.

Deliveries

Deliveries must not be made to the venue prior to the tenancy. Please ensure that someone is on
your stand to receive deliveries.

Postal packages to be delivered to your stand should be addressed to:

FAO RAI Duty Manager

Exhibitors Company Name & Contact Name
Hall & Stand Number

PLASA Focus

(et



Royal Armouries (INT) PLC
Armouries Drive
LEEDS LS10 1LT

Deliveries should arrive before the open hours of the show each day. Current Health & Safety
regulations state that the use of trolleys is not permitted during show open hours.

Disabled and less able bodied visitors

The Disability Discrimination Act 1995 (DDA) states that all disabled persons must be provided
with the same service, on the same terms and to the same standard that is provided to others.

In particular, we would ask that you ensure your stand and exhibits are easily accessible to
disabled visitors with wheelchairs and consideration is given to the visually impaired. There are
disabled spaces in the car park and both halls are accessible for the wheelchairs.

Distribution of promotional material

Exhibitors are reminded that business may only be conducted from their stand. The distribution
of leaflets or any other promotional material will not be permitted in the aisles or any other part
of the halls.

Electrical

A 3KW socket is included with each 6m? shell scheme unit and 2no. 120watt spotlights. Should
you require any further sockets or lighting please contact Joe Manby Ltd, the official electrical
contractor for the show: Charles Paines - Tel: +44 (0) 1423 814 730 or charles@joemanby.co.uk.

Fire regulations

Exhibitors must adhere to the Local Authority and Fire Brigade Regulations. All materials used on
exhibition stands or stored within the exhibition area must be Class 1 (B.S. 476) fire retardant.

No packing or combustible materials are to be stored in the hall whilst the exhibition is in
progress.

All exhibitors and visitors must adhere to the venueQ fire evacuation procedures. Should such an

incident arise, the Organiser and Duty Manager will ensure you are aware of the safe routes of
evacuation.

First aid
There will be a first aider on site during the exhibition. For emergencies First Aid can be located

by going to the registration area. They will then make arrangements for the first aider to attend
to the problem.

Furniture

Each 6sgm unit includes 1 table, 2 chairs and 1 waste bin. This year, you will have 2 options for
the furniture as follows:

OPTION A : 1 x rectangular trestle table with a white tablecloth, 2 white chairs and 1 waste bin

OPTION B : 1 x white round table (diam 800mm), 2 white chairs and 1 waste bin
10
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Ltd in advance to avoid the furniture being unnecessarily delivered to your stand by sending

ol O1 PaikkSa gie Se | betote 268 March The shol is sold on a package basis; no

refunds will be given if the furniture is not required.

Please note: If Joe Manby Ltd d2 Y Qi NB OSA @S &2 dzNJ F dzN¥hddptiteNS 2 LIGA 2y
will be automatically delivered to your stand and there will be no possibility to exchange onsite.

If you would like to order extra furniture, your orders should be placed as soon as possible to
avoid disappointmenii @ t £ SFaS NBFSNI (2 (GKS GCdzNYyAGdzNE / FdFf2:

| Itis possible to use inert gas. Please take care not to let helium balloons loose in
the hall, as this will break the high level beam and cause an evacuation.

| The Local Authority and the venue both require notification if
compressed gases are to be used on a stand. If you will be using compressed gas cylinders on

your stand, please completethe & [ | & SNE fI yORF HAGIGA I F2NXVE o6& wmn ! LINA €

PLEASE NOTE: Only cylinders in use may be kept on a stand, all others must be stored in a locked
cage. It is not permissible to change cylinders or to transport them through the hall while the
show is open to the public.

Health and Safety is one of the most important issues within the lighting and sound industry. It is
also becoming increasingly tightly regulated by the rules governing exhibitions.

It is an issue which no-one can afford to ignore and it is PLASA's aim to promote industry
standards. All exhibitors at events organised by PLASA Events Ltd are expected to ensure that
they provide a safe place and system of work. Successful safety management requires
commitment, involvement and co-operation of all those on site at an event.

Under Health and Safety legislation exhibitors are responsible for all activities that take place on
their stands throughout the event.

e Use flammable materials as part of your display.
e Have overloaded or insecure displays. Stands and displays must be safe and secure.

e  Bring children into the halls - in particular during build up and pull-out. We would
discourage children under the age of 16 to enter the exhibition at any time. Persons
under the age of 18 but above the age of 16 are not permitted during build up and pull-
out

e Under any circumstances consume alcohol during working hours.

e Overload trolleys.



e Observe the signs and instructions given by the organisers and the Royal Armouries

e Ensure that all stand personnel are familiar with the fire and evacuation procedures and
locations of exits.

e Ensure that any contractor employed by you has a sound knowledge of health and
safety and where appropriate (if 5 or more people work for the contractor), a health and
safety policy and all relevant health and safety documentation (risk assessments,
accident reporting procedure, method statements, etc.)

e Control vehicles properly on site - ask for someone to guide you whilst reversing.
e Endeavour to keep aisles free from rubbish and equipment at all times.

e Treat all cables as if they were live and turn off equipment that is not in use.

e Use the appropriate safety guards and clothing.

e  Make sure that hazardous waste is disposed of safely. Venue services can provide
advice.

e Ensure that measures are taken to minimise the impact of your operations on the
environment.

e  Make sure that you are properly insured for the exhibition.
e Maintain emergency gangways.

e Respond to all reasonable requests from the halls health and safety management team
when directed to unsafe conditions or unsafe acts.

If you do see anyone taking unnecessary risks, please report it to the organisers immediately.
Your action could prevent a serious accident.

In accordance with the Rules and Regulations of PLASA Focus: Leeds 2010, exhibitors are
reminded that they must take out adequate insurance cover including employers and public
liability insurance. You will on request provide us with a copy of your policies of insurance and
other evidence to confirm that the policy is in force and will inform us immediately if such
insurance ceases to be maintained.

Your personal valuable portable equipment, such as portable PCs, should be kept under
supervision at all times.

Whilst we take every precaution we are not responsible for damage or loss to stand fittings and
exhibits. Should you require details of insurance brokers with a specialist in exhibitions, please
contact the organisers on +44 (0)20 7370 8665.



Internet connections

Internet connections should be ordered through Royal Armouries (INT) plc by Monday 20 April.
Orders can be made by fax or email by completing the Internet connections Form by 20 April
2010.

Laser displays

If you intend to display lasers on your stand, it should be notified to us in writing. Please
O2YLX SGS GKS d[ DaFEWikRy R2NNMNEOKHR mn ! LINRE HAawmMnA

Licenses to play music
Phonographic Performance Limited (PPL) |

Exhibitors who play recorded music, i.e. from records, cassettes, compact discs, etc., in public,
are required by law to apply for a license from Phonographic Performance Limited (PPL). PPL
controls the copyright for the public performance and broadcasting of sound recordings on
behalf of the record companies and the appropriate license must be secured in advance to
prevent infringement of copyright. It is the responsibility of exhibitors to contact Phonographic
Performances Limited.

For further information, please contact: General Licensing Department, Phonographic
Performances Limited, Ganton House, 14-22 Ganton Street, London, W1V 1LB. Tel: 020 7534
1000, Fax: 020 7734 2986. Please note that the dubbing (re-recording) of recorded music is illegal
without permission of the copyright owner.

Performing Rights Society (PRS) |

In addition, all exhibitors intending to play copyright music on the stand by any means whether
recorded or live, are required by law to obtain a Performing Rights Society License for the
duration of the exhibition. To obtain a license apply online at www.mcps-prs-alliance.co.uk

Name boards for shell scheme

All shell scheme standsareprovA RSR gA UK | Fl aO0OAlF o62FNR 0SINAyS3
in standard script. One fascia nameboard is provided to each open side of your stand. Please fill

inthed ClI 4 OA I Ro I5Y53i0- 2A1f NOMaFcR 20206 0 & Hce
No smoking policy

As with all public venues in the UK smoking is not permitted in any area of the venue at any time.
Designated smoking areas are provided in external areas of the premises.

Patents & copyrights

The organisers reserve the right to exclude or reject from the exhibition hall any exhibitor who, in
the opinion of the show owners, is promoting, selling, marketing or exhibiting items or products
that are in any way copies or reproductions of any other product or item already being produced

13
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or manufactured by any other exhibitor or manufacturer. Information about applications for
patents and copyrights can be obtained from The Patent Office, tel: +44 (0)1633 813830 or by
email: enquiries@ipo.gov.uk.

Further information can be obtained from the Patent Office website: www.patent.gov.uk.

Upon receipt of the invoice for your stand space at PLASA Focus 2010 please send a cheque
made payable to PLASA Events Ltd or alternatively your remittance can be sent directly to:

Lloyds TSB PLASA Events Limited

104 Terminus Road Sort code: 30-92-86

Eastbourne Account number: 02513768

BN21 3AH IBAN: GB42 LOYD 3092 8602 5137 68

BIC: LOYDGB21092

Credit card payments are subject to 3% administration fee.

Otherwise, please forward payment to:

PLASA Events Limited Tel: +44 (0)20 7370 8665
Earls Court Exhibition Centre Fax: +44 (0)20 7370 8660
London

SW5 9TA

Email:dorothee.chamauret@plasa.org
Contact: Dorothee Chamauret

If you find it necessary to remove any goods for any reason during the exhibition opening hours,
you will need to obtain a pass out form from the organisers.

It is the responsibility of the exhibitor to ensure all exhibits, stand materials, and other items
relating to the exhibition are removed by completion of the tenancy. We cannot accept
responsibility for anything left on the premises and the venue has no storage facilities for late
collections.

PLASAFocusA & | W{i NheRxBibitér £h8l doDsdll fromitheir stand without the express
permission from the organisers before the show. Any exhibitor wishing to sell from their stand
should make an application in writing to the organisers no later than 1 month in advance of the
show so that each application can be judged on an individual basis. The organisers reserve the
right to allocate and re-allocate space for these companies appropriately. The organisers reserve
the right to refuse permission for sales to be made from an individual stand.

Whilst PLASA Focus is a trade show, each application received by the organisers to sell items will
be treated on an individual basis. The following criteria will be applied:

e The application to sell does not contradict the trade show ethic. In general terms this is
where the trade exhibition provides trade buyers (the visitors) a forum to meet trade
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suppliers and manufacturers (the exhibitors). The PLASA Focus Show is not a retail
opportunity to sell product to non-trade buyers and end users.

e That the products sold do not pose a security issue.

e That the products sold do not affect other manufacturers exhibiting at the show.

Security

Please ensure that your stand is manned at all times. Please help the organisers with the security
ofthehalldi 6& AYTFT2NX¥YAYy3I GKS 2NBI YA &SNEQheBalsWik OS AYYSRALI

be locked overnight.

Exhibitors are advised not to leave their stands unattended during build up, breakdown, or the
open period, and to take particular care with personal belongings, especially mobile telephones

and laptop computers.

No exhibits may be removed from the hall during build up or the open days of the show without
obtaining a pass-out authorisation form from the Organisers office at the Registration Area/Help
Desk .You will be asked to produce your exhibitor badge for identification.

Sound control
Sound control will be enforced by the organiser. In all areas of the Saviles Hall and the Royal

Armouries Hall, the maximum level for sound demonstrations or sound used as part of a
demonstration from any stand will be 75dBA.

Special effects | smoke machines & strobe lighting

If you intend to display special effects, smoke machines and strobe lighting on your stand, it
should be notified to us in writing.

Please O2 YLI SGS GKS 1aff I @®BNEO G & RT  NdEsehot&thavsmokd LINKA € H MmN
machines are not permitted in the Royal Armouries hall.

Shell scheme

Every shell scheme stand at PLASA Focus is constructed from Click System shell scheme. This is

provided by Joe Manby Ltd.

A shell scheme brochure is included with this manual, giving you details of dimensions of the
panels, fascia etc. For any additional standfitting orders, such as shelving etc, please see the
Standfitting Order form included with the manual.

For any further information, please contact Charles Paines at Joe Manby Ltd:

Tel: +44 (0) 1423 814 730 or charles@joemanby.co.uk.

Storage

Fire regulations prohibit the storage of packing cases etc in areas behind your stand. Empty
packing cases should be removed from site.
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